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Bce ynomsiHyTBIe B 3TOM JIOKyMeHTe Ha3BaHUSI TIPOJIYKTOB, JIOTOTUITbI, TOPTOBbIE MapKH U
TOBapHbIe 3HAKW MPUHA/IJIEXXAT UX BIIAJIE/IbIIaM.

Tosapabie 3Haku «MourOducy u «MyOffice» npunagnexxar OOO «HOBBIE OBJIAYHbBIE
TEXHOJIOT'UNy.

Hu npu kakux 00CTOSTENLCTBAX HEJIb3s MCTOJKOBBIBATDH JIOO0E COJEPKUMOe HACTOSIIETrO
JOKyMeHTa KakK MpsiMoe WM KOCBEeHHOE Ipe/IoCTaBIeHre JIUIIeH3UH WK MTpaBa Ha UCIOJIb30BaHUE
TOBAPHBIX 3HAKOB, JIOI'OTUIIOB W/IK 3HAdKOB OﬁCJIy)KI/IBaHI/ISI, IIprBEJIeHHbIX B HEM. JI1060e
HECAaHKIIMOHWUPOBAHHOE WCIIOJIb30BaHHWE JTHUX TOBAPHBIX 3HAKOB, JIOTOTUIIOB WA 3HAKOB

obciyxrBaHMs 6e3 MICbMEHHOI0 pa3pellleH s X IpaBoobyagaTesis CTpOro 3aIpelieHo.
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1 ObIIAA UTH®OPMAIIUA

CepBep COBMECTHOIO pe/laKTUpDOBaHUSI — UHTerpupyemMasi CepBepHasi CHCTeMa U
KJIMeHTCKUe BeO-TNIPWIOXKeHHUsl MJIsi TPOCMOTPa M COBMECTHOTO pe/IaKTHPOBaHHUSI TeKCTOBBIX

HOKYMEHTOB, 3JIeKTPOHHBIX Ta6J'[I/III u HPEBGHTaIII/Iﬁ B IIPUKJIaJHBIX HUT-cucremax.

[Tepeuenb TpeboBaHMI K IPOrPpaMMHOMY M alllapaTHOMY oOecliedeHUIO IIpuBelieH B

nokymeHTe «MonOduc Kommekc cpencts pazpabotku (SDK). PykoBoicTBO mporpaMmucTay.
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2 PEJAKTOP TEKCTA

2.1 Oowree

2.1.1 SI3pIkoBas MoepKKa
[TonnepxrBaeMble BO3MOXKHOCTH:

— JIOKAJIN3dlITMX HA PYCCKOM, AHTJIUHCKOM, q)paHLIy'BCKOM, HCIIaHCKOM, II0pPTYyradaJIbCKOM,
HeMellKOM, HWTaJIbJdHCKOM, 6eJIOpyCCKOM, Kd3dXCKOM, dpPMSIHCKOM, KHUPTHU3CKOM,
TATAPCKOM U 6aH_IKI/IpCKOM SI3BbIKAX;

— dflallTallvd dpa PpedaKTopa jid HCIIOJIb30BAHHSA HaA PYCCKOM, AQHTJIMUCKOM U

¢paHIly3CKOM SI3bIKAX.
2.1.2 dopmaTsl IOKYMEHTOB

Ho;mepnanaeMme BO3MOXXHOCTH:

— OTKpBITHEe U TpocMoTp ¢aioB B ¢popmatax XODT, XOTT, DOCX, DOCM, DOTX,
DOTM, DOC, DQOT, ODT, OTT, RTF, TXT, PDF;

— coxpaHenue ¢aiioB B popmatax DOCX, XODT, ODT, PDF;

— BBIOOD popMaTa IOKyMeHTa U ero COXpaHeHHe JIOKAJIbHO Ha YCTPOMCTBO;

— penaktupoBanue ¢aisioB B popmarax DOCX u ODT 6e3 koHBepTalluu BO BHYTPeHHUU
dopmar.

2.1.3 Pabora ¢ moKyMeHTOM
[MonnepxrBaeMbie BO3MOKHOCTH:

— CO3/1aHHe HOBOT'O TeKCTOBOTO M TaOJIMYHOTO JJOKYMEHTa;
— oT4eT 00 onmbKe COXpaHeHHUsl JOKYMeHTa;

— 3anMTa pparMeHTa JIOKyMeHTa OT U3MeHeHUH;

— OTKJIFOUYEeHHe 3alUThl GparMeHTa JJOKyMeHTa.

2.2 IloaroTroBKa JOKyMeHTa

2.2.1 Ilognepxkka cTUIIeH JOKyMeHTa

HO,H,Hep)KI/IBaF_‘MbIe BO3MOXXHOCTH:

— nopJiep>kka GUKCHPOBAaHHOI'O Habopa IpelyCTaHOBJIeHHbBIX CTUIIeH.
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2.2.2 HacTpoMKH CTPaHUIIBI
[Tognep>xrBaeMble BO3MOXKHOCTH:

— BbIOOP popMaTa CTpaHUIIBL;

BbI60p OpHeHTAlluH CTPAaHUIIbI: TOPU30HTAJIbHASA U BEPTUKAJIbHAA,

M3MeHeHue pa3Mepa IoJieH;

otobpakeHHe U CKPbITHE JINHEeWKH;

dopmatsr crpanunsl: A0, Al, A2, A3, A4, A5, A6, B4, B5, Letter, Legal, Executive,

Folio;

BCTAdBKd pPa3pPbIBd CTPAHUIIBI;

BCTaBKa pa3phiBa pa3Jiena;

HACTPOMKA CTPaHUIIBI Ui TEKYIIero paszea JOKYMeHTa;

— YCTAHOBKA U HACTPOMKA 3epKaJIbHbIX I10JIEH.

2.2.3 Hymepanusi CTpaHHUIL

HOIIIIEP)KI/IBBEMLIQ BO3MOXXHOCTH.:

BCTdBKd HyMepallui CTPAaHUII B peXXrumMe peldKTUPOBAHUS KOJIOHTHUTYJIOB, U3 KOMdHJHOI'O

MeHI0 «BcTaBka» ¥ paBoi MMaHeH;

BbIOOp popmMaTa HOMepa, ero N0JI0>KeHUs U BHIPABHUBAHUS;

— 3a/laHue HyMepalluu CTPAaHUI] C YKa3aHHOTO HOMepa;

HyMepallys CO BTOPOM CTPaHUIIbI.

2.2.4 PaboTa C KOJIOHTHTYJIaMH

[TonnepxrBaeMble BO3MOXKHOCTH:

— BCTaBKa M peJJaKTHPOBAaHNe BepXHUX U HMKHUX KOJIOHTUTYJIOB;

— KOIMpPOBaHKe U BCTaBKA TEKCTa IIPU peJIaKTUPOBAHUM KOJIOHTUTYJIA.
2.2.5 HacTpoiika MeIyCTpPOYHOr0 HHTepBaja

[TonnepxrBaeMble BO3MOXKHOCTH:

— YCTaHOBKa MeX/lyCTPOYHOI'O MHTepBaJja: OJIMHAapHBIN, «1,15», IOy TOpHBIH, IBOMHON;
— yCTaHOBKA IIPOM3BOJIBHOI'O 3HAYeHUsI MeXX/1yCTPOUYHOT0 UHTepBaJa;
— U3MeHeHHe CBOMCTB pa3Mepa MeXAyCTPOYHOIO MHTepBaja: TOYHO, MHHHUMYyM

1 MHOXXHUTeJIb.
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2.2.6 Ipudrs!

HO,H,Hep)KI/IBaF_‘MbIe BO3MOXXHOCTH:

— noanepxka mpudToB XO Fonts: XO Caliburn, XO Courser, XO Thames, XO Tahion, XO
Oriel, XO Oriel Condensed;

— otobpakenue mpudpToB Monotype ¢ MOMOIIbIO UX METPUUECKUX aHAJIOTOB;

— noaaepskka mpudToB Cormorant, PT Astra Sans, PT Astra Serif, PT Sans, PT Serif, Noto
Sans;

— BBIOOp mIpudTa, padmepa mipudTa ¥ HAYEePTaHUS: TIOJTYKUPHBIN, KYPCUB, TIOTYEPKHYTBIH,
3a4YepKHYTBIN, [IOICTPOYHBIHM, HAICTPOYHBIH;

— BBIOOD pa3mepa mpudrta: 8, 9, 10, 11, 12, 14, 16, 18, 20, 24, 30, 36, 48, 60, 72 u 96;

— U3MeHeHWe UWHTepBajla MeXJy 3HakaMd B TpexX BapuvaHTaXx (OpMaTUPOBAHUS:
pa3pekeHHbIN, YIVIOTHEHHbIN U OObIYHbIN;

— dopMaTUpoBaHue TeKCTa B cTuie «Bce mponvcHbiey.

2.2.7 Ilopnep:xxuBaemMble CHMBOJIbI
[Tonnep:krBaeMble BO3MOXHOCTH:

— IIOKa3 Helled4aTHbIX CHMMBOJIOB;
— MoAgiep>XKad CHUMBOJIOB pPd3pbiBd CTPAHUIBI U I'PAHUIBI CeKnun B pexume OTO6pa)KEHI/I$[

Helle4aTHbIX CMMBOJIOB.

2.2.8 ®PopmaTupoBaHue COHEPIKUMOro
[TonnepxrBaeMble BO3MOXKHOCTH:

— KOMMPOBAaHKEe U BCTaBKa OTGPOPMATHPOBAHHOTO TEKCTa BHYTPH OJIHOTO JJOKYMeHTa WU K3
onHOro ¢paiiia B APyTou;

— BCTaBKa TeKCTa C cOxpaHeHHeM (pOpMaTUPOBAHUS B KOJIOHTUTYJIbI U TaOJIUITbI;

— dbopMaTUpoBaHre COJIEPXKUMOTO siueeK WK IMalla30oHa sS4eek;

— HW3MeHeHUe IIBeTa TeKCTa;

— M3MeHeHHe [IBeTa BblieJIeHHS TeKCTa;

— KOIIMpPOBaHWe U BCTaBKa GOPMAaTUPOBAHHOT'O TEKCTA, CIIUCKOB, TaOJIUII, KAPTUHOK MEXIY
TIPUWIOXKEHUSIMU;

— BO3MO>XHOCTb OYMCTHUTH Cl)OpMaTI/IpOBaHI/Ie TeKCTa,
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— aBTOMaTHh4YeCKasl 3aMeHa CUMBOJIa JBOMHBIX KaBblYeK Ha CUMBOJI (PPaHIy3CKHUX KaBbIYeK
JUIsl PyCCKOTO U paHITy3CKOTO $I3bIKOB T'OPU30HTAJbHOE BbIPDABHMBAHUE TEKCTa II0
JIeBOMYy Kpato, I10 I[eHTPY, 110 IPaBOMY Kpalo U IO IIMpPUHE SYelKU;

— yBeJIMueHUe/yMeHbllleHue OTCTYTIOB; HAaCTpoiiKa absara (TepBasi CTPOKAa, OTCTYII CJIeBa,
OTCTYyI CIIpaBa, MHTepBaJ J10, UHTepBaJl 110CJe);

— BCTaBKa paHee CKOIMMPOBAHHBIX JIAaHHBIX 0e3 CBOWCTB ¢GOpMaTHUpOBaHUS B Opay3epax
Safari u Ha 6a3e Chromium;

— BBINIOJIHEHUE TIOCJIe[JHEN Olepaluy WIK Olepalyio 10 yMOJYaHUIO MPU HaXXaTUH Ha
MUKTOTpaMMy CJIeJTyIOIIMX KOMaHJ Ha HaHelau HWHCTpyMeHTOB: «llBeT Tekcray, «llBet
BblJIeJIeHUS TeKCTay, «BcTaBUTh CTOIOeI] Ui CTPOKY», « Y IaJIUTh CTONIOel Uil CTPOKY,
«['panunb», «1IBeT 3amuBkn», « MapKUpPOBaHHBIN CIIUCOKY, « HymMepoBaHHBINM CIIMCOKY;

— BCTaBKa TeKyIlel JaThl WM BpeMeHH, MCIOJb3ysl KOMaHIHOe MeHIO, pasfiesl GOKOBOM

naHesu « BcTaBka» WM COOTBETCTBYIOIIYIO KOMAHTy TOPSYHMX KJIABHIIL.
2.2.9 ®opmar no odpasmy
[TogepxvBaeMble BO3MOKHOCTH:
— ¢opmMaTUpOBaHUe 10 00pasiy;
— dopmaTUpoBaHUe 0 00pa3Iy JyIs ab3aria.
2.2.10 Pabota co cnuckamu

HOIIIIEP)KI/IBBEMLIE BO3MOXXHOCTH.:

oTobpa’keHHe U CO3[JaHMe HyMepOBAaHHBIX U MAapPKUPOBAHHBIX CIIUCKOB;

— MOJIep>KKa HyMepOBaHHBIX CIIMCKOB B popMarte «1.1.1»;

CO3JaHe MdPKHMPOBAHHBIX CIIMCKOB THUIIA «—»;

— MpOJI0JDKEHHe CIIMCKa IPY BBOJIe B Havyajle CTPOKH CJIeJIyIOIIero Io MOPs/IKY 3HaYeHHs;

OGBEHHHEHI/IE JABYX CIIMCKOB B Pd3HBIX MeCTadX HOOKYMeHTa [JId IIPOJOJIDKEHUSI BTOPbIM

CIIMCKOM HyMepallyy IIepBoro;

CO30aHre HYMEpPOBAHHBIX CIIMCKOB C KUPWUIMYECKHUMHU CUMBOJIaMU IIPpHU UCITIOJIb3OBAHUN

MIPUJIOXKEeHUST Ha PYCCKOM si3bike: 1)a)i) u a)l)i).

2.2.11 Pabora co cChUIKaMH M IHIIePCChLIIIKaMHU
[TonnepxrBaeMble BO3MOXKHOCTH:

— BCTdBKd U peIaKTHPOBdAHHE I'MIIEPCCBLIOK;

— BCTaBKa CCBHUJIKM B BbIIeJIEHHBIN TEKCT;
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— KOIIMpOBaHHEe CCBbUIKKW Ha JOKYMEHT;

— KOIIMPOBaHMe aJipeca CChIJIKM B peXXMMe IIPOCMOTPa JOKYMeHTa;

— oToOpakeHHe IOJCKa3KX C aJ[pecOM TMIIePCCBhUIKY IpY HaBelleHWH KypCcopa MBIIIKM Ha
CCBUIKY;

— aBTOMaTh4eckoe (pOpMaTUPOBaHUE CCHUIOK U 31eKTPOHHBIX afipeCcoB KaK TUIIepCChUIOK;

— TIPOCMOTP U Tlepexo/i M0 TIepeKpeCTHbIM CChUIKaM, paHee J06aB/IeHHbIM B IOKYMEHT;

— HaBUTallUHY 110 [TlepeKPeCTHBIM CChUIKaM Ha Tabiuiibl, H300paXkeHus: U pOpMyIIbI;

— BO3MOXKHOCTb KOIIMPOBATh a/IpeC CCHIIKU, UCII0/Ib3Ysl KOHTEKCTHOE MeHIO;

— BCTaBKa IlepeKpeCTHBIX CChIIOK;

— BCIUIbIBalOIllee OKHO C BO3MOXKHOCTBIO KOIIMPOBAaTh, PellaKTUpOBaTb U YHAJIWTL ajpec
CCBUIKH, a TaKXKe KOMaHJI0M Ilepexofa 10 CChUIKe;

— BO3MOXXHOCTb ITepeiTH 0 CChIIKe, 100aBIeHHOM K TeKCTy BHYTPU PUTYPHI;

— BO3MOXXHOCTb IIepeWTH II0 CCbUIKe, J00aBIeHHOW K TeKCTy B sdeiiKe TaOUIBI C
IIPYMeHeHHBbIMU ITapaMeTpaMH 00TeKaHusl TeKCTOM;

— BO3MOXKHOCTb BCTaBKM CCBHUIKM Ha BHEIIHHWe JOKYMEHTHI C a/ipecalield Ha KOHKPeTHBIH

JIMCT JOKYMEeHTad.

2.2.12 PaboTa co cHOCKaMu

HOIIIIEp)KI/IBBE’MbIe BO3MOXXHOCTH:

Inogaep>XKd IIOCTPaHUYHBIX CHOCOK;

0T06pa>1<eHHe KOHII€BbIX CHOCOK;

CO3laHue, peldKTUpOBaHHe, Cl)OpMaTI/IpOBaHI/Ie " yJidJieHHre ITIOCTPaHUYIHbIX CHOCOK;

mepexoji OT MapKepa CHOCKH K ee TeKCTY.

2.2.13 Pabora c n3obpaxkeHUAMH
[Topnep:xriBaeMble BO3MOXKHOCTH:

— otobpakenue uzobpaxxenuit B popmatax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP;

OTO6pa)K8HI/Ie H306p8)K€HHIZ B UMIIOPTUPOBAHHBIX JOKYMEHTAdX;

BCTaBKa n3obpaxkenuit B popmarax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP;

M3MeHeHHe pa3Mepa U300pakeHUH B TEKCTe C Wi 6e3 COXpaHeHHsI TPOTOPITHIA;

HN3MeHeHHre PACIIOJIOXKEeHUA H306pa)KEHHﬁ B TEKCTe;

obTekaHHe U300pa’keHU: B TeKCTe, BOKPYT PaMKH, CBepXy M CHM3Y, 32 TeKCTOM U Iepe]
TEeKCTOM;

— mepeMeltieHHe M300pakeHUH B TEKCTe C IIOMOIIIbIO JIeBOM KJIaBUIIIM MBIIIIH;
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0TOOpa’keHHe Mporpecca 3arpy3Ku U BCTaBKU M300pakeHusl Ha HKHeH TaHeJu;

OTMEHd 3dI'Py3KH I/1306pa>KeHI/IH;

oTobpaskeHue pa3BepPHYTHIX 0] YIJIOM U300pakeHu;

XpaHeHHe CKOIMPOBAHHOTO M300pakeHHs B CUCTeMHOM Oydepe oOMeHa Uil BCTaBKHU B

JIpyTre MpUIoXKeHus;

— aBTOMaTU4YeCcKoe yMeHbllleHHe MaciiTtaba u3obpakeHusl IpyU BCTaBKe, pasMep KOTOPOTO
MIpeBbIIIaeT FPAHUIIBI BUIUMOM 00JIaCTH JJOKYMEHTAa;

— IepeMellieHUe U300pakeHHsI C IIOMOIIbIO CTPeJIOK Ha KJlaBUaType.

2.2.14 Pabora ¢ purypamu

HOIIIIEP)KI/IBBEMLIE BO3MOXXHOCTH.:

nopsiepxka GUryp B JOKyMeHTax;

— BO3MO>XHOCTb BBIJIEJIUTh, KOIIMPOBAaTh, BbIPe3aTh, BCTABUTb QUTYDY;

— W3MeHeHUe [1BeTa 3aJIMBKU QUIYPHL;

— HACTpOMKa rpaHull GUrypsl (IIBeT, TOJIIMHA, TUII JIMHUK);

— U3MeHeHHe pa3Mepa U IPOIopHuu GUrypshl;

— U3MEeHeHMe PACIIOJIOXKEeHHUs B IOKYMeHTe;

— yIaneHuve QpUryphl;

— BBIOOD CBOMCTBA OOTeKaHHUs TeKCTa AJisl GUTYPHI;

— oTOOpakeHue MMOBEePHYTHIX QUTYP;

— BblJleJIeHHe U IlepeMellleHre [TI0BePHYThIX PUryp;

— BBIOOD CBOKMCTBA 00TeKaHHs TeKCTOM II0BePHYTOU PpUTYPBHI;

— BCTaBKa QUIyp: NMPSMOYTOJIbHUK, 3JUIMIIC, TPEYTOJIbHUK, pOMO, JIMHUS, 3aTHYTHIA YTOJI,
3Be3qia, cepjille, CKOOKH, CTpeJIKY U BBIHOCKY;

— BO3MO>XHOCTb HAaCTPOUTH THII JIMHUY, a TaKXXe ee JUIMHY, YroJl HAKJIOHA, I[BeT, TONIIUHY U

TUIl HAKOHEYHUKA;

— nepeMelrieHre GUIYPhI C IOMOIIIBIO CTPEJIOK Ha KJIaBUATYpe.

2.2.15 Pabora ¢ TabauiaMu B TeKcTe

[TomnmeprkuBaeMblie BO3MOXKHOCTH:

BCTdBKd U yJdJieHue Ta6J'[I/II_IbI;

BbIOOP pa3mepa TabJIMIIbI Y BCTaBKe;

BCTaBKd CTPOK U CTOJ'I6I_IOBZ CJieBa, CIIpaBd, CBepXy U CHU3Y OT BbLACJIEHUS;

YAajieHnve OJIHOM WJIM HECKOJIbKUX CTPOK WJIN CTOJI6IIOB;

- Cl)OpMaTI/IpOBaHI/Ie I'PaHUIIbI STYeMKU WIN JUalla30Ha S9eeK:
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— BCe TpaHUIbI, HeT TpaHMI], TOJICTble BHEIIHWe TIpPaHUIbl, BHYTPeHHHWE TPaHUIIbI,
BHYTpPEHHST I'OPU30HTaJIbHAS JIMHWS, BHYTPEHHSS BepTUKaJIbHAas JIMHUS, BOCXOISILAs
JIMaroHa/lb, JieBasl TIpaHUIlA, BepXHsS TpaHWUIlA, [paBas TPaHUIA, HIDKHSS TpPaHUIIA,
HUCXOJ4IIas JUaroHalb;

— U3MeHeHMWe TUIA JIMHUW: TOHKAs JIMHUS, OObIYHAs JIMHUS, TOJICTasl JIMHUS, MyHKTHUPHAas
JIMHUS, IITPUXITYHKTAPHAS JIMHUS, IITPUXOBAs JIMHUS, IBOMHAS JIMHUS;

— U3MeHeHMe IIBeTa I'DaHMIl: YepHbIMA, OpaHXXeBbld, KPACHBIM, >XKeJIThbI, CBETIIO-3eJIeHbI,
3eJIeHbIl, OUPI030BbIH, roiTyb0H, CUHUMN, GUOJIeTOBBIN, TyPITypPHBI;

— dbopMaTUpoBaHKe COJIEP>KUMOTO siueeK WIK Ihalla30Ha sS4eek;

— YCTaHOBKA TOYHBIX 3HAYEHWUU IIIUPUHBI U BBICOTHI SIU€eK;

— M3MeHeHMe IIMPUHBI U BBICOTHI KOJIOHOK W PSOB INepeTaCKMBAaHWEM T'PaHUIl TaOJIUITbI
WU C TIOMOIIIbIO JTUHEeNKH;

— U3MeHeHHe [BeTa 3aJIMBKU S49eeK B Ta0JIuIie;

— TOPU30HTAJIbHOE BBIPABHMBAHME TEKCTa B f4YelKe I10 JIEBOMY Kparo, II0 IeHTpy, IO
[paBOMY Kparo U 110 IIUPUHE STYeUKH;

— BEPTUKAJIbHOE BBbIDAaBHMBAHMWE TEKCTa B sUeiKax TaOJMIbI: 10 BepXHeMy Kpalo, II0
LIeHTPY Y 10 HUXKHEeMY Kpalo;

— oTtobpakeHre GOpMaTUPOBAHUS TTIOBEPHYTOTO TEKCTA B sTUeMKaX;

— BbIJIeJIeHHe PSJIOB U KOJIOHOK;

— BbIJIeJIeHYe BCeH TaOJIHIIbL;

— BBIJIeJIeHHe HEeCKOJIbKUX CTPOK WJIM CTOJIOIIOB OJJHOBPEMEHHO;

— o0BbeIMHeHWe U pasfie/ieHue sueek;

— obTekaHue TabJIUIL TeKCTOM;

— paboTa c TabnauiaMu B KOJIOHTUTYJIAX;

— BO3MOXKHOCTb OT/IeJIbHO BBIJIEJIUTh CTPOKY WJIM CToJibell, cojepaiiye oObeJuHeHHbIe
JYeHKHU B HaYaJie UM KOHIle 00JIacTH TabJIHIIbI;

— oTobparkeHue TabJIuI] C TPUMeHeHHbIMUA TTapaMeTpaMu 00TeKaHUsI TEKCTOM, CO3/IaHHbBIX B
JIPYyrOM peJIaKTope;

— BO3MOXXHOCTb peJJaKTUPOBaTh COAEepXXUMoe Tabull C MpUMeHeHHbIMU IlapaMeTpaMu
00TexKaHUus TeKCTOM;

— BO3MOXXHOCTb BBIJIEJISITH OTJleJIbHbIe CJIOBa B TabiIMIle TEKCTOBOTO peJlaKTopa B pexkuMe
MIPOCMOTPA;

— BO3MOXXHOCTbD JIeJIEHUS STYeUKH 110 BEepPTHUKAJIX U TOPU30HTAJIN.
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2.2.16 MaTtemaTHuecKue BbIpaKeHUS

[TonnepxrBaeMble BO3MOXKHOCTH:

— ob03HaueHHMe MeCTOpacIloIOXKeHUsl MaTeMaThdecKoro BblpakeHUs: B ¢opmare LaTeX
COOTBETCTBYIOIIUM OOBEKTOM B JOKyMeHTe.

2.2.17 Iloppepaika MaKpOKOMaH/,

Ho;mepnanaeMbIe BO3MOXXHOCTH:

— IIoJAEP’KKAd MAKPOKOMdH/I Ha A3bIKe ITPOI'PAMMHUPOBAHUSA Lua.

2.3 Pabora c noKymMeHTOM

2.3.1 OrnaBienue

HOIIIIEP)KI/IBBEMLIE BO3MOXXHOCTH.:

CO31aHMre U yJidJIeHHWe OI'JIaBJIeHH;

HaBUT'dllW4 10 JOKYMEHTY U3 OI'JIdBJIeHU,

— aBTOMAaTU4ecKoe 0OHOBJIEHHE OIJIAaBJIeHUS B pexxrume pedJIbHOI'O BpeMEHH,

¢dbopmaTrpoBaHUe OrJiaBjieHus JOKYMeHTa C UCII0JIb30BaHMEeM CBOMCTB IipudTa 1 ab3ama.

2.3.2 PaboTa ¢ 3aKJ1agKaMu
[Tonnep:krBaeMble BO3MOXHOCTH:

— oTobpa’keHHe 3aKJIaJI0K;

— MPOCMOTPA CIKCKa 3aKJIAJIOK B JIOKYMEHTe;

— BO3MO>XHOCTb BCTABKH, HepeI/IMEHOBaHI/IH n YJIHJIQHI/IH 3adKJIaI0K;
— HABUTAIMS K TEKCTY 3aKJIaJIKK U3 CITMCKA 3aKJIAJIOK;

— COPTHUPOBKA CITHMCKA 3aKJIafI0K 110 TIOPSIKY U 110 Ha3BaHUIO;

— BO3MOJXHOCTb CKPBITb CHCTEMHbIE 3aKJIaIKH.
2.3.3 ITouck u 3aMmeHna

HOLI)IGP)KI/IBaeMI)Ie BO3MOXXHOCTH.

— MOMCK U 3aMeHa I10 COJIEP’XKUMOMY JIOKYMeHTa;
— IIOMCK U 3aMeHa C y4eTOM perucTpa M CJIOBa I1eJINKOM;

— IIOMCK T10 TeKCTY JJOKYMeHTa, OTKPBITOTO B pexxumMe IIPOCMOTPa;
— UCKJIIOUeHHe KOJIOHTUTYJIOB U3 pe3yJIbTaTOB ITOMCKa;

— COXpPdaHeHHe ITOMCKOBBIX 3dIIPOCOB II0 JOKYMEHTY B UCTOPHHU ITOMCKOBLIX 3aIIPOCOB;
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Oo4HviIeHrne HCTOPUHU I10 3aBeplieHHnKr paﬁOTI)I C JOKYMEHTOM WA OOHOBJICHUH BKJIaJKH

C IOKYMEHTOM;

BO3MOKHOCTD Ilepexo/id K CjieAyroiiemMy WIr IpeJblAyneMy CJIOBY I10CJIE 3dMEHHBI,;

BO3MOKHOCTb 3dMeHHTL OJHO CJIOBO WJIK BbIPd>XeHHe, BO3SMOKHOCTL 3dMeHHUTDL BCe;

— HaBUT'all¥4 10 pe3yJibTaTaM IIOMCKA B IOKYMeHTe C BBIBOJJOM CITMCKd KOHTEKCTOB.

2.3.4 IIpoBepka opporpaduu ¥ NyHKTyalun

HO}I}Iep)KI/IBHEMbIe BO3MOXXHOCTH:

BKJIIOUEeHMe U BBIKJIIOUeHHe IMPOoBepKu opdorpaduu;

— IpOBepKd I'PAMMATUKU [JI PYCCKOI'O S3bIKd;

OBICTPBIN TTepexo]i MeXX/ly OITMOKaMU;

— OAPOOHOe OnrMCcaHKe BbIOPAaHHOM OIIMOKU;

IpyHIioBbBI€ OIlepaliuu C OITOKAMM: (IIPOITYCTUTDb BCe» U «3dMEHUTH BCE»;

— TojiJiep>kKa ppaHITy3CKOTO U UCITAHCKOTO SI3bIKOB ISl TPOBEpPKU opdorpadpuu;

OKHO BbIOOpa cJIOBapsl Jylsl MpoBepku opdorpaduu: pyCCKUM, aHIVIMHMCKUM, MCIIAHCKUH,
$ppaHIy3CcKUi;

— BBIOOD O/THOTO, IBYX WJTM TPeX CJIOBapei Iyis TpoBepku opdorpadry 0JHOBPeMeHHO.

2.3.5 IlpaBku
[TonnepxrBaeMble BO3MOXKHOCTH:

— OTMEHa " BO3BpPAT I/ICHpaBHEHI/Iﬁ 110 OJHOMY CHMMBOJIY 3d HIAar’;

— OTMeHa U BO3BpaT Ollepalui.

2.3.6 Pexxum penieH3MpOBaHUS
[MonnepxvBaeMbie BO3MOKHOCTH:

— 3alMCh UCIIPaBIIeHUH B JIOKYMEHTe;

— BKJIIOYEHME ¥ BBIKJIIOYEHWE pe)XrMMa 3allMCH WCHIPaBJIeHWM aBTOPOM WM BafiesiblleM
JIOKYMEHTa;

— COBMECTHOe pefJaKTUPOBaHUe JIOKyMEHTa;

— PeXXUM 4YTeHHUs JOKyYMeHTa, B KOTOPOM HeJIOCTYIIHbI JIOOble [IeMCTBUSI C TEKCTOM
JIOKYMEHTa;

— orobpakeHWe UCIpaBlIeHUWM B JOKyMeHTaX, COBepIIeHHbIX B peXume 3alucu

WCIIPaBJIeHUH;
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— NIpUMEeHeHWe peXXMMa 3alMCU MWCIpaBIeHWM K JOKYMEeHTY y BCeX I0JIb30BaTeller C
IpaBaMH Ha ero peJlaKTUpOBaHue;

— NPUHSITHE U OTKJIOHEeHWe WCIIpaB/ieHUH (BCeX WX MO0 OJJHOMY) aBTOPOM WX BilaJiesiblleM
JIOKYMEHTa;

— IPUHSITHE U OTKJIOHEHWe UCIIPaBJIeHUH TOJIbKO B BbIJIeJIeHHOM 00J1aCTH JOKYMeHTa;

— oToOpakeHHe CIIMCKa I0JIb30BaTellel B peskiMe COBMeCTHOTO peJaKTUPOBaHUS;

— TpU peXXrMa OTOOpakeHWsl MCIIpaBJIeHWW, COBepIIeHHBIX MoJib3oBaTesssMu: «McxonHbii
JOKYMEeHT», «be3 I/ICHpaBJIeHI/Iﬁ» u «IlokasbIBaTh HCIIPpABJIEHUS

— HaBUTaIUs Jyist OBICTPOTO Mepexofia MeXXly UCIIpaBIeHUsIMHU;

— yBeJioMJieHHe 00 U3MeHeHUHU MPaB JIOCTYIIa B OTKPBITOM JJOKYMEHTE;

— TIOJITIEP>KKA 3alMCH UCIIPaBJIeHUM CBOMCTB ab3alla v MCIPaBJIeHUH B KOJIOHTUTYJIAX;

— GUIbTP OOBEKTOB pelleH3WpPOBaHUS B peXxrMe pelleH3upoBaHUsi «MapKUpoBaTh
HCIIpaBJIEHU» . UCIIPABJIEHKS, TeKCTOBble KOMMEHTapPUH, dyJINOKOMMEHTAdPHH;

— BO3MOXXHOCTb CKPBITb Y [10Ka3aThb y/aJIeHHbIN TeKCT;

— BO3MOKHOCTD CKPBITh U I10KA3dTh ITaHEeJIb «BbIHOCKIY.

2.3.7 BepcuonnpoBaHue IOKyMeHTOB

Ho;mepnanaeMme BO3MOXXHOCTH:

CO3JaHre HOBOM BepCHU NOKYMEHTA,

OTKPbITHE Hd IIPOCMOTP BEepCHH, OTJIMYHOH OT TEKYMEﬁ;

3KCTOPT JIt0OOM BepCUU JIOKYMEHTAa B HOBBIM JIOKYMEHT;

COXpaHeHHe NOKYMeHTd KdK OTHEeIbHOU BepCuu;

3dIldHHMEe Ha3BdHUA U KOMMEHTAapHs IJId BepCHUU NJOKYMEHTa,

IMMpOCMOTP pa3Mepda NOKYMeHTd C y4eTOM BCexX BepCHfI.

2.3.8 CoBMecTHOe peJJaKTHPOBaHHE
[MonnepxvBaeMbie BO3MOKHOCTH:

— COBMECTHOe peJlaKTUPOBaHUe JIOKYMEeHTa;

— peXuUM YTeHHs IOKyMeHTa, B KOTOPOM HeJOCTyNHbI JiI0Oble [eWCTBHS C TeKCTOM
JIOKYMEHTa;

— nHdopMalys 0 APYTUX y4aCTHHKAX IPU COBMECTHOM pellaKTHPOBAHWM: UMsl, I[BETOBAs
VHIVKAIIYsI, BbIJIeJIeHUe sTYeeKk;

— dBTOMdTHU4YeCKOe COXpdHeHHne U3MEeHeHUM B OOKYMeHTe,
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— dBTOMdTHUYeCKOe COXpaHeHHe [JOKyYMeHTa IIph BbIXOJe OTAEeJIbHbIX Y4YdCTHHKOB

pedaKTUPOBdAHUA WIN BCeX YU4dCTHUKOB;

— Tepexo/i K Kypcopy COaBTOpa IPU Ha’KaTHH Ha ero aBaTtap Ha GOKOBOH MaHeJH.

2.3.9 Pabora B o0J1aKe
[TognepxvBaeMble BO3MOXKHOCTH:

— penaKTUpOBaHHe 06JaYHbIX JOKYMeHTOB B OTKpbITOM ¢popmMate OOXML (docx) u ODF.

2.3.10 Pabora c KOMMeHTapUsIMH
[TonnepxuBaeMble BO3MOXKHOCTH:

- 0T06pa>1<eHHe KOMMEHTAdpPHeB;
— yAdJIeHHe BbIIeJIEHHOTO KOMMEHTAPHHI,

— yaaJieHrhe BCeX KOMMeHTapHreB B IOKYMeHTe;

CO3laHr e KOMMEHTAPUs,

peaKTHpOBaHHWe KOMMEHTapUs;

npwioxxeHut MonOduc;

BO3MO>XHOCTb BOCIIPOMU3BECTU WJIM MIOCTAaBUTh Ha May3y ayJMOKOMMeHTapHui;

— yABOEHHEe CKOPOCTHU BOCIIPpOU3BEleHNs aYJUOKOMMEHTaPUs;

nepexo]i K Heo06X0/IMMOMY MeCTY 3allMCH TPX BOCITPOU3BEJIEHUH;
— yaaJjieHHue ayIMOKOMMEHTapH1eB;
— HaBUTaIUs JijIsl OBICTPOTO Mepexojia MeXxy KOMMeHTapUsIMHU;

— BbIeJIeHHe U KOIIMPOBaHHE TeKCTd KOMMeHTapus.

2.3.11 IlopnepxuBaeMblie KIaBHaTypHbIe COYeTaHHS
[TonnepxyBaeMble ropsiure KJlaBUIIN:

— Ctrl (Cmd) + S — coxpaHUTb JOKYMEHT;

— Shift + Ctrl (Cmd) + S — akcopTupoBaTh JOKYMEHT;

— Alt (Option) + A — BCTaBUTb B TaOJIUITY CTPOKY BBIIIIE;

— Alt (Option) + B — BcTaBuTh B TabIUIly CTPOKY HUXKE;

— Alt (Option) + L — BcTaBUTb B TaOiuIly cTosberr CiieBa;

— Alt (Option) + R — BcTaBuTh B TabuIly cTOI0€I] CIIpaBa;

— Alt (Option) + Ctrl (Cmd) + R — ynanute BbljieJIeHHYIO CTPOKY B Ta0OJiuile;

— Alt (Option) + Ctrl (Cmd) + U — ymanuTh BbIZIeJIEHHBIN CTOJI0eI] B TabuIle;
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— BackSpace — yanuTh BbljiesieHHOe COfep>KUMOoe TaOTHUIThI;

— Delete — ynanuTh BbiieJieHHOe COJIepP>KUMOe TabIUIIbL;

— Alt (Option) + Shift + T — ymanutb Tabmuiry;

— Alt (Option) + Ctrl (Cmd) + M — 00beIMHUTDH BBIZIEJIEHHbIE STIEHKH;

— Alt (Option) + Shift + M — pa3beIMHUTD TYEHKH;

— Tab — nepe¥iTu k cienyroren siueiike;

— Shift + Tab — nepeiiTu k npeaBIAyIeN sUeliKe;

— KJIaBHUIIIA CTPEJIKU — MIePerTU B COOTBETCTBYIOIIYIO HAallpaBJIEHUIO CTPEJIKU STYeiKY;
— Shift + ky1aBuIla CTpeKy — BbIIENIUTh IMANa30H B HAIIPABJIEHUH CTPEJIKY;
— Ctrl (Cmd) + A — BBIJIEJIUTH BCe STYeHKU TaOJIUITBI;

— Ctrl(Cmd) + ; — BcTaBUTh TeKyIIyIO JaTy;

— Ctrl(Cmd) + Shift + ; — BcTaBUTb TekyIiiee Bpems;

— Ctrl(Cmd) + Shift + [ -] — dopmaTrpoBaTh KaK IOJCTPOYHBIM 3HAK;

— Ctrl(Cmd) + Shift + Space — BcTaBUTb Hepa3pbIBHBIN MPOOET;

— Ctrl(Cmd) + [ = ] uimu Ctrl(Cmd) + [ + | — yBeIM4UTh MacIrao;

— CTRL(CMD) + G — BbI3BaTh IUAJIOT JIJIsl TIepexo/ia 10 HOMepy CTPaHHITbI.
2.4 Pabora c roToBbIM (aityiom

2.4.1 CtaTucTHUKA TOKYMEHTa
[TonneprkruBaeMble BO3MOXHOCTH:

— oToOpakeHre KOJIMYeCcTBa CTPaHUIl ¥ HOMepa TeKylllel CTPaHHUIIbI;

— IepexoJl a KOHKPETHYIO0 CTpaHUIy JOKYMeHTa C TIIOMOIIbI0O CTPOKH COCTOSIHUS,
KOMaH/IHOT'O MEeHIO U TOpsSYMX KJIaBUII;

— M3MeHeHHe MaclITaba JOKyMeHTa B CTPOKe COCTOSTHUSI U KOMaH/IHOM MeHIO;

— HACTpOWKM MaciiTaba: CTpaHMIIA IeJIMKOM, JIBe CTPaHMIIbl, HeCKOJbKO cTpanul, 50%,
75%, 100%, 125%, 150%, 200%, 400%, 10 1mmprHe 3KpaHa;

— BO3MOXXHOCTb 33JJaHUSI ITPOM3BOJILHON BeJIMYMHBI MaciiTaba B npepenax oT 50% mo 400
%,

— oToOpakeHHe Iporpecca 3arpy3kd M IOJTOTOBKU JOKYMeHTa JyIs 3KCIIOpTa B CTPOKe

COCTOSAHHA.

2.4.2 Ilopnep:xka onoBeeHUN

HO)I)Iep)KI/IBaeMbIE BO3MOXXHOCTH:
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— oToOpakeHHe yBeJOMJIeHUs IIPY OTCYTCTBUU ceTu MHTepHeT;

— yBelOMJieHHe IIpHU IIOIIbITKe BHeCTU U3MEHEHUS B 3alIUIIeHHbIN Cl)pal"MeHT HOKYMeHTa,

yBegomiieHre O HeBO3MOXHOCTHU OTKPBITb 3alMILIEeHHBIA IapoJjieM q)afm;

npeaynpexxJieHuss 0 NpUOIIKAIOIIeMCsl 3alloJIHeHMM XpaHWJIMINA I10JIb30BaTelis U 00

OTCYTCTBUU CBO60)1HOI‘O MeCTda B XpaHUJIUIIIE I10JIb30BATEJIA;

npeayiipexxjaeHre O IpeKpalleHrnr BO3MOXKHOCTH peldKTHPOBAHUS JOKYMEHTa B CBA3U C

MIPO/IOJKUTENIbHBIM Ge3/IeiCTBHEM B COOTBETCTBUM C HACTPOWKAMH, yCTAaHOBJIEHHBIMHU

dIMUHHUCTPATOPOM CUCTEMBI;

— MpeflyTpeXx/ieHue 0 HeoOXOIMMOCTH OOHOBUTH CTPAHHILY NPH W3MEHEHWH CHUCTeMHBIX
HACTPOeK aJIMHHHUCTPATOPOM;

— BCIUIBIBAIOIIEe yBeJIOMJIEHHe O HEeBO3MOXXHOCTH TEepeWTH K KypCOpy COaBTOpa, eciiu

COAdBTOP HAXOOUTCS B HESHFPY)KQHHOﬁ YdCTHU JOKYMEHTd.

2.4.3 IleyaTs JOKyMeHTa
[Tonnep:xrBaeMble BO3MOXHOCTH:

— BO3MOXXHOCTD OTIIPABUTH JOKYMEHT Ha [1e4dTh.

© 000 «HOBDBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024 20



3 PEJAKTOP TABJINI]

3.1 Oomzee

3.1.1 SI3pIkoBas noaaepKKa
[TonnepxrBaeMble BO3MOXKHOCTH:

— JIOKAJIN3dlITMX HA PYCCKOM, AHTJIUHCKOM, q)paHLIy'BCKOM, HCIIaHCKOM, II0pPTYyradaJIbCKOM,
HeMellKOM, HWTaJIbJdHCKOM, 6eJIOpyCCKOM, Kd3dXCKOM, dpPMSIHCKOM, KHUPTHU3CKOM,
TATAPCKOM U 6aH_IKI/IpCKOM SI3BbIKAX;

— dJlallTallyu4 4/1pa peJaKTOpa IJId UCIIOJIb30BAHUS Hd (bpaHI_Iy'SCKOM sA3bIKe.

3.1.2 ®opmMaThl IOKYMEHTOB
[MonnepxrBaeMbie BO3MOKHOCTH:

— oTKpbITHe U mpocMoTp ¢ainoB B ¢dopmatax XODS, XOTS, XLSX, XLSM, XLTX,
XLTM, XLS, XLT, ODS, OTS, CSV, TSV, PDF;

— coxpaHenue ¢aioB B popmaTtax XLSX, ODS, XODS, PDF;

— penaktupoBaHue ¢daioB B popmatax XLSX u ODS 6Ge3 koHBepTaliMu BO BHYTpPeHHUU
dopmar;

— BbIOOp dopMaTa JJOKyMeHTa U COXpaHeHHs ero JIOKAJIbHO Ha YCTPOUCTBO.

3.1.3 Pabora c qoKymMeHTOM
[NoxnepskriBaeMble BO3MOKHOCTH:

— MoJiIep kKA JIOKYMeHTOB, He COfIep)KallluX BUIUMBIX JIUCTOB;

— BblleJIeHHe U KOIIMPOBaHKe g49eeK aKTUBHOM 00/1aCTU B pexxrume 4YTeHud;

— CO3/IaHHe HOBOTO TabJIMYHOTO JOKYMEHTa;

— oT4eT 00 olmMbKe COXpaHeHUsl JOKyMeHTa;

— BO3MOXXHOCTb CKPBITh WJIK OTOOPA3UTh HyJIeBble 3HAYEeHMS;

— KOMaHJla JJisi CHSATHS BCeX 3aKpeIUIeHHbIX oOjiacTeii Ha JIMCTe, ecyid 3aKperuieHHas
00JIaCTh MpEeBBIIIAeT BUIUMYIO 00/1aCTh JIUCTA;

— KOMaH/ila Il aBTOMAaTUYeCKOTO YMeHbIIIeHWs MacinTaba JMCcTa, ecyid 3aKperuieHHas
o0JIacTh TIpeBBIIaeT BUIUMYIO 007acTb, U B CJIy4ae YMEHbBIIEeHHUS MaciiTtaba JIMCTa
MIPOKPYTKA JIOKyMeHTa BHOBb CTaHET JIOCTYIIHA;

- OTO6pa)KEHI/Ie 3allIHIIIeHHBIX T36JII/III, KOTOpPbIE ObUIH CO3IdHBbI B CTOPOHHHUX pedKTOpadX;
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— oTobpakeHrMe MU paboTa C s4YelKaMu, JUld KOTOPbIX B CTOPOHHeM peJlakTope Oblia
HAaCTpoeHa ITPOBepKa JJaHHBIX WM BLIOOp 3HAUEHUs U3 CIIHCKA.

3.2 IlogroroBKa JOKyMeHTa

3.2.1 Pabora c iucramu

HO}I)Iep)KI/IBaeMbIe BO3MOXXHOCTH:

BCTdBKd HOBBLIX JIMCTOB U UX YdJIeHHE,

— CKpPbITHE U OTO6pa>KeHI/Ie JINCTOB;

H3MeHeHHe Ha3BaHHus JIMCTA Ta6JII/IIII)I;

— co3faHue Ay0OuKaTa JIUCTa TabIIUIbI;

W3MeHeHMe I10JI0KEeHHS JINCTA JIeBOM KHOIIKOK MBIIIIH;

— IepeMellleHre JIMCTa B Ha4aJIO NI KOHeIl CIIMCKaA,

dBTOMaTH4YeCKOe 3dII0JIHeEHHe sg49eeK JIMCTA.

3.2.2 Tabsm4HbIH CTHIL POpMAaTHPOBAHUS
[Topnep>xrBaeMble BO3MOXKHOCTH:

— Tabau4HBIA CTWIb (GOpMAaTUpPOBaHUS B JIOKyMEHTax, eCcJd Takhe OOBeKThl yxke
COJIep>KaJIMCh B OTKPLITOM JIOKYMEHTE;

— oToOpakeHue popMaTUPOBAHUS TaOJIUIT;

— paboTa ¢ $UIBLTPaMHu U COPTUPOBKOM JAHHBIX B TaOJIUIIAX;

— KOTIMpPOBaHMe, BbIpe3aHre U BCTaBKa C COXpPaHeHHeM CBOMCTB ¢opMaTHpOBaHHUs 06IacTH

JAaHHBIX, K KOTOpOﬁ IIpUMeHeH TAaOJIMYIHBIN CTHIIb Cl)OpMaTI/IpOBaHI/ISI, IIeJIMKOM.

3.2.3 IpudreI
[Topnep>xriBaeMble BO3MOXKHOCTH:

— noanepxkka mpudptoB XO Fonts: XO Caliburn, XO Courser, XO Thames, XO Tahion,
XO Oriel, XO Oriel Condensed;

— orobpakenue mpudpToB Monotype ¢ IOMOIIbIO UX METPUUYECKUX aHAJIOTOB;

— noanepxkka mpudtoB Cormorant, PT Astra Sans, PT Astra Serif, PT Sans, PT Serif,
NotoSans;

— BbIOOp mipudTa, padmepa mprudTa ¥ HAYePTaHUS: TIOJTYKUPHBIM, KYPCUB, TIOTYEPKHYTHIH,
3aYepPKHYTHIN, ITOJICTPOYHBIN, HAACTPOYHBII;

— BbIOOp pa3mepa mpudrta: 8, 9, 10, 11, 12, 14, 16, 18, 20, 24, 30, 36, 48, 60, 72 u 96;
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— M3MeHeHHe HHTepBajla MeXJy 3HaKaMM B TpeX BaphaHTax (OpMaTUPOBaHMS:
pa3pekeHHbIH, YINIOTHEHHBIN U OObIYHBIN;

— dopmaTUpoOBaHUe TeKCTa B cTUjle «Bce MponucHbIe).

3.2.4 ®opMaTupoOBaHNe COAEPKUMOr0
[TonnepxuBaeMble BO3MOXKHOCTH:

— BCTaBKa CTPOK M CTOJIOIIOB: CJIeBa, CIIpaBa, CBePXY U CHU3Y OT BBIJIEJIEHUS;

— yllajieHre OAHOU WK HeCKOJIbKUX CTPOK WJIM CTOJIOIIOB;

— BbIJIeJIeHHe OT/eJIbHOU STYeMKH, Jrala3oHa siueek, PsioB U KOJIOHOK IeJIMKOM;

— YCTaHOBKA TOYHOTO 3HA4YeHMsl LIMPUHBI CTOJIOIA, BBICOTHI CTPOKH, IIMPHUHBI U BBICOTHI
sIYeeK;

— YCTaHOBKA TOYHOI'O 3HA4YeHHWs IIMPUHBI U BBICOTBl HECKOJIbKMX CTPOK WJIM CTOJIOIIOB
OHOBPEMEHHO;

— M3MeHeHMe IIMPUHBI ¥ BBICOTHI CTPOK M CTOJIOIIOB C IMOMOIIBIO Pa3/eJIuTelIsl B 3ar0JI0BKaxX
TaOJIUIIBI;

— CKpBITHE U 10Ka3 CKPBITBIX CTPOK U CTOJIOIIOB;

— obbe/IMHEeHWe U pa3fieJieHue siueek;

— dopMaTvpoBaHMe TpaHUI] SYEHMKU WJIM [ualla30Ha suyeeK: BCe TPaHUIbl, HeT T'PaHMUII,
TOJICTbIe BHEIIHMe I'PaHUIIbl, BHyTPeHHVe I'PaHUIIbl, BHYTPeHHssl TOPU30HTaJIbHAS JIMHUS,
BHYTPEHHSIl BepTUKajlbHas JIMHUS, BOCXOZMINAS OWAaroHajlb, jleBas I'PDAaHUIA, BEpPXHIA
TpaHMIIa, IIpaBasi FPaHUIlA, HUXKHSS TPAHUIA, HUCXOASIIAsl TUarOHasb;

— U3MeHeHHWe TUIA JIMHUW: TOHKAs JIMHUS, OObIYHAs JIMHUS, TOJICTasl JIMHUS, MyHKTHUPHAas
JINHUS, IITPUXITYHKTUPHAS JIMHUSI, IITPUXOBAas JINHUS, IBOMHAS JINHUS;

— U3MeHeHMe IIBeTa I'DaHMIl: YepHbIM, OpaHXXeBbl, KPACHBIM, >XKeJITbI, CBETJIO-3eJIeHbIN,
3eJIeHbIl, OUPIO30BbIH, roiTyb0H, CUHUN, (PHUOJIeTOBBIN, TyPITypPHBIH;

— M3MeHeHHe IIBeTa 3aJIUBKH S4eek;

— BbIOOP MTPOU3BOJILHOTO IBETA 3aJIMBKU STYEHKHU;

— FOPU30HTAJIbHOE BbIPAaBHUBAaHKeE TEKCTa 110 JIeBOMY Kpalo, IO I[eHTPY, 10 NpaBOMYy Kparo,
IO IAPUHE;

— BepTUKaJIbHOe BbIpAaBHWBAaHME TeKCTa B sSYeWKax: II0 BepxHeMy Kparo, [0 LEeHTPy U
HW)KHEMY Kparo;

— IIepeHoC TeKCTa [0 CJI0BaM;

— KOITMPOBaHME COJIEP>XKUMOTO JIUAIIa30Ha sTYeek;

— BCTdBKd [JUdIId30HA d49eeK C COXpdHeHHUeM q)OpMaTI/IPOBaHI/ISI;
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— KOMMPOBaHWE W BCTaBKa (GOPMATUPOBAHHOTO TeKCTa, TaOJMIl, KApTHHOK MEeXIy
IPWIOXKEeHUSIMHU;

— oTOOpakeHHe BepTUKAJILHOW OPUeHTAaIluH TeKCTa B STYeiKax;

— BBIOOD HECKOJIbKMX CTPOK HWJIM CTOJIOIOB OJJHOBPEMEHHO, MCIOJIb3ysl KOMIIBIOTEPHYIO
MBIIIIb;

— aBTOMaTWYeCKOe BBIDABHHMBAaHWE OJIHOM WM HECKOJIIbKUX CTPOK/CTOJIOIOB IO
BBICOTE/IIIMPHHE B COOTBETCTBUU C COJIEPXKUMBIM STUeeK;

— aBTOMaTWYeCKOe YyBeJMYeHWe IIMPUHBI CTOJMIONAa TpU BBOAe WIM (OPMAaTHPOBAHUU
YUCJIOBBIX  JIAHHBIX B COOTBETCTBUM C  pa3MepoM  COIEepXHUMOTO  sTUelKH,
eCJIMIIOJIB30BaTelb PaHee He yKa3aa GUKCUPOBAHHYIO MIUPUHY CTONIOIA;

— BO3MOXKHOCTb OTJIeJIbHO BbIIEJIUTh CTPOKY WM CTOJbell, cojiepskaliue O0beJuHeHHbIe
sTYeHMKU B Havyajle WK KoHIe paboyeii 061aCcTH JIUCTA;

— BO3MOXKHOCTB TIPOJIJIEHUsS] PSNOB JIAHHBIX JJIi KOPOTKWUX W TOJHBIX (HOPMATOB JIHEH
HeJleJId ¥ MecsIleB Ha PYCCKOM, aHTJIMACKOM U GpaHITy3CKOM SI3bIKaX;

— BO3MOXKHOCTB TIPO/IJIEHUS PSIJIOB IAHHBIX B BUJIE «TEKCT U YHUCTION;

— BBIOOp yTJIa HAaKJIOHA TeKCTa B siuerike: BiieBo Ha 90°, 75°, 60°, 45°, 30° u 15°, BupaBo Ha
90°, 75°, 60°, 45°, 30° u 15°, 6Ge3 MOBOpOTA;

— W3MeHeHHUe IBeTa TeKCTa U I[BeTa BbIJeJIeHUs TeKCTa;

— popMaTUpOBaHUE COMIEPKUMOTO STYeeK WJTH JIMAa30Ha S9eek;

— BCTaBKa cojiep>kuMoro Oydepa obmeHa ¢ HopMaTHpPOBAHHMEM, HMCIOJb3ys KOHTEKCTHOe
MEHIO;

— BCTaBKa TOJIbKO 3HAUeHU U3 paHee CKOMMMPOBAHHOM ST9eiKy ¢ GOPMYJION C COXpaHeHHeM
¢dopmaTupoBaHus;

— BblfIeJIeHHe U BUAUMOCTh TIPY MTPOKPYTKe JINCTA S9erKy, B KOTOPYIO BBOAUTCS HOpMYIIa;

— BCTaBKa paHee CKOMWPOBAHHBIX [IAHHBIX B BHJIe WX 3HAYeHWH 0e3 CBOMCTB
¢dopmatrpoBanus B 6pay3epax Safari u Ha 6aze Chromium;

— BbIjIeJIeHHe PeJIaKTUPyeMoi sT9eiKy Ha JIUCTe;

— Iepexo K peJJakTUPpyeMOU A4erKe IIPU Ha)KaTUU Ha ee UM,

— 3aKpeIieHre CTPOK U CTOJIOIOB;

— oToOpakeHHe 3aKperuIeHHbIX 06JI1acTeil B peXkuMe IPOCMOTpa JIOKYMeHTa;

— oTOOpakeHWe UMeHM peJlaKTHPyeMOH sYeliKd, ecii OHa He IOMellaeTcsl B BUIUMYIO
06J1aCTh WU ee TIO3UIIMS Ha JIUCTe OblJIa N3MEeHEeHa;

— BBINIOJIHEHKE TIOCJIe[JHeM omeparvu WM OMeparuio M0 YMOIYaHWI0 MPU HaXKaTUM Ha

IMUKTOIpaMMy CJIeAYIOIINX KOMdH/I Hd IIdHeJIM WHCTPYMEHTOB: «I_IBET TeKCTa», «I_IBET
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BbIjIeJIeHUs TeKCTay, « BCcTaBUTh CTOJIOeI] UM CTPOKY», « Y IaJIUTh CTONIOEeI Uik CTPOKY,
«I'panunbly, «lIBet 3amBkny», « CopTHpoBKay, «IloBOpOT TekcTay;

— BO3MO>XHOCTb aBTOMAaTHU4YeCKH M0/I00paTh IMMPUHY/BBICOTY CTPOK U CTOJIOIOB;

— BCTaBKa TEeKYIIeH JIaThl WK BpEMeHH;

— yAajleHre NyOJIMKAaTOB B OJTHOM WJIM HECKOJIbKMX BbIOpaHHBIX CTOJIONAX.

3.2.5 ®opmart no odpasmy

[TonnepxrBaeMble BO3MOXKHOCTH:

— dopmaTrpoBaHue 110 06pasiy;

— IIpUMeHeHre CKOIIMPOBAHHOTO CTWIISE GOPMaTUPOBAHHS KO BCeMy IMalla30HY Bbl/IeJIeHMUs].
3.2.6 ®opmaThl TaHHBIX

HO,HI[EP)KI/IBaeMI)Ie BO3MOXXHOCTH.

9UCJIOBble GOPMAThl — OOIIMH, YUCIIOBOM, JIeHeXXHbIM, GUHAHCOBBIM, daTa, BpeMs, JaTa U

BpeMsl, ITPOIIeHTHBIN, POOHBIN, SKCIIOHEHITUAJIbHBIN, TEKCTOBBIH;

HacCTpoika ¢popMaTa OTOOPaKeHUsI OTPUIATEIbHBIX YHCET;

HaCTpOMKa 0TOOpakeHUsI BaJIFOTHI [UIs IeHe)XXHOT0 U GUHAHCOBOIO GpOPMaTOB;

BO3MO>KHOCTb Pa3JlesiITh TPYNIIbl Pa3psiioB;

— HACTpOMKa OTOOpaXkeHHUsI KOJIMYeCTBa JIeCSITUYHBIX 3HAKOB JJII YMCJIOBOTO, JI€HEXXHOrOo,
(pMHAHCOBOTO, MPOIIEHTHOTO U 3KCIIOHEHIIUAJIbHOTO POPMAaTOB;

— HaCTpoKMKa oToOpakeHUs1 Jpobei: ofHa 1udpa, Be NUbpPLI, TPU MUPPbI, MTOJIOBHUHHbIE,

4YeTBepTHbIe, BOCbMbIe, MeCTHAAllaThkIe, 1eCdaTbie, COThIe.

3.2.7 Pabora ¢ ¢popmysramu
[MonnepxvBaeMbie BO3MOKHOCTH:

— KOIIMPOBAaHHKe U BCTaBKa GOpMyII;

— oToOpakeHue MO/ICKa3KK CO CIIMUCKOM $GOpMYII IOCje BBOJia IIePBOr0 CUMBOJIA GOPMYIIbI;

— TMOAJIep>KKa UMeHOBAaHHBIX JIMAIla30HOB;

— BbIOOp HOpPMYJT M3 CIIMCKA MMOJIJIePKUBAEMBbIX;

— BbIOOp apryMeHTOB GpOpMyIIbl HaXKaTHeM JIeBOM KHOIIKH MBIIIIH 110 stuefikaM TaOJIuIibl;

— MOAJIep>KKa CChUIOK Ha sYeMKU M JIMala30Hbl sdyeek, Iepecdera, oO6pabOTKM OIIMOOK
BBIUHCJIEHUS, BIOXKEHHBIX QYHKITHN;

— OOHOBJIEHMEe CCBIJIOK Ha SYelKU C Y4eTOM OTHOCUTeJIbHOM ajipecaliiy IIpU BCTaBKe paHee

CKOIMPOBAHHOM WX BbIpe3aHHON GOPMYIIb;
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— BBlJIeJIeHHe [IBeTOM MMeHOBaHHBIX JUalla30HOB;

— BblJleJIeHHe 00JIaCTH JaHHBIX MMEHOBAHHBIX UAIla30HOB COOTBETCTBYIOLIMM [UAla30Hy
[[BETOM B PeXXUMe pelakTUPOBaHUU (POPMYJIBI;

— BO3MOXXHOCTb BBIOpATh CCBUIKY WJIM apryMeHT QYHKIUHU C J1I000T0 JIUCTa;

— INOAJlep>kKKa UMEeHOBaHHBIX JIMAlla30HOB U 006J1acTel C IPUMeHeHHBIM TabJIMYHbBIM CTUJIEM
¢opMaTrpoBaHus B ITO/ICKAa3Kax IpY BBOAe GOPMYIJIbI;

— NOAJIeP)KKa PervOHa/IbHBIX CBOWCTB pasfiefiuTels 4yucesl B aprymMeHTe koja ¢opmara
¢dyukiuu TEKCT;

— Py4YHOe U3MeHeHue pa3Mepa CTPOKH pOopMyI;

— aBTOMaTUYeCcKoe pacliMpeHHe pa3Mepa CTPOKM GOpPMysl B COOTBETCTBUM C  ee
COJIEP’)KUMBIM;

— BO3MOXKHOCTb BBIYMCJIUTH 3HAYeHHe BblfleJIeHHOM 00y1acT GOpMyiibl (IIPOMeXXYyTOYHBIHA
pe3ynbTar);

— aBTOMAaTUYeCKUM IiepecdeT GOpPMyJl IIPU 3arpy3Ke [OKyMeHTa [UId 3Ha4yeHuH,
0003HaUYeHHBIX B JOKYMeHTe Kak TpeOyIoluX [1epecyéTra;

— NIPUHYJWTENIbHBIA IlepecdeT (GOpPMYJl C HCIOJIb30BaHUEM COYeTaHWs KIIABHUII WU

KOMaH/JHOI'O MeHIO.

3.2.8 Pabora c nmarpaMmamu
[TonneprkrBaeMble BO3MOXHOCTH:

— oTobpa’keHHe JIByXMepHBIX AUarpaMM Jijisl JOKYMEeHTOB;

— MOAJIep>KKa TUCTOTPaMM M JIMHEWYaThIX JMarpaMM: C TPYNIMPOBKOM, C HAKOIJIEHUEM,
HOPMHMPOBaHHas C HAKOIJIEHUEM;

— ToJiIepKKa rpadUKOB: CTaHAPTHBINA, C HAKOTUIEHHEM, HOPMHUPOBAHHBIM C HAKOIIJIEHHUEM,
CTAaHJAPTHBIA C MapKepaMHd, C HaKOIUIeHWeM W MapKepamMH, HOPMUPOBAaHHBIA C
HAKOIUIeHHEM U MapKepaMy;

— oTtobpakeHWe quarpamm C o0IacTsMU: CTaHJApTHAsl, C HaKOIUIeHHMeM, HOPMUPOBAHHas C
HAKOIJIeHHeM, CTaHJapTHasl KpyroBasl IMarpaMma;

— oniuu «Beinenutsy, «Boipe3atsy, « KonupoBaTey, «BcTaBUTHY U «Y JaNUTh» TUArpaMMy;

— TepeMellieHre AUarpaMMbl Ha JIUCTE;

— U3MeHeHHe THUIa AuarpaMMBl;

— u3MeHeHHe 00J1aCTH MCXOJIHBIX JIAHHBIX IMAaTPaMMBbI;

— U3MeHeHHe Pa3MepoB JIMarpaMMBbl;

— BCTdBKd JUAI'PAMM;
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HN3MeHeHHe Jrdlld30Ha JdaHHbIX OrdI'PAMMBbI;

HN3MeHeHHe 3dI'0JIOBKA IUdI'PAMMBI;

HN3MeHeHNe HAlIpaBJIEeHUA PAOO0B HdHHBIX;

BO3MO)KHOCTh YKa3aTh JJaHHbIE IS TOAITMCHA Ha KOOPAWMHATHBIX OCSIX.
3.2.9 Ilonnep:xka MaKPOKOMaH]
[TomnmeprkuBaeMblie BO3MOXKHOCTH:

— MMOogAEeP>XKd MdKPOKOMAdH/I HA s3bIKe ITPOrpdMMHUPOBAHUA Lua.

3.2.10 ®unbTpanua JaHHBIX

HOIIIIEp)KI/IBBE’MbIe BO3MOXXHOCTH:

BKJIIOYEHHeE U BbIKJII0UeHHe GUWIbTpAIlMHU siueek B Bbl/leJIeHHOW 00J1acTy;

— BBIOOD OIHOT'O MJIM HECKOJIbKUX 3HaUeHWH Jis IpUMeHeHUs! PUuiibTpa;

— TOUCK TI0 IOCTYIIHBIM 3HAUEHUSIM JJIsl TpUMeHeHus: GUIIbTPa;

— orobpakeHre WHGPOPMAIIMM O KOJMYEeCTBe IIOBTOPEHHUM HEYHUKAJIbLHOTO 3HaYeHUs
B BbIJleJIeHHOW 06J1acTH;

— BBIOOP BCeX JIOCTYIHBIX 3HaUeHUH il IpUMeHeHus GUuIbTpa;

— OYUCTKA QWIbTPA;

— obOHOBIeHMe GWIbTPA;

— COpPTHPOBKA siueek B 00acTH GUIbTPAIIMU M0 BO3PAaCTaHUIO M YOBIBAHUIO 3HAUYEHUs, 110
andaBuTy U B 06paTHOM HANPaBIIEHUU;

— KONMPOBAaHMe /IMala3oHa siueek 0e3 JaHHbBIX, CKPBITHIX GUIbTPAMY;

— 3aroJHeHre OTGUIBTPOBAHHOIO JIMalla30Ha yepe3 aBTO3aloJIHeHHe (BKJto4Yash GOpMYyJIbl)

IIOCPeJICTBOM IIPOTATMBaHUEM JIaHHBIX 32 MapKep sYelKH.

3.2.11 CopTHpoBKa JaHHBIX

[Topnep>xriBaeMble BO3MOXKHOCTH:

— COPTHPOBKA SiYeeK B BblJIeJIEHHOM O0JIacTH 110 BO3PACTAaHUIO M YOBIBAHMIO 3HA4YeHUs, IO
andaBuTy U B 0OpaTHOM HallpaB/IeHUH.

3.2.12 YcnoBHOe popMaTHpoBaHHe

[TonnepxuBaeMble BO3MOXKHOCTH:

— oToOpakeHHe yCJIOBHOTO pOpMaTUPOBaHUS B STUeMKax.
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3.2.13 CBognbIe Ta0/IMIBI
[MonnepxvBaeMbie BO3MOXKHOCTH:

— oToOpakeHHe CBOAHBIX TaOJIHIL;

— yAaJjieHre CBOAHOM TabOIUIIbI IIeJIUKOM;

— OOHOBJIEHUE TAHHBIX CBOIHOM TaOIIHUIIBL;

— otobpakeHre GUIBTPOB K IAHHBIM B CBOJTHOM TabJuIle;

— BO3MOXKHOCTb OTGUIILTPOBATh 3HAUEeHUSI B CBOAHOM TabuIle 10 OJTHOMY WM HeCKOJIbKUM
TIOJISIM;

— CTaTyCHbIe yYBeJIOMJIeHHs 00 OTepanusix C JAaHHBIMHU CBOJTHOM TaOJIHIIbI;

— yBelOMJiIeHHs TIPprU BO3HMKHOBEHHWHU CJIeAYyIOIHX OIIUOOK: UCTOUYHUK JAHHBIX He HafIHEH,
WCTOYHUK JJAHHBIX COJIEP’KUT TOJIBKO OJJHY CTPOKY;

— yBeJioMJIeHHe TIpH 0OHOBIEHUM CBOJIHOM TaOIMITBI: UICTOYHUK JJAHHBIX COJIEPXKUT MYCThIe
SYerKU B IIepBOU CTPOKe UCTOYHUKA TAHHBIX;

— yBeZIoMJIeHHe Tpu OOHOBJIEHWM CBOOHOM TaOMUIIBI, eCliM OHO TpuBelleT K ToTepe
CBEpPHYThIX 3H8‘-I€HPII>1, BbIYUCJIsIeMbIX HOHEﬁ, BbBIYUCJISIEMbBIX JJIEeMeHTOB, Q)opMaTa
oTobpakeHUs 3HAUeHHUS;

— yBeJioMJIeHHe TIpU OOHOBJIEHUH CBOJHOM TabJTUITEI, eCJTH OHO MPUBEET K paClIMpeHHUlo ee
o01acTy Ha sYerKH, cojlepXkalliye JaHHbIE;

— OOHOBJIEHNEe BBHIYHCIISIeMbIX MOJIeH.

3.2.14 PaboTa CO CChIJIKAMH M THIIEPCCHLIIKAMHU

HOIIIIEp)KI/IBBE’MbIe BO3MOXXHOCTH:

oToOpakeHue U GOpMaTUPOBAHUE CCHUIOK KaK TMIIePCCHUIOK;

— BCTaBKa TMIEPCCHUIKM Ha JIMCT TeKYIIero JIOKyMeHTa;

— oToOpakeHue MO/ICKa3KH C aJIpecoM TMIepCChUIKY TTPU HaBeJIeHWH MBIIIKY Ha CCHUIKY;

— BCTaBKa M peJIaKTHPOBaHHE TMIIePCCHUIOK;

— BCTaBKa CCBIJIKH B BbIJIeJIeHHBIA TeKCT;

— aBTOMaTh4Yeckoe GpopMaTUPOBAHUE CChUIOK U 3JIEKTPOHHBIX aJ[peCOB KaK IMIepPCChUIOK;

— KOITMPOBaHWe CCHUIKUA Ha IOKYMEHT;

— TMOJIIep>KKa CChUIOK B cTuie R1C1;

— BO3MO>XHOCTb KOITMPOBATD aJIpeC CChUIKH, UCIIOJIb3ysl KOHTEKCTHOE MEHIO;

— BCIUIBIBAIOIIEe OKHO C BO3MOXKHOCTBIO KOIHPOBAaTh U PeAaKTUPOBATh aipeC CCHUIKH, a

TaK>Xe KOMaHA0! Iepexozia 110 CChbLIIKe;
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— BO3MOKHOCTb BCTaBKM CCBUIKA Ha BHEIIHWE JOKYMEHThI C ajjpecalldeil Ha KOHKPETHYIO
STYENKY TabIUITbL;

— oTobpakeHWe CO3[aHHBIX B CTOPOHHUX PeIaKTOpaX CChUJIOK HA JIMCThI, STYEHKU WU
JMaIla30HbI JYeeK.

3.2.15 PaboTa c nzodpakeHusIMHU

HO)I)Iep)KI/IBaeMbIE BO3MOXXHOCTH:

oToOpakeHHe U300paKeHUH;

— noanepxka ¢popmaros JPEG, JPG, PNG, GIF, SVG, WEBP, BMP;

BbljleJIeHre U300pakeHUH;

— yaasieHHue “300pakeHuH;

M3MeHeHHe pa3Mepa M300pakeHuiH;

- CIDYHKLH/II/I «BbIPpE3dTb», KKOIIMPOBATL», «BCTABUTbH» I/1306pa>KeHI/Ie;

repeMenieHue I/1306pa)KEHI/I$I;

— oTobparkeHHre pa3BepHYTHIX 0] YIJI0M H300pakeHu;

XpaHeHHe CKOIMPOBAHHOTO M300pakeHusi B cUCTeMHOM Oydepe obMeHa /jisi BCTaBKU B
Ipyrye pUIoXKeHus;
— aBTOMaTH4YecKoe yMeHbllleHre MacITaba n300pakeHHs IpU BCTaBKe, pa3Mep KOTOPOIO

IpeBbIlldeT 'PaHUIIbL BUJIMMOH obnactu JOKYMEHTd.

3.2.16 Pab6oTa c purypamu
[Tognep>xrBaeMble BO3MOXKHOCTH:

— nofJiep>kka GUTyp B JOKYMEHTax;

BKJIaIKa (I)I/H‘ypbl Ha IaHeJIM THCTPYMEHTOB;

— BO3MOXKHOCTb BBIJIeJIUTh, KOIMPOBAaTh, BbIpe3aTh, BCTAaBUTh QUTYPY;

H3MeHeHHe I[1BeTa 34/ IMBKU Cl)I/Il"ypr;

— HacTpo¥ka rpaHul] GUrypsl (I1BeT, TOJIIIMHA, TUIT JTUHUAN);

v3MeHeHHe pa3Mepa U MPOTopIuu GUTYPHI;

HN3MeHeHHe PACIIOJIOXKEeHW B IOKYMeHTe;

ynaneHue GUryphr;

oTobpa’keHHe II0BepHYTHIX QUTYP;

BblJIeJIeHHe U IlepeMelleHre [I0BepHYThIX PUTyp;

BCTaBKa GUTyp: NMPSIMOYTOJNILHUK, 3JUIMIIC, TPEYTONIbHUK, poMO, 3aTHYTHIA YToJl, 3Be3/a,

cepple, CKOOKH, CTpeJIK{ U BBIHOCKH.
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3.3 PabGoTa c mokymMeHTOM

3.3.1 Ilouck u 3ameHa

HOIIIIEp)KI/IBBE’MbIe BO3MOXXHOCTH:

IIOHCK U 3daM€Had II0 COJep>XKUMOMY NOKYMEHTA,

— IIOMCK 1 3aMeHa C Y4eTOM pervcTpad 1 CJIOBa IIeJIMKOM,

IIOUCK Ha TeKylleM JIMCTe UJIU 110 BCeM JINCTaM;

— IIOHUCK II0 TeKCTY NOKYMeHTd, OTKPLITOI'O B peXXruMe IIpOoCMOTP4;

BO3MOKHOCTS Ilepexo/id K CjlieAyrolieMy WK IpeJblAyleMy CJIOBY I10CJIe 3dMEeHBI,

BO3MO>KHOCTb 3dMeHHTb OJHO CJIOBO WJIX BbIpdXeHHe; BOSMO>XHOCTb 3dMEeHUTH BCe.

3.3.2 IIpoBepka opdorpadpun/myHKTYyanuu
[MonnepxrBaeMbie BO3MOKHOCTH:

— npoBepka opdorpaguu s PYCCKOIO, AHITIMHMCKOrO (PPaHIy3CKOIO U MCIAHCKOI'O
SI3bIKOB;

— IpoBepKa I'paMMaTHUKU IJIs PYCCKOTO SI3bIKa;

— OKHO BBIOOpA CJIOBaps /Ijisl MPOBEPKU opdorpaduu;

— BbIOOp OAHOTO, IBYX WJIM TPeX CJIOBapel /st TpoBepku opdorpadpun 0JHOBpeMeHHO.
3.3.3 IIpaBku

HO,HI[EP)KI/IBaeMI)Ie BO3MOXXHOCTH.

— OTMeHa U BO3BpAaT UCIIPaBIIeHU;
— OTMEHa U BO3BpaT OIllepaliui;
— BOCCTAaHOBJIEHUEe YIaJIeHHBIX JIMCTOB IIPU OTMEHe COOTBETCTBYIOILIEIO COBEpIIeHHOI'O

IIeUCTBUS.
3.3.4 3amMeTKH

HOIIIIEP)KI/IBBEMLIE BO3MOXXHOCTH.:

— CO3[jaHue, peJJaKTMPOBaHUe U y/iajieHue 3aMeTOK K si9eiiKaM;
— ¢popmaTUpOBaHUe TEKCTa B 3aMeTKe;

— oToOpakeHHe 3aMeTOK B pesKUMe IIPOCMOTPA JIOKYMeHTa.
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3.3.5 Pabora B o0/1ake
[MonnepxvBaeMbie BO3MOXKHOCTH:

— pedakTUpoBaHKe 06JaYHbIX JOKYMeHTOB B OTKpbITOM ¢popMate OOXML (xIsx) u ODF.

3.3.6 BepcuonupoBaHue JJOKyMeHTOB

HO}I)Iep)KI/IBaeMbIe BO3MOXXHOCTH:

CO3/laHMe HOBOM BEPCUU JIOKYMEHTa;

OTKPbITHE Hd IIPOCMOTP BepPCHH, OTJIIMYHOH OT TEKYLHefI;

9KCIIOPT J1IF060M BepCUM JJOKyMeHTa B HOBBIN JIOKYMEHT;

COXpaHEeHHe NOKYMeHTd KdK OTHEeJIbHOMN BepCuu,

— 3d/IldHHWE Ha3BdHHWS U KOMMEHTApHs I BepCHUU NOKYMEHTaA,

ITPOCMOTP pa3Mepa JIOKYMeHTa C y4eTOM BCeX BepCHH.

3.3.7 CoBMecTHOe peJaKTHPOBaHHe
[TonnepxrBaeMble BO3MOXKHOCTH:

— COBMECTHOe peJaKTUpOBaHVe JOKYMEeHTa;

— peXUM YTeHHs JOKyMeHTa, B KOTOPOM HeJOCTyNHbI Ji0Oble JeWCTBHS C TeKCTOM
JIOKYMEeHTa;

— uHdopMaIys 0 JIPyTUX y4aCTHHUKAX MPH COBMECTHOM peJIaKTUPOBAaHUWH: WMsl, I[BETOBasI
VHJVKAIIYS, BbIJIeJIeHUe seek;

— aBTOMaTU4YeCKoe COXpaHeHHe U3MeHeHUH B JOKyMeHTe;

— aBTOMAaTUYeCKOe COXpaHeHHe JIOKyMeHTa IIPU BBIXOJe OTHIeJbHBIX YYaCTHUKOB
peaKTUPOBAHUSI WA BCeX YYaCTHUKOB;

— yBeJioMJIeHHe 00 U3MEeHeHUHU TIPaB JIOCTYIIa B OTKPBITOM JJOKYMEHTE;

— IMepexo]] K Kypcopy CoaBTOpa MpH HaXKaTUH Ha ero aBaTap Ha OOKOBOM MaHesy;

— yBeJIOMJIeHHe O HeBO3MOXKHOCTH IIepelTH K KypCcOpy COaBTOpPa, eCJIM COAaBTOP HaXOIUTCS

B He3arpy>keHHOW 4aCTH IOKYMeHTa.
3.3.8 IlopnepxxuBaeMble KIaBHaTypPHbIe COYeTaHHS

HOH}IGP)KI/IBaeMI)Ie ropssure KJIaBUIIN:

— Ctrl (Cmd) + S — coxpaHUTb IOKyMeHT;
— Shift + Ctrl (Cmd) + S — akcopTupoBaTh JOKYMEHT;

— Alt (Option) + A — BCTaBUTb B TaOJIUITY CTPOKY BBIIIIE;
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— Alt (Option) + B — BcTaBuTh B TabIUITy CTPOKY HUXKE;

— Alt (Option) + L — BcTaBUTH B Tabiuily crosbers CiieBa;

— Alt (Option) + R — BcTaBuTh B TabuIly CTOJI0EI] CIIPaBa;

— Alt (Option) + Ctrl (Cmd) + R — ymanuTs BbijieJIeHHYIO CTPOKY B TaOJIvIle;
— Alt (Option) + Ctrl (Cmd) + U — ynanuTh BblJleJIeHHbIHN CTOJI0e1] B Tabiuie;
— BackSpace — ynanuTh BbljieJieHHOe COZiep>KUMOoe TaOTHUIThI;

— Delete — ynanuTh BbifieJieHHOe COJIEP>KUMOe TabOIUIIbI;

— Alt (Option) + Shift + T — yganutb Tabnuiy;

— Alt (Option) + Ctrl (Cmd) + M — 00beIMHUTD BBIZIEJIEHHbIE STYEHKH;

— Alt (Option) + Shift + M — pa3beIMHUTD STYEHKH;

— Tab — nepe¥iTu k cienyroren siuerike;

— Shift + Tab — mepeiiTu k npeaBIAYyIeN sUelike;

— KJIaBUIIIA CTPEJIKU — MIePerTU B COOTBETCTBYIOIIYIO HAallPaBJIEHUIO CTPEJIKU STYeHKY;
— Shift + kyaBuIlla CTpeIKy — BbIIENIUTh IMANa30H B HATIPABJIEHUN CTPEJIKY;
— Ctrl (Cmd) + A — BBIJIESTUTH BCe STYeHKU TaOJIUITBI;

— Ctrl(Cmd) + ; — BcTaBUTh TEeKyIIyIO JaTy;

— Ctrl(Cmd) + Shift + ; — BcTaBUTB Tekyliiee BpeMms;

— Ctrl(Cmd) + Shift + [ -] — popmaTrpoBaTh KaK MOJICTPOYHBIHN 3HAK;

— Ctrl(Cmd) + Shift + Space — BcTaBUTb Hepa3pbIBHBIN MPOOET;

— Ctrl(Cmd) + [ = ] wu Ctrl(Cmd) + [ + ] — yBesimuuTh Macirab.
3.4 Pabora c roToBsIM ¢aiiyiom

3.4.1 CraTucTHUKaA JOKYMeHTa

[Tognep>xrBaeMble BO3MOXKHOCTH:

— oToOpakeHre TIporpecca 3arpy3ky JOKYMeHTa, BCTABKH KapTHHKHU B CTPOKE COCTOSIHHSI;

— M3MeHeHHe MaclITaba JOKyMeHTa B CTPOKe COCTOSIHUSI U KOMaH/IHOM MeHIO;

— NpeAyCTaHOBJIeHHble yPOBHU MacirrabupoBanus: 50%, 75%, 100%, 125%, 150%, 200%,
400%;

— BO3MOXXHOCTb 33JIaHHSI IPOM3BOJILHOM BeJIMUMHBI MaciTaba B ripesienax oT 50% no 400%.

3.4.2 Ilonnep:xka onoBeeHUH

HOIIIIEP)KI/IBBEMLIQ yBeJOMIIeHUSI:

- OTO6pa)KEHI/Ie yBeJjoMJIeHHU IIPprU OTCYTCTBHUU CeTH HHTepHET;
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— yBeJJOMJIeHHe TP [IONbITKe BHECTH U3MeHEeHHs B 3allUIIeHHbIN pparMeHT JOKyMeHTa;

— yBeJJOMJIEHHE O HeBO3MOKHOCTH OTKPBITh 3alllMIIeHHBIN IIaposieM ¢ai;

— NpeAyIpeXx/ieHuss O MpUOIMKaloieMcsl 3all0JIHeHWH XPaHWIMIIA I0JIb30BaTesss U 00
OTCYTCTBUH CBOOOJHOI'O MecTa B XpaHUJIMILE 110JIb30BaTelIs;

— NpeAyIpeXx/ieHne O MpeKpalleHUH BO3MOXKHOCTH peJJaKTHPOBaHUS JJOKYMeHTa B CBSI3U C
IIPOJIOJDKUTENIbHBIM 0e3/leiCTBeM B COOTBETCTBHMM C HACTPOMKaMH, yCTaHOBJIEHHBIMU
aJMUHUCTPAaTOPOM CHUCTEMBI;

— npedympex/ieHrne 0 HeoOXOJMMOCTU OOHOBUTH CTPAHMILY IPU M3MEHEHHWH CHUCTeMHBIX

HACTpOeK aIMUHHUCTPATOPOM.

3.4.3 IleuaTh OKyMeHTa
[Tonnep:xruBaeMble BO3MOXHOCTH:

— BO3MOXHOCTDB OTIIPABUTH JJOKYMEHT Ha [1€4dTh.
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4 PETAKTOP ITPE3EHTAITNIA

4.1 Oowree

4.1.1 SI3pIkoBas MoJ/IepPaKKa

Jlokanu3anmuu Ha PyCCKOM, aAHIVIMMCKOM, ¢paHITy3CKOM, HCIIAHCKOM, IOPTYTajlbCKOM,
HEMEIIKOM, UTaJIbSHCKOM, OeIopycCKOM, Ka3aXCKOM, TaTapCKOM, KBIPTBI3CKOM, apMSHCKOM U

OAIIKMPCKOM sI3bIKaX.

4.1.2 dopmaTtsl JOKYMEHTOB
[TonnepxuBaeMble BO3MOXKHOCTH:

— OTKpbITHEe U MpocMoTp daiioB B ¢popmatax XODP, XOTP, PPTX, PPTM, PPT, ODP,
POTX, POT, OTP, PPS, PPSX, PPSM, PDF;

— coxpaHenue ¢ainoB B popmatax XODP, ODP, PPTX, PDF;

— penaktupoBanue ¢aiioB B popmatax PPTX m ODP 6Ge3 koHBepTanuu BO BHYTpPeHHUU
dopmar;

— BbIOOD popMaTa JOKyMeHTa 1 ero coXpaHeHue JIOKAJIbHO Ha YCTPOMCTBO.

4.2 TloaroroBKa IOKyMeHTa

4.2.1 PaboTa c JOKyMeHTOM
[Monnep>xrBaeMble BO3MOXKHOCTH:

— CcO3[]aHue HOBOT'O JOKYMEHTa;

— oT4yeT 00 onMbKe COXpaHeHUsI JOKyMeHTa.
4.2.2 Pabora co ciaiiaom

HOIIIIEP)KI/IBBEMLIE BO3MOXXHOCTH.:

OBICTPBIN MTepexo]i MeX/y CJIaiiamMu;

— CO3/IaHMe U yJiaJieHre HOBOTO CJIak/Ia;

CO3/laHue CJIak/la C MAaKeTOM I10 YMOJTYaHHUIO WK C BbIOpAHHBIM MaKeTOM: «3arojloBOKY,
«3aroJIoBOK M IIOA3arojIOBOKY», «3aroJIOBOK W TeKCT», «3aroJoBOK H JBa CTOJIOIa»,
«3aronoBok cianaay, «llycroi cnanny;

— BO3MOXXHOCTb BbIpe3aTh, KOIMPOBATb, AyOJMpPOBaTh, YIalsiTh W BCTaBIATb CJalj B

npejejiax OJHOr'o JOKYMEHTd IIpe3eHTdllNH;

“3MeHeHMe MOopsKa CIIanoB;
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- BI)I60p IBeTa 3aJIMBKU (l)OHa CJIafIIIa M3 IBETOB TeMbl, 13 IMOCJIeAHNX IIPUMEeHeHHbIX paHee
B Oiioke «IlocnenHue 11BeTa» WK MPOM3BOJILHOIO IBeTa B OJi0Ke «/lpyrue 1iBeta» B BUe
HEX-xona;

— 3ayiMBKa $OHa Ciaka u3obpakeHuem;

— mepeMelieHre OOBEKTOB Ha CJIaiijie 0 OcH Z.

4.2.3 PaboTa c TekcToM

HO}I}Iep)KI/IBHEMbIe BO3MOXXHOCTH:

BBOJI TEKCTa B TeKCTOBOe 1oJie, GUTYPY WM U300pakeHue;

- Cl)OpMaTI/IpOBaHI/Ie BBeJJeHHOI'O TeKCTa,

dBTOMaTH4YeCKadsd 3aMeHad CHMMBOJId IIeCl)I/ICB CHUMBOJIOM CpeJHero Thupe,

— aBTOMAaTHW4eCKas 3aMeHa JIBOMHBIX KaBbluek (") Ha PppaHIy3CKUe KaBbIuKU («»);

yZajieHre OJTHOTO WIM HeCKOJIbKUX CUMBOJIOB WK ¢pparMeHTa TEKCTa;
— BO3MOXKHOCTb BbIpe3aTh, KOIIMPOBATh U BCTaBUTh TEKCT C COXpaHeHHeM GOpPMaTHPOBAHUS
ynu 6e3 coxpaHeHus: GOpMaTUPOBaHUS;

— IepeMellleHHe TeKCTa BHYTPU OJHOM (PUTypPBI llepeTaCKUBaHUEM.

4.2.4 PaboTa co cChLJIKaMH M THIEPCCHIIKAMH
[TonnepxuBaeMble BO3MOXKHOCTH:

— JobaBjieHre CChUIKU B JIOKYMEHT C TTOMOIIBI0 KOMaHTHOTO MeHI0, TaHe I UHCTPYMEHTOB,
MeHI0 «BcTaBkay, KOHTEKCTHOTO MeHIO, TOPSTYMX KJIABHIIL;

— JobaBjieHMe CCbUIKA K BbIIelIeHHOMY (parMeHTy TeKCTa WX CJIOBY BHYTPHU SIYEUMKHU
TabIUIIbI, GUTYPBI, U300pakeHHs WU TeKCTOBOTO 6JI0Ka, B KOTOPOM YCTaHOBIIEH KYPCOp;

— CO3/IaHMe CCHUIKH B siuerike TabJuIlbl, GUrype, M300pakeHUH UM TEKCTOBOM OJIOKe;

— aBTOMaTU4Yeckoe popMaTUPOBAHHUE CCHIIOK U 3JIeKTPOHHBIX afipeCcoB KaK TUI1epCChUIOK;

— BO3MOXKHOCTb PeIaKTUPOBAaTh TEKCT U aJipeC CCHUIKU C MOMOIIbI0 KOHTEKCTHOTO MEeHIO,
MaHeJIM UHCTPYMEHTOB, MeH10 « BcTaBKay MM BCIUIBIBAIOIIETO OKHA;

— BO3MOXXHOCTb KOIHMPOBATh aipeC CCBhUIKA C TIOMOIIBI0 KOHTEKCTHOTO MeHIO WU
BCIUIBIBAIOIIIETO OKHA;

— Iepexo]] MO CChUIKe C IIOMOIIBI0 KOHTEKCTHOTO MeEHIO, BCIUIBIBAIOIIET0 OKHA WU
TOPSTYMX KJIABUIIL;

— BCIUIBIBAOIlEe OKHO C BO3MOXXHOCTBIO KOMHPOBAaTh U PeJaKTUPOBATh a/ipeC CCHUIKH, a

TaK>kKe KOMaHJI0! repexoia 1o CCbIIKe;
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— BO3MOXXHOCTb BCTABKH CCBUJIKM Ha BHeNIHHEe JOKYMEHThI C a,upecauI/IeI?I Ha KOHerTHbeI

CJIaii[l JOKYMeHTa.

4.2.5 dopmaTrupoBaHHIe TeKCTa

HOIIIIEP)KI/IBBEMLIE BO3MOXXHOCTH.:

V3MeHeHHe pUQTa CI0Ba, pparMeHTa TeKCTa UM BCero TeKCTa;

— U3MeHeHHe pa3Mepa IprdTa cjioBa, GparMeHTa TeKCTa UJIM BCEro TeKCTa;

— U3MeHeHHe HauepTaHHUs TeKCTa (MOMY>KUPHBIM, KYPCHUB, NMOJYePKHYTbIA, 3a4epPKHYTBIN,
BCe MPOMKCHbIe, TTOJICTPOYHbBIN 3HAK, HAJICTPOYHBINA 3HAK);

— “3MeHeHHMe IBeTa mprudTa CIoBa, pparMeHTa TeKCTa UM BCETIO TeKCTa;

— BBIOOp I1BeTa mpUdTa U3 MOCIeIHUX ITPUMeHeHHBbIX paHee B Oyioke «llociegnue nBeta»
WJIM TIPOU3BOJIBHOTO 11BeTa B 6i1oke «/lpyrue niseta» B Buge HEX-kopa;

— BBIJIeJIeHHe CJIOBa, GpparMeHTa TeKCTa WIM BCEro TeKCTa I[BeTOM;

— BBIOOp I1IBeTa BBIJIEJIEHHS TeKCTa U3 IMPeJCTaBJIeHHON TaJUTPbl, W3 IOCJIeHUX
[IPUMEHEeHHBIX;

— BbIpaBHMBaHHe TeKCTa B 3alojiHUTese, GUTrype Wik U300pakeHHUH M0 TOPU30HTANIU: T10
JIeBOMY Kpato, 0 [IeHTPY, 10 TPaBOMY Kpalo, 10 HIUpPUHE;

— BbIpaBHMBaHHEe TEKCTa B 3amojiHuTesie, GUrype WM M300pa’keHUM MO BepTHKAJIU: I10
I[eHTPY, 110 BepXHeMy Kpalo, 10 HUXKHEMY Kpalo;

— BBIOOP MEeX]IyCTPOYHOT'O UHTEepBaJia U3 IIpe/lyCTaHOBJIeHHbIX 3HAaUeHUH;

— BO3MOXXHOCTbD 33/1aTh ITPOU3BOJIbHBIA MEXX/TyCTPOYHBIM UHTEePBaJl;

— BBIOOD MEXXCHUMBOJILHOT'O HHTepBaJia (YIJIOTHeHHBIHM, OObIYHBIN, pa3peskeHHbIN);

— U3MeHeHHe WHTEePBaJIOB U OTCTYIIOB /i ab3aiieB (1epBasi CTPOKa, OTCTYII CjieBa, OTCTYII

CIIpaBd, MHTEPBAJI 1O, UHTEepPBAdJI nocne).

4.2.6 Pabora co cnuckamMu

HOLI)IGP)KI/IBaeMI)Ie BO3MOXXHOCTH.

CO30aHue U ydJIeHrWe MdPKUPOBAHHOI'O, HyMEPOBAHHOI'O WJIN CMENIdHHOT'O CITUCKA,

H3MeHeHHne CTUIIA CIIMCKA;

CO3JdHHe HOBOI'O CIIMCKaA B IIOCJIeJHeM HCIIOJIb30BAHHOM CTUJIE,

HN3MeHeHHre YPOBHS BJIIO’KEHHOCTH 3JIEMEHTA CIIMCKA;

npeobpa3oBaHUe CITHCKA B TEKCT.
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4.2.7 Pabora c Tadsmmmamu
[MonnepxvBaeMbie BO3MOXKHOCTH:

— BCTaBKa, peJJaKTHPOBAaHKe U y/ajieHue TabIuIIbl;

— BBIJIeJIeHHe TaOJIHITbI, CTPOKH, CTOJIONA, TYeHMKH TaOIHUITh;

— penaKTUpOBaHUe STYeHKU TaOITUIbI;

— BCTaBKa HOBBIX CTPOK BBIIIE/HIDKE YKa3aHHOW CTPOKH, B Ha4aJI0/KOHeIT TaOIuIhI;

— BCTaBKa HOBBIX CTOJIOI[OB CJieBa/ClipaBa OT YKAa3aHHOI'O CTOJIOIQ, B Havalo/KOHeI
TaOIUIIB;

— M3MeHeHMue pa3Mepa CTPOKU/CTOJIOIa/ssueek TabIIUITbI;

— YCTaHOBKa OJIMHAKOBOI'O pa3Mepa Jjisl HECKOJIbKUX CTPOK/CTOJIOIIOB TaOIUIIbI;

— U3MeHeHHe pa3Mepa TabJUIIbl C COXpaHeHHeM Wik 6e3 coXxpaHeHUs TPOITOPITNH;

— oObeIHEeHMe sT9eeK TaOUIThI C COXpaHEeHHEeM JIAHHBIX TOJIBKO M3 BepXHe JIeBOU SYeiKu;

— pa3beJIMHeHHe sueek TabJIHUIlbI C TepeMellieHHeM JaHHBIX B BEPXHIOIO JIEBYIO STYEHKY;

— 3aroJIHeHUe TYerKU TabJIUIThI I[BeTOM WJTH U300pakeHneM;

— BBIOOD IIBeTa 3aJIMBKU STYEHKU W3 IIBETOB TeMbl, U3 IMOC/IeIHUX NMPUMEHEeHHBbIX paHee B
omoxke «IlocnenHure 11BeTay» WM MPOU3BOJILHOTO IIBeTa B OJioke «/lpyrue 1iBeTa» B BUIE
HEX-xona;

— U3MeHeHHe TTapaMeTPOB IPaHUIl SYeHKH/TMara30Ha sueek/CTPOK/CTOI010B/ TabIUITbI: THTT
TPaHUII, TUTI U [[BET JIMHUU;

— BBIOOD I[BeTa TPAHUI] W3 IBETOB TEMbI, M3 IOCJIEeJHUX MPUMEHEeHHLIX paHee B OJIOKe
«IlocnenHue nBeTa» WM IPOU3BOJILHOTO IBeTa B Oiioke «/lpyrue msera» B Buse HEX-
KOJa;

— yZJaJieHHe FPAHMUIL S;YeMKH, Tuania30Ha siueek, CTPOK, CTOJIOI0B, TaOJIUIbI;

— BO3MOXXHOCTb KOIMWPOBAHUSI TeKCTa B sYelKkax TaOMUIBI B peXume IMPOCMOTPA
JIOKYMEHTa;

— NepeMelrieHre TabIUIIbI IO CIaky;

— TiepeMelrieHre TabJIMIIbl HAa OJIMH YPOBEeHb BIlepe]l/Ha3aj] OTHOCUTEIbHO JIPYTOro 00beKTa;

— pa3MelrieHue TabJUIIBI TIepejl/3a OCTaIbHBIMU 00BeKTaMU;

— yllajieHre O[JHOW WJTM HeCKOJIbKUX CTPOK;

— yIajeHre OJHOTO WIX HECKOJIbKUX CTOJIOIIOB.

4.2.8 PaboTa c u300paxkeHHSIMH

Ho;mepnanaeMme BO3MOXXHOCTH:
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— nobaByieHre U300pakeHus Ha CIIan]T;

— HACTpO¥Ka 0ToOpakeHHsI KOHTYpa U306pakeHus (1IBeT, TOJIIIMHA, THUI IMHUKM KOHTYPA);

— BBIOOD TIBeTa KOHTYpa HM300pa’KeHWs] W3 I[BETOB TeMbl, U3 IMOCTeJHUX TPUMeHeHHBIX
paHee B 6110ke «IlociemHue mBeTay WM MMPOU3BOJILHOTO I[BETa B OJ10Ke «/lpyrue 1Beta» B

Bune HEX-kona;

yZajieHre KOHTypa U300pakeHus;
— W3MeHeHHe pa3Mepa M300pakeHHsI C COXpPaHeHHeM IpPONOopIUN WU 0e3 COXpaHeHUs
[IPOIIOPIIUY;

— NepeMelrieHre U300paXkeHuUsI 110 CIIAUy;

nepemelneHre W300paXKeHUss Ha OJWH YPOBeHb BIepejl/Ha3aji OTHOCHUTEIBHO IPYroro
00BeKTa;

— pa3sMellieHHe U300pakeHus Tiepe]i/3a OCTaJIbHBIMUA 0OBheKTaMHU;

— yIajeHue U300pakeHus;

— BCTaBKa TEKCTOBOTO TOJIS;

— dBTOMdTHUYeCKOe yMeHbllleHHe BCTaBJIEHHOI'O I/I306pa)KEHI/I$I nog pasmep ciauna.

4.2.9 Pabora c purypamu

Ho;mepnanaeMme BO3MOXXHOCTH:

BCTdBKd, YyJdJ/ieHHhe, IlepeMelleHrne U M3MeHeHHe pa3Mepd Cl)I/Il"yp ClleAyromurx THUIIOB:
MpAMOYT'OJIbHUK, JJUIMIIC, TPeyTOJIbHUK, pOM6, MATUYTOJIbHUK, 38FHYTbIﬁ yroJ, 3Be3ld,

cepille, CKOOKH, CTpeJKH, BBIHOCKY;

BCTaBKd TEeKCTOBOI'O IIOJI,

3aIo/IHeHWe BHYTPeHHel 0671acTi GUryphl I[BeTOM MU U300pakeHreM;

YAaJieHre 3aJIMBKU Cl)I/Il"ypr;

HN3MeHeHHe 11BeTd, TOJIIIWHBI U TUIld IMHHUKW KOHTYPd (1)I/Il"ypbl;

BBIOOD IIBeTa KOHTYypa JIMHUKA GUTYPhl M3 I[BETOB TeMbl, M3 IOCIeJHUX MPUMEHEeHHbIX

paHee B 0Oioke «IlocieiHre 1BeTay Wiy MPOU3BOJILHOTO 1BeTa B OJi0Ke «/lpyrue 1iseta» B

Bunge HEX-kona;

— yllajeHre KOHTypa QUTypHI;

— U3MeHeHHe pa3Mepa GUTYpPbl C COXpaHeHHWEeM TPONOpHUM Wik 06e3 CoxpaHeHus
[IPOTIOPLIUH;

— nepemelrieHue GUTYpbl HA OIUH YPOBEHb Bliepe]i/Ha3a]] OTHOCUTEIBLHO JIPYTOro 0ObeKTa;

— pa3mertieHue GUTYPHI ITepe]i/3a OCTaJIbHBIMU 00BEKTaMU;
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— BO3MOXXHOCTb MHOXXECTBEHHOTO BbIOOpa OOBEKTOB IS OJHOBPeMEHHOM paboThl C

HeCKOJIbBKMMH 3JIeMeHTdMH.

4.2.10 ITpoBepka mpaBONIHCAHHSI

HOIIIIEP)KI/IBBEMLIE BO3MOXXHOCTH.:

BKJIIOUEHHe/OTKJII0UeHHe IIpoBepKy opdorpadpuu U rpaMMaTHKH;

BBIOOP Ci10Baps (PyCCKUM, aHTTIMACKUN, PPaHITy3CKUM, UCTIAHCKUN);

— Mpeajio’KeHre BapUdHTOB MCIIPAaBJIEHUA OIIII/I60K;

YAaJieHre IIoJYepKrBaHu CJIOB.

4.2.11 OTobpa:keHHe COEPIKIMOr0
[TonnepxrBaeMble BO3MOXKHOCTH:

— oTobpa’keHre/CKpbITHEe HelleyaTaeMbIX CHMBOJIOB;
— yBeJIn4eHue/yMeHbIlleHHe MaciTaba CIai/ioB;
— yCTaHOBKA MaciITaba CJIaiioB 110 pa3Mepy OKHa;

— CKpPbITHE, OTO6pa>KeHI/Ie N U3MEHEeHHEe pa3Mepa IaHeJIn CJIAaUOOB.

4.2.12 lemoHCcTpanus Npe3eHTaluu
[TonnepxrBaeMble BO3MOXKHOCTH:

— JIeMOHCTpAIUs B [TOJIHO3KPAHHOM peXXuMe;

— BO3MOXXHOCTh HA4aTh JIEMOHCTPAIMIO MPe3eHTAllK C MepPBOro CJlaiila WA C TeKyIero
clanjga;

— IMepek/II0UeHue CIIAal/IoB C TIOMOIIbIO KJIABHII HA KJIAaBHAType, MPOKPYYUBAHMS Kojeca
MBI WX OJHOKPAaTHOTO Ha)KaTHsl JIeBOW KJIABUIIM MBIIM (TlepeMellleHHe TOJIbKO
BIlepe[);

— oToOpakeHHe 00111ero BpeMeHU IIPOCMOTPa IIpe3eHTaluy;

— HA4aJIo/0CTAaHOBKA JIeMOHCTPAIUH IIpe3eHTal1y;

— Iepexo]] K HeoOX0MMOMY CJIalJy C ITOMOIIbIO TIaHeIX CJIaN/IOB;

— BKJIIOYEHHe/BBIKII0UeHHe YKa3KH.

4.2.13 CouyeTanus KJjaBHIII

Ho;mepnanaeMme BO3MOXXHOCTH:
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— TMOJIJIep>KKa COYeTaHUU TOPSTYMX KJIABUIIL [IJIsI COBEPIIIeHUs OIlepalliii C Npe3eHTallusIMu U
clIanujaMu;
— MPOCMOTP CHMCKa JOCTYIHBIX COuYeTaHWM KjaBuill B pasneiie CnpaBka / BwicTpbie

KJIABHIIIH.
4.3 Pabora c fOKyMeHTOM

4.3.1 CtaTucTHKa JOKyMeHTa
[TonnepxuBaeMble BO3MOXKHOCTH:

— oToOpakeHue Mporpecca 3arpy3ky JOKyMeHTa, BCTaBKY KaPTHHKY B CTPOKE COCTOSIHUS;

— M3MeHeHHe MaciITaba JOKyMeHTa B CTPOKe COCTOSTHUSI U KOMaH/IHOM MeHIO;

— TIpeJlyCTaHOBJIEHHbIe YPOBHU MaciTabupoBanus: 50%, 75%, 100%, 125%, 150%, 200%,
400%;

— BO3MOXKHOCTb 3aJ]JaHUsl ITPOM3BOJILHOM BeJMYMHBI Macinraba B mpenenax oT 50% 1o
400%;

— MepexoJl K KOHKPEeTHOMY CJIaiijly IIpe3eHTallMd C IIOMOIIbI0 CTPOKU COCTOSIHUS,

KOMaHJJHOT'O MEHIO Y T'OPAYHNX KJIdBHIII.

4.3.2 Ilopnep:xka onoBemeHUN
[TonneprkuBaeMble yBeJJOMJIEHUS:

— oToOpakeHre yBeJJOMJIeHUs IPYU OTCYTCTBUU ceTh YIHTepHeT;

— yBeJIoMJIeHHe TIPH MOTbITKe BHECTH U3MeHeHHs B 3alllMIIeHHbIA GparMeHT JOKYMeHTa;

— yBeJIoOMJIeHHe O HeBO3MOXXHOCTH OTKPBITh 3alllMIIIeHHbIN ITaposieM dai;

— NpeAylpeXx/ieHuss O NpUOIMKaloeMcsl 3all0JIHeHWH XPaHWIMIIA I10JIb30BaTesss U 00
OTCYTCTBMHM CBODOIHOTO MecCTa B XpaHWIHIIe 110JIb30BaTeJIs;

— IpellyTipeXx/ieHue O MpeKpallleHuM BO3MOXXHOCTH peIaKTUPOBAHUs JIOKyMeHTa B CBSI3U C
IIPOJIOJDKUTENIbHBIM Oe3ieliCTBeM B COOTBETCTBHMM C HACTPOMKaMH, yCTaHOBJIEHHBIMU
aZIMAHHCTPAaTOPOM CUCTEMBI;

— npenympex/jeHre 0 HeoOXOIMMOCTU OOHOBUTH CTPAHMILY IIPU M3MEHEHHWH CUCTEeMHBIX
HACTPOeK aIMUHUCTPATOPOM;

— BCIUIbIBAlOIlee yBeJJOMJIeHHMe O HeBO3MOXXHOCTH IlepeHWTH K KypCOpy COaBTOpa, eciii

COABTOP HAaXOJUTCS B He3aIrpy>KeHHOM 4acTH JOKYMeHTa.
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4.3.3 BepcuonnpoBaHue JOKyMeHTOB
[Tognep>xrBaeMble BO3MOXKHOCTH:

— CO3[]aHMe HOBOM BEPCUM JIOKYMEHTa;

OTKPbITHE Hd IIPOCMOTP BepCHHU, OTJIMYHOH OT TeKYLHEﬁ;

9KCIIOPT JIF060H BepCUM JOKyMeHTa B HOBBIN JIOKYMEHT;

coXpaHeHHe JIOKyMeHTa KaK OT/IeJIbHOW BepCuHu;

3dIdHUE Ha3BdHUS U KOMMEHTApUs I BepCUU NOKYMEHTaA,

IIPOCMOTP pa3Mepa AOKYMeHTa C Y4eTOM BCeX BepCHH.

4.3.4 CoBMecCTHOe peJJaKTHPOBaHHUe
[Tonnep:xruBaeMble BO3MOXHOCTH:

— COBMECTHOe peJaKTUpOBaHKe JOKYMEeHTa;

— PeXXUM 4YTeHHUs JIOKyMeHTa, B KOTOPOM HeJIOCTYIIHbI JIIOOble JIeMCTBUSI C TEKCTOM
JIOKYMEeHTa;

— uHdopMallys 0 JIPyrux y4aCTHUKAX MPU COBMECTHOM peJIaKTUPOBAHWM: WMsl, I[BETOBas
VHJVKAIIYsl, BbIJleJieHue sueek;

— aBTOMaTU4YeCKoe COXpaHeHHe U3MeHeHUH B JOKyMEeHTe;

— aBTOMAaTUYeCKoe COXpaHeHHe JIOKyMeHTa IIPU BBIXOJe OTHeJbHBIX YYaCTHUKOB
pelaKTUPOBAHUS WIK BCeX YYaCTHUKOB;

— yBeJioMJIeHHe 00 U3MEeHeHUH TPaB JIOCTYIIa B OTKPBITOM JJOKYMEHTE;

— IMepexo]] K Kypcopy CoaBTOpa MpH HaXKaTUH Ha ero aBaTap Ha OOKOBOM MaHesy;

— yBeJIJOMJIeHHe O HeBO3MOXXHOCTH IIepelTH K KypCOpy COaBTOpa, eCJIM COaBTOP HaXOIUTCS

B He3arpykeHHOM 4aCTH JIOKyMeHTa.

4.3.5 Pabora B 00J1aKe
[TognepxvBaeMble BO3MOXKHOCTH:

— pellakTUpOBaHHWe 00JIaYHBIX JJOKYMeHTOB B OTKpeITOM ¢popMmate OOXML (pptx) u ODF.

4.3.6 IleuaTs HOKyMeHTa
[TonnepxuBaeMble BO3MOXKHOCTH:

— BO3MOXHOCTD OTIIPABUTb JOKYMEHT HA I1€4dThb.
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