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Bce ynomsiHyThle B 3TOM J[IOKyMeHTe Ha3BaHHs IIPOJYKTOB, JIOTOTHWIIbI, TOPrOBble MapKu
Y TOBapHble 3HaKU IIPUHAJIIeXXaT UX BilaJiesibliaM.

ToBapHbIe 3HaKHU «MonOducy, «MyOffice» IIpUHAJIe)XaT
00O «HOBBIE OBJIAYHBIE TEXHOJIOI'MW».

Hu npu xakux o6CTOSITeNbCTBAX HeJb3si MCTOJIKOBBIBATH JIFOOOE COepXKUMOe HacCTOSIIero
JIOKYMeHTa Kak IIpsIMOe WJIM KOCBeHHOe IIpe/IoCTaB/leHHe JIMIIeH3MM WM IIpaBa Ha MCII0JIb30BaHHe
TOBAapHBbIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB OOCTYy)XMBaHUs, TIIpuMBeJleHHbIX B HeM. Jlio6oe
HECaHKIIMOHUPOBAaHHOE MHCIIOJIb30BaHWe STUX TOBApHBIX 3HAKOB, JIOTOTMIIOB WM 3HAKOB

O6CJ'IY)KI/IBaHI/I$I 0e3 IMMChbMEeHHOI'0 pa3penieHus ux HpaBOO6J'Ia,[[aTEJ'IH CTPOI'O 3allpenieHo.
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1 O ITPOAYKTE

ABTOHOMHBINM MOJyJib PeIAKTUPOBAHUsI — BCTpavBaeMoe BeO-TIpUiioxkeHre Jyisi POCMOTPa,
PedaKTHPOBAHUSA TEKCTOBBIX NOKYMEHTOB, 3JIEKTPOHHBIX Ta6JII/IH u Hpe3eHTaHHfI, d TaK’Ke OTKPBITHA
PDF-daitnoB B 0[IHONOJIb30BAaTEILCKOM peXXUMe pabOTHhl.

[lepeuenb TpeboBaHMM K MPOrpaMMHOMY U allllapaTHOMYy oOecredeHWIO IIpUBe/IeH B

nokyMmeHTe «MorOduc Kommekc cpencts pazpabotku (SDK). PykoBosicTBo nporpamMmucta.
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2 <MOUTEKCT»
2.1 Oowree

2.1.1 SI3pikoBas MojAepKKa

Jlokanmu3amusi Ha PYCCKOM, aHTJIMKACKOM, (PaHITy3CKOM, HCIIAHCKOM, OelopyCcCcKoM,

TATAPCKOM U 6aH_IKI/IpCKOM SI3bIKAX.

2.1.2 ®opmaThl JOKYyMEHTOB

HO}I}Iep)KI/IBHEMI)Ie BO3MOX>XHOCTH:

— OTKpbITHE U TnpocMoTp ¢ainoB B ¢dopmatax XODT, XOTT, DOCX, DOCM, DOTX,
DOTM, DOC, DQOT, ODT, OTT, RTF, TXT, PDF;

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

— BbIOOp popMaTa JOKyMeHTa U ero CoOxpaHeHue JIOKAJIbHO Ha YCTPONCTRO;

— penaktupoBanue ¢aiiioB B dpopmatax DOCX u ODT 6e3 koHBepTaiMu BO BHYTpPeHHUH

dopmar.

*OmcymcmByem 6o3modcHocmb  pedakmupoBamb U 3anycmumb  MakpokomaHOwl. Ilpu

co3daHuu konuu cpatina ons pedakmupoBarus 6 Hee He 6ydym dobaBneHbl MakpokomaHObl VBA.

2.2 IloaroroBKa IOKyMeHTa

2.2.1 Pabora c madysioHamMu

HOHHep)KI/IBBEMI)Ie BO3MOX>XHOCTH:

— pabota c mabnmonamu B popmate XOTT.

2.2.2 Tlognepakka CTUIEH JOKyMeHTa

HOHHep)KI/IBBEMI)Ie BO3MOX>XHOCTH:

— nopJiep>kka GUKCHPOBAHHOIO Habopa MpejlyCTaHOBJIeHHBIX CTUJIeH.

2.2.3 HacTpoiKku CTpaHHUIIBI

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

— BBIOOp popMaTa CTpaHUIIHI;
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— BbIOOpP OpPUEHTAIMX CTPAHUIIbI: TOPU30HTAJIbHAS U BepTHUKaJIbHas;
— “3MeHeHMe pa3Mepa IOoJIeH;

— oToOpa’keHue U CKpPhITHe JINHeNKH;

— dopmarsl ctpanuiisl: A0, Al, A2;

— BCTaBKa pPa3pbiBa CTPaHUIIbI;

— BCTaBKa pa3pbiBa pasfera;

— HACTpOWKa CTPAHUIIHI JIJIsl TEKYIIETro pasziesa JIOKYMeHTa;

— BO3MOKHOCTb YCTAHOBUTb U HACTPOUTD 3epPKaJIbHbIE I10JIS.

2.2.4 Hymepanusi cTpaHuIy

HO}I}Iep)KI/IBHEMI)Ie BO3MOX>XHOCTH:

— BCTaBKa HyMepalll{ CTPAaHUIL B peXXUMe pefjaKTHPOBaHHUSI KOJIOHTUTYJIOB;

— BbIOOp popMaTa HOMepa, ero MoyIoXKeHus: U BbIpaBHUBAHUS;

— 3a/IaHKe HyMepaluy CTPAHMI] C YKa3aHHOTO HOMEpa;

— HyMepalus CO BTOPOU CTPaHUIIBL;

— IepexoJ] Ha KOHKPETHYIO CTpaHHUIly J[JOKYMeHTa C IIOMOIIbIO CTPOKU COCTOSIHUS,

KOMaHJHOI'O MEHIO Y I'OpAYrX KJIaBHIII.

2.2.5 PaboTa ¢ KOJIOHTUTYJIaMH

HOIIIIep)KI/IBBEMbIe BO3MOXXHOCTH.:

— BCTABKad U pelaKTHPOBaHHe BEPXHHUX YU HUKHHUX KOJIOHTHUTYJIOB;

— KOIIMpPOBAHHWE U BCTdBKd TEKCTaA IIPU PeJaKTUPOBAHUU KOJIOHTUTYJIA.

2.2.6 HacTpoiika MeIyCTpPOYHOr0 HHTepBaja

HOI[I[BP)KI/IBaeMbIE BO3MOXXHOCTH.

— yCTaHOBKa MeXIyCTPOUYHOT'O MHTepBaJja: OJIMHAPHBIN, « 1,15, IOTyTOPHBIM, TBOMHOM;
— YCTaQHOBKa ITPOU3BOJIbHOTO 3HAYEHHUsI MeXX/1yCTPOYHOTO UHTEPBaa;
— U3MeHeHHe CBOMCTB pa3Mepa MeXAYCTPOYHOIO HWHTepBajia: TOYHO, MHUHHUMYM

1 MHO>XHTeJIb.
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2.2.7 lllpudThHI ¥ CTHIH

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

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

— oTobpakeHre mprUdPTOB Monotype ¢ IOMOIIBIO UX METPUYECKUX aHAJIOIOB;

— nogyiepxxka mpudToB PT Astra Sans, PT Astra Serif, PT Sans, PT Serif, Noto Sans;

— BbIOOp mIpudTa, pasMepa HpUdTa U HAUePTaHUS: MOJTY>KUPHBIM, KypCUB, TOJYepKHYTHIH,
3a4epPKHYTHIH, IIOJCTPOYHbINA, HAICTPOYHLIH;

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

— U3MeHeHWe WHTepBaJla MeXJAy 3HakaMd B Tpex BapuaHTax ¢GOpPMaTUPOBAHUS:
paspeXxeHHbIH, CXKaTbli U HOPMAaJIbHBIN;

— ¢opMaTHpOBaHUe TeKCTa B cTUlie «Bce mponucHbIey;

— CO3[jaHue, HACTPOMKa U yJiaJleHHue I10J1b30BaTe/IbCKUX CTUIIed TeKCTa;

— TOJIIEP’KKA 0TOOpakeHUsI KOJIOHOYHOM BEepCTKHU TeKCTa.

2.2.8 Ilognep:xxuBaemMble CHMBOJIBI

HOIIIIep)KI/IBaEEMbIe BO3MOXXHOCTH.

— IIOKa3 Helle4daTHbIX CMMBOJIOB;
— NMOAAEPKKd CHUMBOJIOB pPd3pPbiBd CTPAHUIBI U I'PAHUIIBLI CeKIuM B pexxume 0T06pa)KEHI/I$I

Helle4aTHbIX CMMBOJIOB.

2.2.9 ®opmaTupoBaHHe COAEPKIMOr0

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH.:

— KOIMHMpPOBaHKe U BCTaBKa O0TGOPMATUPOBAHHOI'O TeKCTa BHYTPU OJHOTO JIOKYMEHTa WIHA U3
onHOro ¢dansa B Ipyrou;

— BCTaBKa TeKCTa C COXpaHeHHeM GpopMaTUPOBAHUS B KOJIOHTUTYJIbI U TaOJUIIBI;

— popMaTHpOBaHUE COMIEPKUMOTO STYeeK WK IMANa30Ha S4eek;

— 3aJIMBKA TeKCTa IIBETOM;

— BBIOOP MPOU3BOJILHOTO I[BETa 3aJIUBKHU STYEHKHU;

— KOTIMpOBaHUe W BCTaBka (pOPMATUPOBAHHOTO TEeKCTa, CIMCKOB, TAOJUI], KAPTUHOK MEeXIY
MIPUWIOXKEHUSIMHU;

— BO3MOXHOCTBb OYHMCTHUTDH (bOpMaTI/IpOBaHI/Ie TeKCTa,
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— aBTOMaTW4YeCKasl 3aMeHa CHMBOJIa JABOWHBIX KaBblYeK Ha CUMBOJI (PPAHITY3CKUX KaBblUuek
JUISl PYCCKOTO ¥ (PPaHITy3CKOTO SI3bIKOB;

— BCTaBKa cojiepkuMoro Oydepa obmeHa ¢ dopMaTHPOBAHHMEM, HCIIONIb3ysl KOHTEKCTHOE
MEeHIO;

— BCTaBKa paHee CKOMMMPOBAaHHBIX JIAHHBIX 6e3 CBOMCTB ¢popMaTHpOBaHus B Opay3epax Safari
# Ha 6aze Chromium;

— BBINIOJTHEHUE TIOCJIe[IHeH Olepalid WM Olepalyio M0 YMOJTYaHUIO TIPU HaXXaTUM Ha
MUKTOTpaMMy CJIeAyIOIMX KOMaHJ Ha IaHeJu MHCTPyMeHTOB: «llBeT Tekcray, «llBer
BbIJIeJIeHUS] TeKCTa», «BcTaBUTh cTOnbel MM CTPOKy», «YOalIuTh CTOJIOeI] Uil CTPOKY»,
«I'panunby, «LBeT 3anvuBkn», « MapkMpoBaHHBIM CIIMCOKY», « HyMepoBaHHBIN CIIMCOKY;

— 3aIMTa ¢pparMeHTa JIOKyMeHTa OT U3MeHeHUH;

— OTKJIIOYeHMe 3alUThl (pparMeHTa JOKYMeHTa;

— BCTAaBKd TeKYLHefI JAdThbl UJIK BpEMEHH.

2.2.10 ®opmat no obdpasmy

HOIIIIep)KI/IBBEMbIe BO3MOXXHOCTH:

— ¢dopmaTtupoBan#me 1Mo 06pasy;

— ¢dopmMaTUpOBaHUe 0 00pa3Iy s ab3arna.

2.2.11 PaGora co cnuckaMu

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— oToOpakeHue U CO3/laHre HyMepPOBAaHHbBIX K MaPKHPOBAHHBIX CITUCKOB;

— MOJIIepP>KKAa HyMepOBaHHBIX CIIMCKOB B popMmate «1.1.1»;

— CO3/1aHMe MapKUPOBAHHbBIX CITUCKOB THIIA «—»;

— MpOJI0JDKeHHe CIIMCKa IIPY BBOJle B Hayasle CTPOKU CJIeJIYIOIIero Mo MOPSI/IKY 3HAaYeHus;

— oObeJIMHEHHe IBYX CIHCKOB B pa3HBIX MeCTaX JOKyMeHTa i TMPOJIOJDKEHHUs] BTOPBIM
CIIMCKOM HyMepaIluu IepBoro;

— CO3/1aHMe HYMEepOBAaHHBIX CIIMCKOB C KUPUJUIMYECKUMU CUMBOJIAMU TP UCIIOJIb30BAaHUU

MIPWIOXKEeHMsI Ha PyCCKOM si3bike: 1)a)i) u a)1)i).

2.2.12 Pa6oTa co CChUIKAaMHU U THNIePCCHUIKAMU

HO,I[,I[EP)KI/IBEIGMBIE BO3MOJXHOCTH:

— BCTdBKd U peIaKTUPOBaHHEe I'IIIePCCBHIJIOK;
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— BCTaBKa CCBIIKU B BbIJIeJIeHHBIA TeKCT;

— KOIIMPOBAHWe CCBIIKU Ha JJOKYMEeHT;

— KOIIMpPOBAaHMe ajipeca CChUIKUA B peXUMe IIPOCMOTpa JOKYMEeHTa,;

— oToOpakeHHe IOJICKa3KU C aipeCoOM THUIIepCChUIKU IIPA HaBeleHWH KypCcopa MBIIIKK Ha
CCBLJIKY;

— aBTOMaTh4eCKoe (pOpMaTUPOBaHUE CCHUIOK U 3JIEKTPOHHBIX aJlpecOB KaK I'MIIePCCHUIOK;

— IIPOCMOTP U Iepexof 10 IlepeKpPeCTHBIM CChIIIKaM, paHee JJOOaB/IeHHBIM B IOKYMEHT;

— HaBUTallWH 110 IIepeKPeCTHHIM CChUIKaM Ha TaOuIlbl, U300pakeHUs! U pOPMYIIBL;

— BO3MOJXHOCTb KOIIMPOBATh aZipeC CChUIKYU, UCIOJIb3ys KOHTeKCTHOe MEeHIO;

— BCTaBKa I1epeKPeCTHLIX CChIIOK;

— BCIUIBIBAIOIlee OKHO C BO3MOXXHOCTBIO KOIIMPOBaThb, pPefaKTUpPOBAaTb U YAAIUTH anpec
CCBUIKH, a TaK’Ke KOMaHJI0M Iepexoza I10 CChIIKe;

— BO3MOXXHOCTB IIepeMTH 110 CChLIKe, 106aB/IeHHOH K TeKCTy BHYTpU QUTYDHI;

— BO3MOXXHOCTb IIepeMTH II0 CCbUIKe, A00aBIeHHONM K TeKCTy B suedke TabIUIbI C

[IpUMeHeHHBbIMU [TapaMeTpaMu 00TeKaHHsI TeKCTOM.

2.2.13 PaGoTa co CHOCKaMH

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH:

— MOMJIeP>KKa MOCTPAHUYHBIX CHOCOK;
— oTobpa’keHre KOHIIeBbIX CHOCOK;
— Cco3[aHue, peJJakTHpPoBaHKe, GOPMATHPOBAHKE U yaJleHHe MTOCTPAaHUYHBIX CHOCOK;

— IepexoJ OT MapKepd CHOCKH K ee TeKCTY.

2.2.14 Pa6ora c n3obpaxkeHUAMH

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— oTobpakeHue n3obpaxenuit B dopmarax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP;

— oTobpakeHre n300pakeHni B UMIIOPTUPOBAHHBIX JJOKYMEHTaX;

— BcTaBKa uzobpakenuit B popmatax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP;

— M3MeHeHHe pa3Mepa M300pakeHUI B TeKCTe C Uiu 6e3 COXpaHeHuUs TPOTIOPIIUA;

— U3MeHeHHe PacloyioXeHus n300pakeHuH B TeKCTe;

— oOTekaHUe M300pa’keHui: B TeKCTe, BOKPYT PaMKU, CBepXy U CHM3Y, 32 TEeKCTOM U Iepe[l
TEKCTOM;

— TiepemerrieHre 300paskeHrH B TEKCTe C TIOMOIIbIO JIEBOU KJIABUIIK MBIIIIH;
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— oTobpakeHHe Iporpecca 3arpy3Kd U BCTaBKU U300pakeHUsl Ha HUKHEeW ITaHeJH;

— OTMEHa 3arpy3Ku U300paKeHusl;

— oToOpakeHHe pa3BepHYTHIX MOJ] YIJIOM M300paXkeHuH;

— XpaHeHHe CKOMMPOBAHHOTO M300pakeHUsI B cucTeMHOM Oydepe oOMeHa i BCTaBKU B
Ipyrue MpUIoXKeHUs;

— aBTOMaTU4YeCKoe yMeHbllleHHe Maciirtaba m3o0pakeHUs! IpU BCTaBKe, pa3Mep KOTOPOIO
IIpeBbIlIaeT FPAHUIIBI BUAUMOM 00JIaCTH JOKYMEHTa;

— IlepeMelieHune I/1306pa>KeHI/IH C IIOMOIIbI0 CTPEJIOK Hd KJIaBUATYyPpe.

2.2.15 Pabora ¢ purypamu

HO}I}Iep)KI/IBHEMI)Ie BO3MOX>XHOCTH:

— mojiiep)kKa GpUryp B JOKyMeHTax;

— BO3MOJXHOCTD BBIIEJIUTH, KOTIMPOBATh, BHIPE3aTh, BCTABUTH GUTYDY;

— U3MeHeHHe IBeTa 3aJIMBKU QUTYPHI;

— HacTpoyka rpaHul] Gurypsl (IIBeT, TOMIIMHA, TUIl JTUHUN);

— U3MeHeHHe pa3Mepa U IIPOIOPIUU GUTYPHI;

— U3MeHeHHe PaCIOJIOKeHUs B JIOKYMEeHTe;

— yhasieHue GpUrypsbl;

— BbIOOP CBOMCTBA OOTEKaHUS TeKCTa sl GUTYPHI;

— oToOpakeHue IMOBePHYTHIX QUTYP;

— BBIJIeJIEHHE U TlepeMellleHre TIOBePHYThIX GUryp;

— BBIOOP CBOMCTBA 0OTEKAaHUsI TEKCTOM TIOBEPHYTOU PUTYPHI;

— BCTaBKa (UTyp: NpPSMOYTOJbHUK, 3JUIMIIC, TPEYTOJbHUK, pOMO, JIMHUS, 3aTHYTHIM YTOJ,
3Be3/1a, cep/iiie, CKOOKH, CTPeJIKU U BBIHOCKH;

— BO3MOXXHOCTb HACTPOUTD THUII JIMHUH, a TaKXKe ee JIMHY, YroJl HaKJIOHA, I[BeT, TOJIIUHY U
THUI HAaKOHEYHUKA;

— IepeMelleHue Cl)I/IprbI C IIOMOIIbIO CTPEJIOK Ha KJIaBHUATYype.

2.2.16 Pabora c Tad/iMaMu B TeKCTe

HOIIIIep)KI/IBBEMbIe BO3MOXXHOCTH:

— BCTaBKa U yJjajleHue TabJInIIb;
— BBIOOp pa3Mepa TabUIIbl IPU BCTABKe;
— BCTaBKa CTPOK U CTOJIOIIOB: CJieBa, CIIpaBa, CBepXY U CHU3Y OT BbIJIeJIeHHS;

— yZAaJleHHWe OIHOM WA HeCKOJIbKUX CTPOK WJIU CTOJIOIOB;
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— dopMaTUpOBaHUe TpPaHUIIBl STYEMKU WM AWalla30Ha syeeK: BCe TPAHUIlbI, HeT T'paHHUII,
TOJICTbIe BHEIIIHWe T'PaHMIlbl, BHYTPEHHUE T'PaHUIIbl, BHYTPEHHSSI TOPU30HTAJIbHAS JIMHUS,
BHYTPEHHSISI BepTHKaJlbHasl JIMHWS, BOCXOJAINAS JIMArOHAJIb, JieBas T'PAaHUIA, BEpPXHSIS
TpaHuIIa, TIpaBas TPaHUIlA, HUXKHSIS TPAHUIIA, HUCXOASIAS TUAarOHaIb;

— U3MeHeHWe TUIlA JIMHUM: TOHKAasl JIMHUs, OObIYHAs JIMHUS, TOJICTasl JIMHWS, ITYHKTHUPHAas
JIVHUS, INTPUXITYHKTUPHAS JIMHUS, IITPUXOBAs JIMHUS, IBOVHAS JINHUS;

— U3MeHeHVe IIBeTa I'paHUIl: YepHBIN, OpaH)XeBblil, KPACHBIN, >XeJITbl, CBETJIO-3eJIeHbIH,
3eJIeHbIN, OUPIO30BBIN, FOJTyOOM, CUHUM, PUOJIETOBBIH, TypPITyPHBIN;

— dbopMaTUpPOBaHUe COJIEPXKUMOTO sueeK WM Ihara3oHa sS4eek;

— YCTaHOBKA TOYHBIX 3HAYEHUU IIIMPUHBI U BBICOTHI SY€eK;

— U3MeHeHHe IUPUHBI U BBICOTHI KOJIOHOK U PSIJIOB TlepeTaCKUBAaHWEM TPaHUIl TaOIMIThl WU
C TIOMOIIIBIO JINHeWKU;

— W3MeHeHHe IBeTa 3a/IMBKU S4eeK B TaOJIuIle;

— TOpU30HTA/IbHOE BbIDABHUBAaHWE TeKCTa B f4YeliKe II0 JIeBOMY Kparo, IO IeHTpy, II0
IPaBOMY Kparo U M0 IMUPUHEe STYerKHU;

— BepTUKaJIbHOe BbIpaBHUBAHWeE TeKCTa B sSiYelKaxX TabJUIbL: 110 BepxHEeMy Kpalo, 110 IIeHTPY
Y 110 HUXKHEMY Kpalo;

— otobpakeHre GOpMaTUPOBAHUS TTOBEPHYTOT'O TEKCTA B siUeMKaXx;

— BbIJIeJIeHHe PSJIOB U KOJIOHOK;

— BBIfIeJIeHHe BCel TaOIHIb;

— BbIJIeJIeHHe HeCKOJIbKUX CTPOK WJIM CTOJIOIIOB OJJHOBPEMEHHO;

— o0beIMHEHWE U pa3fie/ieHre siueek;

— obTekaHue TabOJIUIL TEKCTOM;

— pabota c TabnuiaMy B KOJIOHTUTYJIAX;

— BO3MOXXHOCTb OT/AEJIbHO BBIJIEJIMTh CTPOKY WM CToJIOell, cojepxalue oObeAUHEeHHbIe
JUYefKU B Havasle WU KOHIle 00J1acTy TabJIUIIb;

— oTtobpakeHHWe TabJIuIl C TPUMEHEeHHBIMU MTapaMeTpaMyu O0TeKaHUsSI TEKCTOM, CO3JIlaHHBIX B
IPYTrOM peJlakTope;

— BO3MOXXHOCTb peJJaKTUPOBaTh COJEpPXXUMOe TaOyull C IpPUMeHeHHbIMA IlapaMeTpaMu
00TexkaHus TeKCTOM;

— BBIJIeJIEHWe OTHeNbHBIX CJIOB B TaOJMIle TEKCTOBOI'O peJlakTopa B peXuMe IPOCMOTpa
JIOKYMEHTa;

— JeJieHue STYerKu TaﬁJ'II/II_U:)I 110 BEPTUKAJIX UK IT'OPU30HTAJIN.
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2.2.17 MaTemaTH4yecKHe BbIPaXKeHUS

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

— ob0o3HaYeHWe MeCTOpPACIIOJIOXKEeHHsI MaTeMaTH4yeckoro BbipakeHusi B ¢opmare LaTeX

COOTBETCTBYIOIINM 00BEeKTOM B HJOKyMeHTe.

2.2.18 Ilongepxka MaKpOKOMaH/

HOIIIIep)KI/IBaEEMbIe BO3MOXXHOCTH.

— IIoAAEeP’KKd MAdKPOKOMdH/I HA A3bIKE ITPOIrPAMMHUPOBAHUSA Lua.

2.3 Pabora c noKyMeHTOM

2.3.1 OrnaBienue

HOHHEP)KI/IBBQMBIE BO3MOJXHOCTH:

— CO3ldHHE U ylaJieHHe OrJIaBJIEeHUS;
— HaBUT'all¥s 110 JOKYMEHTY U3 OI'JIaBJIEHUW;
— aBTOMAaTHYecKoe OOHOBJIEHHE OIJIaBJICHUS B pexrme peaJIbHOT'O BpeMeHHU;

- CbOpMaTI/IpOBaHI/Ie OIlIaBJIEHUS NOKYMEHTd C UCIIOJIb30BAHUEM CBOICTB LHpHCbTa n 86381_[8.

2.3.2 Pabora c 3aKJ1agKaMu

HOIIIIep)KI/IBaEEMbIe BO3MOXXHOCTH.

- OT06pa>KQHI/Ie 3dKJIaJJOK;

— IMPOCMOTPA CITMCKA 3dKJIa[IOK B JOKYMEHTe;

— BO3MOXHOCTDb BCTABKH, IIeperMeHOBAHHA U YdJIEHU 3dKJIdJOK;
— HaBHUT'allMs K TEKCTY 3aKJIaIKXW W3 CITMCKA 3aKJIaJ0K;

— COPTHUPOBKA CITMCKA 3aKJIAZOK IIO IIOPAAKY U 110 HAa3BAHUIO,

— BO3SMOKHOCTb CKPBITb CUCTEMHBIE 3dKJId[IKH.

2.3.3 Ilouck u 3aMmeHna

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— IIOUCK U 3dMeHd II0 COAePXXKUMOMY NOKYMeHTAd;
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— TOUCK Y 3aMeHa C y4eTOM PerucTpa U CJIOBa I[eJIUKOM;

— TIOUCK I10 TEeKCTY JIOKYMeHTa, OTKPBITOI'O B peXKMMe IMPOCMOTPa;

— UCKJII0YeHHe KOJIOHTUTYJIOB U3 pe3y/IbTaTOB ITI0MCKA;

— COXpaHeHMe MMOMCKOBBIX 3alIPOCOB IO JJOKYMEHTY B UCTOPUHU MTOMCKOBBIX 3aIIPOCOB;

— OYuIIleHWe HCTOPUU II0 3aBepllleHWH PaboThl C JOKYMEHTOM WM OOHOBJIEHWH BKJIQJIKU
C JIOKYMEeHTOM;

— BO3MOXKHOCTb TIepexo/ia K CJle[lyIolleMy WK HpeJblIyIeMy CJIOBY IOCJie 3aMeHbI;

— BO3MOXXHOCTb 3aMEHHUTh OJTHO CJIOBO WM BhIpaXkeHHe; BO3MOXKHOCTb 3aMeHUTh BCe;

— HaBUT'all¥4 110 pe3yJibTaTaM IIOMCKd C BbIBOJJOM CIIMCKd KOHTEKCTOB.

2.3.4 IIpoBepka opporpaduu U NyHKTyallun

HOIIIIep)KI/IBBEMbIe BO3MOXXHOCTH:

— BKJIIOUEHHME Y BBIKJIIOUeHHe NpoBepku opdorpaduiu;

— MpoBepKa I'paMMaTHKU Uil PYCCKOTO SI3bIKa;

— OBICTPBIN ITepexo]i MeX Ty OIMOKaMu;

— nojipobHOe omnMcaHue BbIOPAaHHOM OIIMOKY;

— T'PYIIIIOBBIE OIepalvU C OMIMOKAMU: «IIPOITYCTUTDb BCE» U «3aMEHHUTh BCeY;

— mopJiep>kKa GpaHIly3CKOr0 U MCIAHCKOTO SI3bIKOB JIJIsl TpoBepKu opdorpadum;

— OKHO BbIOOpa CJIOBapsi Iyisi IpoBepku opdorpaduu: pycCKUW, aHTIIMACKUAN, WUCIAHCKUH,
$ppaHIy3CKUi;

— BBIOOP OHOTO, IBYX WJIK TpeX CJIoBapei 1yis TpoBepku opdorpadry 0JHOBPeMeHHO.

2.3.5 IIpaBku

HOIIIIep)KI/IBBEMbIe BO3MOXXHOCTH:

— OTMEHa MPABOK 10 OJJHOMY CUMBOJTY 3a Imar (0ydep «3amomuHaeT» 50 MOCIeHUX IIaroB).

2.3.6 Pexxum penieH3MpoBaHUSA

HOHHep)KI/IBBEMI)Ie BO3MOX>XHOCTH:

— peXUM UTeHUs JOKyMeHTa, B KOTOpPOM HeJOCTYIIHbl JiIoOble MAeMCTBUSI C TeKCTOM
JIOKYMEHTa;

— 3aIIMCh U3MEHEeHHUM B HOKYMeHTe;
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— BKJIIOUEHHE U BBIKJIIOUEHHEe peXXuMa 3alliCU HW3MeHeHWW aBTOpPOM WM BiafesbleM
JIOKYMEHTa;

— MPUHSTHE U OTKJIOHeHHe U3MeHeHUM aBTOPOM W Bila/ielibl[eM JIOKYMeHTa;

— MPUHSATHE U OTKJIOHeHHe UCIIpaBJIeHUH TOJIbKO B BbIIeJIEHHOM 00JIaCTH JIOKYMEHTAa;

— TpU pexXrMa oTobOpakeHUsi W3MeHeHWM, COBepIIeHHBbIX IMoJib3oBaTesssMu: «HcxonHbii
nokyMeHT», «be3 ucnpapnenuii» u «lloka3biBaTh UCIIPABIIEHUSY;

— HaBUTanus Jyisi ObICTPOro Mepexofa MeXXly UCIIpaBIeHUsIMHU;

— TOfJIep>KKa 3aMKiCHU U3MeHeHU CBOMCTB ab3alia U U3MeHeHUH B KOJIOHTUTYJIAX;

— GUIbTp O0OOBEKTOB pelleH3WpPOBaHUS B pexume pelleH3upoBaHusi «MapkupoBaTh
WCIIPaBJIEHUS»: UCITPaBJIeHHs], TEKCTOBble KOMMEeHTApUH, ayJJUOKOMMEeHTapHH;

— BO3MOXXHOCTb CKPBITh Y TI0Ka3aTh yJlaJleHHbIN TeKCT;

— BO3MOXKHOCTb CKPBITh M TIOKa3aTh HMaHesb « BoIHOCKNY;

— pexxuMm paboTtbl «PerieH3upoBaHue», B KOTOPOM BCerjla BelleTCsl 3allUCh WCIIPaBJIeHUH U

OTKJIFOUEHA BO3MOXKHOCTb pabOThI C ITPaBKaMH.

2.3.7 PaboTa c KOMMEHTapUSIMHU

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— oToOpakeHre KOMMEeHTapUeB;

— yllaJieHHe BblJIeJIeHHOTO KOMMeHTapus;

— yllaJieHHe BCeX KOMMEeHTapHeB B JIOKyMEHTE;

— Cco3[laHue KOMMeHTapusl;

— OTBeTbl HAa KOMMeHTapuH;

— pellakTUpPOBaHWe KOMMEeHTAapHs;

— oToOpakeHWe ayJIMOKOMMEHTapuWeB, CO3MaHHBbIX C KCIOJIb30BAaHUEM  MOOMIIbHBIX
npunoxxeaut MoOdwuc JIoKkyMeHTsI;

— BO3MOXXHOCTb BOCIIPOM3BECTH WK IIOCTABUTh Ha May3y ay/IHOKOMMeHTapuH;

— YIIBOEHHEe CKOPOCTH BOCIIPOU3BeIeHHUs Ay JUOKOMMEeHTapHS;

— Tepexo]] K He0OX0JMMOMY MeCTy 3allCH TIPU BOCIIPOM3Be/IeHUH;

— yIajileHHe ayIMOKOMMeHTap1eB;

— BbII€JIEHHA Y KOITMPOBAHUWS TeKCTd KOMMEeHTapHus.
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2.4 Pabora c roToBsIM ¢aiiyioMm

2.4.1 CtaTucTHUKA IOKYMeHTa

HOI[I[BP)KI/IBaeMbIE BO3MOXXHOCTH.

- OT06pa>KQHI/Ie KOJIN49eCTBa CTpaHUI KU HOMEpPAd TeKYH_IEﬁ CTPAHHUIIBI,
— U3MeHeHHe MacIITada HOKYMeHTd B CTPOKe COCTOSHHUAI,

— HACTPOWKU MacIirtaba: CTpaHUIlA I[eJIMKOM U JIBe CTPaHUIIbI.

2.4.2 Ilopnep:xkka yBexoMIeHUH

HOHHEP)KI/IBaeMbIe BO3MOJXHOCTH:

— yBeJlOMJieHHe IIpU IIOIIbITKe BHEeCTHU U3MEHEHUS B 3alMILEeHHBIA (l)paI‘MeHT JOKYMeHTa;

— YBeJIOMJIeHVe O HeBO3MO)XHOCTU OTKPBITh 3allMILIEeHHbIN ITapoJieM (paul.

2.4.3 IleuaTh JOKyMeHTaA

Ho,u,uepch/IBaeMme BO3MOXXHOCTH:

— Ie4aTb JOKYMEeHTa,

— BO3MOKHOCTD IIOAT'OTOBUTL JOKYMEHT [JIA 11€9dTH B 6pay3epe Safari.
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3 «<MOATABJINIIA»
3.1 Oowiee

3.1.1 SI3pikoBas noaaepKKa

Jlokanmu3amusi Ha PYCCKOM, aHTJIMKACKOM, (PaHITy3CKOM, HCIIAHCKOM, OelopyCcCcKoM,

TATAPCKOM U 6aH_IKI/IpCKOM SI3bIKAX.

3.1.2 ®opMmaThI JOKYMEHTOB

HO}I}Iep)KI/IBHEMI)Ie BO3MOX>XHOCTH:

— OTKpbITHE U TpocMOoTp PaisioB B popmatax XODS, XOTS, XLSX, XLSM, XLTX, XLTM,
XLS, XLT, ODS, OTS, CSV, TSV, PDF;

— coxpaHenue ¢dansoB B popmaTtax XLSX, ODS, XODS, CSV, PDF;

— penaktupoBanue ¢aiiioB B dopmatax XLSX m ODS 6e3 koHBepTaiuu BO BHYTpPeHHUH
¢opmar;

— BbIOOp popMaTa IOKyMeHTa U COXpaHEeHUs ero JIOKaJIbHO Ha YCTPOMCTBO.

*OmcymcmByem 6o3modcHocmb  pedakmupoBamb U 3anycmumb  MakpokomaHOwl. Ilpu

co3daHuu konuu cpatina ons pedakmupoBarus 6 Hee He 6ydym dobaBneHbl MakpokomaHObl VBA.

3.1.3 Pab6ora c mokymeHTOM

HOI[J:[GP)KI/IBBEMLIE BO3MOX>XHOCTH:

— MOAJeprKKa JOKYMEHTOB, He COAep KallluX BUAUMBIX JIUCTOB;

— BbIJIeJIeHHe Y KOTIMPOBAaHUe sST9eeK aKTUBHOM 00J1aCTH B peXXUMe YTeHUS;

— CO3/IaHKe HOBOTO TabJIMYHOTO JJOKYMEHTa;

— oT4eT 00 olmMbKe COXpaHeHHUs JOKYMeHTa;

— BO3MOXHOCTb CKPBITb UJIN OTO6paSI/ITI) HYyJIeBble 3Ha4eHHH],

— KOMaH/Ia ISl CHATHS BCeX 3aKpeIUIeHHbIX 00JIacTel Ha JINCTe, ecid 3aKperyieHHast 00J1acTh
MIPEeBBIIIAET BUAUMYIO 00JIaCTh JIUCTA;

— KOMaHJla Jjii aBTOMATUYeCKOT0 YMeHbIleHWs MaciuTaba JHcTa, eciu 3aKperieHHas
obJ1acThb IpeBbilllaeT BUIWUMYIO O6JI<':1CTI), N B Clly4ae YyMeHbIIeHHsa Maciuraba JucTa
MTPOKPYTKA JOKYMeHTa BHOBb CTaHET JIOCTYIIHA;

- OTOGpEDKeHI/Ie 3dIIUINeHHBIX Ta6J'II/II_[, KOTOpkbIE ObLIH CO31aHbI B CTOPOHHHUX peaKTOPd4X;
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— oToOpakeHWe M paboTa C s4YelKkaMH, Iyl KOTOPBIX B CTOPOHHEM peJakTope Oblia
HaCTpoeHa IIpPOBepKa JJaHHBIX WX BbIOOP 3HaYeHUs U3 CIIMCKA;

— BblleJIeHHe HeCKOJIbKHX HeCMeXHbIX Ad4eeK, I1dIlld30HOB, CTPOK U CTOJ'I6HOB.

3.2 IlogroroBKa JOKyMeHTa

3.2.1 Pabora c mmadsonamMu

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— pabora c mabnonamu B popmate XOTS.

3.2.2 Pabora c mucramMu

[Tomnmep:kruBaemMble BO3MOXKHOCTH:

— BCTaBKa HOBBIX JIUCTOB U UX yaJIeHHUE;

— CKpBbITHe U OTOOpa)keHHe JIMCTOB, a TaKXXe BO3MOXXHOCTb I10Ka3aTh OTJeJIbHble CKPBITbIe
JIUCTHL;

— W3MeHeHHe Ha3BaHHs JINCTA TaOJIHIIb;

— co3[aHue Ay0IuKaTa JIMCTa TabIUIIb;

— M3MeHeHHe II0JIOXKeHHs JIMCTa JIeBOM KHOIIKOH MBIIIIH;

— TiepeMelrieHye JIMCTa B Hayajlo UK KOHell CIIMCKa;

— aBTOMAaTH4YeCcKoe 3aIl0JIHeHHe J4eek JIMCTa;

— aKTHBHas 06JacTh nepBoro jimcta — 300 cTpok U 26 CTOJOIOB.

3.2.3 TabmuuHbIi CTHIH POPMATHPOBAHUS

HOI[I[BP)KI/IBaeMbIE BO3MOXXHOCTH.

— pabota c o6bekToM «Tabnuila» B IOKyMeHTaX, ecjid Takhe O0OBeKThl yxke COfepXKaluch B
OTKPBITOM JIOKyMEHTe;

— oTobpakeHre popMaTUPOBAHUS TaOIIHUIL;

— pabota c $pUIBTPaMH U COPTUPOBKOM JAHHBIX B TaOJIUIIAX;

— KOTIMpPOBaHMe, BbIpe3aHre U BCTaBKAa C COXpaHEHHWEeM CBOMCTB popMaTHUpOBaHUS 0OJIACTH

JAaHHBIX, K KOTOpOfI INIpMeHeH TaOJIMYIHBLINA CTHIIb q)OpMaTI/IPOBaHI/ISI, OeJIMKOM.
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3.2.4 pud el

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

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

— oTobpakeHre mprUdPTOB Monotype ¢ IOMOIIBIO UX METPUYECKUX aHAJIOIOB;

— nopgniepxxka mpudTos PT Astra Sans, PT Astra Serif, PT Sans, PT Serif, NotoSans;

— BbIOOp mIpudTa, pasMepa HpUdTa U HAUePTaHUS: MOJTY>KUPHBIM, KypCUB, TOJYepKHYTHIH,
3a4epPKHYTHIH, IIOJCTPOYHbINA, HAICTPOYHLIH;

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

— U3MeHeHWe MHTepBajla MeXJy 3HaKaMu BTpeX BapuaHTaX ¢GOpPMaTUPOBAHUS:
paspeXxeHHbIH, CXKaTbli U HOPMAaJIbHBIN;

- Cl)OpMaTI/IpOBaHI/Ie TekcTa B cTuiie «Bce ITPOITKMCHbIE»

3.2.5 ®opMaTupoBaHue COAEPKUMOr0

HOIIIIep)KI/IBaEEMbIe BO3MOXXHOCTH.

— BCTaBKa CTPOK M CTOJIOIIOB: CJIEBA, CIIpaBa, CBePXYy U CHU3Y OT BBIIEJIEHUS;

— yZajeHue OJIHOM UJTK HECKOJIbKUX CTPOK WJIH CTOJIOIIOB;

— TPYIIHAPOBKA CTPOK U CTOJIOIIOB;

— Co3[aHue, HACTPOMKaA U yJjaJieHre NMEeHOBAaHHBIX JHAla30HOB;

— BBIJIeJIEHHE OTJIeIbHOM STYeiKHU, AUara30Ha sueek, PSA0B U KOJIOHOK IeJTMKOM;

— YCTaHOBKA TOYHOTO 3HAYEHUs IMPUHBI CTOJIONA, BBICOTHI CTPOKH, IIMPHUHBI U BHICOTHI
SIYeeK;

— YCTaHOBKA TOYHOTO 3HAYEHWs IMUPUHBI U BBICOTHI HECKOJIBKUX CTPOK WM CTOJIOIIOB
OJTHOBPEMEHHO;

— M3MEeHEeHHWe NMMPUHBI ¥ BHICOTBI CTPOK M CTOJIOI[OB C IMMOMOIIBIO pa3/ieJTUTeNIs B 3ar0JIOBKAX
TaOJIUIIBI;

— CKPBITHE M IT0Ka3 CKPBITBIX CTPOK M CTOJIOIIOB;

— oObeIMHEeHHe U pa3JielleHue sueek;

— ¢dopMaTUpoBaHWe TPAHUI] SYEHKW WIM JHala3oHa s4YeeKk: BCe TPaHUIlbl, HET TPaHMII,
TOJICTbIe BHEIITHWE TPAaHUIIbI, BHYTPEeHHUE TPAaHUIIbI, BHYTPEHHSSI TOPU30HTAIbHAs JIMHUS,
BHYTDPEHHsISI BepTHKaJbHasl JIMHHS, BOCXOJIAINAsl HUArOHAJb, JieBas TPAHUIA, BEepPXHSISA

rpaHUIla, ITpaBas TPaHUIIA, HWDKHSS TPAHUIIA, HUCXOIAIIAs JUarOHalIb;
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— U3MeHeHWe TUIla JIMHUU: TOHKAas JIMHUS, OObIYHAsl JIMHUS, TOJICTasl JIMHUS, ITYHKTUpHAas
JIMHYS, IITPUXITYHKTUPHAS JIMHUS, IITPUXOBas JIMHUS, IBOMHAS JINHUS;

— U3MeHeHMe IIBeTa I'paHUIl: YepHBIN, OpaH)XeBblid, KPACHBIN, >XeJITbl, CBETJIO-3eJIeHbIH,
3eJIeHbIN, OUPIO30BBIN, FOTyOOM, CUHUM, PUOJIETOBBIH, TypPITyPHBIN;

— U3MeHeHMe IBeTa 3aJIUBKU S4YeeK;

— BBIOOP NTPOU3BOJILHOTO I1BeTa 3aJIMBKU SIUEWKH;

— TOPU30HTAJIbHOE BbIpAaBHMBAHWE TEKCTa I10 JIeBOMY Kpalo, II0 I[eHTpY, 110 IIpaBOMy Kparo,
110 IIMPUHE;

— BEpPTUKaJIbHOe BbIpAaBHMBAHME TeKCTa B f4YelKax: II0 BepxXHeMy Kpawo, II0 ILeHTPY
Y HWXKHeMY Kpalo;

— IIepeHOoC TeKCTa I10 CJI0BaM;

— KOIIMPOBAaHMe COLEP)KUMOr0 AUana3oHa s4eexk;

— BCTaBKa /IMalla3oHa syeek C CoOXxpaHeHWeM (popMaTUpPOBaHUS;

— KONIMpOBaHMEe U BCTaBKa (OpMATUPOBAHHOTO TeKCTa, TabiuI, KapTUHOK MeXIy
[IPUJIOKEeHUSAMU,;

— oTobOpakeHHe BepTUKAaJIbHOU OPUeHTalluy TEeKCTa B T9elKax;

— BBIOOP HECKOJIBKMX CTPOK WIJIM CTOJIOIIOB OQHOBPEMEHHO, HCIIONb3Yys KOMIIbIOTEPHYIO
MBIIIIb;

— aBTOMaTM4YeCcKoe BbIpaBHMBaHMe OJHOM WM  HECKOJIbKUX  CTPOK/CTONOIIOB IO
BBICOTE/IIMPYHE B COOTBETCTBUHU C COJIEP)KUMBIM STYeeK;

— aBTOMaTU4YeCKOoe yBeJMYeHHWe HIMpUHBI CToJI0Ila INpM BBOJe WM (POpMaTUPOBAaHUU
YUCJIOBBIX JIAHHBIX B COOTBETCTBUU C pPa3MepoM COIEP)KUMOr0 siYetKH, eCId I10J1b30BaTellb
paHee He yka3sasl GUKCUPOBAHHYIO IIMPHUHY CTOJIONA;

— BO3MOXXHOCTb OTJEJIbHO BBIIEJIMTh CTPOKY WM CTOsOel, copaepxainye OObelVHeHHbIe
siYeMKU B Hauyajle WM KOHIle pabodeil 06J1aCTH JIUCTa;

— BO3MO>XHOCTbD IIPOJIJIEHUS PSIZIOB JAHHBIX JUIS1 KOPOTKUX U IOJIHBIX GOPMAaTOB JIHel HeJllesiu
Y MeCsIeB Ha PYCCKOM, aHIJIMACKOM U (PPAHIy3CKOM SI3bIKaX;

— BO3MOJXHOCTbD IIPOJIJIEHUS PAIOB JAHHBIX B BUJIE «TEKCT U YUCIION;

— BbIOOp yIJIa HAKJIOHA TeKCTa B sidelike: BieBo Ha 90°, 75°, 60°, 45°, 30° u 15°, BupaBo Ha
90°, 75°, 60°, 45°, 30° u 15°, 6e3 moBOpOTa;

— U3MeHeHMe I[BeTa TeKCTa U LIBeTa BblJIeJIeHUs TeKCTa,

— ¢opMaTHpOBaHUE COEPXKUMOTrO STYeeK WU IMala3oHa sS4eek;

— BCTaBKa cojiepxuMoro 6ydepa obMeHa Cc ¢dopMaTMpOBaHHEM, HCIIONIb3Yysl KOHTEKCTHOe

MEHIO;
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— BCTaBKa TOJIbKO 3HAYeHUH U3 paHee CKOMMPOBAHHOM siuelKd ¢ GOpPMYJION C COXpaHeHueM
¢popmaTrpoBaHuUs;

— BBlJIeJIeHHe U BUJIMMOCTD IIPU IIPOKPYTKe JIUCTA STYelKH, B KOTOPYIO BBOJUTCSI POPMYIIa;

— BCTaBKa paHee CKONMPOBAaHHBIX JIAaHHBIX B BUIE UX 3HA4eHUHM 0Oe3 CBOMCTB
dopmaTupoBanus B 6pay3epax Safari v Ha 6aze Chromium;

— BblJIeJIeHUe peIaKTUPYeMOU sTYelKU Ha JIUCTe;

— Mepexo K peJJakTUPyeMOU sS4erKe IIPU HaXKaTHUU Ha ee UMS;

— 3aKpeIlIeHre CTPOK U CTOJIOIIOB;

— oTobpakeHHe 3aKpelieHHbIX 06J1acTel B pexkrMe IMPOCMOTpa JOKYMEHTa;

— oToOpakeHHMe WMEHM peJIaKTUPyeMOW sYelKd, ecii OHa He IOMelaeTcs B BUAUMYIO
001aCcTh UJTK ee TI03UIIMSI Ha JIMCTe Obljla U3MEeHeHa;

— BBINIOJIHEHHE TIOCJIe[IHed Oleparuy WM OIepalyio 10 YMOJTYaHUIO TP HaXXaTUU Ha
MUKTOTpaMMy CJIeAyIOIIMX KOMaHJ Ha IaHeJu WHCTpyMeHTOB: «lIBeT Tekcray, «llBer
BbIJIeJIeHUS] TeKCTa», «BcTaBUTh cTONOEI] MM CTPOKY», «YOalUTh CTOJIOEI] Ui CTPOKY»,
«I'panunby, «L{Bet 3amuBku», « CopTupoBKay, «[I0BOpPOT TekcTay;

— BO3MO>XXHOCTb aBTOMAaTHU4YeCKH I10/I00paTh HIMPUHY/BBICOTY CTPOK U CTOJIOIOB;

— BCTaBKa TeKYIIel 1aThl WIX BpeMeHH;

— ylaneHue JTyOIMKaTOB B OJJHOM WIA HECKOJIbKUX BHIOPAHHBIX CTOJIOIAX;

— BO3MOXXHOCTb OYMCTUTb COAEp>XXUMoOe M (pOopMaTHpOBaHMe Auana3oHa, GpopMaTUPOBaHHUE

WK CoAepXXumMoe, yaajiuTb U3 IUAIId30Hd 3dMEeTKHU, KOMMEHTApPHUH UJIN I'MIIepPCCbUIKH.

3.2.6 ®opmart no odpasiy

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— ¢opMaTUpoOBaHUe 10 06pasiy;
— aBTOMaTU4YeCKOe  pacliMpeHue  00JlaCTU  NpUMeHeHUs  CKOINHMPOBAHHOTO  CTHJIS
¢popMaTpOBaHUS 10 SYEUKH;

— IpUMeHeHHe CKOIIMPOBAHHOTO CTHIISI pOpMATUPOBAHUS KO BCeMY Ualla30HY BblJleJIeHUsI.

3.2.7 ®opmaThl JaHHBIX

HOIIIIep)KI/IBBEMbIe BO3MOXXHOCTH:

— YUCJIOBble GpopMaThl — OOIIMH, YUCIIOBOM, JAeHEeXXHbIM, GUHAHCOBBIM, JlaTa, BpeMs, JlaTa U
BpeMsl, ITPOIIeHTHbIN, IPOOHbBIN, SKCITOHEeHITHAJIbHBIN, TEeKCTOBBIMH;
— HacTporika ¢popmMaTa 0TOOpa’KeHUsl OTPUIIATESIbHBIX YHCeJT;

— HaCTpO¥Ka 0ToOpakeHUs! BaJIFOTHI VIS IeHe)KHOro U GUHAHCOBOTO pOpPMaTOB;
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— BO3MO>XHOCTb pa3fefisiTb TPYIIIbI pa3psioB;

— HacTporka OToOpa)keHUsI KOJMYecTBa JeCSITAYHBIX 3HAKOB JJIi YMCJIOBOTO, JAEHEeXHOTO,
¢prHaHCOBOTO, MPOLIEHTHOTO U 3KCIIOHEHIIUAIbHOT0 (OPMATOB;

— HacTporka oTobpakeHus Jipobel: onHa nudpa, aABe NUbpPHI, TPU HUGPHI, MTOJIOBHUHHbIE,

4YeTBepTHbIe, BOCbMbIe, IMeCTHAAlldaThIe, JeCdaTbie, COThIe.

3.2.8 Paobora ¢ ¢popmysramu

HOIIIIep)KI/IBBEMbIe BO3MOXXHOCTH:

— KOIIMPOBAaHMUE U BCTaBKa GOPMYII;

— oToOpakeHHe ITO/ICKA3KK CO CIIMCKOM (pOpMYII I10CJIe BBOJA IIEPBOI0 CUMBOJIA (POPMYIIHL;

— MOAJlep>)kKKa MMeHOBaHHBIX JMAlla30HOB JIsl IOKyMEHTOB, 3arpy’KeHHBIX C KOHBepTaluein
BO BHyTpeHHUH popmaT XODS;

— BbIOOp POPMYII U3 CIIMCKA IIOJ|/IeP>KUBAaeMBbIX;

— BBIOOP apryMeHTOB (pOpPMYJIbl Ha)KaTHEM JIeBOM KHOIIKY MBIIIY 110 s’9eliKaM TabJIuIbl;

— MOAJIep>KKa CCBUIOK Ha S[YeWMKM M JIMalla3oHbl sueek, IlepecueTa, 0O6paboTku ommbok
BBIUKCJIEHUS, BIIO)KeHHBIX QYHKIUH;

— ODOHOBJIEHHE CCBUIOK Ha SYEWKH C y4eTOM OTHOCUTEJIbHOM afipecalliy IIPU BCTaBKe paHee
CKOIIMPOBAaHHOM WIX BbIpe3aHHON (GOPMYIIb;

— BblJleJIeHHe [1BeTOM NMeHOBaHHBIX /IMala30H0B;

— BblJleJIeHHe 00JIaCTU JIJaHHBIX MMEeHOBAHHBIX JUAalla30HOB COOTBETCTBYIOUIMM IUAlla30HY
[IBETOM B Pe)XMMe peaKTUPOBaHUU (POPMYIIBL;

— BO3MOXXHOCTb BbIOPaTh CCHUIKY MJIM apIyMeHT QyHKIIMH C JIF0O0Tr0 JIUCTa;

— MOAJlep>kKKa UMeHOBAaHHBIX AMAIa30HOB U OOJlacTell C IPMMEeHeHHBIM TabJIUYHBIM CTUJIEM
¢opmaTrpoBaHus B ITOICKAa3Kax IIPpX BBOZe GOPMYJIbL;

— NOAJIeP)KKa PervOHAJIbHBIX CBOWCTB pa3fieiuTellss 4YMCel B apryMeHTe Koja ¢opmara
¢ynkunu TEKCT;

— MoAJlep>kKa KoMaH/ibl ABTOCyMMa IIpU paboTe C YUCIIOBBIMU JaHHBIMU (pyHkiuu CYMM,
MUWH, MAKC, CP3HAY, CYET);

— py4YHOe U3MeHeHHe pa3Mepa CTPOKHA GpOpMYyI;

— aBTOMaTU4YeCKOe pacllMpeHue pasMepa CTpOKM GOpMyJl B COOTBETCTBUM C ee
COJIeP>XKUMBIM;

— BO3MOXXHOCTb BBIYMCJIUTh 3HaUeHHe BblJeleHHONM 067acT ¢$opMysibl (IIPOMeXXyTOYHBIN

pe3yJibTar);

© 000 «HOBBIE OBJIAYHbBIE TEXHOJIOI'MW», 2013-2025

23



MonOduc

— aBTOMaTUYeCKU 1niepecyeT ¢GOpMyJl TpUA  3arpy3ke JIOKYMeHTa Jyisi 3HaYeHUH,
00603HaUEHHBIX B JIOKYMeHTe Kak TpeOyIoluX 1epecuéra;
— NPUHYJIATEeIbHBIA TepecyeT ¢GOPMyJ C HCIO/Ib30BAaHWEM COYeTaHWs KJIABUII WU

KOMAdHJHOTI'O MEHIO.

3.2.9 Pabora c nmarpaMmmamu

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— oTobOpakeHHe AByXMepHBIX JUarpaMM Ul JOKYMEHTOB, 3arpy>KeHHbIX C KOHBepTaIfeld BO
BHyTpeHHuUM ¢popmar XODS;

— MOJiZIepXKKa TUCTOTpaMM | JIMHEMYaThIX JMarpaMM: C TPYIIITMPOBKOM, C HaKOIUIEHUEM,
HOPMHPOBAHHAS C HAKOIUIEHHUEM;

— mojJiepXXKa rpadUKOB: CTAHAAPTHBIN, C HAKOIUIEHMEM, HOPMHUPOBAaHHBIN C HAKOIUIEHUEM,
CTaHJAPTHBIA C MapKepaMH, C HaKOIUIeHMeM U MapKepaMH, HOPMHPOBaHHBIA C
HAKOIUIEHHEM Y MapKepaMu;

— oToOpakeHHe IMarpaMM C OOJIACTAMM: CTaHJAPTHAs, C HaKOIJIeHWEeM, HOPMHPOBAaHHAs
C HAaKOIUIeHWeM, CTaH/IapTHAsi KPyroBasi JarpaMma, KoJiblieBast AMarpaMma;

— OMIIMU «BBIIEJIUTHY, «BBIPE3AThbY, KKOIIMPOBATh», BCTABUTbHY U «yIAJIUTh)» JUArpaMMy;

— IepeMellieHre JUarpaMMbl Ha JIMCTe;

— M3MeHeHUe TUIIA JUarpaMMbl;

— M3MeHeHUe 00J1aCTH UCXO/IHBIX JAHHBIX JUArpaMMbl;

— M3MeHeHHe pa3MepoB IMarpaMMmbl;

— BCTaBKa JMarpamu;

— M3MeHeHUe JTUANa30Ha JAaHHBIX JUarpaMMbl;

— M3MeHeHUe 3arojIoBKa JIMarpaMMBbl;

— M3MeHeHHe HallpaB/IeHHs PSJIOB JaHHBIX;

— HaCTpOMKa 3JIeMEeHTOB U CTWJIed auarpamMm (I[BeTa 3JIeMeHTOB JHarpaMMbl, HIPUQTHI,
HOJIYCH, JIMHWH, OCH, CETKH);

— BO3MOKHOCTD YKd3dTb JdHHbIe JJid ITOAIIMCH Hda KOOPAWHATHBIX OCHX.

3.2.10 ITopmepkka MaKpOKOMaH/

HO}I}Iep)KI/IBHEMI)Ie BO3MOX>XHOCTH:

— TofJiep>KKa MaKpOKOMaH/ Ha s3bIKe ITporpaMMupoBaHus Lua.
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3.2.11 ®unbTpanus qJaHHBIX

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

— ¢unbTpaIus ssYeex B BbIJIeJIeHHOW 001aCTH;

— BBIOOD OTHOT'O MJIM HECKOJIbKUX 3HaYeHHUH I TPUMeHeHus GUiIbTpa;

— TOUCK TI0 IOCTYIIHBIM 3HAUeHUSIM JIsl IPUMeHeHus: GUITbTPa;

— orobpakeHre UWHGOpPMAIIUK O KOJIMYECTBe I[IOBTOPEHUM HEyHUKAJIbHOTO 3Ha4YeHUs
B BBIJIeJICHHOM 00J1acTH;

— BBIOOp BCeX JIOCTYITHBIX 3HAYeHUH JJIsl IpUMeHeHus QUITbTpa;

— o4MCTKa QUIBTPA;

— obHOB/IeHMe GUIbTPa;

— ¢ubTparys sYeek 1o IBeTy, JaTe U YMCIIOBOMY YCJIOBHIO;

— KOTIMpPOBaHHe JINaIa3oHa siueek 6e3 JaHHBIX, CKPBITHIX PHIIbTPAMH;

— 3aroJiHeHVe OTPMIBTPOBAHHOIO JMANa30Ha 4Yepe3 aBTO3amlojiHeHHe (BKJIOYasi GOpMYJIbl)

IIOCPeCTBOM IIPOTATWMBaHHWEM [JdHHbIX 3d MapKep STYCUIKH.

3.2.12 CopTHpOBKa JaHHBIX

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH:

— COpPTHPOBKA siueeK B BblJIeJIeHHOW 00J1acTy;
— COPTUPOBKA siyeeK M0 BO3paCTaHUIO M YObIBAaHHIO 3Ha4YeHUs, M0 ajipaBUTy U B 0OpaTHOM
HaIlpaBJIeHUH;

— CO3dHHUEe, peJaKTUPOBaHUE U Y[dJIeHWe IIPOBEPKU NAHHBIX JJI1 BbI6paHHI:>IX sA4eeKk.

3.2.13 YcnoBHoe popmaTupoBaHue

HOH}Iep)KI/IBEIEMI)Ie BO3MOX>XHOCTH:

— oTobOpakeHHe YCJIOBHOTO pOpMaTHPOBAHUS B siueMKax.

3.2.14 CBoguble Ta0/IMUbI

HOH}Iep)KI/IBEIEMI)Ie BO3MOXXHOCTH:

— CO3/1aHMe U yJlaJieHWe CBOJIHbIX TaOJIHIT;
— nobapiieHue U yJalieHue 1ojiei, a TakXke BO3MOXXHOCTh U3MEHUTh MOPSIIOK I0JIeid, CTPOK U

CTOJIOIIOB;
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— IlepeMMeHOBaHue I10JIed U peJaKTUPOBaHUe ITOAIIUCH;

— BO3MOJKHOCTb CBOpPA4YMBaTh U Pa3BopavyMBaTh CIPYIIIMPOBaHHLIE JaHHbIE;

— BO3MOXXHOCTb BbIOOpa QyHKIIMM 11 BEIYMCIIEHUS 3HAUeHUH;

— pelaKTUpPOBaHWe UCTOYHUKA JAHHBIX;

— BO3MOXXHOCTb BbIOOpa MakeTa CBOJHOM TaOJIMIIBL;

— HacTpo¥ika oTobpa’keHHs! IPOMeXXYTOUYHBIX U 00X UTOTOB;

— 0OHOBJIEHHMe JaHHBIX CBOJIHOM TabiIMIIb;

— BO3MOXXHOCTb OTQWIBTPOBaTb HaHHble II0 YCJIOBUIO M 3HAYEHHUIO II0 OJHOMY WU
HECKOJIbKUM I10JISIM;

— BO3MOXXHOCTb COPTUPOBATh JIaHHBIE 110 BO3PAaCTaHUIO U yObIBAHUIO;

— CTaTyCHble YBeJJOMJIeHHUs1 00 oIlepalnysx C JaHHBIMUA CBOJJHOW TaOJIUIIbI;

— yBeJJOMJIEHUS [P BO3HWKHOBEHWM CJIEAYIOIIMX OIIMOOK: MCTOYHHK [JaHHBIX He HalJleH,
VICTOYHUK JAHHBIX COAEpPXXUT TOJIbKO OJIHY CTPOKY, IpA OOHOBJIEHUM WIA W3MeHeHUH
CBOJIHOM TaO/IUIIBI B IepPBOM CTPOKe MCTOYHUKA JJAHHBIX OOHAPYXXeHBI ITyCThle STYelKy;

— OOHOBJIEHHE BBIYUCIISIEMBIX IT0JIeH;

— BO3MOXXKHOCTb KOIIMPOBaTb X BCTaBUThb CBOJHYKO TaO/IMIly C COXpaHEHHWEeM ee

(YHKIIMOHAJILHOCTH Ha 3TOT JKe JIUCT, Ha APYTOH JIMCT JaHHOW KHUTH U B JIPYTYIO KHUTY.

3.2.15 Pa6oTa co cchIIKaMH M THIIePCCHUIKAMH

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH:

— otobpakeHre U GOpPMaTUPOBAHUE CCHUIOK KaK TUIePCChIIOK;

— BCTaBKa TMIIEPCCHUIKM Ha JIMCT TeKYIIero JJ0KyMeHTa;

— oTobpa’keHHe TOJICKa3KH C aJ[pecoOM TUIePCChITIKY MPU HaBeJeHWH MBIIIKH Ha CCHUIKY;

— BCTaBKa M PeJIaKTHPOBAHHE THUIIePCCHUIOK;

— BCTaBKa CCBHUIKH B BbIJIeJIeHHBIA TEKCT;

— aBTOMaTh4eckoe ¢popMaTUPOBAHUE CCHUIOK U 3JIEKTPOHHBIX aJ[peCcOB KaK I'MIIePCCHUIOK;

— KOMHMPOBaHWeE CChIIKA Ha JIOKYMEHT;

— mojyiep>kKa ccbuliok B ctwiie R1C1;

— BO3MO>XHOCTb KOIIMPOBATH aJIpec CChUIKH, UCII0/Ib3ysl KOHTEKCTHOE MeHIO;

— BCIUIBIBAIOIlEe OKHO C BO3MOXXHOCTBIO KOIMPOBAaThb W PeIAaKTUPOBATh aJipeC CCHUIKH, a
TaK)kKe KOMaHJIOM TlepexoJia Mo CChUIKE;

— BO3MOXXHOCTb CO3[]aBaTh, PeJaKTUPOBaThb W YHAJSTh CCHUIKM Ha JIUCTBI, SYEHKU WIK

JHAaIla30HbI d49€eeK.
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3.2.16 PaboTa c H300paKeHHSIMH

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

— oTobpakeHre U300pakeHHH;

— nopnepxxka dopmartoB JPEG, JPG, PNG, GIF, SVG, WEBP, BMP;

— BbIfIeJIeHHe N300pakeHu;

— yAasileHHe “300pakeHnH;

— U3MeHeHHe pa3Mepa M300pakeHuH;

— QYHKIIUU «BbIPE3aThy», KOIUPOBATHY», «BCTABUTHY M300pakeHue;

— mepeMelrieHre U300pakeHus;

— oToOpakeHHe pa3BepHYTHIX MOI YIJIOM U300paskeHuH;

— XpaHeHHe CKOIMMPOBAHHOI'O M300pakeHHUsi B cUCTeMHOM Oydepe oOMeHa Jjisi BCTaBKHU B
NpyTHe MPUIOXKEeHHUS;

— aBTOMaTU4YeCKOe yMeHbIlleHre MaciTaba mu3o00paskeHHs! MPU BCTaBKe, pa3Mep KOTOPOTO

IIpeBbIlIaeT FPAaHUIIBI BUAUMOM 00J1IaCcTH JOKYMEHTa.

3.2.17 PaboTta ¢ ¢purypamu

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH:

— nofJiep>kKa GUryp B JOKYMEHTax;

— BKJIaJika PUTyphI Ha NTaHeJI UHCTPYMEHTOB;

— BO3MOXXHOCTb BBI/IEJINTh, KOIIUPOBAaTh, BbIpE3aTh, BCTABUTh QUTYDY;
— M3MeHeHUe I1BeTa 3aJIMBKU PUTYPHI;

— HaCTpo¥ika rpaHull GUTypHI (1[BeT, TOJIIIMHA, TUI JINHUN);

— W3MeHeHHe pa3Mepa U IPONOPIKY QUTYPHI;

— M3MeHeHHe pacIoJIoXKeHHs B JOKYMeHTe;

— ynaneHue GUTYpHI;

— oTOOpakeHHe ITOBEPHYTHIX QUTYP;

— BblJIeJIeHHe U IlepeMellleHre TOBepHYThIX GUryp;

— BCTaBKa (UIyp: NPSMOYIOJIbHUK, 3JUIMIIC, TPEYroJbHUK, pOMO, 3arHYTHIM yroj, 3Be3la,

cepple, CKOOKH, CTPeJIKYA U BBIHOCKH.

3.2.18 YMHBIe Ta0IMIIEI

HOHHEP)KI/IBBQMBIE BO3MOJXHOCTH:

— BO3MOKHOCTb CO3JaHUA «KYMHbBIX» Ta6J'II/IL[, B TOM 4YHCJIe II0 COYeTdHHMIO KJIdBHIII,
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— BO3MOXXHOCTb U3MEHSTh UMSI «yMHOW» TaOJIUIIbI;

— BO3MOXHOCTb HaCTpauBaTh CTWJIMA TaOJIUITBI JIsl CTPOK / CTOJIOIIOB;

— BO3MOKHOCTB 0TOGpakaTh UTOTH M 3aTOJIOBKH «yYMHOW» TaOJIHIIB;

— BO3MOXXHOCTb YQJISITh «YMHYIO» TaOJUITY;

— BO3MOXKHOCTb IIPeoOpa30oBaTh «yMHYI0» TabIUITy B OOBIYHBIN JUaTla30H.

3.3 Pabora c TOKyMeHTOM

3.3.1 ITouck u 3aMeHa

HO}I}Iep)KI/IBHEMI)Ie BO3MOX>XHOCTH:

— IIOUCK I10 IOKYMEHTY, OTKPBITOMY IUIsl [IPOCMOTPA;
— IIOUCK Y 3aMeHa I10 COJIepXXHUMOMY TIOKYMeHTa;
— IIOUCK U 3aMeHa C y4eTOM PeruCTpa U CJIOBA L[eJIUKOM;

— IIOUCK Ha TeKylieM JIMCTe UJIU 110 BCeM JIMCTaM.

3.3.2 IIpoBepka opdorpadpuu/myHKTyalluu

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH:

— npoBepka opdorpadu Jyist pyCCKOT0 U aHIJIMHCKOIO SI3bIKOB;

ITpOBepKa IrpaMMAdTUKHU JId PYCCKOI'O A3bIKA,;

nojyiep>kka GpaHIy3CKOro U MCITAHCKOTO SI3bIKOB JIJIs1 IPOBepKu opdorpaduiu;

OKHO BBIOOpA CJIOBapsl Ui MPOBepkH opdorpaduu: PyCCKUH, aHTIIMHCKHUMA, MCITAHCKUH,
(paHIly3CKUH;

— BBIOOP OIHOTO, JIBYX WK TPeX CJIOBapel /i MpoBepku opdorpaduu 0ITHOBPEMEHHO.

3.3.3 IIpaBku

HOI[J:[GP)KI/IBBEMLIE BO3MOX>XHOCTH:

— OTMEHa U BO3BPAT MUCIPABJIEHUH B 3JIEKTPOHHBIX TaOIMUIIAX;

— BOCCTaHOBJIeHHe yidJIeHHbIX JIMCTOB IIPHU OTMEeHe COBepIIeHHOI'0 JIeUCTBUSL.

3.3.4 3amMeTKH

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

— Cco3[jaHue, peJJakTHPOBaHUe U y/ajieHre 3aMeTOK K siueiiKaM;
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- Cl)OpMaTI/IpOBaHI/Ie TeKCTad B 3aMeTKe.

3.3.5 Pabora c KOMMeHTapusIMHI

— Bo3mMoXxHOCTb OCTaBiIsiTb KOMMeHTapuu B ¢ainax ¢opmata XLSX, a Taxxe
IIPOCMAaTpUBaTh KOMMEHTApPUH JPYIUX I0JIb30BaTeJIen.
— B03MOXHOCTb OCTaBUTh OTBeT HA KOMMEHTapuH, a TakKe pelakTUpOBaTh U yJajsiTh CBOU

OTBETHI.

3.3.6 Pexxuim penteH3upOBaHUA

HOIIIIep)KI/IBBEMbIe BO3MOXXHOCTH:

— PeXXWM YTeHUs JIOKYMeHTa, B KOTOPOM HEJOCTYIIHbI JifoOble JEeWCTBUS C TeKCTOM
IIOKYMEHTa;

— COXpdHeHHe W3MeHeHU B JOKYMEHTe.

3.4 Pabora c roToBsIM ¢aiiyiom
3.4.1 CtaTucTHKa JOKyMeHTa
[TonnepxuBaeMble BO3MOXXHOCTH:

— M3MeHeHHe MaciTaba JOKyMeHTa B CTPOKe COCTOSTHHUS;
— TIpeJlyCTaHOBJIEHHbIe YPOBHU MacirabupoBanus: 50%, 75%, 100%, 125%, 150%, 200%,

400%, a Tak)xe PeskuM «I10 IIIUPUHE JKpaHay.

3.4.2 YBemomiieHus

[Tonnep>xriBaeMble yBeJJOMJIEHUS:

— yBelOMJjieHre O HEBO3MOXXHOCTU OTKPBITb 3alIUIIeHHbIN I1apojieM c])afm;
— yBeJloMJjieHre O HEeBO3MOXXHOCTU IIPOKPYTKU [JOKYMEHTd, eCJIM 3dKpeIlljleHHas o01acTb

IIpeBbIlIaeT BUJUMYIO 00JIaCTh JIUCTA.

3.4.3 IleuaTsb JOKyMeHTa

HOIIIIep)KI/IBaEEMbIe BO3MOXXHOCTH.

— I1e4aTb NOKYMeHTa,

— BO3MOJXHOCTBb BbI6paTb 0071aCThb I1e4aTy,
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— BO3MOXKHOCTb BBIOpATh pa3mMep OyMaru Jijis Ilevaty;

— BO3MOXXHOCTb BbIOpPaTh OpPHEHTAIMI0 CTPAHUIIBL;

— BO3MOJXHOCTb BBIOpATh MacITab 1mevarTy;

— BO3MOXXHOCTh BBIOpATh pa3Mep Iosieid Ha Gymare Jijist evyarTy;

— BO3MOKHOCTD He I1e49dTaTb ITyCTble CTPaHUIIbI,

— BO3MOXXHOCTb IIOJITOTOBUTH JJOKYMEHT Jij1sl TledaTy B 6paysepe Safari.
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4 MOMIITPE3EHTAITUS»
4.1 Oowiee

4.1.1 SI3pikoBas MoJAepaKKa

Jlokanmu3amusi Ha PYCCKOM, aHTJIMKACKOM, (PaHITy3CKOM, HCIIAHCKOM, OelopyCcCcKoM,

TATAPCKOM U 6aH_IKI/IpCKOM SI3bIKAX.

4.1.2 ®opmaThl JOKYyMEHTOB

HO}I}Iep)KI/IBHEMI)Ie BO3MOX>XHOCTH:

— OTKpbITHE U MpocMoTp ¢aioB B popmarax XODP, XOTP, PPTX, PPTM, PPT, ODP,
POTX, POT, OTP, PPS, PPSX, PPSM, PDF;

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

— penaktupoBanue ¢ainoB B ¢popmarax PPTX u ODP 6e3 koHBepranuu BO BHYTpPeHHUH
¢opmar;

— BbIOOp dopMaTa JOKyMeHTa U ero COXpaHeHHe JIOKAJIbHO Ha YCTPOMCTBO.

*OmcymcmByem 6o3modcHocmb  pedakmupoBamb U 3anycmumb  MakpokomaHOwl. Ilpu

co3daHuu konuu cpatina ons pedakmupoBarus 6 Hee He 6ydym dobaBneHbl MakpokomaHObl VBA.

4.2 TloaroroBKa IOKyMeHTa

4.2.1 PaboTa c JOKyMeHTOM

HOHHep)KI/IBBEMI)Ie BO3MOX>XHOCTH:

— CO3/1aHHe HOBOTO JIOKYMEeHTa;

— CO3/1aHMe HOBOTO JIOKYMeHTa 110 m1abiony B popmare POTX;

— CO3/1aHMe HOBOM BepCHUM JIOKYMEHTa;

— OTKPBITHE CYIIIeCTBYIOIIEro JIOKYMEeHTa;

— OTKPBITHE 11abJI0Ha JIOKYMeHTa JIjIsl peJIaKTHPOBaHUS;

— OTKPBITHE JIOKYMeHTa U3 CIIKCKA HeJJaBHUX JJOKYMEHTOB;

— IepeMMeHOBaHUe JIOKYMeHTa;

— aBTOMaTU4YeCKoe COXpaHeHHe JOKyMeHTa IIPU BHECEHUU B HEro U3MeHeHUH;

— CO3/1aHHe KOITUU TeKYIero JI0KyMeHTa;

— 3arpy3Ka ¥ OTKPBITHE HOBOTO JOKYMEHTa C YCTPOMCTBA MOJIb30BaTelis WK U3 $paiIoBOro

MeHeJKepa;
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— BO3MOXXHOCTDb OTMEHﬁTb/HOBTOpHTb IeVCTBUS C ITOMOIIbIO BbICprIX KJIaBHIII UJIM KHOIIOK

Ha I1aHeJIM UHCTPYMEHTOB.

4.2.2 PaboTra co ciaiimom

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— OBICTPBIN TIEpexo/i MeXAy CIai/laMu;

— IepexoJ] K KOHKpPeTHOMY CJIaijly IIpe3eHTallu C TIOMOIIbI0 CTPOKHA COCTOSIHUS,
KOMAH/HOI'O MeHIO U FOpSI‘-II/IX KJIaBHUIII,

— co3maHue/yaanieHue HOBOTO Clakja;

— Cco3[jaHue CJaifa C MaKeToM M0 YMOJTYaHUIO WIK C BbIOPAaHHBIM MaKeTOM: «3arojioBOKY,
«3aroJoBOK M IIOJ3ar0JIOBOK», «3arojIOBOK U TeKCT», «3aroJIOBOK M [ABa CTOJIOIay,
«3aroJioBoK cnangay, «lIlycroi ciainy;

— BO3MOXXHOCTb BBIpE3aTh, KOMHMPOBaTh, IyOIWpOBaTh, YHAlSATh W BCTaBJIATb CJIAMa B
npefiefiax OAHOTO JOKYMeHTa IIpe3eHTalluy;

— U3MeHeHUe TopsiJiKa CIal0B;

— BbI60p IIBeTa 3aJINBKHU Cl)OHa cnafma M3 IBETOB TeMbIl, U3 ITI0CJIeJHUX HpI/IMeHeHHI)IX paHee B
biioke «IlocimenHue nBeTa» WM IIPOM3BOJILHOTO IBeTa B GiioKe «Jlpyrue 1Beta» B Bue
HEX-kona;

— 3a7MBKa $OHa ciiakjia U300pakeHueM;

— mepeMellieHre 0OBEKTOB Ha CJlaijie 10 oCH Z.

4.2.3 Pabora c TekcTroMm

HO}I}Iep)KI/IBHEMI)Ie BO3MOX>XHOCTH:

— BBOJI TEKCTA B TEKCTOBOe ToJie, pUrypy mim nzobpaxeHue;
— ¢opmaTUpoBaHUe BBeJIEHHOT'O TEKCTA;
— aBTOMaTUYeCKasl 3aMeHa CUMBOJIA Jiedrca CUMBOJIOM CPeJIHero THpe;

— aBTOMaTW4YeCKasi 3aMeHa JIBOMHBIX KaBbluek (") Ha GpaHITy3CKUe KaBbIYKU («»);

— ylaJjeHrde OJHOTO WIX HECKOJIbKUX CUMBOJIOB UM ¢pparMeHTa TEeKCTa;

— BO3MOXXHOCTb BbIpe3aTh, KOIIMPOBAaTh W BCTaBUTh TEKCT C COXpaHeHHeM ¢popMaTHUPOBaHUs
v 6e3 coxpaHeHus GOPMaTHPOBAHUSI;

— IlepeMellleHUe TeKCTa BHYTPU OJIHOM PUI'ypHI IlepeTacKUBaHUEM.
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4.2.4 PaboTa co cChUIKaMH U THIePCChLIKaMH

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

— nobaBjieHre CChUIKU B IOKYMEHT C MOMOIIbI0 KOMAH/IHOTO MeHIO, ITaHeJId WHCTPYMEHTOB,
MeHI0 «BcTaBkay, KOHTEKCTHOTO MeHIO, TOPSTYMX KJIABHIIL;

— nobaBjieHre CCbUIKA K BblIeJIeHHOMY ¢parMeHTy TeKCTa WM CJIOBY BHYTPU SlYEWKU
TaOIUIIbl, GUTYPBI, U300pa’keHUsT UJIU TeKCTOBOTO OJIOKA, B KOTOPOM yCTaHOBJIEH KYPCOpP;

— CO3[]aHue CCBHUIKU B siuelike Tabnuiibl, pUrype, n3o06pakeHuu Wik TeKCTOBOM OJIOKe;

— aBTOMaTU4Yeckoe popMaTUPOBAHHUE CCHUIOK U 3JIeKTPOHHBIX aIpeCOB KaK TUIIepPCChHIIOK;

— pellakTUpPOBaHMe TeKCTa M ajipeca CCBhUIKM C IOMOIIbI0 KOHTEKCTHOTO MeHIO, IaHesu
HWHCTPYMEHTOB, MEHIO «BcraBka» unmu BCIIJIBIBAIOIIIEr'0 OKHaA,

— KOTIMPOBAaHUe a/ipeca CChUIKM C IIOMOIIbI0 KOHTEKCTHOTO MEeHIO MJIM BCIIBIBAIOIIEr0 OKHA;

— Iepexo]] M0 CChUIKe C MOMOIIbI0 KOHTeKCTHOT'O MeHIO, BCIUIBIBAOIIET0 OKHA WJIM TOPSTIUX
KJIABUIII;

— BCIUIbIBAlOIlee OKHO C BO3MOXXHOCTBbIO KOIMPOBaTb U pelaKTUpPOBaThb aJpeC CCBHUIKH, a

TaK>Xe KOMaHJIon Iepexoa I10 CChLIKe.

4.2.5 PopmaTupoBaHHe TEeKCTa

HOH}Iep)KI/IBEIEMI)Ie BO3MOXXHOCTH:

— U3MeHeHMe HIpY@Ta CJIoBa, pparMeHTa TeKCTa UJIU BCEro TeKCTa;

— U3MeHeHHe pa3Mepa IprudTa cjioBa, pparMeHTa TeKCTa UM BCErO TeKCTa;

— U3MeHeHHe HauepTaHUs TeKCTa (MOJTy>KUPHBIM, KyPCUB, TIOJYePKHYTHIN, 3a4ePKHYTHIH, BCe
MPONMCHBIE, TTOJICTPOYHBIM 3HAK, HAJICTPOUYHbBIN 3HAK);

— U3MeHeHHMe IBeTa mpudTa cjioBa, pparmMeHTa TeKCTa UM BCETO TEKCTa;

— BBIOOp TBeTa mpudTa U3 MOCIeIHUX MPUMeHEeHHbIX paHee B Omoke «IlocimemHue 1iBeTa»
WJTM TIPOU3BOJILHOTO 11BeTa B biioke «/lpyrue neta» B Buae HEX-kona;

— BBIJIeJIeHHe CJIOBa, GparMeHTa TeKCTa WM BCEro TeKCTa I[BeTOM;

— BbIOOp 1IBeTa BBIJIEJIEHHWS TeKCTa U3 TMpeJCTaBJIeHHOM TaJMTPbl, W3 TOCJIeJIHUX
MIPUMEHeHHBIX;

— BbIDABHMBAHUE TEKCTa B 3alojiHUTelNle, GUrype WIKM HU300paXeHWH IO TOPU30HTAJM: I10
JIeBOMY Kpalo, IO IIeHTPY, 110 PaBOMy Kpalo, 110 HIUPUHE;

— BbIpaBHMBaAHHe TeKCTa B 3allojiHUTeNe, GUrype WM H300pa’keHUM 10 BepPTUKAJIU: 10
I[eHTPY, 110 BepXHeMy Kpalo, 10 HUXXHEeMY Kpalo;

- BbI60p MeXyCTPOYHOI'O UHTepPBdJjlda U3 IIpelyCTaHOBJIEHHbIX 3HAYeHUH;
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— BO3MOXXHOCTb 3a/1aTh [IPOU3BOJIbHBIA MeXAyCTPOYHbIN UHTepBal;

— BBIOOP MEXXCUMBOJIBHOT'O MHTepBasia (YIJIOTHeHHBIHN, OOBIYHBIN, pa3pe)keHHbIN);

— M3MeHeHHe MHTepBaJIOB U OTCTYIIOB 1yIsl ab3aleB (llepBasi CTpOKa, OTCTYII CJleBa, OTCTYII
CIpaBa, UHTepBaJl /10, MUHTepBaJl [10CTIe);

— BO3MOXHOCTb OYHMCTHUTDH q)OpMaTI/IpOBaHI/Ie.

4.2.6 Pabora co cnuckamMu

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH:

— CO3ldHHE U yaJieHHne MdPKHUPOBAHHOI'O, HYMEPOBAHHOI'O UJIK CMEIIdHHOI'O CITUCKA;
— M3MeHeHHe CTHUJII CITMCKaA,

— CO30daHHe HOBOI'O CIIMCKA B IIOCJIeJHeM HCII0JIb30BAHHOM CTHIIe,

— U3MEHeHHe YPOBHS BJIIOJKEHHOCTH 3JIEMEHTA CITUCKA;

— npeo6pa3oBaHye CIIHCKA B TEKCT.

4.2.7 Pabora ¢ TadmmmamMu

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH:

— BCTaBKa, peJlakKTUPOBaHUe, yJlaJieHue TaOIuIbl;

— BBIJIeJIeHHe TaOIUITbl, CTPOKH, CTOJIONA, STY9eMKU TaOJIUIThI;

— pellaKTUPOBaHUEe STYEHKH TaOJTUIIb;

— BCTaBKa HOBBIX CTPOK BBbIIIe WM HUXKe YKAa3aHHOM CTPOKH, B HAYaJIO WIX KOHeI TabJINIIb;

— BCTaBKa HOBBIX CTOJIOIIOB CJIeBa WIM CIIpaBa OT YKa3aHHOI'O CTOJIOIA, B HAYal0 WIX KOHeI|
TaOJINIIBI;

— U3MeHeHHe pa3Mepa CTPOKH/CTOJOIA/T9eek TabIuIlhI;

— YCTaHOBKa OJIMHAKOBOI'O pa3Mepa JyIsi HECKOJIbKUX CTPOK/CTOJIOIOB TaOIUITbL;

— U3MeHeHHe pa3Mepa TabJIUIIbl C COXpaHeHueM WM 6e3 coxpaHeHHUs! IPOIOPIINIA;

— o0BeIMHEHHWe siueeK TabJIUIIbI C COXpaHeHUeM JaHHBIX TOJIbKO U3 BEPXHeU JIeBOU sTYeiKu;

— pa3belMHeHHue s9eeK TabJHUIIbI C TIepeMelTieHHeM JaHHBIX B BEPXHIOIO JIEBYIO STYEHKY;

— 3aroJiHeHre TYerKU TaOIMIThI [BeTOM WK U300pakeHreM;

— BbIOOp IIBETa 3aJIUBKU SIYEMKU M3 1IBETOB TeMbl, M3 IOCJIeJHUX INpPHMEHeHHBbIX paHee B
omoke «Ilocimequue 1mBeTa» WKW MPOU3BOJILHOTO IBeTa B Oioke «J/lpyrue 1iBeta» B BuUe
HEX-xona;

— M3MeHeHue TapaMeTpPOB T'PAaHMI] SYeWKH, rharna3oHa syeeK, CTPOK, CTOJIOIOB, TaOIMIIbI:

THI TPAHUIL, TUII U I[BET JINHUY;
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— BpIOOp IIBeTa TIPAaHMI] M3 IIBETOB TeMbl, U3 IOCJIeIHUX IPUMEHEeHHbIX paHee B OJIOKe
«IlocneHue 11BeTa» WM MPOM3BOJILHOTO IBeTa B Oiioke «Jlpyrue 1seta» B Buae HEX-
KOJa;

— yllaJleHHe TpaHull SYerKH, I1arna30Ha ssiueek, CTPOK, CTOJIONOB, TabIIUIIb;

— BO3MO>XHOCTb KOIIMPOBAHMS TEKCTA B siueKax TabJIUIIbI B peskUMe IIPOCMOTPa JIOKYMEeHTa;

— TepeMelrieHre TabJIUIIbI IO CJIANY;

— TiepemelrieHre TaOMMITBI HAa OJIMH YPOBEHb BIEpejl WX Ha3aJl OTHOCHUTEIBHO JPYroro
00LeKTa;

— pa3MelrieHUe TabJIMIIbI TIepe]] WK 32 OCTAJIbHBIMU OOBeKTaMU;

— yJaJleHVe OJTHOM WJIA HEeCKOJIbKUX CTPOK;

— yAaJleHre OJJHOI'O UJIN HeCKOJIbKUX CTOJ'I6HOB.

4.2.8 PaboTa c u3odparkeHUAMHU

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH:

— nobaBeHre N300pakeHus Ha CIIan/I;

— HaCTpo¥Ka 0TOOpakeHHsl KOHTypa u3obparkeHus (1BeT, TOJIIMHA, TUI JIMHUU KOHTYpPa);

— BBIOOP I[BeTa KOHTYpa M300pakeHHs U3 I[BeTOB TeMbl, U3 MOCIeJHUX PUMeHeHHbIX paHee
B Osoke «IlocnmeqHue 11BeTa» MM MPOM3BOJIBHOIO I1BeTa B Oyioke «/Ipyrue 1iBeta» B BUje
HEX-kopa;

— ylajeHue KOHTypa M300pakeHusl;

— U3MeHeHHe pa3Mepa H300pakeHHsi C COXpaHeHWeM IIpONOpIUuM Wik 06e3 coXpaHeHus
TIPOTIOPLINH;

— TmepeMelrieHre U300paXkeHus 110 CIaudy;

— TepeMelrieHre M300pakeHusl Ha OJIMH YPOBeHb BIlepe]] WIK Ha3aj] OTHOCUTEJIbHO JIPYToro
00LeKTa;

— pa3MelrieHUe M300pakeHus Mepe]] WK 3a OCTAJIbHBIMUA OObeKTaMu;

— ylajeHue U300pakeHus;

— BCTaBKa TEKCTOBOTO TOJIS;

— aBTOMAaTUYeCKOoe yMeHbIlIeHe BCTaBJIeHHOT0 U300pakeHusI [0/ pa3Mep Ciiaiza.
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4.2.9 Pabora c purypamu

HOHHep)KI/IBBEMI)Ie BO3MOXXHOCTH:

— BCTaBKa, YyJajeHUe, IiepeMellleHHe, H3MeHeHHe pa3Mepa GUIYpP CJeAyIOUMX THUIIOB:
MIPSIMOYTOJIbHUK, JJUTUIC, TPEYTOJIbHUK, POMO, MSTHYTOJIbHUK, 3aTHYTBIA yTOJ, 3Be3[a,
cepaie, CKOOKU, CTPesIKU, BHIHOCKY;

— BCTaBKa TEKCTOBOTO IOJIS;

— 3ar0JIHeHre BHYTpeHHel o0iacTy GUryphl IBeTOM WK u300pakeHueM;

— yZHaJieHue 3aJMBKU QUTYPHI;

— U3MeHeHUe I[BeTa, TOJIIUHBI U TUIIA JIMHUWA KOHTYypa GUTYPHI;

— BBIOOP 11BeTa KOHTYpa JIMHUU GUTYPBI U3 [IBETOB TEMBI M3 MOCJIeJIHUX MPUMEeHEeHHbIX paHee
B O1oke «IlocnenHue 1iBeTa» WM MPOU3BOJILHOTO IBeTa B Oiioke «/Ipyrue mnBeTta» B Bue
HEX-xona;

— yllajeHue KOHTypa GUTypBhI;

— U3MeHeHHe pa3Mepa GUTYpPbl C COXpaHEHHWeM TMponopuui wuiu 6e3 coxXpaHeHUs
IIPOTIOPLIUK;

— nepeMeliieHre GUTypbl HA OJMH YPOBeHb BIlepe/l WIM Ha3aJl OTHOCUTEJILHO APYToro
00BeKTa;

— pa3mertieHue GUTYPBI ITepe]] WIK 3a OCTAJIbHBIMU 0ObeKTaMU;

— MHOXXeCTBeHHbIW BbIOOp GUTYP /s OAHOBpeMeHHOW paboThl C HECKOJIbKUMU 3JIeMeHTaMMU:
COBMeCTHOe TiepeMellieHre ¥ GOpMaTHPOBaHUE;

— TpYIIIHAPOBKA U pasrpyIIvpoBKa 0OBEKTOB, a TaKXKe I'PyII OObEeKTOB.

4.2.10 ITpoBepka mpaBONIHCAHMSI

HOH}Iep)KI/IBEIEMI)Ie BO3MOX>XHOCTH:

— BKJIIOYeHHe/OTKIII0UeHHe NTpoBepkUu opdorpadru ¥ rpaMMaTHKY;
— BBIOOP cJ10Bapst (PYCCKUM, aHTIMMCKAN, GPaHITy3CKUM, UCITAHCKUM);
— Tpe/iyIo’KeHre BApUAHTOB MCIIPaBIIeHUs OLIMOOK;

— yAadJieHre Ioa4epKrBaHNs CJIOB.

4.2.11 OTobpazkeHue CoOeP;KIMOro

HO,I[,I[EP)KI/IBaEMbIe BO3MOJXHOCTH.:

— oTobpakeHre/CKpbITHe HelleyaTaeMbIX CUMBOJIOB;

— yBeJInueHUe/yMeHbllleHne Maciirraba CIaiioB;
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— yCTaHOBKa MacITaba Ciai1oB 10 pa3Mepy OKHa;

— CKpbITHe, 0TOOpa’keHHe U U3MeHeHHe pa3Mepa I1aHeJIu CIIaiIoB.

4.2.12 [lemoHCTpanus npe3eHTauu

[Tomnmep:kuBaemMble BO3MOXKHOCTH:

— JIEMOHCTpAIHs B TIOJTHO3KPAHHOM pexXuMe;

— BO3MOXKHOCTb HayaTh JIEMOHCTpAIIMIO Tpe3eHTallud C TepBOT0o CJai[a WIA C TeKYIero
cllanja;

— MepeKJIloueHre CJIAkiIoB C IMOMOIIbIO KJIABHMII Ha KJIaBHAType, MPOKPY4YMBAHUS Kojeca
MBI WJIM OJHOKPATHOT'O HaXKaTHUsl JIeBOM KJIABUIIM MBI (TlepeMelieHre TOJIbKO
BIlepen);

— oTobpakeHHe o0IIero BpeMeHU MPOCMOTpa Mpe3eHTalluu;

— HAyaJi0/0CTaHOBKA JeMOHCTPAIUU Ipe3eHTalllu;

— Mepexo]] K He0OX0IUMOMY CJIAN[Ty C MTOMOIIbIO TTaHEeIH CIIaNIoB;

— BKJIFOYeHHe/BBIKIIOUeHHe YKa3KHu.

4.3 Pabora c roToBbsIM ¢aiiyiom

4.3.1 IleyaTs IOKyMeHTa

HO}I}IEP)KI/IBHEMI)IG BO3MOX>XHOCTH:

— I1eYyaTb CJIaMJIOB,;

— BBIBO/JI Ha Me4aTh HEOTPAHWYEHHOT'0 YUCJIa KOMIUHM JIOKYMEeHTa;

— Ie4yaTb BCeX CTPaHMI[ JOKyMeHTa, J[AuWala30Ha CTpaHUII, BbIJIeJIEHHOrO0 ¢parMeHTa,
HEeCKOJIbKUX CTPaHUI] Ha OHOM JIUCTE;

— JBYCTODOHHSS I1e4aThb,

— IevyaThb B BUJle OPOIIIOPHI.
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