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1 OBIIAI UTH®OPMAIIUA

CepBep COBMeCTHOTO peJaKTUPOBAaHUsI — MHTerpUpyeMasl CepBepHasi CHCTeMa U KIIMeHTCKUe
BeO-TIpWIOXKeHUsT JUIsl TIPOCMOTPA U COBMECTHOI'O pe/IaKTHPOBAaHUS TEKCTOBBIX JOKYMEHTOB,

3JIeKTPOHHBIX TaOJIMII ¥ Ipe3eHTalui B npukiafHbeix U T-cucremax.

[lepeuenp TpeboBaHMII K NPOrPaMMHOMY M alllapaTHOMY OO0ecIleueHUIO0 IpUBelleH B

nokyMeHnTe «MoiiOduc Komrnexc cpencts paspabotku (SDK). PykoBoncTBo nporpammuctay.
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2 PEJAKTOP TEKCTA

2.1 Oouzee

2.1.1 SI3pIkoBas MoAEPIKKa

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— JIOKQJIM3dlIM Ha PYCCKOM, AHTJIUMCKOM, q)paHLIYSCKOM, HCIIdHCKOM, IIOPTYT'dJIbCKOM,
HeMeIllKOM, UTaJIbAHCKOM, 6EHOPYCCKOM, Ka3dXCKOM, dpMSHCKOM, KUPIrU3CKOM, TaTdPpCKOM
u 6aI_HKI/IpCKOM A3BIKAX;

— dldllTallyvd dipad peddaKTopa [JId UCII0JIb30BAHUS Ha PYCCKOM, AHTJIUHACKOM U q)paHLIYBCKOM

A3bIKAX.

2.1.2 dopmaThI JOKYMEHTOB

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— oTKpeITHEe U mpocMoTp ¢ainoB B ¢popmatax XODT, XOTT, DOCX, DOCM, DOTX,
DOTM, DOC, DOT, ODT, OTT, RTF, TXT, PDF;

— coxpaHenue ¢ainos B popmarax DOCX, ODT;

— akcnopt ¢amos B popmatel DOCX, ODT, PDF u nybnupoBanue B NCxoqHOM dopMare;

- BbI60p (bopMaTa HOKYMEHTd U ero COXpaHeHHe JIOKAJIbHO Ha YCTPOfICTBO.

2.1.3 PabGora ¢ mokymeHTOM

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— CO37JaHMe HOBOT'O TeKCTOBOTO M TaOJIMYHOTO JJOKYMEHTA;
— oT4eT 00 ommbKe coXpaHeHUs JIOKYMEeHTa;

— 3alrTa PpparMeHTa JOKyMeHTa OT U3MeHeHNH;

— OTKJIIOUEHMe 3alIUThI pparMeHTa JOKyMeHTa.

2.2 TlogroroBKa JOKyMeHTa

2.2.1 Ilopnepakka CTHIIeH JOKyMeHTa

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— nojepka (pUKCUPOBAaHHOIO Habopa Ipe/lyCTaHOBJIEHHBIX CTUJIEH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'UW», 2013-2024 8



2.2.2 HacTpoiKkH CTPaHUIIBI

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— BBIOOD popMaTa CTPAHUIIBI;

— BBIOOD OpPUEHTAIMK CTPAHUIIbI: TOPU30HTAJIbHAS U BepTUKAJIbHAS;

— M3MeHeHHue pa3Mepa ToJjew;

— OTOOpakeHue U CKPBITHE JINHEHKY;

— dopmartel crpanunel: AO, Al, A2, A3, A4, A5, A6, B4, B5, Letter, Legal, Executive,
Folio;

— BCTaBKa pa3pbIBa CTPaHUIIbI;

— BCTaBKa pa3phblBa pasiena;

— HACTPOMKa CTPAHUIIBI JIJISl TEKYIIETro pa3jiesa IOKyMeHTa;

— YCTaHOBKA U HACTPOWKA 3epKajIbHbIX II0JIei.

2.2.3 Hymepamus cTpaHuIl

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— BCTaBKa HyMepalluu CTPaHHUI] B peXXMMe pelaKTUPOBAaHUS KOJIOHTUTYJIOB, U3 KOMaHJHOIO
MeHI0 «BcTraBka» U I1paBoii NTaHeJy;

— BBIOOp popMaTa HOMepa, ero MoJIOXKeH!s ¥ BbIpaBHHBAHUS;

— 3aJjaHye HyMepaluy CTPaHHUI C yKa3aHHOI'O HOMepa;

— HyMepalus CO BTOPOY CTPaHUIIBL.

2.2.4 PaboTa Cc KOJIOHTHTYJIAMHU

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— BCTaBKa U peJaKTHPOBaHHWE BePXHHUX U HUKHUX KOJIOHTUTYJIOB;

— KOIIMPOBAdHKWE Y BCTABKA TEKCTAd IIPHU peJaKTUPOBAHUUW KOJIOHTUTY/JIA.

2.2.5 Hacrpoiika MexkxyCTPOYHOI0 HHTepBaja

Ho;mepx(nBaeMbIe BO3MO>XXHOCTH.:

— YCTaHOBKA MeXAyCTPOYHOTO UHTepBaJa: OIMHAPHBIH, «1,15%», MOy TOPHBIN, TBOMHOM;

— YCTAHOBKA ITPOU3BOJIbHOT'O 3HAYEHWI MeXAYyCTPOYHOI'O MHTepBaJld,;
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— U3MeHeHHe CBOMCTB pa3mMepa MeXAYCTPOYHOI'O HHTepBadJld: TOYHO, MHWHUMYM

N MHO>KHTEJIb.

2.2.6 lllpud !

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— nopnepxka mpudTtoB XO Fonts: XO Caliburn, XO Courser, XO Thames, XO Tahion, XO
Oriel, XO Oriel Condensed;

— oTobpaxkeHue mpudpToB Monotype C IOMOIIBI0 UX METPUYECKUX aHAJIOIOB;

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

— BbIOOp mIpuU@Ta, padMepa MIpUPTa ¥ HaUepTaHUs: OJTY>KUPHBIN, KYPCUB, TIOJYepPKHYTHIH,
3a4epKHYTHIN, [I0JCTPOYHbINA, HAICTPOYHDINH;

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

— M3MeHeHWe WHTepBajJla MeXJly 3HakaMM B TpexX BapuaHTax (pOpMaTHPOBAHUSL:
pa3pe>KeHHbIH, YINIOTHEHHBINA 1 OOBIYHBIN;

- q)OpMaTI/IpOBaHI/Ie TeKcTa B cTuiie «Bce IPOITKCHBIE) .

2.2.7 IlongepxuBaeMbie CHMBOJIBI

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— I0Ka3 Helle4yaTHbIX CUMBOJIOB;
— MO/JIepkKKa CUMBOJIOB pa3pbiBa CTPAHUIIbl M T'PAHUIlbI CEKIIUNA B pekume OToOpakeHus

Helle4aTHbIX CMMBOJIOB.

2.2.8 dopmaTupoBaHHUe COEPIKUMOr0

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— KOIIMpOBaHKWE U BCTABKa OT(l)OpMaTI/IpOBaHHOFO TeKCTa BHYTPHU OJHOI'O NOKyMEHTa WJIN U3

OJIHOTO aisia B IPyTou;

BCTaBKa TeKCTa C COXpaHeHrneM pOpMaTUPOBAHUSI B KOJIOHTUTYJIbI M TaOJIUIIBL;

dbopmMaTHUpOBaHUE COMEPKUMOTIO sTYeeK WU IMara3oHa sueek;

H3MeHeHHe IIBeTa TeKCTa,

H3MeHeHHe IIBeTa BbIleJIeHUs TeKCTa,
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— KOTIMpPOBaHWe M BCTaBKa (pOPMATUPOBAHHOTO TEKCTA, CIIMCKOB, TAOJIUI], KAPTHHOK MEeXITy
MIPUJIOKEHUSIMU;

— BO3MOXKHOCTh OYHCTUTh (POPMATUPOBAHKE TEKCTa;

— aBTOMaTHYecKas 3aMeHa CHMBOJIA JIBOMHBIX KaBblYeK HAa CUMBOJI (HpaHITy3CKUX KaBbIYEK
IUIsl PyCCKOTO ¥ (pPaHITy3CKOTO SI3bIKOB TOPU30HTAIbHOE BHIDABHUBAHHUE TEKCTA T10 JIEBOMY
Kparo, T0 IeHTPY, 110 PABOMY Kparo U IO IIUPHUHE TYEHKH;

— yBeJIMueHHe/yMeHbIIIeHne OTCTYIIOB; HACTpOWKa ab3ara (mepBasi CTpOKa, OTCTYI CJIeBa,
OTCTYI CIIpaBa, MHTEPBAJI JI0, UHTEPBAJI TI0CJIE);

— BCTaBKa paHee CKOIMPOBAHHBIX JAaHHBIX 0e3 CBOWCTB ¢GopMaTHpOBaHUS B Opay3epax
Safari 1 Ha 6a3e Chromium;

— BBITIOJIHEHKWE TOCJIeJIHeM Orepald WIM OIEepalyio MO yMOJYaHWIO MPH HaKaTWXA Ha
MUKTOTPAMMY CJIEJIYIOIMX KOMaHJl Ha TaHeju WHCTpyMeHTOB: «L[Ber Tekcraw, «lIBer
BBIJIEJIEHUS] TeKCTa», «BCTaBUTh CTOJIOEIl WJIM CTPOKY», «YIaJIUTh CTOJIOEIl WIH CTPOKYY,
«I'panwunby, «LIBeT 3amuBku», « MapKMpPOBAaHHbBIN CIIUCOK», « HyMepOBaHHBIM CITUCOKY;

— BCTaBKa TeKYIIel JaThl WIA BPEMEHH, MCIIOJb3ys KOMaHIHOe MeHI0, pasjiesl GOKOBOM

naHesy «BcTaBka» WM COOTBETCTBYIOIIYIO KOMAHY TOPSYMX KJIABHIII.
2.2.9 dopmar mo odpasiy
[TonnepxuBaeMbie BO3MOXHOCTH:
— dbopMaTrpoBaHHe 110 06pasiy;

— ¢popmaTtrpoBaHue no obpasiy 1yist ab3aria.

2.2.10 Pabora co cnuckaMu

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

oTobpa’keHHe U CO3/laHHMe HyMepOBaHHBIX U MapKMPOBAHHBIX CIIMCKOB;

nojijiep>kKa HyMepOBaHHbBIX CIIMCKOB B popmate «1.1.1»;

CO31aHHe MaPKHPOBAHHbBIX CITMCKOB THUIIA «—»;

IMpoagoJI’KeHre CITMCKAa IIPpr BBOJle B Ha4dJie CTPOKHU CJIeAYIOIIero 110 IMOpAAdKYy 3Ha4YeHM ],

O6’I)€)II/IHeHI/Ie ABYX CIIMCKOB B pPA3HBIX MeCTdX OOKYMEeHTa I IIPpOAOJIKeHHS BTOPbIM

CIIMCKOM HyMepaluH [1epBoro;

CO3laHre HyMepOBAHHBIX CIIMCKOB C KHPWUIMYEeCKHUMH CHUMBOJIAMU IIPHU HUCIIOJIb30BAHWKA

MIPWIOXKEHUsI Ha pyCCKoM si3bike: 1)a)i) u a)l)i).
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2.2.11 PaboTa c0 CChUIKAMM U THIIePCCHUIKAMH

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— BCTaBKda U pelaKTUPOBaHKWE I'MIIepPCCBIIOK;
— BCTaBKa CCbUIKH B BbIJIeJIEHHbIN TEKCT;
— KOIIMPOBAdHKE CCbIJIKX Hd IOKYMEHT,

— KOIIMPOBaHHE d/ipeCa CCBbUIKH B peXXrume IIPpOCMOTPd NOKYMEHTd;

- 0TO6p8)K€HI/Ie INOJACKA3KHU C aJpeCOM TUIIepCCBhUIKU IIPHU HdBeleHWW KYpPCOpd MBIIIKW HAa

CCBUIKY;
— aBTOMaTh4yeckoe GOpMaTUPOBAHKE CCHIJIOK U 3JIEKTPOHHBIX a/IpeCOB KaK TUIIePCCHUIOK;
— MPOCMOTP U Mepexo/i M0 IepeKpPeCcTHbIM CChUIKaM, paHee I06aBIeHHbIM B JJOKYMEHT;
— HaBUTallUH IO NTepeKPeCTHLIM CChUIKaM Ha TabuIlbl, U300paXkeHUs U GOPMYJIbI;
— BO3MOXKHOCTb KOITMPOBATh a/Ipec CChUIKH, UCIIO/Ib3ysl KOHTEKCTHOE MeHIO;

— BCTaBKa IIepeKpeCTHbIX CCbLJIOK]

— BCILUIbIBAaOIllee OKHO C BO3MOZKHOCTBIO KOIIMPOBATH, PedaKTHPOBATb W YAAJIUTH aipec

CCBIJIKY, a TaKXKe KOMaH[I0H repexo/a 1o CCbLJIKe;

— BO3MOXXHOCTb IIepeiTH 110 CChUIKe, 100aBIeHHOM K TeKCTy BHYTPU (PUT'YpPHI;

— BO3MOXXHOCTb HEPEIZTH II0 CCEhIJIKE, ,I[O63BJ'I€HHOI>1 K TeKCTy B sTyerke Ta6J'II/II_IbI C

IMPpUMEHEHHBIMU IIapdMeTpdMK1 00TexkaHUs TEeKCTOM;

— BO3MOXHOCTb BCTABKH CCbLJIKM Ha BHeENIHHWE JOKYMEHTHI C a;lpecam/lefl Ha KOHKpETHbeI

JIUCT NOKYMEHTd.

2.2.12 PaboTra co cCHOCKaMH

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— [IoAJiep’KKa IMOCTPAHUYHBIX CHOCOK;
- 0T06pa)KeHI/Ie KOHIIEBBIX CHOCOK;
— CO31aHre, peJaKTUPOBAHHUE, (bOpMaTI/IpOBaHI/Ie " ydjieHre IIOCTPAHUYIHBIX CHOCOK;

— I[epexoJ] OT MapKepa CHOCKHU K ee TEeKCTY.

2.2.13 PaboTa ¢ n3o0paxkeHuIMHI

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— otobpaxkenue uzobpaxxenuii B popmatax JPEG, JPG, PNG, GIF, SVG, WEBP, BMP;

— oToOpakeHUe N300paXkeHNH B UMIIOPTUPOBAHHBIX IOKYMEeHTax;
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— BcTaBKa u3obpaxkenuii B popmarax JPEG, JPG, PNG, GIF, SVG, WEBP, TIFF, EMF,
WMF, BMP;

— “3MeHeHue pa3Mepa U300pakeHUl B TeKCTe C WK 6e3 coXxpaHeHUs IPOIOPIIUK;

— W3MeHeHUe PaCIoJIoXKeHUs U300pakeHuH B TEKCTe;

— obTekaHue M300pakeHUI: B TEKCTe, BOKPYT paMKH, CBepXy U CHH3Y, 32 TeKCTOM U Tiepe]

TEeKCTOM;

repemenieHve I/I306pa)l(eHI/Iﬁ B TEKCTe C IIOMOIIIbIO JIEBOM KJIABUIIIU MBIIIIY;

oTOOpakeHHe Mporpecca 3arpy3Ky M BCTaBKU M300pakeHusl Ha HUXKHeH TTaHeJIy;

OTMeHa 3arpy3Ku U300paskeHus;

0TOOpakeHHe pa3BepHYTHIX I0/1 YIJIOM U300pakeHuH;

XpaHeHWe CKOIMPOBAHHOIO M300pakeHHs] B cUCTeMHOM Oydepe oOMeHa Ui BCTaBKU B

JpyTHe MIPUIOXKeHHs;

— aBTOMaTU4Yeckoe yMeHbllleHHe MaciiTaba M300pakeHHs IIPU BCTaBKe, pa3Mep KOTOPOro
IpeBbIIlaeT MPaHUIIbI BUIUMOM 00/1aCTH JOKYMEHTa;

— IepeMellleHHe N300pakeHusl C TIOMOIIbIO CTPeJIOK Ha KJIaBHUaType.

2.2.14 PaboTa ¢ purypamu

Ho,u,uepntaeMbIe BO3MO>KHOCTH.

— nojiiepkka GUryp B IOKyMeHTax;

— BO3MOXXHOCTb BBIJIeJIUTh, KOTIMPOBATh, BbIpe3aTh, BCTaBUTh PUTYDY;

— M3MeHeHue IIBeTa 3aJIMBKU PUTYPBHI;

— HACTpoWKa rpaHuI] GUrypsl (I[BeT, TOJIIINHA, TUII JIMHUK);

— M3MeHeHHe pa3Mepa U Mponopuur GUrypsl;

— M3MeHeHHe PacIloyIoKeHUs B JIOKYMeHTe;

— ylajeHve QUryphbl;

— BBIOOP CBOMCTBA OOTEKaHHs TEKCTA ISl PUTYPHI;

— oTOOpakeHHe MOBEPHYTHIX PUTYP;

— BbljleJieHHe U [lepeMellieHHe TIOBePHYThIX QUTYP;

— BBIOOP CBOWMCTBA OOTEKaHHsI TEKCTOM TIOBEPHYTOU (PUTYPHI;

— BCTaBka pUryp: MpsSIMOYTOJIbHUK, JJUIMIIC, TPeyrOJIbHUK, POMO, 3arHYTHIA YyToJjl, 3Be3/a,
cep/iiie, CKOOKH, CTPeJIKU ¥ BBIHOCKUY;

— nepeMeliieHHe GUTypHI C IOMOIIbIO CTPeJIOK Ha KlaBUaType.
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2.2.15 Pabora c TabiuiaMmu B TeKcre

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— BCTaBKa U y/iaJieHre TaOJIUIIbl;

— BBIOOP pa3Mepa TaOJIUIIbI IPU BCTABKE;

— BCTaBKa CTPOK U CTOJIOIIOB: CJIeBa, CIIpaBa, CBEPXY M CHU3Y OT Bb/IeJIeHUS;

— yAajleHWe OJHOW WJIM HeCKOJIbKMX CTPOK WX CTOJIOIOB;

— ¢opMaTrpoBaHUe TPaHUIIb] SUYEHMKU WU IMAIa30Ha siueek:

— BCe TIpaHUIBl, HeT TIpaHMll, TOJICTble BHeIIHWe T[paHUIlbl, BHYTPEHHUE TpPaHUIbI,
BHYTPEHHsISl TOPU3OHTaJbHAs JIMHUS, BHYTpPEHHSsS BepTUKa/llbHAas JIMHUS, BOCXOZIAIIAs
IWaroHa/b, JieBas TIpaHUIlA, BepxXHsds TpaHUIlA, [IpaBas TIpaHUIA, HWKHAA TPaHUIIA,
HUCXOMMIIas JraroHasb;

— W3MeHeHUe THUIa JIMHUM: TOHKAasl JIMHUS, OObIYHAsl JIMHUS, TOJICTasl JIMHUS, ITyHKTUPHAas
JIMHUA, IITPUXITYHKTUPHA JIMHUS, IITPUXOBAas JIMHUSA, ABOWHAS JIUHUS;

— U3MeHeHVe IIBeTa IPAaHUI]. YepHBbI, OpPaHXXeBbIW, KpacCHBIM, YXeNTHIW, CBETJIO-3eJIeHbli,
3eJleHbll, OUPIO30BLIM, rOy00H, CUHUNA, PHUOJIETOBBIM, ITypPITypHBIN;

— ¢opMaTrpoBaHMe COJIEP>KUMOTO siueeK WK MAla30Ha siueek;

— YCTaHOBKA TOYHBIX 3HAYeHUN IIUPUHBI U BBICOTHI SYEeK;

— W3MeHeHUe ITUPUHBI U BbICOThI KOJIOHOK U PSIZIOB NlepeTacKMBAaHKWeM T'PaHUI] TaOIUIIbl UK
C IIOMOUIbIO JIMHeUKY;

— U3MeHeHHe [BeTa 3a/IMBKU sUeeK B TabmuIie;

— TOPU30HTAJIbHOE BbIpABHMBAHUE TEKCTa B s4YelKe [0 JIEBOMY Kparw, II0 LeHTpPy, IO
[IpaBOMY Kpalo U II0 IIMPUHE STYEUKHU;

— BepTUKaJIbHOe BblpaBHUBAaHUe TeKCTa B siUeiikax TabJIuIlbl: TI0 BepXHEMY Kpalo, IO IeHTPY
Y 110 HXKHEeMY Kparo;

— oTobpakeHue GOpPMaTUPOBAHKS TIOBEPHYTOI'O TEKCTa B STYEHKAX;

— BbIJleJIeHVe PSIOB U KOJIOHOK;

— BbIJIeJIeHHe BCeH TaOJIHITHI;

— BbIJIeJIeHHe HEeCKOJIbKUX CTPOK WIM CTOJIOIOB OJTHOBPEMEHHO;

— oObelHeHYe U pa3fielieHue siueek;

— o0TekaHHe TabJINI] TeKCTOM;

— pabora ¢ TabiriiaMu B KOJIOHTUTYJIAX;
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— BO3MOXXHOCTb OT/IeJIbHO BBIJIEJIUTh CTPOKY WM CTONOeI], cojepkaiiyde o0bheruHeHHbIe
SYefKy B Havasle WiId KOHIe 00/1aCTU TaOIMIIhI;

— oToOpakeHWe TabJMIl C IPUMEHeHHLIMH TTapaMeTpaMu 00TeKaHUsl TeKCTOM, CO3[AaHHBIX B
IPYTOM peJlaKTope;

— BO3MOXXHOCTb PEIaKTUPOBATh COJIeP>KUMOe Tabiul] C TpPUMeHeHHBIMU IlapaMeTpaMu
00TexkaHUs TeKCTOM;

— BO3MOXXHOCTh BBIZIEJIATh OT/IebHbIE CJIOBa B TabJIHMIle TEKCTOBOTO pefaKTopa B pexxuMe
MPOCMOTPa;

— BO3MOXXHOCTb JIeJIeHUsI TIeMKH 110 BePTHUKAJIM U TOPU30HTAJIH.

2.2.16 MaremaTu4yecKue BbIpaKeHHUS

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— 0b03HaYeHWe MeCTOpACIOJIOKEeHUs] MarTeMaTHYeCcKOoro BblpaxkeHus B ¢opmare LaTeX

COOTBETCTBYIOIIIUM 00BEKTOM B HOKYMEHTeE.

2.2.17 Iloanepxka MaKpOKOMaH/
[Tonnep:kuBaeMbie BO3MOXHOCTH:

— [IoAJiep>KKa MaKPOKOMdH/T Had 3bIKe ITPOrpaMMHUPOBAHUA Lua.

2.3 PaboTa c JoKyMeHTOM

2.3.1 OrnaBienue

Ho.u,uepnanaeMbIe BO3MO>KHOCTH.

— CO3[1aHHe U yaJieHHre OTJIdBJIeHH,
— HaBUT'AIIUA 110 JOKYMEHTY M3 OI'JIdBJIEHNA,
— aBTOMAaTHYeCcKoe 0OHOBJIeHKe OTJIaBJIeHUS B pexurMme peaJibHOI'O BpeMeHH;

— ¢opmMaTrpoBaHye OIJIaBJIeHus IOKyMeHTa C UCIIO/Ib30BaHUeM CBOMCTB IpUQTa U ab3a1ia.

2.3.2 Pabora c 3axjiagkaMu

Ho.u,uepnanaeMbIe BO3MO>KHOCTH.

— oTobpa)keHHe 3aKJIaJIOK;
— IIPOCMOTpA CITMCKA 3aKJIaJI0K B JOKyMEeHTe;

— BO3MOKHOCTDL BCTAaBKH, ITeperMMeHOBaHWA U YIdJIeHUA 3aK/Id[I0K;
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— HaBUT'dall¥4A K TeKCTY 3dKJIaJIKU U3 CIIMCKA 3dKJIa[I0K;
— COPTHUPOBKA CITMCKAd 3dKJIdIOK II0 IMOPAOKY U I1I0 HA3BAHUIO;

— BO3MOXHOCTB CKPbITb CUCTEMHbIE 3dKJIdIKH.

2.3.3 Ilonck u 3amMeHa

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— IIOMCK Y 3dMeHa 110 COAep>KUMOMY JOKYMeHTa,;

— IIOUCK U 3dMeHa C YY€TOM pervucTpa U CJIOBd LEJIMKOM;

— IIOUCK II0 TEKCTY AOKYMEHTd, OTKPBLITOI'O B peXXrumMe IpoCMOTPd;

— HCKJII0YeHHe KOJIOHTUTYJIOB U3 pe3yJIbTATOB IIOMCKA;

— COXpPaHeHHe IMOUCKOBBIX 3dIIPOCOB II0 JOKYMEHTY B UCTOPHHU IIOMCKOBbLIX 3dIIPOCOB;

— OoyulleHue HCTOpHHU II0 3dBeplleHHKr pa6OTbI C JOKYMEHTOM WU O0OHOBJIEHUH BKJIaJIKH
C IOKYMEHTOM;

— BO3MOXHOCTS I1epexo/ia K cjlieyromemMy Uin rpeablaynemy CJI0BY I10CJie 3dMeHBI,;

— BO3MOXHOCTb 3dMEHHUTb OJTHO CJIOBO WUJIK BbIpd’XeHHe; BO3MOXXHOCTb 3dMEHUTH BCe;

— HaBUTI'all¥4 110 pe3yJibTdTaM IIOMCKd B JOKyYyMeHTe C BBIBOJIOM CIIMCKd KOHTEKCTOB.

2.3.4 IIpoBepka opdorpadum u MyHKTyanuu

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

BKJIIOYEHHe U BBIKJII0YeHHe IIPOBepKy opdorpadpuuy;

IMTPpOBEePKa 'PAaMMATHUKHU [JI PYCCKOT'O A3bIK4d,

OBICTPBIN MTepexo]] MeXX/1y OIUOKAMU;

mo/ipobHoe onrcaHue BbIOpaHHOW OIIUOKY;

I'pyIiIIoBbIe Ollepanyuv C OIIIUOKaMU: «IIPOITYCTHUTDH BCe» U «3aMEHHTDh BCe»;

noJiiepka ¢paHIly3CKOro ¥ UCIIAHCKOT'O SI3BIKOB J1s IPOBepku opdorpaduy;

OKHO BbIOOpa ciioBapsl Ajis IpoBepku opdorpaduu: pyCCKUM, aHIVIMACKWAN, WCIIAHCKWH,
dpaHITy3CKUi;

— BBIOOP O/THOTO, IBYX WJIM TPeX CJIOBapey yisi MpoBepky opdorpaduu 0 JHOBPeMeHHO.

2.3.5 IIpaBku

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— OTMeHa 1 BO3BpPaT I/ICHpaBJIeHI/Iﬁ 10 OIHOMY CHIMBOJIY 3d IIIdr;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'UW», 2013-2024 16



— OTMeHa U BO3BpaT OIlepalyi.

2.3.6 PexxuiM penieH3upoBaHHS

HOJ:[J:[EP)KI/IBaEMbIe BO3MO>KHOCTH:

— 3aIMChb UCIIPABJIEHUN B IOKYMEHTe;

— BKJIIOYEHMe U BBIKJIIOYEHHE pexXuMa 3allMCU HWCIPABJIeHWM aBTOPOM WM BJlafeliblleM
IIOKYMEHTa;

— COBMECTHOe pefjaKTUpPOBaHUe JJOKYMEHTa;

— peXXUM 4YTeHUs] JIOKyMeHTa, B KOTOPOM HeJIOCTYIIHBbI JiI0Oble [IeWCTBUSI C TEKCTOM
IIOKYMEHTa;

— oToOpakeHHWe WCIIpaBJIeHWH B JIOKyMeHTaX, COBEpIIeHHbIX B peXuMme 3alllCu
WCIPaBJIeHUY;

— IIPpUMEHeHWe pexXuMa 3allMCU UCIpaBJIeHWN K [OKYMeHTY Y BCeX I0JIb30BaTellel C
[paBaMU Ha ero peJakKTUpPOBAaHUE;

— MPUHSITHE U OTKJIOHEeHHe UCIPaBJIeHuH (BCexX WM M0 OJHOMY) aBTOPOM WJIU BJIaJleJIblieM
IIOKYMEHTa;

— MPUHSITHE U OTKJIOHEeHWe UCIIPaBJIeHUH TOJIbKO B BblJleJIeHHOW 06J1aCTH JOKYMEHTa;

— oTobOpa)keHHe CIIMCKA I0JIb30BaTejlel B peskruMe COBMECTHOT'O PeIJaKTUPOBAHMUSI;

— TpU peXxrMa OToOpakeHusl WCIIpaBJIeHUH, COBepIlIeHHbIX Mojb3oBaTesssMu: «McxomHbii
JIOKyMeHT», «be3 ucnpasienuii» u «[loka3pIBaTh UCIIPABIEHUSY;

— HaBWTanys Jyisi ObICTPOro mepexojia MeXxy UCIIPaBIeHUsIMY;

— yBeJloMJIeHHe 00 U3MeHeHHH IPaB IOCTYyTa B OTKPBITOM JJOKYMeHTe;

— TMOJIep>KKa 3alIMCH UCTIPAaBJIeHU CBOMCTB ab3alla U UCIpaBJIeHUH B KOJIOHTUTYJIAX;

— wIbTp O0OBEKTOB pelleH3WpPOBaHUSI B peXume pelleH3upoBaHusi «MapkupoBaTh
WCIPABJIeHUsD): UCIIPaBJIeHUs], TEKCTOBble KOMMEeHTapyy, ayJMOKOMMeHTapUy;

— BO3MOJKHOCTb CKPBITh Y [1I0Ka3aTh YIaJIeHHbIN TeKCT;

— BO3MOXHOCTDB CKPbITb U II0KA3dTh IIdHEeJIb «BurHoCKmY.

2.3.7 BepcuoHupoBaHue JOKyMeHTOB

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— CO37JaHMe HOBOW BePCUM JJIOKYMEHTA;

— OTKPBbITHe Ha IIPOCMOTP BePCUHU, OTIIMYHOU OT TeKYIIew;
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— BKCTOPT JIto60¥ BEPCUU JIOKYMEHTa B HOBBIU JIOKYMEHT;

— COXpaHeHHe JIOKyMeHTa KaK OT/eJIbHOW BepCHUH;

— 3aJJaHVe Ha3BaHUS U KOMMEHTapUs JIIsl BEPCUH JIOKYMEHTa;
— IPOCMOTP pa3Mepa JJOKyMeHTa C y4eTOM BCeX BepCHIA.

2.3.8 CoBMecTHOe peJJakTHpPOBaHHe

Ho,u,uepntaeMbIe BO3MO>KHOCTH.

— COBMECTHOe peJlJakKTUpPOBaHUe JIOKYMeHTa;

— PeXXUM 4YTeHHsl JIOKyMeHTa, B KOTOPOM HeJOCTYIHbI JioOble [eWCTBHS C TeKCTOM
JIOKYMEHTA;

— nHdopMaIusl 0 JPYrUx y4yaCTHHKAX MPU COBMECTHOM pe/laKTHPOBAHUHW: WM, IIBETOBas
VIH/IMKallYsl, BblJleJIeHre syeex;

— aBTOMaTUYeCcKoe COXpaHeHHe U3MeHeHU! B JIOKyMeHTe;

— aBTOMAaTU4YecKoe COXpaHeHWe JOKyMeHTa IIpU BbIXOZle OT/[eJbHbIX Y4YaCTHHUKOB
PeIaKTUPOBAHUS WIN BCeX YYaCTHUKOB;

— TIepexo/1 K KypCcopy COaBTOpa IPH HAaXKaTHH Ha ero aBaTap Ha GOKOBOM IAHEJIH.

2.3.9 Paoora B obs1ake

HO,I[,I[ep)KI/IBaeMbIe BO3MO>XXHOCTH.:

— penakTMpoBaHUe OOIAYHBIX JOKyMeHTOB B OTKpbITOM popmaTe OOXML (docx) u ODF.

2.3.10 PaboTa c KOMMeHTapHUsIMHU

HO,I[,I[ep)KI/IBaeMbIe BO3MO>XXHOCTH.:

— oTOOpaXkeHre KOMMEeHTapHEB;

— yZajieHue BbIZIeJIeHHOTO KOMMeHTapHs;

— yZajeHue BceX KOMMeHTapHueB B JIOKyMeHTe;

— CO37JaHle KOMMEHTApHs;

— pellaKTHpPOBaHKWe KOMMeHTapHs;

— oToOpakeHWe ayIUOKOMMEHTapueB, CO3JIaHHBIX C HCIOJb30BaHUEM MOOMIIbHBIX
nipunoxxenuit MonOduc;

— BO3MOXXHOCTb BOCIIPOU3BECTH WJIM ITOCTABUTH Ha May3y ayJHOKOMMeHTapHH;

— yZIBOEHHe CKOPOCTH BOCIIPOU3BeIeHUsI ayIMOKOMMeHTapHsl;

— Iepexon K HeO6XO)II/IMOMy MeCTYy 3dIIMCH IIpU BOCIIPOU3BEJeHUU;
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— yYHAaJieHrue ayJUOKOMMEHTdPUEB;
— HaBHUI'allvs OJ1d 6bICTpOI‘O rnepexoa Mexay KOMMeHTapUusaMu;

— BbIleJIeHre U KOIIMPOBdHHWE TeKCTd KOMMEHTApHs.

2.3.11 IlogpepxxkuBaeMblie KJIaBHATYPHbIE COYeTAHUSA

HOJ:[J:[EP)KI/IBE[EMBIE ropsavuve KjilaBUIINn:

— Ctrl (Cmd) + S — coxpaHUTb JOKYMEHT;

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

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

— Alt (Option) + B — BcTaBUTB B TaO/IMIly CTPOKY HUXeE;

— Alt (Option) + L — BcTaBUTB B TaO/MIly CTOJIOEI] CJIEeBa;

— Alt (Option) + R — BcTaBUTb B Tabiuily CTOJI0eI] CIIpaBa;

— Alt (Option) + Ctrl (Cmd) + R — ynanuth BbifieJIeHHYIO CTPOKY B Tabiuile;
— Alt (Option) + Ctrl (Cmd) + U — ynanuth BblieJieHHbIHN cTOj06el] B TabuIle;
— BackSpace — yganuth BbifiesieHHOe coiep>KUMoe TabJTuIbl;

— Delete — yganuth Bblfie/ieHHOE COepXXUMOe TabJIUIIbI;

— Alt (Option) + Shift + T — ynanuth TabmuIy;

— Alt (Option) + Ctrl (Cmd) + M — 06beIMHUTE BbIJIeJIeHHbIE STYeKH;

— Alt (Option) + Shift + M — pa3beIUHUTD TYEUKH;

— Tab — nepeitu k cienyroieil syerke;

— Shift + Tab — nepe¥iTul k peAbIAYIIEH STYEHKE;

— KJIaBMIIIA CTPEJIKY — [IeperTy B COOTBETCTBYIOIIYIO HAIIPABJIEHHUIO CTPEJIKYU STYeHKY;
— Shift + xy1aBuIIIa CTPeJKU — BBIAEIUTD AMANla30H B HAIIPABJIEHUU CTPEJIKY;
— Ctrl (Cmd) + A — BbIIeIUTH BCe STYeMKY TaOJIUIThI;

— Ctrl(Cmd) + ; — BCcTaBUTH TeKyIyIo J1aTy;

— Ctrl(Cmd) + Shift + ; — BcTaBUTh Teky1ilee BpeMs;

— Ctrl(Cmd) + Shift + [ -] — dopmaTHpOBaTh Kak MOJICTPOYHBIHN 3HAK;

— Ctrl(Cmd) + Shift + Space — BcTaBUTh Hepa3pbIBHBIH 1TPO6ET;

— Ctrl(Cmd) + [ = | wm Ctrl(Cmd) + [ + ] — yBenuuuTh MaciuTab;

— CTRL(CMD) + G — BrI3BaTh JuaJIor [yIs Ilepexojia 110 HOMepy CTPaHUIIbI.
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2.4 Pabora c roToBBIM (aiyiom

2.4.1 CtaTucTuUKa JOKyMeHTa

Ho,u,uepntaeMbIe BO3MO>KHOCTH.

— oTobOpakeHre KOJIMYeCTBA CTPAHUI] U HOMepa TeKyIleld CTPaHHUITbL;

— IIepexo/i a KOHKPeTHYIO CTpPaHWIly JIOKYMeHTa C TIIOMOIIBI0 CTPOKH COCTOSIHUS,
KOMAaHTHOTO MEHIO ¥ TOPSIYMX KJIABHIII;

— M3MeHeHHe MaciITaba JOKyMeHTa B CTPOKe COCTOSIHHSI U KOMaH/THOM MeHIO;

— HACTPOMKHK MaciiTaba: CTpPaHWIIA IEeJIMKOM, JIBe CTpPaHHIIbI, HeCKoJibko crpaHui], 50%,
75%, 100%, 125%, 150%, 200%, 400%, 1o mvpuHe 3KpaHa;

— BO3MOXXHOCTh 3aJJaHMsI ITPOM3BOJILHOM BeJIMYMHBLI MacinTaba B mpesenax oT 50% mo 400
%;

— orobpakeHHe Tporpecca 3arpy3KH W TIOJITOTOBKU JOKYMEHTa Ui 3KCIIOpPTa B CTPOKe

COCTOsIHUAI.

2.4.2 Tlonnepixka onoBeIeHui

HO,I[,I[ep)KI/IBaeMbIe BO3MO>XXHOCTH.:

- 0T06pa)KeHI/Ie yBeaomiieHus IIpyu OTCYTCTBHUU CETU HHTepHeT;

— yYBeZlOMJIeHHe IIPU IIOIIbITKe BHEeCTU U3MeHeHU B 3allMIIeHHBIA Cl)paFMeHT HAOKYMEHTA;

— yBeaOMJIeHHe O HEBO3MO>XKHOCTH OTKPBITh 3alIMIIeHHbIN ImapoJjieM c])aﬁn;

— [IpeaynpexnaeHusa o HpI/I6J'II/I)KaIOH_[8MCH 3dIIOJIHEHHWKW XPAaHW/IHIIA II0JIb30BATEIIA W 00
OTCYTCTBUHU CBO60)IHOFO MeCTa B XpdHWIHAIIIE T10JIb30BdTeJId,

— [penynpexzaeHne O IpeKpdallleHUH BO3MOXHOCTU PedKTUPOBAHHS NOKYMeEHTd B CBS3U C
IMpOAO0JIZKUTEJIbHbIM 683,H€flCTBH€M B COOTBETCTBHHU C HaCTpOﬁKaMH, YCTaHOBJIEHHBIMUA
dIMHUHUCTPATOPOM CUCTEMBI;

— hpeayInpexaeHnue o HeOGXO,I[I/IMOCTI/I OOHOBUTH CTpaHUILly IIpU HU3MEHEHHWU CHUCTEMHbIX
HaCTpOeK aIMUHUCTPATOPOM,

— BCIUIbIBaOIlee yBeOOMJIeHHME O HeBO3MOXHOCTHU HepeﬁTI/I K KypCOpy CO04aBTOpd, eC/irk

COABTOP HAXOJUTCSA B HEBBFPYXCEHHOﬁ YdCTHU OOKYMEHTA.
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MonOdoumc

2.4.3 IleyaTs MOKyMeHTa
[Tonnep>xrBaeMble BO3MOXHOCTH:

— BO3MOXXHOCTDH OTIIPABUTHL NOKYMEHT Ha I1e4dTh.
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3 PEJAKTOP TABJINI]

3.1 Oomzee

3.1.1 fI3pIkoBas moaziepIKKa

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— JIOKQJIM3dlIM Ha PYCCKOM, AHTJIUMCKOM, (bpaHLIYSCKOM, HCIIdHCKOM, IIOPTYT'dJIbCKOM,
HeMeIllKOM, UTaJIbAHCKOM, 6EJ'IOPYCCKOM, Ka3dXCKOM, dpMSHCKOM, KUPIrU3CKOM, TaTdPpCKOM
u 6aI_HKI/IpCKOM A3BIKAX;

— ddllTallyd dpad peadKTopa I UCII0JIb30BaAHUS Ha cbpaHuy3c1<0M sS3bIKe.

3.1.2 ®opmaThI JOKYMEHTOB

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— OTKpBITHEe U TpocMoTp ¢aioB B ¢popmarax XODS, XOTS, XLSX, XLSM, XLTX,
XLTM, XLS, XLT, ODS, OTS, CSV, TSV, PDF;

— coxpaHenue ¢annos B popmarax XLSX, ODS;

— akcroptT ¢amoB B popmatel XLSX, ODS, PDF u nybnuposanre B ucxogHoM popmare;

- BbI60p (bopMaTa HOKYMEHTd U COXPdHEHHS ero JIOKAJIbHO Ha YCTPOfICTBO.

3.1.3 PabGora c mokymeHTOM

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— IOJJiepXXKa IOKYMEHTOB, He COoflepKallluX BUAUMBIX JIUCTOB;

— BbIIeJIeHre 1 KOIIMPOBdHHEe d49eeK aKTHUBHOM 00JIacTU B pexxruMe 4YTeHud,

— CO3J/1aHHe HOBOT'O TabJIMYHOTO JOKYMEHTa;

— oT4eT 00 oImbKe coXpaHeHUs IOKYMEeHTa;

— BO3MOXHOCTb CKPbITb WIX OTO6p83HTb HYyJIeBble 3Ha4YeHUS;

— KOMaHZa Ul CHSTHSI BCeX 3aKpeIUIeHHbIX OOJlacTeil Ha JIMCTe, eCJM 3aKperleHHas
00J1aCTh MTPeBbIIIAeT BUIUMYIO 00JIaCTh JIUCTA;

— KOMaH/Ia JijIi aBTOMATHYeCKOro YMeHbIeHWs MaciinTaba JIMCTa, eClH 3aKperieHHas
00JIacTh TIpeBBINIAeT BUIUMYIO 00JIaCTh, M B CJlyyae yMeHbIIIeHHs MaciiTaba JMcTa

MPOKPYTKA JOKYMEHTa BHOBb CTaHeT JIOCTYIIHA.
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3.2 IlonroroBKa JOKyMeHTa

3.2.1 Paoora c iucramu

Ho.u,uepnanaeMbIe BO3MO>KHOCTH.

— BCTaBKAa HOBBIX JIMCTOB U UX YJIaJIeHUE;
— CKPBITHE ¥ 0TOOpaXkeHue JINCTOB;

— HM3MeHeHYe Ha3BaHU JIMCTa TaOJIUIIb;

— co3/iaHue qy6JMKaTa JIMCTa TaOIuIIb;

— M3MeHeHHe MOJIOKeHHUS JINCTA JIeBOM KHOITKOW MBbIIIIH;
— IlepeMellleHue JIMCTa B HA49aJI0 WIN KOHeI] CIIUCKA;

— dBTOMdATH4YeCKOe 3aII0JIHeHHe sg49eeK JIMCTA.

3.2.2 TabmmunbIH cTHIL popMaTHPOBaHUA

Ho;mepx(nBaeMbIe BO3MO>XXHOCTH.:

— TaONMUYHBIM CTWIb (POpPMATUPOBAHUS B JIOKYMEHTaX, eCJIM Takue OOBeKThl yxKe
COJIEP>KAJICh B OTKPBITOM JJOKYMEHTe;

— oTtobpakeHre popMaTUPOBAHUS TaOIUII;

— paboTa ¢ ¢ubTpaMu U COPTUPOBKOM JIAHHBIX B TaO/IMIIAX;

— KOIIMpOBaHUe, BbIpe3aHue U BCTaBKa C COXpPAaHeHHeM CBOMCTB ¢popmaThpoBaHUs 06IacTu

TAHHBIX, K KOTOPOW MpUMeHeH TabJIMYHbIA CTUITb GOpMaTUPOBAHUS, [IEJTUKOM.

3.2.3 IlIpudrsI

Ho;mepx(nBaeMbIe BO3MO>XXHOCTH.:

— noagepxxka mpudtoB XO Fonts: XO Caliburn, XO Courser, XO Thames, XO Tahion,
X0 Oriel, XO Oriel Condensed;

— oTobpaxkeHue mprudpToB Monotype ¢ IOMOIIBIO UX METPUYECKUX aHAJIOTOB;

— nogyepxka 1mpudtoB Cormorant, PT Astra Sans, PT Astra Serif, PT Sans, PT Serif,
NotoSans;

— BbIOOp mIpUPTa, pa3Mepa MPUPTa U HAYEPTAHUSL: TTOTY>KUPHBIM, KYPCUB, NTOIYEePKHYTHIH,
3aYepKHYTHIH, IIOACTPOYHBIN, HAICTPOYHBIN;

— BBIOOp pa3mepa mpudrta: 8, 9, 10, 11, 12, 14, 16, 18, 20, 24, 30, 36, 48, 60, 72 u 96;
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— U3MEeHeHUe UWHTepBajla MeXJly 3HakaMHd B Tpex BapuaHTaXx ¢GOpPMaTUPOBAHUS:
pa3pekeHHbIH, YIVIOTHEHHBIN U OObIYHBIN;

- q)OpMaTI/IpOBaHI/Ie TeKcTa B cTuiie «Bce IIPOITKCHBIEY .

3.2.4 dopMmaTHpoOBaHHe CONEPIKUMOIO

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— BCTaBKa CTPOK U CTOJIOIIOB: CJIeBa, CIIpaBa, CBEPXY M CHU3Y OT Bb/IeJIeHUS;

— yAajleHWe OJHOW WJIM HeCKOJIbKMX CTPOK WX CTOJIOIOB;

— BbIJleJIeHVe OTIeJIbHOM S4YerKH, Auana3oHa S4eek, PSAO0B U KOJIOHOK LIeJIMKOM;

— YCTaHOBKA TOYHOT'O 3HA4YeHHsl IIUPUHBI CTOJIOIA, BBICOTHI CTPOKH, IIMPWUHBI U BBICOTHI
siYeeK;

— YCTAaHOBKA TOYHOI'O 3HAUEHHUs IIUPUHBI U BBICOTHI HECKOJIbKUX CTPOK WA CTOJIOLOB
OHOBPEMEHHO;

— W3MeHeHHe ITMPUHBI U BBICOThI CTPOK U CTOJIOIIOB C IIOMOIIIBIO pa3/ieJIuTelisl B 3ar0JI0BKaxX
TaOJINIIBI;

— CKpBITHE U TI0Ka3 CKPBITBIX CTPOK U CTOJIOIOB;

— oObelHeHYe U pa3fielieHue siueek;

— ¢opMaTHpOBaHUe TpaHUI] SIUEWKU WM Jualla30Ha sYeeKk: BCe TpaHUIlbl, HET TPaHHUII,
TOJICTbIe BHeIlIHVe 'PaHUIlbl, BHYTPeHHMe T'PaHUIlbl, BHYTPEHHsS TOPU30HTAIbHAS JIUHNUS,
BHYTPEHHsISl BepTUKa/JIbHAs JIMHUS, BOCXOZMIAs AWaroHajb, JieBas IpaHUIA, BepXHsA
TpaHUILIa, IIpaBas IPaHULId, HWKHAIS IPAHULIA, HUCXOAIAsA AUaroHallb;

— U3MeHeHUe THUIla JIMHUM: TOHKasl JIMHUS, OObIYHAsl JIMHUS, TOJICTasl JIMHUS, ITyHKTUPHAas
JIMHUA, IITPUXITYHKTUPHA JIMHUS, IITPUXOBAas JIMHUSA, ABOWHAS JIUHUS;

— U3MeHeHVe IIBeTa IPAaHUI]. YepHBI, OpPaHXXeBbIW, KpaCHBIM, JXeNTHIW, CBETJIO-3eJIeHbli,
3eJleHbll, OUPIO30BLIM, rOy00W, CUHUNA, PHUOJIETOBBIM, ITypPITypHBIN;

— U3MeHeHHe [IBeTa 3aJIUBKU S4eeK;

— BBIOOP MPOU3BOJILHOTO 1IBeTa 3a/IMBKU STYENKY;

— TOPU30HTAJIbHOE BbIpABHUBAHUE TEKCTa I10 JIeBOMY Kparlo, I10 IIeHTPY, I10 IIpaBoOMy Kpalo,
T10 LIWpUHE;

— BepTUKAJIbHOe BBLIpAaBHMBAHKE TeKCTa B sg4elKax: [0 BepXHeMy Kpaw, 0 IeHTPY U
HIDKHEMY Kpalo;

— [IepeHOoC TeKCTa I10 CJIOBAM;
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— KOTIMPOBaHHUe COJIeP>KMMOT0 JIMara3oHa siueek;

— BCTaBKa /IMala30Ha siyeek C coxpaHeHHeM GopMaTHPOBaHMUS;

— KONIMpOBaHMe U BCTaBKa (OPMATUPOBAHHOIO TEKCTA, TaOJMIl, KAapTUHOK MexXy
HPUIOXKEeHUSIMY;

— oToOpakeHWe BepPTUKAIbHONM OPHEeHTAllUY TeKCTa B sueikax;

— BbIOOp HECKOJIbKMX CTPOK WM CTOJIOIOB OJHOBPEMEHHO, HCIIOJIb3ysl KOMIIbIOTEPHYIO
MBIIIIb;

— aBTOMaTU4Yeckoe BbIpaBHUBAHWE OJHOM WIM HECKOJIIbKUX  CTPOK/CTOJIOIOB IO
BBICOTe/IIUPHHE B COOTBETCTBUU C COJIEPXKUMBIM sTUeek;

— aBTOMaTUYeckoe yBeJIMUeHWe IIUPWHBI CTOJIOIa NpuM BBOje WIM (POPMAaTUPOBAHKHU
YUCJIOBBIX JIAHHBIX B COOTBETCTBUM C Pa3MepoM COJIePXKMMOT0 SUeMKH, eCIIMII0Ib30BaTellb
paHee He yka3asl GUKCUPOBAHHYIO ITUPUHY CTOJIONA;

— BO3MOXKHOCTb OTHENIbHO BBIAENIUTb CTPOKY WM CTOJIOell, cojiepkalive OO0beJUHeHHbIe
SYeMKYU B Hayasle WM KOHIle pabo4yel 06J1acTH JINCTa;

— BO3MOXXHOCTb ITPO/IJIEHHs] PSIOB IAHHBIX IS KOPOTKUX U IOJIHBIX GOPMATOB JIHEH Heflenu
Y MecsiIeB Ha PyCCKOM, aHIVIMMCKOM U PPaHIly3CKOM SI3bIKaX;

— BO3MOXXHOCTb IIPO/IJIEHHs] PSIOB IAHHBIX B BUJIE «TEKCT U YUCTION;

— BbIOOp yIVIa HAaKJIOHA TeKCTa B siueiike: BieBo Ha 90°, 75°, 60°, 45°, 30° u 15°, BripaBo Ha
90°, 75°, 60°, 45°, 30° u 15°, 6e3 MOBOPOTA;

— U3MeHeHHe 11BeTa TeKCTa U I[BeTa Bbl/leIeHUs TeKCTa;

— dbopMaTHpOBaHUe COJIEPXKUMOTO siueeK WM JUara3oHa syeek;

— BCTaBKa cofiepxumoro Oydepa obmeHa c ¢$opMaTUpOBaHUEM, HCIOJb3ysl KOHTEKCTHOe
MEeHIO;

— BCTaBKa TOJIbKO 3HAYEHW U3 paHee CKOIMPOBAHHOM siueliku ¢ GOpMYJION C COXpaHeHHeM
¢dbopmaTupoBaHus;

— BblJIeJIeHHe U BUJIMMOCTb ITPU MPOKPYTKe JIMCTA sTYeHKH, B KOTOPYIO BBOJUTCS GOPMYIIa;

— BCTaBKa paHee CKOIMPOBAHHBIX JIaHHBIX B BHJEe MX 3HAUeHUM 0e3 CBOWCTB
dopmartrpoBanus B bpay3epax Safari 1 Ha 6a3e Chromium;

— BblJleJIeHHe peJIakKTUPyeMOM siueiiky Ha JICTe;

— Ilepexo/i K peJJakTUpyeMoy siuelike IIPU HAXKaTUU Ha ee UMs;

— 3aKpeIieH’e CTPOK U CTOJIOIIOB;

— oTobpaXkeHUe 3aKpeIlyIeHHbIX 00J1acTell B pexxuMe MPOCMOTPa JIOKyMeHTa;
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— oToOpakeHWe MMeHHU PpeJlaKTUPyeMOM siuelKH, eclid OHa He IOMeIlaeTCs B BUIUMYIO
00J1aCTb WIM ee TIO3UIIUS Ha JIMCTe Obljla U3MeHeHa;

— BBINIOJIHEHWe TIOCJIeJIHeM OIepari WIA Olepalyio M0 YMOJIYAHHI0 IPU HaXaTUM Ha
MIMKTOTpaMMy CJIeJTyIOIMX KOMaHJl Ha IaHeild MHCTpyMeHTOB: «llBeT Tekcra», «llBer
BbIJIeJIeHUsI TeKCTa», «BcTaBUTh CTOJIOEI] WK CTPOKY», « Y AQJIUTh CTOJNIOeI] WIA CTPOKY,
«I'panuney, «lBet 3anuBku», « CopTupoBkay, «IloBOpoT TekcTay;

— BO3MOXKHOCTb aBTOMAaTHU4eCKH I0/I00paTh IMIUPHUHY/BBICOTY CTPOK U CTOJIOIOB;

— BCTaBKa TeKyllel AaTbl WIX BPeMeHH;

— ynaneHue Ty0IMKATOB B OJTHOM MJIM HECKOJIbKUX BIOPAaHHBIX CTOJIOIAX.
3.2.5 ®opmar mo odpasiy

[TonnepxrBaeMbie BO3MOXHOCTH:

— dbopMaTrpoBaHHe 110 06pasiy;

— [IpMeHeHre CKOIIMPOBAHHOT'O CTUJIA Cl)OpMaTI/IpOBaHI/IH KO BCeMy HdIld30HY BbIJI€JIEHUS].

3.2.6 PopmarThl JaHHBIX

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

yuciioBble GOpMaThl — OOIIUMA, YUCIIOBOH, JIeHeXXHbIM, GUHAHCOBBIW, JaTa, BpeMs, JlaTa U

BpeMsl, ITPOLIEHTHBIM, IPOOHBIN, SKCIIOHEHITUAIbHBIN, TeKCTOBBIMH;

HaCTpoKka ¢popMaTa 0TOOpakeHus1 OTpUIIAaTeJIbHBIX YHUCeT;

HaCTpOMKa 0TOOpaXkeHKs BaIIOTHI JIsl IeHe)XHOTo ¥ GUHAHCOBOTO GOpMAaTOB;

BO3MOJKHOCTB Pa3zieJisiTh IPYIIIbI pa3psioB;

HACTpOMKa OTOOpa)KeHHsl KOJIMYecTBa JIeCSITUYHBIX 3HAKOB JIJISl YKCJIOBOTO, JAEHeXXHOTOo,
(pMHAHCOBOTrO, IIPOLIEHTHOT'O U 3KCIIOHeHIIUAJILHOTO GOPMAaTOB;
— HacTpoMKa oTobpakeHus pobeii: ogHa nudpa, ABe MUPPbI, TpU UIPHI, IOJIOBUHHEBIE,

4YeTBepTHbIe, BOCbMEIe, MeCTHAAlldThie, JeCAThbie, COThIe.

3.2.7 Pabora ¢ popmyamu

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— KOIIMpPOBaHKe U BCTaBKa GpOpMyIT;
— oToOpakeHHe I0/ICKA3KX CO CIIMCKOM (popMyII IT0CIIe BBOJia IIepBOr0 CUMBOJIa GOPMYJIBI;

— INoJAJiep’KKa MMEHOBAHHbIX OHWAIIa30HOB;
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— BbIOOp pOpPMYJI U3 CIIKMCKA HOJiep>KUBAEMbIX;

— BBIOOP apryMeHTOB GOPMYJIbI HAXKaTHeM JIeBOM KHOIIKY MBIIIIHU T10 sTueiikaM TabJIuIbl;

— MOAJIepXXKa CChUIOK HA SYeMKM Y JIMala3oHbl siueek, IepecdyeTa, 0b6pabOTKU OmMOOK
BBIYMCIJIEHUS], BIIOXKEHHBIX QYHKIINN;

— OOHOBJIEHHEe CCBUIOK Ha STYeMKU C y4eTOM OTHOCHTEIbHOW afjpecaliiy MpU BCTaBKe paHee
CKOITMPOBAHHOW WJIM BbIpe3aHHOU (HpOpPMYIIbI;

— BbIJIeJIeHHe [IBeTOM MMeHOBAHHBIX JIUAIla30HOB;

— BbIJleJileHHe O0JIaCTH JJaHHBIX MMEHOBAHHBIX JIMAlla30HOB COOTBETCTBYIOIIUM JIMAIla30HY
I[BETOM B peXXuMe peJlaKTUPOBaHUU GOPMYJIbL;

— BO3MOXKHOCTb BBIOPATh CCHIIKY WIH apryMeHT GYHKIMH C JIF0OOro JIMCTa;

— MOAJIepXXKa MMEHOBAHHBIX JUANla30HOB U 00/IaCTell C MPUMEeHeHHbIM TabJIMYHBIM CTHUJIEM
¢dopmMaTHUPOBaHUS B MOACKA3KaxX IPU BBOjie pOpPMYJIbI;

— MOAJIepXKa PervoHaJIbHbIX CBOWCTB pa3fieIuTelis 4Yucesl B aprymeHTe Koja ¢opmara
dyukuu TEKCT;

— py4HOe u3MeHeHHe pa3Mepa CTPOKU GOpMYyT;

— aBTOMAaTUYeCKoe pacllivpeHue pa3mepa CTpokd ¢GOpMyal B COOTBETCTBUM C  ee
COJIePKUMBIM;

— BO3MOXKHOCTb BBIYMC/IUTH 3HAUeHHUe BbIIeIeHHOM 00s1acTh GopMyiibl (IIPOMEXXYTOUYHbBIN
pe3ybTar);

— aBTOMATUYeCKUl TrepecyeT ¢opMysa TMpU 3arpy3ke JOKyMeHTa [l 3HaueHUH,
0003HaYEHHBIX B JIOKyMeHTe KaK TpeOyIoIIHUX IepecuéTa;

— NPUHYJIUTeIbHBIA TlepecuyeT (OpMyJl C HCIOJIb30BAHWEM COYETaHUsl KJIABHUII WU

KOMAaHJIHOI'O MeHIO.

3.2.8 Pabora c quarpammamu

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

- OTO6pa)KEHI/Ie ABYXMEPHBIX [HUAT'PAMM [JI1 JOKYMEHTOB;

— [IOAJiep>KKa TUCTOT'PAMM U JIMHEeM4aThIX Avarpamm: cC prnHHpOBKOﬁ, C HaAKOILJIeHHeM,
HOPMHPOBdHHAS C HAKOILJIEHHUEM;

— [IOAJep>KKa T pa(l)I/IKOBZ CTaHHapTHbIﬁ, C HaKOIlJIeHHeM, HOpMHpOBaHHbIﬁ C HAKOILVIEHHEeM,
CTaHI[apTHbIﬁ C MdpKepamMy, C HdAKOIUIeHUeM HW MdpKepaMu, HOpMHpOBaHHbIﬁ C

HaKOIU/IeHHueM U MapKepaMU;
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- 0T06pa)KEHI/Ie AvarpamMmm cC obnacTIMu: CTdHIdPTHAasA, C HAKOILJIeHWeM, HOPMHWPOBAHHAS C

HaKOIUIeHWeM, CTaHdaPTHAd KPYT'OBds JUdAI'PAMMaA;

— OO «BbI,HeJ'II/ITb», «BbIPESElTb», ((KOHHpOBaTb», «BcraButb» n «Y,HaJ'II/ITb» AUarpdMMy;

— liepeMenieHue IuarpaMmal Ha JIUCTE;

— W3MeHeHHe TUIld TUaI'PdMMBI,

— U3MeHeHHe 00J1aCTH HNCXOOHbIX NAHHbIX NUAT'PAMMBI;
— W3MeHeHHe Pa3MepOB JUdI'PAMMBbI;

— BCTaBKa IUAI'PaAMM;

— W3MeHeHHe [Halld30Hd JdHHbIX JUdI'PAMMBbI;

— W3MeHeHHe 3daTI'0JIOBKd IUAaT'PdMMBI;

— W3MeHeHHe HallpaBJIEeHUs PAIO0B JaHHBIX;

— BO3MOXHOCTD YKd3dTb NIdHHbIE JJId ITOAIINCHU Hd KOOPDAWHATHBIX OCHX.

3.2.9 ITonnepixka MaKPOKOMaH]]

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— [IoAJiep>KKa MaKPOKOMdH/T Had 3bIKe ITPOIrpaMMHUPOBAHUA Lua.

3.2.10 ®unbTpanysa JaHHBIX

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

BKJIIOUEHMe U BBIKJII0UeHNe GUIbTpaIUU siueeK B Bbl/leJIeHHOM 00J1acTy;

BBIOOP OJTHOTO WJIM HECKOJIbKUX 3HaUeHUH il puMeHeHus1 GUbTpa;

IMOUCK I10 OOCTYIIHBIM 3HAYEHHWAM JJId [IpUMeHeHus (l)I/IJII)Tpa;

oToOpakeHre WHGPOPMAIMM O KOJIMYECTBe TOBTOPEHHUM HEeyHUKaJIbHOTO

B BBIIeJIeHHOM 00J1acTH;

BBIOOP BCeX JIOCTYIIHBIX 3HAaUeHUH /1JIsl IpUMeHeHUsl PUIIbTpa;

OUYMCTKa PUIbTPA;

obHOBJIeHUE GUITBTPA;

andaBuTy U B 06paTHOM HallpaBJIeHUY;

— KOIIMpOBaHUe JlMalia30oHa siueek 6e3 JaHHBIX, CKPBITBIX PUIbTPAMUY;

3Ha4YeHHs1

COPTHPOBKA siueek B 00OacT¥ GUIbTPAlMX 110 BO3PACTAaHUIO U yOBIBAHUIO 3HAUeHMs, IO

— 3aro/HeHre OTGUIBTPOBAHHOIO AWAlla30Ha depe3 aBTO3allo/IHeHMe (BKJIo4as GOpMyJIbl)

IMOCpeJCTBOM IIPOTATHMBAHWEM JIdHHbIX 3d MdpPKep STUCHKH.
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3.2.11 CopTHpoOBKa JaHHBIX
[TonnepxrBaeMbie BO3MOXHOCTH:
— COPTUPOBKA siUeeK B BbIZIEJIEHHOUW OOJIAaCTH M0 BO3paCTaHUIO U YObIBAaHUIO 3HAYEHUS, IO

angaBUTy U B 0OpaTHOM HalpaBJIeHUHU.

3.2.12 YcioBHoe ¢popmMaTHpOBaHHE

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— oTOOpakeHue yCJIOBHOTO pOpPMaTUPOBAHUS B T4eHKaXx.

3.2.13 CBogubIe Ta0IMIIBI

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

oTobpa’keHre CBO/IHBIX TabyIuII;

yZajieHre CBOJHOM TaOIUIIbI IeJIUKOM;

00OHOBJIeHMe JAaHHBIX CBOIHOMN TaOJIUIIbI;

otobpakeHre GUIBTPOB K JIaHHBIM B CBOIHOM TabuuIle;

BO3MOXXHOCTb OT(l)I/IJII)TpOBaTI) 3HAaYeHUsI B CBOJHOU Ta6JII/IIIe 10 OAHOMY WJIM HEeCKOJIbKNM

IIOJISIM;

CTaTyCHbIe yBeJJOMJIeHHsI 00 oneparusx ¢ JaHHbIMUA CBOJTHOM TaOJIUIIbI;

yBeJIOMJIeHUsI TIPYU BO3HWKHOBEHUU CJIeJTyIOIIUX OIIMOOK: UCTOYHUK JIAHHBIX He HaiJieH,

VWCTOYHUK JJAHHBIX COAEP>KUT TOJIKO OIHY CTPOKY;

— yBeJIoMJIeHHe NPU 0OHOBJIEHHMM CBOJHOM TaOJIMIIBI: UCTOYHUK JJAaHHBIX COAEPXKUT ITyCThle
SIYeMKU B IIePBOU CTPOKe UCTOYHUKA JaHHBIX;

— yBeJIoMJIeHHe TIpd OOHOBJIEHWM CBOAHOW TaOJIMIIbI, eCii OHO TpHBeJleT K IoTepe
CBEpPHYTBIX 3HAYeHWH, BBIUKCIISIEMBIX II0JIeH, BBIYMCIISIEMBIX 3JJIEMEHTOB, dopMara
O0TOOpa’keHUsl 3HaUeHUS];

— yBeJIoMJIeHHe TIpY OOHOBJIEHUU CBOJIHOM TaOJIUIIbI, €CJIM OHO MPUBEJIET K PACIIMPEHHUI0 ee

06J1aCTH Ha STYeMKH, cofiep>Kalliie JaHHbIe;

— OOHOBJICHHE BBIYHUC/ISIEMBIX MOJIeH.

3.2.14 PaboTa co cChUIKAaMH U THIIePCChIIKaMH

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— oTobpakeHue U GpopMaTHpPOBaHUE CCHIIOK KaK TUIIEPCCHUIOK;
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— BCTaBKa TMIIEPCCHUIKY HA JIMCT TEeKYIIero JOKyMeHTa;

— oTobpa)keHue TOJICKA3KU C aJ[peCcOM TMIIepPCChUIKY [IPU HaBeJeHUH MBIIIKUA Ha CChUIKY;

— BCTaBKa U peJaKTUPOBAHKUe TMIIePCChIIOK;

— BCTaBKa CCBIJIKU B BhIIEJIEHHBIA TEKCT;

— aBTOMaTh4yeckoe GOpMaTUPOBAHKE CCHIJIOK U 3JIEKTPOHHBIX a/IpeCOB KaK TUIIePCCHUIOK;

— KOIMPOBAaHUe CChUIKU Ha JIOKYMEeHT;

— nopjiepka ccbuiok B ctiwiie R1C1;

— BO3MOXKHOCTb KOITMPOBATh a/Ipec CChUIKH, UCIIO/Ib3ysl KOHTEKCTHOE MeHIO;

— BCIUIBIBAIOIIEe OKHO C BO3MOXXHOCTBIO KONMPOBATh W pedaKTUPOBATh a/ipeC CChUIKH, a
TaK)Ke KOMaHJI0M 1lepexo/ia 10 CChUIKe;

— BO3MOXXHOCTb BCTaBKHM CCBIJIKA Ha BHeIIIHHWe JIOKYMeHThI C ajjpecalyieil Ha KOHKPETHYIO

STYEHKY TaOJIUIBI.

3.2.15 PaboTa c u3obpakeHUAMH

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— oTOOpakeHUe N300pakeHu;

— nopnepxka ¢popmatoB PNG, JPG, JPEG, JPE, EMF;

— BblJleJieHHe U300pakeHuw;

— ynaneHue n3obpakeHuH;

— M3MeHeHMe pa3Mepa U300pakeHUl;

— QYHKIIMM «BBIPE3aThy», «KOIMPOBAThY, «BCTABUTH» U300paKeHUe;

— IepeMelleHre U300pakeHus;

— oTobpa)keHHe pa3BepHYTHIX O] YTJI0M U300pakeHuH;

— XpaHeHHe CKONMPOBAHHOTO M300pakeHus1 B CUCTeMHOM Oydepe obOMeHa [jisi BCTaBKU B
JIpyTHe IpUI0XKeHUs;

— aBTOMaTU4YeCcKoe yMeHbllleHHe MaclliTaba M3o0pakeHus IIPU BCTaBKe, pa3Mep KOTOPOIO

IpeBbIIdeT I'PaHUIbL BUIMMOM obnactu HOKYMEHTd.

3.2.16 PaboTa c purypamu

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— INofJlepXKKa pUIyp B IOKyMeHTaXx;

— BKJIaJiKa PUrypsl Ha IaHesId UHCTPYMEeHTOB;
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— BO3MOXKHOCTb BBIJIEJINTDb, KOITMUPOBATh, BbIpe3aTh, BCTABUTb GUTYPY;

— “3MeHeHue I[BeTa 3aJIUBKU QUTYPHI;

— HACTPOMKa rpaHull purypsl (LIBET, TONIIHUHA, TUI JIMHUK);

— “3MeHeHue pa3Mepa U Nponopiru GUryphI;

— W3MeHeHHe PACIOJIOXKeHUs B JIOKYMEHTE;

— yaaneHue GpUrypsi;

— oTobpa)keHue IOBepHYThIX GUTYP;

— BBbIJIeJIeHHe U IlepeMellleHre TOBePHYThIX PUryp;

— BCTaBKa pUryp: NpsSMOYTOIbHUK, JJUIUIC, TPEYroJbHUK, pOMO, 3arHYTBIM yroJji, 3Be3[a,

cepane, CKO6KI/I, CTPeJIKWU U BBIHOCKH.

3.3 Pabora c nokyMeHTOM

3.3.1 ITouck u 3ameHa

HO,I[,I[ep)KI/IBaeMbIe BO3MO>XXHOCTH.:

— [IOMCK Y 3dMe€Ha II0 COAepKUMOMY JOKYMeHTa,

— [IOMCK U 3dMeHa C Y9eTOM pervucTpa U CJIOBd LEeJIMKOM;

— IIOMCK Hd TeKylleM JINCTe WK II0 BCeM JINCTAM;

— IIOUCK II0 TEKCTY NOKYMEHTd, OTKPBLITOI'O B peXXruMe IIpOCMOTPd;

— BO3MOXHOCTD IIepexo/id K cjlieyromemMy Win Ipeablaynemy CJI0BY I10CJIe 3dMeHBbI,

— BO3MOXXHOCTb 3dMeHHWTb OJTHO CJIOBO WJIX BbIpaXeHre,; BO3BMOXXHOCTb 3dMEHHUTDb BCe.

3.3.2 IlpoBepka opporpadpuu/myHKTyaruu
[Tonnep>xuBaemMble BO3MOXKHOCTH:

— npoBepka opdorpaduu [ijIsl pyCCKOro, aHTIIMMCKOro GpaHITy3CKOT0 ¥ UCIIAHCKOTO SI3bIKOB;
— MIPOBepKa rpaMMaTHKH JJIsl PYCCKOTO S3bIKa;
— OKHO BbIOOpa CJI0Bapsl Jjisi TpoBepku opdorpaduu;

— BBIOODP OTHOTO, JIBYX WM TPeX CJIOBapei Jiis poBepku opdorpadru 0OqHOBPEMEHHO.

3.3.3 IIpaBku

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— OTM€Ha 1 BO3BPAT HCHpaBHeHHﬁ;

— OTM€Ha 1 BO3BPAT onepal_u/n?I;

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



— BOCCTAHOBJIeHHUE YyIOdJIEeHHbIX JIMCTOB IIpU OTMEHe COOTBETCTBYHOLIero COBepPIIeHHOI'0

IeMCTBUIL.
3.3.4 3ameTKH
[Tonnep:krBaeMble BO3BMOXHOCTH:

— CO3[jaHMe, Pe[laKTUPOBaHUe U y/ajleHHe 3aMeTOK K siuelKaM;
— ¢opMaTrpoBaHye TeKCTa B 3aMeTKe;

— oToOpakeHHe 3aMeTOK B PeXXHUMe IIPOCMOTpa JIOKYMeHTa.

3.3.5 Paoora B obs1ake

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— peakTHpoBaHKe 00IauHBIX JOKyMeHTOB B OTKphITOM popmate OOXML (xlsx) u ODF.

3.3.6 BepcuoHupoBaHue JOKyMeHTOB

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

CO3/JaHHe HOBOW BepCUU JJOKYMEHTa;

OTKpPBITHe Ha IIPOCMOTP BepCUH, OTIIUYHOM OT TeKyIlew;

OKCIIOPT JI000M BepCUM JOKYMeHTa B HOBBIM JIOKYMEHT;

CcOoXpaHeHHe JIOKYMeHTa KakK OTIeIbHOW BepCHUH;
— 3a/laHMe Ha3BaHUS U KOMMEeHTapusl Ijisk BepCUU JOKYMEeHTa;

— [IPOCMOTP pa3Mepa JI0KyMeHTa C y4eTOM BCeX BepCUH.
3.3.7 CoBMecTHOe peJaKTHPOBaHMe

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— COBMECTHOe pe/IaKTUPOBaHUe JJOKYMeHTa;

— PeXUM 4YTeHUs [JOKYMeHTd, B KOTOPOM HeJOCTYIIHbI JIIOObIe JEenCTBUSL C TEeKCTOM

JAOKYMEHTA;

- I/IHCl)OpMaLII/Iﬂ O JPYI'vX Y4YdCTHHKAX IIpU COBMECTHOM pPelNaKTUPOBAHUU: HUMS, LBETOBAA

UHIUKAIIUA, BbIIeIeHue S4eek;

— dBTOMdTHU4YeCKOe COXpaHeHHre U3MEHEeHUH B JOKYMEHTE;

— dBTOMdTHU4YeCKOe COXpdHeHHWe JOOKYMeHTd IIpU BbIXOJle OTHeJIbHbIX Y4YdCTHHUKOB

pedaKTUPOBAHUA UIIK BCEX YUdCTHUKOB;
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— yBeJloMJIeHre 00 U3MEeHeHHH TIpaB JIOCTYTIa B OTKPBITOM JIOKYMEHTe;
— Tepexoj K Kypcopy COaBTOpa IIPY Ha)KaTHX Ha ero aBaTap Ha 60KOBO¥ MaHeJIH;
— yBeJIOMJIeHHe O HeBO3MOXKHOCTH TepedTH K KypCOpy COAaBTOPA, eCJIM COABTOP HAXOIMTCS

B HESHFPYM(EHHOfI YdCTHU NOKYMEHTd.

3.3.8 Ilonnep:xnBaeMbie KJIaBUAaTypPHbIE COYETAHHS

HOJ:[J:[EP)KI/IBE[EMBIE ropsavuve KjlaBUIIN:

— Ctrl (Cmd) + S — coxpaHUTb JOKYMEHT;

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

— Alt (Option) + A — BCcTaBUTH B TabJIMIly CTPOKY BBIIIIE;

— Alt (Option) + B — BcTaBUTb B TaO/IMIly CTPOKY HUXKeE;

— Alt (Option) + L — BcTaBUTH B TaO/MIly CTOJIOEI] CIIEeBa;

— Alt (Option) + R — BcTaBUTh B Tabiuily CToJI0eI] CIIpaBa;

— Alt (Option) + Ctrl (Cmd) + R — ynanuth BbiZie/IeHHYIO CTPOKY B Tabiuile;
— Alt (Option) + Ctrl (Cmd) + U — ynanuTh BblieJieHHbIHN cTOs0el] B TabuIle;
— BackSpace — yganuth BbifiesieHHOe coiep>KUMoe TabJIuIbl;

— Delete — ynanuTe BelfiesieHHOe cofiepXXMMOe TaOJIUIIb;

— Alt (Option) + Shift + T — ynanuts Tabmuiy;

— Alt (Option) + Ctrl (Cmd) + M — 06beIlMHUTE BbIJIeJIeHHbIE STYeMKH;

— Alt (Option) + Shift + M — pa3beIUHUTD TYEUKH;

— Tab — nepety K cienyroiei s4yerke;

— Shift + Tab — nepeiitu k penpIAyIIei SUekiKe;

— KJIaBMIIIA CTPEJIKU — [IeperTy B COOTBETCTBYIOIIYIO HAIIPABJIEHUIO CTPEJIKYU STYeHKY;
— Shift + x1aBuIIIa CTPeJKU — BHIAEIUTD AMANla30H B HAIIPABJIEHUU CTPEJIKY;
— Ctrl (Cmd) + A — BbIIeIUTH BCe STYeNKHU TaOJIUIThI;

— Ctrl(Cmd) + ; — BCcTaBUTH TeKyIyIo J1aTy;

— Ctrl(Cmd) + Shift + ; — BcTaBUTH TekyIlee BpeMs;

— Ctrl(Cmd) + Shift + [ -] — dopmaTHpOBaTh Kak MMOJICTPOYHBIHN 3HAK;

— Ctrl(Cmd) + Shift + Space — BcTaBUTh Hepa3pbIBHBIH 1TPO6ET;

— Ctrl(Cmd) + [ = ] wu Ctrl(Cmd) + [ + ] — yBenuuuTh Maciurab.
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3.4 Pabora c roToBBIM (aiiyiom

3.4.1 CraTucTukKa qOKyMeHTa

Ho.u,uepnanaeMbIe BO3MO>KHOCTH.

— oTobpakeHHe porpecca 3arpy3Ku JJOKYMeHTa, BCTaBKA KAPTUHKH B CTPOKe COCTOSIHUS;

— M3MeHeHHe MaciITaba JOKyMeHTa B CTPOKe COCTOSIHHSI 1 KOMaH/THOM MeHIO;

— MpeayCTaHOBJIeHHbIe YPOBHU MaciitabupoBanust: 50%, 75%, 100%, 125%, 150%, 200%,
400%;

— BO3MOXXHOCTb 3a/[aHUsI TPOM3BOJILHOM BEJIMYMHBI MaciTaba B rnpeseax oT 50% mo 400%.

3.4.2 Ilonnepixka onoBeIeHui
[TonnepxuBaemMble yBeIOMIIEHUSL:

- 0T06pa)KeHI/Ie yBeJoMiieHHus IIpU OTCYTCTBUU CeTU HHTepHeT;

— yYBeZlOMJIeHHe IIPU IIOIIbITKe BHEeCTU U3MeHeHU B 3allMIIeHHBIA Cl)paFMeHT HAOKYMEHTA;

— yBeaOMJIeHHe O HEBO3MO>XKHOCTH OTKPBITh 3alIUIIeHHbIN ImapoJjieM c])afm;

— [IpeaynpexnaeHusa o HpI/I6J'II/I)KaIOH_[8MCH 3dIIOJIHEHHWKX XPAaHW/IHIIA II0JIb30BATEIIA W 00
OTCYTCTBUHU CBO60)IHOFO MeCTa B XpdHWIHAIIIE T10JIb30BdTeJId,

— [penynpexzaeHne O IpeKpdallleHUH BO3MOXHOCTU PeNdKTUPOBAHHS NOKYMeHTd B CBS3U C
IMpOAO0JIZKUTEJIbHbIM 683,H€flCTBH€M B COOTBETCTBHHU C HaCTpOﬁKaMH, YCTaHOBJIEHHBIMU
dIMHUHUCTPATOPOM CUCTEMBI;

— hpeayInpexaeHnue o HeOGXO,I[I/IMOCTI/I O0OHOBUTH CTpaHULly IIpU HU3MEHEHHWU CHUCTEMHbIX

HaCTpOeK aIMUHUCTPATOPOM.

3.4.3 IleuaTb fOKyMeHTa
[TonnepxuBaeMble BO3MOXHOCTH:

— BO3MOXHOCTD OTIIPABUTb NOKYMEHT Hd I1€4dTh.
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4 PETAKTOP ITPE3EHTAIIUA

4.1 Oomzee

4.1.1 SI3pikoBas noaepIKKa

.HOKaJ'II/IBBLII/II/I Ha PYCCKOM, AHTJIUMCKOM, (bpaHLIYSCKOM, HCIIAHCKOM, IIOPTYTrdJIbCKOM,
HeMellKOM, HTAJIbIHCKOM, 6EJ'IOPYCCKOM, Ka3aXCKOM, TdTdpCKOM, KbIPTbI3CKOM, dpMSHCKOM H

6aI.HKI/IpCKOM A3bIKAX.

4.1.2 dopmaThl IOKYMEHTOB

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— OTKpBITHE U npocMoTp dainoB B dopmarax XODP, XOTP, PPTX, PPTM, PPT, ODP,
POTX, POT, OTP, PPS, PPSX, PPSM, PDF;

— coxpaHenue daiioB B popmarax PPTX, ODP;

— akcnoptT ¢amoB B popmartel PPTX, ODP, PDF u nybnupoBanue B ncxogHoMm ¢opmare;

- BbI60p (bopMaTa HOKYMEHTd U ero COXpaHeHHe JIOKAJIbHO Ha YCTPOfICTBO.

4.1.3 CoBMecTHOe pelaKTHPOBaHHE

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— COBMECTHOe peJJaKTUpOBaHue JIOKYMeHTa;

— peXXUM 4YTeHHsl JIOKyMeHTa, B KOTOPOM HeJOCTYIHBI Jil0Oble J[eWCTBUS C TeKCTOM
JIOKYMEHTA;

— rHdopMalus O JPYyrUx y4yaCTHHMKAaX IPU COBMECTHOM pe/laKTHPOBAHUU: KM, IIBETOBas
VIH/IMKallYsl, BblJlelleHre Kypcopa;

— aBTOMaTUYeCcKoe COXpaHeHHe U3MeHeHUH B JIOKyMeHTe;

— aBTOMAaTU4YecKoe COXpaHeHWe JOKyMeHTa IIpU BbIXOZle OT/eJbHbIX Y4YaCTHHUKOB
pellakTHPOBAHKS WIK BCeX YYaCTHUKOB;

— yBefioMJleHHe 06 M3MeHeHUH I1paB JIOCTYIIa B OTKPHITOM JIOKYMeHTe;

— [epexo/i K CJIakdy, C KOTOpbIM paboTaeT COaBTOp, IIPU HaKaTMM HAa ero apaTap Ha

DOKOBOH IaHeIH.
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4.2 IloaroroBKa JOKYMeHTa

4.2.1 Pabora c JOKyMeHTOM

Ho.u,uepnanaeMbIe BO3MO>KHOCTH.

— CO31aHHe HOBOT'O JOKYMeHTa,

— oT4eT 00 OoIMbKe CoOXpaHeHUs JIOKYMEeHTa.

4.2.2 PaboTra co ciaigoM

Ho;mepx(nBaeMbIe BO3MO>XXHOCTH.:

— OBICTPBIN IIepexo/i MeX/y CJIalJlaMu;

— CO3]aHMe U yAaJleHye HOBOI'O Cllaia;

— CO3/1aHMe CJIai/la C MaKeTOM II0 YMOJIYaHUIO WM C BBIOPAHHBIM MaKeTOM: «3arojioBOK»,
«3aroJjIoBOK M TOA3aroJIOBOK», «3arojIoBOK M TeKCT», «3aroJOBOK M JBa CTOJIOIa»,
«3aroyioBok cnangay, «Ilycron cnanm;

— BO3MOXXHOCTb BBIpe3aTh, KOIIMPOBaTh, AyO/IMpOBaTh, yAAISIThb W BCTAaBIATh CJIAMI B
rpefiesiax OJTHOI'0 JOKyMeHTa [Ipe3eHTalluy;

— M3MeHeHue TOopsI/IKa CIIanoB;

— BBIOOp IIBeTa 3aJIMBKK OHA CJIai/ia M3 1IBETOB TeMbl, U3 MOCIeJHUX ITPUMEeHeHHbIX paHee
B Oiioke «IlocimenHue 11BeTa» WM MPOU3BOJIBLHOIO IBeTa B Oii0Ke «/lpyrue 1iBeta» B BUIe
HEX-xona;

— 3aJiMBKa (poHa ciiaiia u3o0pakeHueM;

— MepeMelieHre 06beKTOB Ha CJlalie o OCH Z.

4.2.3 PaboTa c TeKCcTOM

Ho;mepx(nBaeMbIe BO3MO>XXHOCTH.:

— BBO/JI TeKCTA B TEKCTOBOe II0JIe, Cl)I/Ipry U I/1306pa>KeHI/Ie;
- Cl)OpMaTI/IpOBaHI/Ie BBeIeHHOI'O TeKCTa,
— dBTOMAdTHU4YeCKadd 3dMeéHd CHMMBOJIa ,I[eq)I/ICEl CHMBOJIOM CpeJHero Tupe;

— aBTOMAaTHWYeCKasi 3aMeHa JBOMHBIX KaBbluek (") Ha PppaHIly3CKre KaBbIUKU («»);
— yZajieHre OTHOTO WM HeCKOJIbKUX CUMBOJIOB WX ¢pparMeHTa TeKCTa;
— BO3MOKHOCTb BBbIpe3aTh, KOITUPOBAaTh U BCTAaBUTb TEKCT C COXpaHEHHEM (OpPMaTUPOBAHUS

win 6e3 coxpaHeHus: GopMaTUPOBAHUS;
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— IllepeMenieHre TeKCTa BHyTpU OIIHOM (1)I/Il"ypbl NepeTaCKuBaHUEM.

4.2.4 PaboTa co CChIJIKAMH M THIIEPCCHLIKAMH

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— Jlob6aByieHre CChUIKU B JOKYMEHT C [IOMOIIbI0 KOMAaHJITHOTO MEeHIO, MTaHeJIu WHCTPYMEHTOB,
MeHI0 « BcTaBkay, KOHTEKCTHOTO MEHIO, FOPSYMX KJIABMIIL;

— JobaByieHWe CCBUIKM K BbIJIeJIeHHOMY (parMeHTy TeKCTa WIM CJIOBY BHYTPU SYEHKHU
Tabnuibl, GUTryphl, K300pa’keHus! WK TeKCTOBOTO OJI0Ka, B KOTOPOM YCTAHOBJIEH KypCOp;

— CO3/1aHKe CCHUIKY B siuelike TaOnuiibl, GpUrype, naobpakeHuu Wik TeKCTOBOM OJIOKe;

— aBTOMaTh4yeckoe GOpMaTUPOBAHKE CCHIJIOK U 3JIEKTPOHHBIX a/IpeCOB KaK TUIIePCChUIOK;

— BO3MOXXHOCTb PeJIaKTUPOBATh TEKCT WU a/ipeC CChUIKU C IOMOIIbI0 KOHTEKCTHOTO MeHIO,
MaHeJIM UHCTPYMEeHTOB, MeHI0 «BcTaBkay WM BCIUIbIBAIOIIEr0 OKHA;

— BO3MOXXHOCTb KOIIMPOBAaTh aApeC CChUIKA C TIIOMOIIbI0 KOHTEKCTHOIO MeHI0 WU
BCIUIBIBAIOIIEr0 OKHa;

— Iepexo/ 10 CChUIKe C MOMOIIbI0 KOHTEKCTHOTO MEHIO, BCIUIbIBAIOIIEr0 OKHA WM TOPSYUX
KJIABMIII;

— BCIUIBIBAIOIEe OKHO C BO3MOXXHOCTBIO KONMPOBATh W pPedaKTHUPOBATh a/ipeC CChUIKH, a
TaK)Ke KOMaHJI0M lepexo/ia 10 CChUIKe;

— BO3MOXKHOCTb BCTaBKHM CCBIJIKA Ha BHEIIHHE JIOKYMEeHTHI C ajipecaliiell Ha KOHKPEeTHbIN

CJIav JJOKyMeHTa.

4.2.5 PopmaTupoBaHUe TEKCTa

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— W3MeHeHue IIpU@Ta CJI0Ba, pparMeHTa TeKCTa WIK BCero TeKCTa;

— M3MeHeHue pa3Mepa IpudTa CJI0Ba, pparMeHTa TeKCTa UK BCEro TeKCTa;

— M3MeHeHUe HauepTaHus TeKCTa (IOTY>KMPHBIHM, KypPCUB, [T0/TYePKHYThIN, 3a4epKHYThIN, BCe
IIPOIIMCHBIE, IOICTPOYHBIN 3HAK, HA/ICTPOYHBIN 3HAK);

— W3MeHeHue 1BeTa HIpUdTa CJI0Ba, (pparMeHTa TeKCTa UiIK BCero TeKCTa;

— BBIOOp IBeTa mipudTa U3 MOC/IeJHUX NpMMeHeHHbIX paHee B 6Oioke «Ilocnennue mBera»
WJIY IIPOM3BOJIBHOTO I1BeTa B Oi1oke «/lpyrue nBeta» B Busie HEX-kona;

— BblJJeJIeHHe CJIOBaA, (l)paI'MeHTa TeKCTa WX BCero TeKCTa IBeTOM;
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— BBIOOpD 1IBeTa BbIJeJIeHMS TeKCTa W3 IpeJICTaBIeHHOM IajuTpbl, W3 IIOCJIeHUX
IpYMeHeHHbIX;

— BbIPaBHMBaHMe TeKCTa B 3allojIHUTesle, pUrype WM M300pakeHWH IO TOPU30HTAJIU: IIO
JIeBOMY Kpalo, 110 IIeHTpY, 110 IIPaBOMy Kpato, 110 IIHPUHE;

— BbIDaBHMBaHMe TEeKCTa B 3allojiHUTeNle, GUType WIM M300pakeHWM II0 BepTUKAJIM: IIO
IIeHTpY, 10 BepxHeMy Kparlo, 110 HIPKHEMY Kpalo;

— BBIOOP MeXIyCTPOYHOI'O MHTepBaa U3 IpelyCTaHOBJIEHHbIX 3HA4YeHUH;

— BO3MOXXHOCTb 3a1aTh IIPOM3BOJIbHBIN MeK[yCTPOYHBIN MHTepBal;

— BBIOOP MEXXCHMBOJIBHOTO UHTepBasia (YIUIOTHEHHBIH, OObIYHBIN, pa3pesKeHHbIN);

— M3MeHeHVe MHTepBaJIloB U OTCTYIIOB i ab3aleB (IlepBasi CTPOKa, OTCTYII CjleBa, OTCTYII

CIIpaBd, UHTepBaJl 10, UHTepBaJl HOCJIE).

4.2.6 Pabora co cnuckaMu

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— CO3[1dHHe U yJ1aJiIeHrne MdpPKHUPOBAHHOTI'O, HyMEe€POBAHHOI'O WK CMEIIdaHHOI'O CIIMCKA,
— HU3MeHeHHe CTUIA CITMCKaA,

— CO3JJdaHHe HOBOT'O CIIMCKAd B ITOC/IeJHEM HCIIOJIb30BAHHOM CTHJIE;

— W3MeHeHHre YPOBHSA BJIOJKEHHOCTH 3JIeMeHTa CITMCKA;

— npeobpa3oBaHye CIIHMCKA B TEKCT.

4.2.7 Pabora c TabmaMmu

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

BCTdBKd, pellaKTUPOBdHWE U yddJieHre Ta6JII/IHbI;

BbIJleJieHre TaOJIuIlbl, CTPOKU, CTOJIONA, STYeMKH TabIIUIbI;

pPeIaKTUPOBAaHUe STYeUKU TaOJIUIIb;

BCTAaBKa HOBBIX CTPOK BBbIIIIe/HIKe YKa3aHHOM CTPOKH, B Ha4aJlo/KOHeIl TabJIUIIbI;

BCTaBKAa HOBBIX CTOJIOIIOB CJjieBa/ClipaBa OT YKa3aHHOTO CToJOIl@, B Ha4asio/KOHeI]

TaOIUILIBL;

VM3MeHeHHe pa3Mepa CTPOKHW/CTOJIOa/ssueeK TaOIuIlbl;

YCTaHOBKA OZIMHAKOBOTO pa3Mepa Jijisi HECKOJIbKUX CTPOK/CTOJIOIOB TabJIUIIbI;

V3MeHeHue pa3Mepa TabJMIbl C COXpaHeHHeM Wi 0e3 coXpaHeHUs IIPOIOPIH;

obbeIuHeHue siueek TabJUIbl C COXPaHeHWeM JIaHHBIX TOJIBKO U3 BePXHel JIeBOM STUeiKy;
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— pa3be/IMHeHue siueeK TaOJIUIIbI C TiepeMellleHHeM JIaHHBIX B BEPXHIOIO JIEBYIO STUeHKY;

— 3aM0JIHeHHe sTYeMKU TabJIUIIbI [IBETOM WK U300paKeHreM;

— BBIOOp 1IBeTa 3a/IMBKU SYEMKW M3 IIBETOB TeMbl, U3 IOCJIe[IHMX NPUMeHeHHbIX paHee B
6ioke «Ilocnegnue mBera» WM NMPOM3BOJILHOTO IIBeTa B Oioke «/lpyrue mBeTta» B Buje
HEX-kopa;

— W3MeHeHUe NapaMeTpOB I'PaHUI] sSYeMKU/Arana3oHa sueek/CTPOK/CTOIOOB/TabIUIIbI: THIT
IPaHULI, TUII U [[BET JINHUH;

— BbIOOp 1IBeTa TpaHMI] U3 I[BETOB TeMbl, U3 IOCJIeIHAX NPUMeHeHHbIX paHee B OJlOKe
«lTocnennve 1BeTa» Wi NMPOU3BOJILHOTO IBeTa B Oiioke «Ipyrue nBeta» B Buzme HEX-
KOJIa;

— yAaJleHWe TPaHUIL STYeHKY, Juana30oHa siueeK, CTPOK, CTOJIOIOB, TaOIUIbI;

— BO3MOXKHOCTb KOITMPOBAHUS TeKCTa B sSTYeiKax TabJIMIlbl B pexxuMe IPOCMOTPa JIOKyMEHTa;

— INepeMellleHre TabJIUIIbI IO CIauAYy;

— NepeMellleHre TabJIMIIbI Ha OJJUH YPOBEeHb Bllepe/l/Ha3a]l OTHOCUTEIbHO JPYroro 00beKTa;

— pa3MellieHe TabIUIIbI Tlepe/l/3a OCTaJIbHBIMU 0OBEeKTaMU;

— yaajieHWe OJHOW WJIM HeCKOJIbKUX CTPOK;

— YHAaJieHrue OAHOI'0 UJIN HeCKOJIbKUX CTOJ'[6I_IOB.

4.2.8 Pabora c n300pakeHUSIMHU

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— nobaBieHre n300paXkeHusl Ha CIIAM;

— HACTpOMKa oToOpakeHHs: KOHTypa U300pakeHus (I[BET, TOJIIIMHA, TUIT JTMHUK KOHTYPA);

— BBIOOD I1BeTa KOHTYpa U300pakeHus U3 1IBETOB TeMbl, U3 MOCJIeJHUX TPUMEHeHHBIX paHee
B Groke «IlocnenHue 11BeTa» WiId MPOU3BOJILHOTO IBeTa B 6ii0ke «JIpyrue mBeTa» B Buje
HEX-kopa;

— yAajleHWe KOHTypa U3o0pakeHus;

— U3MeHeHue pa3Mepa H300pakeHWs] C COXpaHEHHWeM MPONOpIMH Wiu 06e3 coxXpaHeHUs
[IPOIIOPLIUN;

— INepeMellleHre U300pakeHUsI 110 CJIaiy;

— NepeMellleHde W300pakeHHsT Ha OAWH YpOBeHb BIlepe/l/Ha3aj] OTHOCUTEJIbHO ApPYToro
00BeKTa;

— pa3MmelnieHre U3obpakeHus nepei/3a OCTaJIbHBIMU 0OBEeKTaMH;
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— yAajieHWe U300pakeHus;
— BCTaBKa TeKCTOBOIO IIOJIS;

— dBTOMdTHU4YeCKOe YMeHbIlIeHre BCTdBJIEHHOT'O I/1306pa)KEHI/I$I 1o pasmep cllana.

4.2.9 Paobora c purypamu

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— BCTaBKa, yJaJleHUe, IlepeMellleHWe U KU3MeHeHHe pa3Mepa GUIYP CIlIeQyIOIIMX THIIOB:
IIPSIMOYTOJIBHUK, 3JUIMIIC, TPeyrOJIbHUK, POMO, ISTUYTOJIbHMK, 3arHYTBIA yTroJl, 3Be3fa,
ceplie, CKOOKH, CTPeJIKU, BEIHOCKY;

— BCTaBKa TeKCTOBOI'O I10JI4;

— 3allo/IHeHre BHYTpeHHel 0061acTy GUIypsl IIBETOM WIH U300pakeHNeM;

— yZajieHue 3aJIMBKU (PUTypHI;

— M3MeHeHUe I1BeTa, TOJIIHWHBI U TUIA JIMHWY KOHTypa QUTYPHI;

— BBIOOp I1BETa KOHTYpa JIMHUM GUIYPBl U3 I[BETOB TeMbl, U3 IIOCJIeJHUX IpUMeHeHHBIX
pasee B Osioke «IlocnenHue 1iBeTay WM IPOU3BOJILHOTO I1BeTa B OiloKe «/Ipyrue nsera» B
Bune HEX-kopa;

— yJajeHue KOHTypa QpUryphl;

— M3MeHeHMe pa3Mepa GUIYpHl C COXpaHeHWeM I[IpoNopLUMH Wiaum 0e3 CcoXpaHeHUs
[IPOIIOPLIUNA;

— IepeMellleHre QUIyphl HAa OJIVH YPOBeHb Bllepejl/Ha3a/i OTHOCUTEJILHO APYToro 00beKTa;

— pa3MelieHue GUIYpPHI Ilepe]l/3a OCTaJIbHBIMUA 00BeKTaMH;

— BO3MOXXHOCTb MHO>XeCTBEHHOI'O0 BbIOOpa OOBEKTOB /Il OJHOBPeMeHHOM PpaboThl C

HEeCKOJIbLKMMH 3JIeMeHTaMH.

4.2.10 ITpoBepka npaBonHCaHUA

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

BKJIIOUEHHe/OTKIII0YeHe ITpoBepKy opdorpaduu U rpaMMaTHKY;

BBIOOp Cj10Baps (PYCCKUM, aHTJIMMCKUM, GPaHITy3CKUAM, UCTTAHCKUMN);

npe/iyioXkeHre BapuaHTOB UCIIPaBJIeHHUsl OIUOOK;

YAa/ieHre 1noa4epKrUBaHUs CJIOB.
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4.2.11 OTobOpaxkeHue COmepKUMOro

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— OTOOpakeHue/CKPhITHe HeledaTaeMbIX CUMBOJIOB;
— yBeJMYeHre/yMeHbIIleHre MacIiTaba ciiaifioB;
— yCTaHOBKA MacIrTaba cJiaiioB 10 pa3Mepy OKHa;

— CKpbITHE, 0T06pa)KEHI/Ie " U3MEeHEHWe pa3Mepa IIdHeJIn (0921701 (0):3

4.2.12 [leMmoHCTpaIus Mpe3eHTalu

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— JIEMOHCTPAIIYS B IOJTHOIKPAHHOM pPeXXHUMe;

— BO3MOXKHOCTb Ha4aTh JIEMOHCTPAIMIO Npe3eHTalliy C MepBOro Cjlakia WIA C TeKyIIero
CJanpa;

— MepeKJIloueHre CJIANIOB C TMOMOIIbIO KJIABMIII Ha KJIAaBUAType, MPOKPYYHMBAHUS KoJjeca
MBIIIM WIA OJJHOKPAaTHOI'O Ha)XaTWsl JIeBOM KJIABMINKM MBIIIK ([lepeMeleHre TOJIbKO
BIlepen);

— oTobpakeHue 00I1ero BpeMeH! IPOCMOTPa Mpe3eHTaluy;

— HavaJi0/0CTaHOBKA JIEMOHCTPAIIUU [Tpe3eHTalluY;

— INepexo]l K He0OX0AMMOMY CJIAiJly C TIOMOIIIbIO MTaHeJ U CJIAUJIOB;

— BKJIIOYEeHHe/BBIKIIOYeHHe YKd3KH.

4.2.13 Coueranusa KJjaaBHII

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— HOHHQP)KKB co4yeTaHUU FOpﬂ‘{I/IX KJIaBHUIII OJId COBepHIEHI/I}I OHepaHI/Iﬁ C HpESBHTaIII/IHMI/I nu
cllaMjaMu;

— IMPOCMOTP CIMCKa JIOCTYNHBIX COYeTaHWM KjaBuill B paszeiie CnpaBka / BeicTpble
KJIaBHIIIH.

4.3 PaboTa c IOKyMeHTOM

4.3.1 CraTucTuka I0KyMeHTa

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— oTobpa)keHHe pPorpecca 3arpy3ku IOKyMeHTa, BCTaBKU KaPTUHKU B CTPOKE COCTOSIHUSI;
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— U3MeHeHHe MaclITaba JOKyMeHTa B CTPOKe COCTOSIHUSI U KOMaH/IHOM MeHIO;

— IIpeJlyCTaHOBJIeHHble ypoBHU Maciutabuposanus: 50%, 75%, 100%, 125%, 150%, 200%,
400%;

— BO3MOXXHOCTb 3aJlaHMsI IPOU3BOJILHOM BeJIMUMHBI MaciTada B npefienax ot 50% o 400%;

— Ilepexo/i K KOHKPeTHOMY CJIalily IIpe3eHTallMd C IIOMOIIbIO CTPOKU COCTOSIHHS,

KOMaH/JHOT'O MEeHIO U I'OpAYUX KJIaBUIII.

4.3.2 Ilopnep:xka omoBeneHHH

HOJ:[J:[EP)KI/IBHEMBIG yBeJOMJIeHUs :

— oToOpakeHWe yBeZOMJIEHUs IIPU OTCYTCTBUU ceTH MHTepHerT;

— yBeZIOMJIeHHe IIPU IOTIbITKe BHECTU U3MeHEeHUs B 3allUIIeHHbIA (pparMeHT JOKYMeHTa;

— yBeZIOMJIeHHe O HeBO3MO)XHOCTH OTKPBITh 3allIMIIeHHbIN IIapoJieM dai;

— IpelylpeXx/ieHrss O NpUOIIKaroeMcsl 3alloJIJHeHWH XpaHWIMINA IoJib3oBaresss U 06
OTCYTCTBUY CBODO/IHOTO MeCTa B XpaHWIHIIIe [10JIb30BaTe’Is;

— IpelynpeXx/ieHre O IpeKpalleHUH BO3MOXXHOCTH pe/laKTHPOBaHUs JJOKYMeHTa B CBSI3U C
IIPOIOJDKUTENIBHBIM Oe371eliCTBeM B COOTBETCTBMM C HACTPOMKaMH, YCTaHOBJIEHHBIMU
aJIMVHHCTPAaTOPOM CHUCTEMBI;

— IpenynpeXx/ieHre 0 HeoOXOJUMOCTH OOHOBUTH CTpaHUIy IIPU HW3MeHeHHWU CUCTeMHBIX
HACTPOeK a/IMAHUCTPaTOPOM;

— BCIUIbIBAIOIllee yBeJJOMJIEHHME O HEBO3MOXXHOCTU IIepeiTH K KypCOpy COaBTOpa, ecid

COABTOP HaXOJUTCA B HeBaFPYMQEHHOﬁ YdCTHU NOKYMEHTA.

4.3.3 BepcuonupoBaHue JOKYyMeHTOB

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

CO3/7JaHKe HOBOU BepCUU JJOKYMEHTa;

OTKpPBITHe Ha IIPOCMOTP BepCUH, OTIIMYHOM OT TeKyIlew;

OKCIIOPT JI000M BepCUM JOKYMeHTa B HOBBIM JIOKYMEHT;

CcOoXpaHeHHe JIOKYMeHTa KaK OTIeIbHOW BepCHUH;
— 3a/laHMe Ha3BaHUS U KOMMEeHTapusl IJisk BepCUU JJOKYMEeHTa;

— [IPOCMOTP pa3Mepa JI0KyMeHTa C y4eTOM BCeX BepCUH.
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4.3.4 CoBMecTHOe pelaKTHPOBaHHE

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— COBMECTHOE peJlaKTUPOBaHUe JIOKYMEeHTa;

— peXXUM 4YTeHHsl JIOKyMeHTa, B KOTOPOM HeJOCTYNHBI JioOble MeWCTBHS C TeKCTOM
TIOKYMEHTA;

— nHbopMaIusl 0 JPYTUX y4YaCTHUKAX MPU COBMECTHOM PeIaKTUPOBAHUHU: WM, IIBETOBAs
VH/IMKAIIYsl, BbIJIeJIeHHe S9eex;

— aBTOMaTUYeCKOe COXpaHeHHe U3MeHeHU! B JIOKyMeHTe;

— aBTOMAaTU4YeCKoe COXpaHeHWe JOKyMeHTa I[P BbIXOfle OTHEeJbHBIX YYaCTHHUKOB
pellaKTHPOBAHKS WIK BCEX YIaCTHUKOB,;

— yBefioMyieHre 06 M3MeHeHUH TpPaB JIOCTYIIa B OTKPHITOM JIOKYMEeHTe;

— mepexoji K KypCOpy COaBTOPa IPY HaXKaTUU Ha ero aBaTap Ha OOKOBOM MaHeNH;

— yBeZIoOMJIeHre 0 HEBO3MOXKHOCTH TePeTH K KypCcopy COaBTOPA, eCJIM COABTOP HAXOIUTCS

B HESHFPYM(EHHOfI YdCTHU NOKYMEHTd.

4.3.5 Pabora B 00J1aKe

HOJ:[J:[EP)KI/IBHEMBIG BO3MO>KHOCTH:

— peZlakTHpoBaHKe 00JIauYHBIX JOKyMeHTOB B OTKpbITOM ¢popmaTe OOXML (pptx) u ODF.

4.3.6 IleuaTs fOKymMeHTa

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— BO3MO’KHOCTD OTIIPABUTH NJOKYMEHT Ha I1e4dTh.
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