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

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

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

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



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

PellakKTUpPOBAHUSI TEKCTOBBIX JIOKYMEHTOB U 3JIeKTPOHHBIX TaOJIMIl, IPOCMOTpPa U PelaKTUPOBAHMUS

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

Oo1ree
fI3pIK0Bas noaAep;KKa [Tonnep>xuBaemMbie BO3MOXKHOCTH:
e JIOKaJM3allMd UWHTepderca NPWIOXKeHUsT Ha PYCCKOM H
AHTJIMMCKOM SI3bIKaX

INonpepaka ycTpoicTB [TonnepxriBaeMble BO3MOXXHOCTH:
e [I0Jjlep>kKa paboThI Ha IUIaHIIeTaX U cMapTdOHax

Ionnepixka muciieeB [Tonnep>xuBaemMbie BO3MOXKHOCTH:

e paboTa B TOPHU30HTAILHOW OPHUEHTAITUH YCTPONCTBA;

® JIONOJIHUTeJIbHble MeHI0 (Hanmpumep «TekcT»), conepxkariee
JOCTYIIHble GYHKIIMU peJaKTUPOBAHUS

Hacrpoiikn [TopnepxruBaeMble BOBMOXXHOCTH:
® TIPOCMOTP HOMepa BepCHU U COOPKHU MPUIIOXKEHHS;
® [IPOCMOTP VYcnoBuii HCIO0JIb30BAHMS, [TonuTrku

KOHQUIeHIIUAIbHOCTHU Y [IpaBOBBIX yBe1OMIIeHUH;
® aBTOMAaTHYecKasl yCTaHOBKA CUCTEMHOTO SI3bIKa B IPUJIOXKEHUH

CnpaBo4HBII IIeHTP [TonnepxviBaeMble BO3MOXXHOCTH:

e [lepexOfi B CIPaBOYHBIM IIeHTP IO CChUIKe W3 [aHeIu
HaBUTAI[UM [IPUIOXKEHUS;

e 1npocMoTp «PykoBozacTtBo mnosib3oBaTessi» B ¢popmare PDF 6e3
He00X0/IMMOCTH MOAKIIoUeHUs Kk ceT UHTepHeT

PaboTa c ¢aiitamu 1 mankaMu

dopmMaThl JOKyMEHTOB [TopepxuBaeMble BO3BMOXKHOCTH TIpU paboTe B o6siake MouOdwuc:

e otkpbiTHe daioB B ¢popmarax XODT, DOCX, ODT, XODS,
XLSX, ODS, XODP, PPTX, ODP, PDF;

e ckaumBanue ¢ainoB B popmarax DOCX, ODT, XLSX, ODS,
PPTX, ODP nsnsa pegaktrpoBaHus;

e skcnopt ¢aios B popmar PDF *

[Tonnep>xrBaeMble BO3MOXHOCTH TpY paboTe Ha YCTPOWCTBE:

e ortkpeiThe ¢ainnos B popmatax XODT, DOCX, ODT, XODS,
XLSX, ODS, XODP, PPTX, ODP **;

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

e coxpaHeHHe (palIoB B UCXOTHOM (popMare;

® JIOKQIbHBIA NPOCMOTP, MacCIITabMpOBaHWe ¥ KONUPOBaHHUE
BBIJIEJICHHOT'O TeKCTa U3 JIOKYyMeHTOB B ¢popmate PDF;

e 5kcnopt ¢annoB B popmat PDF;

e BbIOOp MecTa [JIsl COXpaHeHHs [OKyMmeHTa B ¢opmarte PDF
Ha YCTPOUCTBe;
V3MeHeHHe UMeHU JIOKyMeHTa I1pu akcropTe B ¢popmar PDF;
BO3MO)XHOCTb 3aKPbITh WIH IMPOJOJDKUTH IOIBITKY OTKPBITHS
MIOBPEXX/IeHHOI'0 JJOKyMeHTa B OMHAapHOM ¢gopMare

* Dkcnopm docmynen moavko ons gpatinob 6 popmamax XODS, XODT, XODP.
**  HedocmynHa 603MOMCHOCMb OmMKpbimust noBpesicoeHHbix  @aitino6 6 npunodceHuu

«MoliO¢uc JoxymeHmui» uz gatinobozo meHedxcepa OC Abpopa 6 popmamax XODS, XODT,
XODP




PaboTta Ha ycTpoiicTBe

[TopnepxuBaeMble BOBMOXKHOCTH:
e OTKpbITHE (HANUIOB U3 BHYTPEHHEI'0 XPaHWINIIA YCTPONCTBA;
® CO3/laHMe HOBOI'O JIOKyMeHTa C IIOMONIbIO  KOMAaH/IbI
«Co311aTh HOBBIM JIOKYMEHTY;
e yjaaneHue Haiios;
e yJajieHue MarokK

Paoora B ob1ake
MoiiO¢uc

[TopepxuBaeMble BO3MOXKHOCTH:

® BO3MOXHOCTh aBTOPU30BaThCs B 06ake MonOduc, ncnosnb3ys
TOJIKO WMs T0JIb30BaTesisi 0e3 yKa3aHHUsl JIOMeHa B CTpPOKe
«Jloruny, eciu ykasaH afjpec cepBepa;

e JoCTyn B pasneibl «Mou IOKyMeHTbh», «JloCTyIliHble MHey,
«O061ue nankuy, «KopauHay;

e yraaneHue ¢ailyios;

® yJajieHue Marok;

® BO3MOXHOCTb TNPOCMOTpa ailyioB B paszfienax 00JIaYHOTO
XPaHWIUIIA

daiIsI ¥ anku

[Tonnep>xruBaeMbie BO3MOXXHOCTH:

e pabora c ¢aislaMd U TIPOCMOTP JIOKYMEHTOB B 0O0Jiake
MoitOduc c coBMecTUMOlr Bepcueid cepBepa 6e3 0OHOBIEHHS
MIPUJIOXKEHHS;

e [O/JIepKKa JUTMHHBIX UMeH GalIoB U TaroK;

e orobOpaxkeHue MyTH B GaWIOBOM XpaHWIHINE ISl IOMCKA
TIOKYMEHTOB;

e paspellleHWe KOH(IIMKTA HWMeH GaWioB IyTeM 100aBieHUs
HHJIeKca (TIpY OTKPBITUX U3 TouToBOro KiameHta OC ABpopa)

OO0me nmanku

[Tonnep>xrBaeMble BO3MOXXHOCTH:
e 1ojJiep>kka obmux nanok MoitOduc

JokyMeHTHI B popmare
PDF

[Tonnep>xrBaeMble BO3MOXXHOCTH:
® BO3MOXHOCTb BBIJIEJIUTb M CKOIKMPOBATh TEKCT B JOKYMeHTe
PDF, BbiOpaB ero 10ruM Wiy JBOWHBIM Ha)kaTHEM;
e 1Iepexoji I10 TUIePCChIKe BHYTPH JIoKyMeHTa B ¢popmare PDF;
e T1iepexoj B 6pay3sep 1o BHelHel ccbiike U3 PDF-gokymenTa

IIpoduan noan3oBaTeis

IIpodpunn

HO}I}Iep)KI/IBElEMbIe BO3MO>XHOCTH:
® OTO 6pa)KEHI/Ie OBETHOI'O dBdTapa B Buze HWHHUIIKMAJIOB
I10JIb30BaTeJIs




TekcToBBIN peaKkToOp

Oo1ee
SI3pIKOBast MOIIEPIKKA [TopnepxuBaeMbie BO3BMOKHOCTH:
e JIOKa/M3allMM UWHTepdeiica TPUIOXKEHUS Ha PYCCKOM U
AHTJIMHACKOM SI3BIKaxX

dopmaTel JOKYyMEHTOB [TonnepxrBaeMble BO3BMOXXHOCTH NpU paboTe B 06s1ake MoitOduc:

e otkpbiTHe daisioB B popmatax XODT, DOCX, ODT;

e ckauuBaHue ¢ainoB B ¢opmatax DOCX, ODT pns
pellaKTUPOBaHUS;

e skcroprt ¢aitia u3 popmara XODT B PDF

[Tonnep>xuBaemMble BO3MOXXHOCTH IIpY paboTe Ha YCTPOMCTBE:
e orkpeiThe ¢aiioB B ¢popmatax XODT, DOCX, ODT, DOC,
RTF, TXT;
e skcroprt ¢aiioB B popmar PDF;
e coxpaHeHHe $alJIOB B UCXOQHOM dopMare;
e coxpaHenue ¢aiioB B popmatax DOCX, ODT, XODT

IloaroroBKa MOKyMeHTa

Ilonnep:xka cTuiei [TonnepxuBaemMble BO3MOXXHOCTH:

MOKYMEHTA e rofJlep>kka (UKCUPOBAHHOIO Habopa IpeayCTaHOBJIEHHBIX
CTWIeH IIpY CO3JaHUM HOBOI'O JOKYMEHTa;

® IIOAJep)KKa CTWIeH IIPU OTKPBITUH JOKYMEHTOB

Hymeparnus crpaHuig [TonnepxvBaemMble BO3MOXKHOCTH:
e orTobpa)keHHe HyMepallui CTPaHMI]

KOJIOHTI/ITyJII)I HOZ[)IEP)KI/IBaeMI:IE BO3MOXXHOCTH.
L4 OT06pa)KEHI/Ie KOJIOHTUTYJIOB B IOKyYMEHTe

OrnaBieHue [TonnepxrBaemMble BO3MOXKHOCTH:

® CO3JlaHHe U yAaJleHue OTJIaBJIeHus;

® aBTOMaTHueckoe OOHOBJIEHUe OIJIaBJIeHKS;

e HABWTAIMs OT MYHKTA OIJIABJIEHUS K 3arOJIOBKY B IOKYMEHTe;

e (¢dopMaTUpOBaHUe OIJIABJIEHUS] C HCIOJIb30BAaHUEM CBOMCTB
niprdTa 1 ab3ana

PaboTa c TekcToM

BBog Texcra [TopnepxruBaeMbie BO3BMOXKHOCTH:

® BBOJ| TEKCTA C ITOMOIIbI0 CUCTEMHOM KJIaBUATYPHI;

® U3MeHeHUe U yJiaJleHre TeKCTa;

e BLIJeJIeHUe TeKCTa,;

e KONWpOBaHWe, Bbipe3aHHe W BCTaBKa TeKcTa H3 Oydepa
obMeHa;

e aBTOMATHMYeCKasd 3aMeHa CHMBOJIA [OBOMHBIX KaBBbIYEK Ha
CUMBOJI GPAHITY3CKUX KABBIYEK;

e aBTOMaTHYeckoe GOpPMaTHUPOBAHUE CCHIJIOK M CITUCKOB




IIpudTeI

[Tonnep:kuBaeMbie BOBMOXKHOCTH:

e moanepxka mpudtoB XO Fonts: XO Caliburn, XO Courser,
XO Thames, XO Tahion, XO Oriel, XO Windy, XO Symbol,
XO Oriel Condensed;

e mopanepxka mpudToB Cormorant, Aptos, PT Sans, PT Serif;

e mnoanepxka mpudtoB PT Astra Sans, PT Astra Serif;

® U3MeHeHMe pa3Mepa TeKCTa;

® W3MeHeHWe  HavyepTaHWs  TeKcTa  (CKUPHBIM,  KYpPCHUB,
MIOTYEepKHYTHIH)

(I)OpMaTI/IPOBaHI/Ie TeKCTa

[TonnepxvBaemMble BO3MOXKHOCTH:

® U3MeHeHUe IBeTa TeKCTa;

® U3MeHeHUe IBeTa BbIJIeIeHUS TeKCTa;

® U3MeHEHWe TOPHM30HTAJbHOIO  BBIPDABHUBAHUS  TEKCTa:
TI0 JIEBOMY Kparo, TI0 IIeHTPY, 110 PaBOMY Kpalo, 110 IIMPHHE;

e fo0aBiieHHe U yJajleHhe MapKUPOBAaHHOI'O U HyMepOBAaHHOTO
CITMCKOB;

® yBeJMYeHHe U YMeHbIIIeHHe OTCTYTIOB TEeKCTa;

e o0aBiieHWe U y/aleHHe YPOBHS BIIOXEHHOCTH B CIHICKe
C TIOMOIIBIO OTCTYTIA

CchLIKH B THINnepCcCbUIKHA

HO,[[)Iep)KI/IBaeMI)IE BO3MO>XHOCTH:
L4 OTO6pa)KeHI/I€ u Cl)OpMaTI/IpOBaHI/Ie CCBIJIOK KdK I'MIIEPCCBIJIOK;
¢ [iepexo/[ II0 CChUIKaM

Pa6ora ¢ TabsauiaMu, n3odpaxkeHUsAMH, GUTypamMu

Tadauns! [Tonnmep:kuBaeMbie BOBMOXKHOCTH:
e oTOOpakeHHe TabJIUI]
MN300paxkenus [Tonnep>xrBaeMbie BOBMOXKHOCTH:

e BcraBka u3obOpaxenuin B ¢opmartax JPG, PNG, GIF, BMP,
JPEG, JFIF, TIFF *;

e BbifleJieHHe U300pakeHus;

¢ BO3MOXHOCTb  BBIpE3aTh, KOIKMPOBAaTb WIA  BCTaBUTh
r3obpaxkenue u3 bydepa obmeHa;

¢ 1n3MeHeHUe pa3Mepa ¥ IPONOpIUH U300pakeHus;

e M3MeHeHUe PacIloJIoXeHUs] U300paKeHus B JIOKYMeHTe;

® yCTaHOBKA CBOMCTB 00TekaHMs M300pa’keHUs TEKCTOM: BOKPYT
pPaMKH, CBepxy ¥ CHU3Y, 32 TeKCTOM WIH Tiepe]] TeKCTOM;

e yjaaneHue U300pakeHus

* MakcumansbHblili pasmep 6cmabnsemozo uzobpadceHus — 20 Méaiim.




Durypst

HOH}Iep)KI/IBHEMI)Ie BO3MO>KHOCTH.:

oTobpaxkeHre GUTYP B IOKyMeHTaX;

BbIJleJIeHHe QUIYPHI;

BO3MOXKHOCTb BbIpe3aThb, KOIIMPOBATh WX BCTaBUTh QUTYPY U3
O0ydepa obmeHa;

M3MeHeHMe pa3Mepa U IIPONopLUUi GUTYpHI;

M3MeHeHHe PacIoJIoXeH!s GUTYPHI B IOKYMeHTe;

yIaneHve Qpurypbl

PaboTa c JoKyMeHTOM

PexxuMbI mpocMoTpa 1
PeraKTHPOBaHHUS

HOH}Iep)KI/IBHEMbIe BO3MOXXHOCTH:

repexo]] M3 peXrMa pefaKTUPOBaHUs JIOKYMEHTa B PeXuM
IIPOCMOTPA;

mepexoji K CKAaYMBAHUIO JIOKAJIbHOM KOMWUU JIOKyMeHTa
JUTSl peJAKTUPOBaHUs *;

yCTAaHOBKA W  TlepeMellleHWe  Kypcopa B  pexume
pellakTUPOBAaHUSI JOKYMEeHTa;

M3MeHeHHe MacIiTaba IOKyMeHTa;

MPOKPYTKa CO/IEP>KMMOTI0 JIOKYMeHTa IepeMellleHreM Majblia
I10 3KpaHy;

OTMeHa U BO3BPAT UCIIPaBJIeHU 110 OAHOMY JAEMCTBUIO 3a Iar
(bydep «3anomuHaeT» He MeHee 50 MOCIEAHUX I1aTOB);
pexxuM otobpaxkeHus «[locTpaHUYHbBIN TPOCMOTPY;

pexkxuM oToOpakeHUst «K MOOWIbHBIN BUITY;

B pexuMe OToOpaxkeHUs] JOKyMeHTa «MOOWIbHBIM BUI»
coJiep>kaHue JOKyMeHTa oToOpaxkaeTcs 6e3 TMOCTpPaHUYHBIX
paszienuresien;

pellakTUpOBaHUe TeKCTa, BCTaBKa W yjAajieHue h300pakeHuH,
M3MeHeHUe MacliTaba J0KyMeHTa B pexume «MoOWIbHBIN
BUIT»

* JIna dokymenmoB, omkpuimoix 6 obnake MoiiOguc

CoBMmecTHas pabota

HOHHep)KI/IBaEEMbIe BO3MO>KHOCTH.

OTO6pa)KeHI/I€ M3MEHEeHUH, BBITIOJTHEHHBIX APyruMu
IMOJIb30BATEeJISIMU B peXXrMe pea/IbHOI'O BpeMEHU *

* HameHeHus 6ydym omobpadicambcst 6e3 memok o coBmecmHoil pabome.

CoxpaHeHHe JJOKyMeHTa

HOH}Iep)KI/IBBEMI)Ie BO3MOXXHOCTH:

aBTOMAaTUYeCKOe COXpPaHeHHWe [IOKyMeHTa: eXeMHHYTHOe,
pU T[epexojie B PEeXHM TIPOCMOTpa, TMIPU  3aKPbITUU
MIPUJIOXKEHHSs], TIPU BBIKJIIOYEHUH YCTPONCTBA;

pedakThupoBaHre UMeHH JOKYMeHTda IIPpHU COXpPaHeHNH,

BBIOOp dopMaTa JOKyMeHTa TP COXPaHeHUH;

BBIOOD MeCTa COXpaHeHHs JOKYMEeHTa;

aBTOMAaTU4yecKoe TMpeJyIo)KeHWe 3aMeHbl CYIIeCTBYIOIIEro
daitta

WIM BO3BpAT K JMAJIOTy COXPAaHeHHUs JUlsl IeperMeHOBaHMs




¢daiina B cilydae, ecjid UMl COXPaHSeMOI'O JOKyMEeHTa Yie
WCIIOJIb3YeTCST

Kectrl

[Tonnep>xuBaeMbie BO3MOXKHOCTH:
® u3MeHeHMe MaciiTaba JIOKyMeHTa CBeJleHHeM BMeCTe WU
pa3BejleHHeM I1aJIbIieB Ha 3KpaHe YCTPOWCTBa;
e BbifIeJIeHHe CJIOBA IBOMHBIM WJIU JIOJITUM HaXKaTHeM;
e BbI30B KoMaHA Oydepa oOMeHa yisi OIJIaBJIeHUS [IOJITUM
HaXkaTueM




PemaxkTop Ta0/IHII

Oo6mee
fI3pIKOBas NOAJIePKKa [TopnepxrBaeMble BO3MOXXHOCTH:
e JIOKaJM3alluM UHTepdeiica TMPUIOXKEHHsS Ha PyCCKOM U
AHTJIMMCKOM $3bIKaX

dopmaThl JOKyMEHTOB [TopepxuBaeMble BOBMOXKHOCTH TIpU paboTe B o6itake MoiOdwuc:

e otkpbITHe daiioB B popmaTtax XODS, XLSX, ODS;

e ckauuBaHue ¢aiioB B dopmarax XLSX, ODS pgua
pelaKTUPOBaHMUS;

e akcropt ¢aitia u3z popmara XODS B PDF

[Tonnep>xrBaeMble BO3MOXHOCTH TPY paboTe Ha YCTPOWCTBE:
oTkpbiTHe PaitnoB B popmarax XODS, XLSX, ODS, XLS;
aKcroptT ¢aiios B popmar PDF;

coxpaHeHHe (HaiIOB B UCXOTHOM dopmarTe;

coxpanenue ¢aiioB B popmaTtax XLSX, ODS, XODS

PaboTa c TeKCcTOM

BBop Texcra [TomnepxvuBaeMbie BO3MOXKHOCTH:

® BBOJI TEeKCTa B STYEHKY Yepe3 CTPOKY GOpPMYJI C IIOMOIIIBIO
CUCTEMHOM KJIaBUATyPHI;

® 3MeHeHUe U yJlaJleHhe TeKCTa B siueiike yepe3 CTPOKy GpopMy;
e BblJleJieHHe TeKCTa B siueiike yepe3 CTPOKY GOpMYIT;
® KOIMpOBaHME, BhIpe3aHHe U BCTaBKa TeKCTa U3 Oydepa oOMeHa;
e aBTOMaTH4ecKoe GpOpMaTUPOBAHHE CCHUIOK

HIpudprer [Tonnep>xuBaemMbie BO3MOXXHOCTH:

o nopaepxka mpudtoB XO Fonts: XO Caliburn, XO Courser,
X0 Thames, XO Tahion, XO Oriel, XO Oriel Condensed;
noanepxkka mpudToB Cormorant, PT Sans, PT Serif;
noanepkka mpudToB PT Astra Sans, PT Astra Serif;
M3MeHeHHe pa3Mepa TeKCTa;

H“3MeHeHre HauyepTaHUs TeKCTa (>KUPHBIN, KypCUB,
MOJTYepKHYTHI)

dPopmarupoBanue Tekcra | [lonnepxuBaeMble BO3MOXXHOCTH:

e U3MeHeHMUe IBeTa TeKCTa;

e 13MeHeHMUe I[BeTa Bbl/leIeHHs TeKCTa;

® U3MeHeHHe TOPU30HTAJILHOIO BBIDABHUBAHKS TEKCTA B sTUEHKe:
TI0 JIEBOMY Kparo, 0 [IeHTPY, TI0 TIPaBOMY Kpato, 110 IHPUHE;

e U3MeHeHUe BePTHKAJIbHOIO BHIDABHHMBAHUS TEKCTA B siueHKe:
10 BepXHeMy Kpalo, 110 IIeHTPY U 110 HX)KHeMY Kpato

Ccouikn u runepccbuiku | [logaepxrvBaemMble BO3MOXKHOCTH:
e oToOpakeHue U pOpMaTHPOBAHUE CCHIJIOK KaK TMIIEPCCHUIOK;
e Ilepexofi 10 CChUIKaM




Pabora c gueiikamMu

JluamnasoH ssueex

HOI[,I[ep)KI/IBEIEMbIe BO3MO>XXHOCTH.

BblJleJIeHUe OTJIeJIbHOU sTYerKHY, Ihara30oHa s4ueek, psja u
KOJIOHKU;

KOITMpOBdHKeE, BbIpe3daHre U BCTaBKad SIYEVKH B pexume
penakTUPOBaHHUs IOKYMEeHTa Yepe3 KOHTeKCTHOe MeHIO;
KOIIMPOBaHKe U BCTaBKa JIMAalla30Ha sYeekK;

BO3MOXXHOCTb UBMEHUTH IIBEeT (bOHa STYeVKH WUJIM OTMEeHUTh
3QJIUBKY B pe)XUMe peflaKTUPOBaHUs JOKYMEHTa;
obbellMHEeHYe U pa3beJuHeHue SYeeK;

Impur O6’I)e,[II/IHeHI/II/I sg9eeK COXPaHAIOTCA IdHHbIe TOJIbKO U3
BepXHeH JIeBOU SYerKU;

“H(pOpPMaILIMOHHOe MpelylpexXieHre IIPpU 00beJUHEeHUH sSTYeekK,
coeprkallux JaHHbIe

dopmart sT9eHKHU

HOI[)IEP)KI/IBHEMI)IE BO3MO>XXHOCTH:

yCcTaHOBKa (popMaTa JaHHBIX JIsl OJHOM WK 00JIaCTH sSTYeeK:
«Ob6mmiy, «Hucnosoiy, «/leHexxHulit», « PUHAHCOBLINY,
«/laTtay, «Bpems», «/laTa u Bpemsi», «IIporieHTHBINY,
«IpobHBINY», « DKCIIOHEHITUATBHBIN, « TeKCTOBbIN;
IIPOCMOTP TprMepa 0ToOpakeHus: BbIOpaHHOTO popmara
JIAHHBIX B CITMCKe JIOCTYIHBIX (POPMATOB;

ObIcTpOe npuMeHeHre «JleHexxHbiv» Ui «lIporeHTHbI»
¢$bopMaTOB TAHHBIX C IIOMOII[LIO KHOTIOK Ha ITaHeJIx
HWHCTPYMEHTOB;

BO3MOXKHOCTB JI00AaBUTh WK YOABUTH KOJIMYECTBO 3HAKOB
1ocJie pasfieyiiTelis 1eJioh U IpOOHOM YacTel 9ucia Ajist
cienyromux GopMaToB IaHHbIX: « UMCI0BOWY, «/leHeXHbI,
«DuHaHCOBBINY, «IIpOIEeHTHBINY, « IKCTIOHEHITUATIbHBIV»

Dopmyibl 1 QyHKIHA

HOHI{EP)KI/IBEIEMBIQ BO3MO>XHOCTH.

noJiiep>kka paboTsl 6a30BbIX PYHKIMM BHIYUCIIEHUS

Pabora ¢ o0BekTaMu

JuarpamMmMsbl

HO)I)Iep)KI/IBBEMbIe BO3MO>XHOCTH:

HOJIZIepKKa TUCTOrpaMM, JIMHeHYaThIX ¥ KPYTOBBIX lUarpamw,
rpadvKOB U IMarpaMm C 00IaCTIMU;

BblJleJIeHUe IMarpaMMBl;

HM3MeHeHVe pa3Mepa U IPOIOPLIUN JUarpaMMBbl;

M3MeHeHre PacIoJIoXKeHUs AMarpaMMBbl Ha JIUCTe;

yZajieHue JuarpaMMmbl

N3o0paxkenns

HOI[,I[ep)KI/IBElEMbIe BO3MO>XXHOCTH.

otobpakeHue 306paKeHHA B IOKyMeHTe;
BbIjIeJieHHe U300pakeHus;

BO3MOXXHOCTb BbIpe3aTh, KOMMMPOBATh WK BCTaBUTh
n3obpakenue u3 6ydpepa oo6mMeHa;

M3MeHeHHe pa3Mepa U MPOIOPIUK H300paKeHHUS;
V3MeHeHHe PACIOJIOXKeHHs U300paskeHusl Ha JIMCTe;




¢ ylidJieHue 1/1306pa>1<eH1/m

durypsi

[Tonnep>xyBaemMble BO3MOXXHOCTH:
e orToOpakeHue GUTYP B JOKYMEHTe;
e BbllejleHHe (PUIypBI;
® BO3MOXHOCTb BbIpe3aTbh, KONMPOBATh WIK BCTaBUTh QUTYDPY
u3 b6ydepa obmeHa;
® M3MeHeHMe pa3Mepa U IIPONOpIUHN QUTYDHI;
e M3MeHeHMe PaCIloJIoXeHUs! PUTypPHI Ha JIUCTe;
e ypaaseHue QUIypbl

Pabora c JoKyMeHTOM

Pexxumebl npocMoTpa
H pelaKTHPOBAHHUSA

[TonnepxyBaemMble BO3MOXHOCTH:

e IlepexO/i U3 peXuMa peNaKTUPOBAaHUS [IOKYMEHTa B PeXUM
IIPOCMOTPA;

e [lepexofi K CKAYMBAaHHUIO JIOKAJIbHOM KOIIMM JOKYMeHTa
11 pelakTUpOBaHus *;

® yCTAaHOBKAa Kypcopa B sf4elKe B peXume pefaKTHPOBaHUS
IIOKYMEeHTa;

® [IPOKPYTKa COHEP)XXHMMOI'0 NOKYMEeHTa IlepeMelleHreM IIajiblia
I10 JKpaHy;

e 13MeHeHMe MaclITaba JOKyMeHTa;

e OTMeHa U BO3BpaT HCIIPaBJIeHUN 10 OJHOMY JEeHCTBHIO 3a IIar
(bydep «3anmomuHaeT» He MeHee 50 TIOCIeTHUX I11arOB);

* Jlns dokymeHmoB, omkpbimbix 6 obnake MoiiOgpuc

JINCTBI KHUTH

[TopnepxuBaeMbie BO3MOXKHOCTH:

nobaBiieHre JIMCTOB U UX yAalleHHe;

CKPBITHE B OTOOpakeHe JIMCTOB;

U3MeHeHHe UMeHH JINCTa;

co3naHue AyOMKara JIMCTa;

BO3MOXKHOCTb CKDBIThb BKJIQIKy C JIUCTaMHA BO BpeMsi paboThI
C IOKyMEeHTOM

CoBMmecTHas pabora

[TopnepxuBaeMble BO3MOXKHOCTH:
e oToOpakeHue V3MeHeHHH, BBITIOJTHEHHBIX IpPYTUMU
MI0JIb30BaTEJISIMU B pEXXUMe PeajibHOTO BpeMeHU®

* UameHeHus: 6ydym omobpaxcamscst 6e3 Memok 0 cobmecmHoli pabome.

CoxpaHeHHe JOKyMeHTa

[TopepxuBaeMbie BO3MOXKHOCTH:

® aBTOMAaTMYeCKOe COXpaHeHue [IOKyMeHTa: eXeMHHYTHOe,
Ipy Tiepexofle B PeXUM IPOCMOTPA, TPU  3aKPBITHH
MIPWIOXKEeHUSs], IPU BBIKJIIOYEHUH YCTPOMCTBA;

® DpelaKTHUpOBaHHe MMEHH JJOKyMeHTa IIPpHU COXPaHeHNHU,

e BbIOOp dpopMaTa IOKyMeHTa IIPU COXpaHeHUH;

e BBIOOp MecTa COXpaHeHHUsl JOKYMeHTa;

e aBTOMaTH4YeCcKoe IIpe/JIO)KeHHe 3aMeHbl CYIeCTBYIOLIEro
daitia
WIM BO3BPAT K JHAJIOTy COXpaHEHWsl Jjis TeperMeHOBaHMs




daiima B cilydae, eCcliM MMs COXPaHSeMOIo JJOKYMeHTa Yxe
HCITI0JIb3YeTCs

Kectrl

vM3MeHeHHe MaciiTaba JJOKyMeHTa CBelleHHeM BMeCTe WU
pasBe/ieHeM Ia/IblleB Ha 3KpaHe YCTPOMCTBa;

yCTaHOBKa Kypcopa B CTPOKe (GpOpMyJl ABOWHBIM Ha)KaTHeM Ha
YUKy




PemaxkTop nmpesenrtanuii (Beta)

Ob6zee
fI3pIK0Bas noaAep;KKa [Tonnep>xuBaemMbie BO3MOXKHOCTH:
e JIOKQJIM3allUM HA PYCCKOM U aHIVIMACKOM $SI3bIKaX

dopmaTsl JOKYyMEHTOB [TopepxuBaeMble BO3BMOXKHOCTH TIpU paboTe B obitake MoiOdwuc:
e oTKpbiTHe ParnoB B popmatax XODP, PPTX, ODP;
e ckauMBaHWe  ¢annoB B ¢opmarax  PPTX, ODP

IUTsl peTaKTUPOBAHMS;
e aKkcropt daitia u3 popmara XODP B PDF

[TopnepxrBaeMble BO3BMOXXHOCTH P paboTe Ha yCTPOMCTBeE:
e otkpbiTHe daisioB B popmatax XODP, ODP, PPTX, PPT;
e 3KCIOPT Paiios B popmar PDF;
e coxpaHeHHe (palIoB B UCXOTHOM (popMmare;
e coxpaHenue ¢ainoB B popmarax PPTX, ODP, XODP

Pabora ¢ TekcToM

BBoa Tekcra [Tonnep>xruBaemMbie BO3MOXKHOCTH:

® BBOJ] TEKCTA C [TOMOIIbI0 CUCTEMHOM KJIaBUATYPHI;

® U3MeHeHMe U yJaJleHue TeKCTa;

® BbifIeJIeHUe TeKCTa;

e KONWpOBaHWe, BbIpE3aHHWE U BCTaBKa TeKkcTa u3 Oydepa
obmeHa;

e aBroMaTHieckoe GOpMaTUPOBAHKE CChIIIOK

HIpudprer [Tonnep>xuBaemMbie BO3MOXKHOCTH:

e mnoanepxkka mpudtoB XO Fonts: XO Caliburn, XO Courser,
X0 Thames, XO Tahion, XO Oriel, XO Oriel Condensed;
noanepxka mpudtoB Cormorant, PT Sans, PT Serif;
noanepxkka mpudToB PT Astra Sans, PT Astra Serif;
“3MeHeHre pa3Mepa TeKCTa;

HM3MeHeHre HayepTaHUs TeKCTa (>KUPHBIN, KypCUB,
HIOJTYepKHYTHI)

dopmarupoBanue Tekcra | [lognepxuBaemMble BO3BMOXHOCTH:
M3MeHeHHe I[BeTa TeKCTa;
M3MeHeHHe I[BeTa BblJleIeHUsl TeKCTa;
yBeJIMYeHHe U yMeHbllleHre OTCTYIIOB TeKCTa;
nobaBjieHHe U y/iajieHie MapKHpPOBaHHOIO M HyMepPOBaHHOTO
CIIMCKOB;
e no6aBiieHue U y/ajieHre YPOBHS BIOXKeHHOCTH B CITHUCKe
C TIOMOIIIBIO OTCTYIIOB

Ccouikn u runepccbuikn | [TogneprkrBaeMble BO3MOXXHOCTH:
e oToOpakeHue U GOpMaTUPOBAHUE CCHIJIOK KaK TMIIEPCCHUIOK;
e Ilepexof 10 CChUIKaM




Pabora c o0BbexTaMu

TexcToBoe moJie

HOI[,I[ep)I(I/IBaeMbIe BO3MO>XXHOCTH.

oTobpakeHHe TeKCTOBBIX TOJIel;

BbIJIeJIeHHe TeKCTOBOTO TIOJIS;

BO3MOXXHOCTD BbIpe3daTh, KOIIMPOBATb UJIKM BCTABUTHL TEKCTOBOE
nojie U3 6ydepa obMeHa;

M3MeHeHHe pa3Mepa U IPOTOPIIHI TeKCTOBOTO TIOJS;
M3MeHeHHe PACIoJIOKeHUs TeKCTOBOTO TTOJIsl Ha CIakjie

N3o00paxkenus

HO)I,I[ep)KI/IBHEMbIe BO3MO>XHOCTH.

otobpaxkeHue 306paKeHHA B IOKyMeHTe;
BbIjIeJieHHe U300pakeHus;

BO3MOXXHOCTb BbIpe3aTh, KOMMMPOBATh WK BCTaBUTh
n3obpakenue u3 6ydpepa oo6mMeHa;

M3MeHeHre pa3Mepa U MPONOPITHi H300paskeHus;
M3MeHeHHe PaCIoIoXKeHHs N300paskeHusl Ha ciaijie

Durypst

HO)IIIep)KI/IBBEMbIe BO3MO>XHOCTH.

oTobpaxkeHue GpUTYp B JOKyMeHTe;

BblJleJieHre GpUryphl;

BO3MOXXHOCTb BbIpe3aTh, KOMMPOBATh WIK BCTaBUTb QUTYDPY
n3 bydepa obmeHa;

V3MeHeHMe pa3Mepa U IpONopurit GUTypHI;

M3MeHeHMe PacIojioXeHUs GUTYPHI Ha cllaijie

JuarpamMmsl

HOI[Hep)KI/IBaEMBIe BO3MO>XHOCTH:

oToOpakeHHe JUarpamMMm B JIOKYMEHTe;

BBIJleJIeHHe qUarpaMMBl;

BO3MO’XHOCTD BbIpe3daTh, KOIIMPOBATHL WX BCTABUTb AUAI'PAMMY
u3 bydepa obmeHa;

M3MeHeHHe pa3Mepa U MPOTOPIUK IMarpaMMBbl;

M3MeHeHHe PaCIoIOXKEeHHsI IMarpaMMBbl Ha CIlaijie

Pabora c JOKyMeHTOM

Pexxumsbl npocMmoTpa
H peaKTHPOBAHHUS

HO)I)Iep)KI/IBaeMI:Ie BO3MO>XHOCTH:

OTKpPBITHE IIyCTOM IIpe3eHTallMd IIpU OTCYTCTBUHM CJIAWIOB
WY TIOBPeXJieHnu daila;

[lepexo/i U3 pexuma PpelaKTUPOBAHUS HOKYMeHTa B PeXUM
IIPOCMOTPA;

W3MeHeHHe  OpHeHTalluM  CTpaHuIbl  C  IIOPTPETHOH
Ha JaHAMAPTHYIO ¥ HA000pOT;

[epexo/i K CKaYMBAHUIO JIOKAJIbHOM KOIIMKM JOKYMeHTa
IUISl pelakTUpOBaHus *;

yCTaHOBKAa Kypcopa B TeKCTOBOM II0jle B  pexume
penakTHPOBAHU JOKYMEHTa;

V3MeHeHHe MacITaba IOKyMeHTa;

3allyCK JIeMOHCTPAaLUK IIpe3eHTalluu;

OTMeHa Y BO3BpaT UCIIPaBJIeHU! 10 OOHOMY [IeMCTBHIO 3a ILiar
(6bydep «3armoMuHaeT» He MeHee 50 MOCIeTHUX I1aroB)




* JTna doxkymenmoB, omkpuimbix 6 obnaxe MotiOgpuc

HemoHcTpanus
npe3eHTaNuu

[TopepxuBaeMbie BO3MOXKHOCTH:

pPy4YHOe BOCIIPOHM3BeJleHHe Ipe3eHTaliH;

3aITyCK TaiiMepa JJIUTeIbHOCTH 1T0Ka3a JeMOHCTPAINH;
BO3MO>XHOCTb BEpHYThCSI B HA4aJIO ITpe3eHTalllu;
BO3MOXKHOCTB 3aBEPIIUTH JEMOHCTPAIIUIO

Craiiisl npe3eHTanuu

[TopnepxuBaeMble BO3MOXKHOCTH:
e [epexof K CIeAyIoIeMy/TIpeAbIAYIIeMY ClIaiy Mpe3eHTalluu

CoBMecTHas pabora

[Tonnep>xuBaemMble BO3MOXXHOCTH:
e oTOobOpakeHue V3MeHeHUH, BBIIIOJIHEHHBIX IPYTMMU
I10JIb30BaTeJISIMU B pEXXUMe peajlbHOTO BpeMeHH! *

* H3meHeHus 6ydym omobpadicambcsi 6e3 Memok o cobmecmHoli pabome.

CoxpaHeHHe JOKYMeHTa

[Tonnep>xruBaeMble BO3MOXXHOCTH:

® aBTOMAaTHMYeCKoe COXpaHeHWe JOKyMeHTa: eXeMUHYTHOe,
Ipu Tlepexojie B PeXuM IPOCMOTPa, TPU  3aKPHITUU
IIPUJIOXKEHUs], TIPY BBIKIIOYeHUH yCTPOUCTBA;
pellakTUpOBaHUe UMEeHH JIOKyMeHTa IPU COXPaHeHUH;
BbIOOp dopMaTa IOKyMeHTa [Py COXpaHeHUH;
BBIOOP MeCTa COXpaHeHHs IOKyMEeHTa;
aBTOMATU4YecKoe TpeUioXKeHWe 3aMeHbl CyIIeCTBYIOIIero
daitna
WM BO3BpaT K JUajlory COXPaHeHWs [Jis IepeuMeHOBaHUs
daiina B ciayvyae, eciid UMsI COXPaHSIeMOIO JIOKyMeHTa Yxe
WCII0JIb3YeTCs

Kectrl

® u3MeHeHMe MacIITaba JIOKyMeHTa CBeJeHHeM BMeCcTe WU
pa3BeJleHreM TajiblieB Ha 3KpaHe YCTPOWCTRBaA;

® YCTAHOBKa Kypcopa B TeKCTOBOM II0Jie IBOMHBIM HaXkaTHeM Ha
ToJe;

e BbIJieJIeHHe CJI0Ba ABOMHBIM WUJIM JOJITMM Ha)KaTHEM;

e [IepeK/II0YeHUe CJIAiI0OB CMaxXHMBaHKWeM BIIPAaBO/BJIEBO




