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MonQOdpuc

Bce yrnomsHyTble B 3TOM JOKyMeHTe Ha3BaHHUsl MPOAYKTOB, JIOTOTHIIBI, TOPTrOBble MapKu
Y TOBapHble 3HAKU IPUHA/JIeXAT UX BIIAJeNIbIIaM.

ToBapHbIie 3HAKU «MouOducy, «MyOffice» u Mailion TIPHHA/IJIeXKaT
00O «HOBBIE OBJTAYHBIE TEXHOJIOT'MW».

Hu npu kakux o0CTOSITENbCTBaX HeJIb3s UCTOJIKOBBIBATH JIF0O60e COfep>KUMOe HACTOSIIETr0
JIOKYMeHTa Kak IMpsMoe WIA KOCBeHHOe IpeJl0CTaBlieHue JIMIeH3WH WIK IIpaBa Ha UCIIOJIb30BaHUe
TOBAapHBIX 3HAKOB, JIOTOTHUIIOB WM 3HAKOB OOCIy>)XMBAaHUS, TPUBEIEHHbIX B  HEM.
JItoboe HeCcaHKIIMOHUPOBAHHOE HCIIOJIb30BaHWE 3TUX TOBAPHBIX 3HAKOB, JIOTOTUIIOB WJIM 3HAKOB

obcimyxuBaHus 6e3 MMCbMEHHOT'0 pa3pelleHys] UX IpaBoobJiajiaTesnsi CTPOro 3alpeleHo.
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MonQOdpuc

ABTtonomubIii Moayiab PemaktupoBanus (AMP)

«MoitOduc Tekcr»

1.

HNuTepdeiic

e JlobGaBieHa KOMaH/a /Ijisl YyCTAHOBKHY MacITaba IOKyMeHTa [0 IIMPUHe JKpaHa.
e (OO6HoBeH unTepdeiic okHa «O mporpamMmme.

IIpocMoTp 1OKyMeHTOB

L4 HO68BJ’I€HE\ BO3MOXXHOCTb KOITMPOBAHUS d/[peCa CCBhUIKU B peXXrume IpoCMOTPa JOKYMEHTd.

3axiiaagku

L4 HO6aBHeHa BO3MOXXHOCTDb CKPBITb CUCTEMHbIE 3dKJIaIKH.

N3o00paxenus

e BcraBneHHble U300pa)keHHsl, pa3Mep KOTOPBIX IIpeBbIIIaeT I'PaHUIbl BUAUMOHN 00sacTu
IOKYMeHTa, aBTOMaTU4eCKH YMEHBIIAI0TCs, YTOOBI IOMECTUTHCS Ha KpaHe.

PEIIEHBI/IPOBaHI/IE

e JlobaBieHa BO3MOXHOCTb IIPUHSITh WM OTKJIOHWUTh H3MEHEHHs TOJIbKO B BBIIEJIEHHOW
o6y1acTh JOKyMeHTa.

IleuaTn

e HcnpaBnena npo6sieMa, MHOT/Ia MPUBOJMBIIAS K HEKOPPEKTHOM MeYaTH CUMBOJIOB CITMCKOB.

I'opssunie ki1aBuIIN

CTRL(CMD) + S — coxpaHUTb IOKYMEHT.

SHIFT + CTRL(CMD) + S — skcniopTupoBaTh I0KyMeHT.

ALT(OPTION) + A — BcTaBUTH B TabOJIUIy CTPOKY BBIIIIE.

ALT(OPTION) + B — BcTaBuTb B TaOJIUILy CTPOKY HIDKE.

ALT(OPTION) + L — BcTaBuTb B TabimIly cTO/IOEIl CIIeBa.

ALT(OPTION) + R — BcTaBUTb B TabIUITy CTOJIOEI] CIIpaBa.

ALT(OPTION) + CTRL(CMD) + R — ynanuTe BblJleJIeHHYIO CTPOKY B TaOJHIle.
ALT(OPTION) + CTRL(CMD) + U — ynanurb BbiJielieHHbIN cTosibell B TabuIle.
BACKSPACE — ynanuTh BbifielIeHHOe CO/Iep>KUMOe TaOJIUIIbI.

DELETE — ynanuth BblfielIeHHOe COiep>KUMOe TabJIUIIbI.

ALT(OPTION) + SHIFT + T — ynanutb Tabnuiy.

ALT(OPTION) + CTRL(CMD) + M — 06beIuHUTD BblfIelIeHHbIe STYeHKHU.
ALT(OPTION) + SHIFT + M — pa3beluHUTD STYEHKH.

TAB — nepeiiTu K cienyrolien siuerke.

SHIFT + TAB — nepeiiTu K npenpigyiien suerke.

KiaBuiia crpenku — nepeidTy B COOTBETCTBYIOITYIO HAlTPaBJIEHUIO CTPEJIKU STYEHKY.
SHIFT + KiaBwuiira cTpesky — BBIJIESTATD JUaTla30H B HAMPaBJIEHUH CTPEJIKH.
CTRL(CMD) + A — BbIIeIUTb BCE STYUKU TAOJIHITHI.
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MonQOdpuc

«MoitO¢uc Tabauma»
1. NnTepdeiic

e BriyienenHas siueiika Terepb 6osiee 3aMeTHA IIpY BBOJle GOPMYIIbI.
e (OO6HOBneH uHTepdelic okHa «O mporpammey.

2. IIpocMoTp TIOKyMeHTOB

e JlobaBneHo oTOOpaXkeHHe 3aKperIeHHbIX 00/1acTel B peskrMe IIPOCMOTpa JIOKyMeHTa.

3. U3obpakenus

e BcraBneHnHble u300pakeHHs, pa3Mep KOTOPBIX IIpeBbIINIaeT IPaHUIbl BUAUMOMN 00jacTu
IOKYMEeHTa, aBTOMaTUYeCKH YMEeHBIIIAI0TCsl, YTOOBI IOMECTUTHCS Ha SKPaHe.

— Ionbimka yBeauuums uiu ymeHbvlums pasmep wpugdma mekcma npu BvideneHuu u3odpadiceHust nocie
konupoBaHus @dopmamupobaHus Ha Opyeom Jaucme dJdokymeHma npubodum K ocmaHoBke pabombl
NpUIOACEHUS.

4. JTuarpaMMbI

— Ionbimka y6eauuums uau yMEHbWUMb pasmep wpugma mekcma npu GvideneHuu duazpammuvl nocie
konupoBaHus @opmamupobaHus Ha Opyeom Jaucme dJdokymeHma npubodum K ocmaHoBke pabombl
NpUOJHCEHUS.

5. Purypsi

— Ilonbimka yBenuuums unu ymeHbwWums pasmep wpudma mekcma npu Bvi0eneHuu ¢uzypel nocne
konupo6BaHus ¢opmamupobarus Ha OJpyeom aucme dJdokymeHma npuBodum K ocmaHoBke pabombl
NPUNOXHCEHUS.

6. Ileuatn

L4 chpaBneHa npo6neMa, HWHOT'ld IIPUBOIUBIIIAA K HEKOppeKTHOﬁ 11e4aTd CMMBOJIOB CIIMCKOB.

7. T'opsune KJIaBUIIN

CTRL(CMD) + S — coxpaHUTb IOKYMEHT.

SHIFT + CTRL(CMD) + S — skcniopTupoBaTh I0OKyMeHT.

ALT(OPTION) + A — BcTaBUTb B TabJMITy CTPOKY BBHILIE.

ALT(OPTION) + B — BcTaBuTb B TaOJIUILy CTPOKY HIDKE.

ALT(OPTION) + L — BcTaBuTb B TabimITy cTO/IOEI] CIIeBa.

ALT(OPTION) + R — BcraBuTh B Tabnuiry cTosberr CripaBa.

ALT(OPTION) + CTRL(CMD) + R — ynanutsb BblJieJIEHHYIO CTPOKY B TabJuIle.
ALT(OPTION) + CTRL(CMD) + U — ynanurb BbiJieJIeHHbIN cTosiberl B TabuIle.
BACKSPACE — ynanuTh BbifielIeHHOe COIep>KUMOe TaOJIUIIbI.

DELETE — ynanuth BblfielieHHOe COfiep>KUMOe TabJIUIIbI.

ALT(OPTION) + CTRL(CMD) + M — 06beiuHUTD BblfieIeHHbIe STYeHKHU.
ALT(OPTION) + SHIFT + M — pa3beIJuHUTD STYEHKHU.

TAB — nepeiiTu K ciieiyrolien siuerke.

SHIFT + TAB — nepeiiTu k nipeAplayiiei suenke.

e KJaBuilia CTpeJIKM — [eperTH B COOTBETCTBYIOIIYIO HAalIPABJIEHUIO CTPEJIKU STYeMKYy.
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e SHIFT + KinaBuiia cTpenky — BbIIeJIUTh AUalla30H B HAINIpaBJIEHUH CTPEJIKH.
e CTRL(CMD) + A — BbIieuTb BCe STYEHKU TaOJTUITHI.
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«MoitO¢uc IlpezenTanus»

1.

Oomzee

e JlobGaBieHa BO3MOXXHOCTb PeJlakTUPOBaHMUsI CJIAH/IOB U Ipe3eHTalllii B beTa-pexxume.
e [Ipunoxenue teneps HazbiBaeTcs: «MorOduc Ilpe3senranus (Beta)y.

HNuTepderic

e JlobaBieHa CTpOKa COCTOSIHUS, COJiepKalllas CBeleHWs] O BbIOpaHHOM Cilaiijie, 00IIeM
KOJIMYeCTBe CJIANIOB U CTaTyCe COXPAaHeHHs U3MeHeHUH B JIOKyMeHTe.

e JlobGaBmneHsl ciiefyoliyde pasfenbl KoMaHaHOTO MeHIo: «lIpaBka», «BcraBkay, «®Popmary,

«Cnaiiny, « THCTpyMeHTBI.

Jlo6aBiieHa rmaHesib KHCTPYMEHTOB JIJ1sl pe/IaKTUPOBAHMSI ITPe3eHTall .

Jlo6aBiieHa 60koBasi MaHesb ¢ pasfenaMu « CBorcTBa daitiia» 1 « BctaBkay.

JlobaBieHa BO3MOXHOCTb CKPBITHSI, 0TOOpakeHUsl U M3MeHeHHs pa3Mepa MaHesy CIai/IoB.

JlobaBieHo mpenynpex/ieHre O HeOOXOJWMOCTH OOHOBUTH CTPAaHHUIy IpY H3MeHeHWHU

CUCTeMHBIX HaCTPOeK a]MUHUCTPAaTOPOM.

IIpocmoTp noxkymeHra

e JlobGaBieHa BO3MOXXHOCTb KOIMPOBAHUSI TEKCTA B siueMKax TabJMIIbI B peXXrMe IMPOCMOTPa
IIOKYMeHTa.

PaboTa ¢ mokymeHTOM

e JlobaBieHa BO3MOXHOCTb peJlakTUpOBaHUs Ipe3eHTanui B popmate XODP.

e JlobGaBieHa BO3MOXHOCTb KOHBepTauuu Ipe3eHTanuii B popmarax POTX, PPTX u ODP
B popmar XODP.

e Jlob6aBieHa BO3MOXXHOCTb COXpaHeHHUs npe3eHTaruy B popmate X ODP.

e JlobaBneHa BO3MOXHOCTb CKauMBaHus npe3eHtannu B popmarel XODP, PPTX, ODP, PDF.

Pa0ora co ciaiimamu

e JlobaBieHa BO3MOKHOCTb HaBUTAIIMH 10 CIIaUAaM.

e JlobGaBieHa BO3MOXHOCTb U3MEHEeHHs TIOPsIIKa CJIANIOB.

e JlobaBieHa BO3MOXXHOCTh CO3[IaHHUsS, KOIHMPOBaHUs, AyOJIMPOBAaHUS, BBIPE3aHUs], BCTaBKU
Y yJlaJieHus CJIai[IoB BHYTPH Tpe3eHTallyu.

e JlobGaBieHa BO3MOXHOCTb U3MEHSTb MacIITab oToOpakeHUsl CIA/IOB.

e JlobaBimeHbl MakeThl CJIAHIOB:  «3aroJIOBOK», «3arojIoBOK M  II0J3arojIOBOKY,
«3aroJIoBOK W TeKCT», «3arojoBOK Y [Ba CTOJOma», «3arojIoBOK  Cianmay,
«Ilycrou cnanmy.

e Jlo6GaBneHa BO3MOXHOCTD 3aJIMBKU (OHA CIlaii/ia IBETOM WK U300pakeHUeM.

e Jlob6aBieHa BO3MOXXHOCTb BBO/IAa TeKCTa Ha CJaHIbI.

e JlobaBneHa BO3MOXXHOCTh IepeMellieHHst 0OBeKTOB Ha CJIaijie 10 OCH Z.

dopmaTupoBaHue

e JlobaBneHa BO3MOXHOCTh BbIOOpa ImpudTa, pa3Mmepa, HadyepTaHWs, I[BeTa, I[BeTa
BbIJIeJIeHUsI, CBOMCTB BBbIpAaBHMBAHUs, pa3Mepa MeXyCTPOYHOTO HHTepBaja, pa3Mepa
MEeXXCHMBOJIBHOTO MHTEpBaJjla TeKCTa.
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JlobaBiieHa BO3MOXHOCTb U3MEHEeHUsI UHTepBaJioB U OTCTYIIOB JI0 U Iocsle ab3ana.
JlobGaBiieHa BO3MOXXHOCTb BCTaBKH, y/ajleHWs,, WU3MeHeHHWs CTWIs, WU3MeHeHUs YpPOBHS
BJIO)KeHHOCTA HYMepPOBAHHBIX ¥ MAPKUPOBAHHBIX CIIMCKOB.

Jlo6aBiieHa BO3MO>XKHOCTb OTOOpaXkeH!sl HelleyaTaeMbIX CUMBOJIOB.

7. Taoauunl

JlobaBeHa BO3MOXXHOCTb BCTaBKU, PeJJaKTUPOBAHUS U y/IaJleHUsI TaOJIUIIbI.

JlocTyriHa BO3MOXHOCTh paboTbl C TabaulaMd MW sYeikaMd B HUX: Jl00aBjeHUe
U yJlaJieHue CTPOK W CTOJIOIOB, BBHIOOP IIBETA 3aJMBKU siuelkH, GpopMaTHpPOBaHUE T'PaHUI]
s4yeek, U3MeHeHHe pa3Mepa siueek, 00 be/IMHeHre U pa3beJuHeHNe sueek.

8. UzooOpaxkenus

Jlob6aBiieHa BO3MOXXHOCTb BCTaBKM, H3MeHEHMsI pa3Mepa, IlepeMellleHus U yJaJleHus
r“300pakeHus!.

Jlo6aBiieHa BO3MOXHOCTb BBO/IA TEKCTa B MU300pakeHUe.

Jlo6aBiieHa BO3MO>XXHOCTB BbIOOpa I1BeTa, TOJIIIMHBI M BUJIA JIMHUU KOHTYPA.

BcraBnennble m3o0bpakeHusl, pasMep KOTOPBLIX IpeBbIlIaeT T'PAHUIBI BUAMMOM 00J1aCcTU
NOKYMeHTa, aBTOMaTU4eCKH YMEeHBIIIAt0TCsl, YTOOBI IOMECTUTHCS Ha KpaHe.

9. Purypsl

JlocTyriHa BO3MOXKHOCTb BCTaBKU, U3MEHEHHUsl pa3Mepa, MepeMeleHus: U yaajieHus Guryp:
MPSIMOYTOJTbHUK, JJUTHIIC, TPeyrojibHUK, pOMO, 3arHyThIM Yroji, 3Be3fa, Cepjile, JieBas
KBaJ/ipaTHasi ckoOKa, ITpaBasi KBaZjpaTHasi CKOOKa, jieBasi urypHasi ckobka, mpasasi purypHas
CKOOKa, CTpeJjika BJIeBO, CTpeJjika BIIPAaBO, CTpejika BBepX, CTpejika BHMU3, BBIHOCKA
CO CTpeJIKOM BJIeBO, BBIHOCKA CO CTPEJIKOW BIPAaBO, BHIHOCKA CO CTPEJIKOM BBepX, BBIHOCKA
CO CTPeJIKOM BHU3, MATHUYTOJILHUK, TPSIMOYTOJIbHAsI BBIHOCKA, OBaJIbHASI BBIHOCKA.
JlobaBiieHa BO3MO>XKHOCTb BbIOOpA I[BeTa 3all0JIHeHHUs (PUTYPBI.

Jlob6aBiieHa BO3MOXXHOCTb BbIOOpA I[BeTa, TOJIIMHBI U BUA JIMHUUA KOHTYpa.

Jlob6aBiieHa BO3MOXKHOCTb BBOJIa TEKCTA B PUTYPY.

10.IIpaBonucanue

JlocTymHa BO3MOXXHOCTb MPOBEepKH opporpadpuu ¥ rpaMMaTUKHU B JIOKYMEHTe.

JlocTyriHa BO3MO>XXHOCTb MCITpaBJieHUs 0OHapy XKeHHBIX OIIUOOK.

HocTynHa BO3MOXHOCTB 06aBiIeHHs CJI0B JyIsl TeKylllel Ipe3eHTal|uy.

JlocTyniHa BO3MOXHOCTb BBIOpaTh [0 TpeX CJIOBaped INPOBepKU: PYCCKUM, aHIVIMHACKUY,
WCMAHCKUH Y PPAHITY3CKHUH.

11. Bepcun

HO6aBHEHa BO3MOXXHOCTb paGOTbI C BEpCHIMU IIpe3eHTallun.

12.111a6J10HBI IOKYMEHTOB

JlobGaBsieHa BO3MOXKHOCTb CO3/iaHus ¢aiisia 1mabioHa npe3eHTtanuu B popmate XOTP.
JlobGaBiieHa BO3MOXXHOCTb CO3[laHUs IIpe3eHTalluM Ha OocHOBe IiabiioHa B ¢popmare XOTP,
POTX u POT.
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13.T opsiune k1aBUIIN

e JlobGaBneHa TOJiepXKKAa COYeTaHWH TOpSYMX KIABUII Ui COBepIleHHs Ollepanui
C IIpe3eHTalUsIMU U ClIakIaMHU.
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Cepsep CoBmectHoro PegaktupoBanus (CCP)
«MoitOduc Tekcr»
1. Hnrepdeiic

e JlobGaBieHa KOMaH/a /Ijisl YyCTAHOBKHY MacITaba IOKyMeHTa [0 IIMPUHe JKpaHa.

2. IIpocMOTp AOKYMEHTOB

L4 HO6aBHeHa BO3MOXHOCTBb KOIIMPOBAHUS d/]peCa CChUIKU B peXumMe IIPpOCMOTPA JOKYMEHTd.

3. 3axkiiaaKku

o HO68BJ’I€Ha BO3MOXXHOCTb CKPBITb CUCTEMHbIE 3dKJIaIKH.

4. N3o0paxeHus

e BcrasienHble I/1306pa)KEHI/I$[, pa3Mep KOTOPBIX IIPpeBbIIIdeT I'PaHHUIBI BUIUMOM obnactu
OOKYMEeHTd, dBTOMAaTU4YeCKH YMEeHbIIaI0TCH, YTOOBI IIOMECTUTHCS Ha JKpaHe.

5. PenensupoBanue

L4 HO6aBJI€Ha BO3MOXHOCTDb IIPUHATL WM OTKJIIOHUTH HW3MEeHEeHHSA TOJIbKO B BbIJIeJIEHHOM
obmacTu HAOKYMeEHTad.

6. Pabora c roroBrIM ¢aitiom

e JlobaBneHa BO3MOXXHOCTb ckadaTb ¢ann B ¢popmarsl DOCX, ODT u PDF B pexume
penakTUpOBaHUS.

e JlobaBieHa BO3MOXHOCTh ckadaTh ¢ain B ¢popmatel DOC, DOT, DOTX, RTF u PDF
B PeXXuMe IIPOCMOTPa.

— OmcymcmByem 6o3mooicHocmb ckadubarust patinol, 6 umeHu KOmMoOpbwbIX COOepHCamcs CheuudibHble
cumbonvt #, { u } .
— Qaiinebt 6 popmame DOT sxkcnopmupyromes 6 popmam PDF.

7. Ileuartn

L4 HO6&BJ’I€H8 BO3MOXHOCTD OTIIPABUTL NOKYMEHT Ha I1e4aThb.

— Omcymcm6yem 603mocHOCTb Neuamu 00Ho20 ¢aiina Heckoabkumu hoib3obamens 00HOBpeMeHHO.

— OmcymcmByem 6o3monicHocmb neuamu ¢aiinob, 6 umeHu KOMOPbIX COOEPHCAMCS CneyudIbHble CUMBObL
#,{u}.

— B 6paysepax FireFox u Safari omcymcm6yem cmamyc-6ap «Preraring for print», nocie omnpa6ku gaiina
Ha newamb omkpwlbaemcs HoBas nycmas 6knadka, 6 komopoii npoucxodum nodzomoBka K neuamu.
3akpsimue 6knadku do 3abepweHus neuamu npubodum k npepwvlBaHuio npouecca.

— B o6paysepe Chrome npu neuamu 6 PDF umeHa ckauaHHblX paiino6  Bbiensdam
Kax "<name>.<previous_format>.pdf".

8. I'opsume k1aBUNIN

e CTRL(CMD) + S — coxpaHUTb JOKyMEHT.
e SHIFT + CTRL(CMD) + S — skciopTUpoBaTh I0KyMEHT.
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ALT(OPTION) + A — BcTaBUTH B TabOJIUIy CTPOKY BBIIIIE.

ALT(OPTION) + B — BcTaBuTb B TaOJIUILy CTPOKY HIDKE.

ALT(OPTION) + L — BcTaBuTb B TabimITy cTO/OEIl CIIeBa.

ALT(OPTION) + R — BcTaBUTb B TabIUITy CTOJIOEI] CIIpaBa.

ALT(OPTION) + CTRL(CMD) + R — ynanuts BblJieJIeHHYIO CTPOKY B TabJuIle.
ALT(OPTION) + CTRL(CMD) + U — ynanurb BbiJielieHHbIN cTosibell B TabuIle.
BACKSPACE — ynanuTh BbifielIeHHOe CO/Iep>KUMOe TaOJIUIIbI.

DELETE - ynanuth BblfielleHHOe COiep>KUMOe TabJIUIIbI.

ALT(OPTION) + SHIFT + T — ynanuth Tabnuiy.

ALT(OPTION) + CTRL(CMD) + M — 06beIuHUTD BbifIeIeHHbIe STYeHKHU.
ALT(OPTION) + SHIFT + M — pa3beIluHUTD STYeHKH.

TAB — nepeiiTu K cienyrolen siuerke.

SHIFT + TAB — nepeiiTu k npefpigyiien suerke.

KnaBumia crpeniku — mepedTH B COOTBETCTBYIOIIYIO HAllpaBJIeHUIO CTPEJIKH SIYeKY.

SHIFT + KiaBwuiira cTpenky — BBIJIESTUTD JUalla30H B HAINPaBJIeHUH CTPEJIKH.
CTRL(CMD) + A — BbIIeIUTDb BCE STYUKU TaOJIMITHI.
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«MoitO¢uc Tabauma»
1. NnTepdeiic

e DBrijeneHHas si4yelika Telepb 60iee 3aMeTHa IIPU BBOZie POPMYJIHL.

2. IIpocMoTp OKyMeHTOB

e Jlo6GaBneHo oTobpaskeHre 3aKpeIUIeHHBIX 00JIacTell B peXkrMe IPOCMOTpa I0OKYMeHTa.

3. N3o0paxkeHus

e BcraBneHHble u300pakeHHs, pa3Mep KOTOPBIX IpPeBbIINIAeT IPaHUIlbl BUAUMOMN 00jacTu
JIOKyMeHTa, aBTOMaTU4eCKH YMeHbIIAI0TCs, YTOObI IOMECTUThCS Ha SKpaHe.

— Ionwbimka y6enuuums uiu ymeHvlWumMs pasmep wpugdma mekcma npu GvideneHuu u30bpadceHus nocie
konupoBaHus @dopmamupobaHus Ha Opyeom Jaucme dJdokymeHma hpubodum K ocmaHoBke pabombl
NPUNOXHCEHUS.

4. JIlmarpaMMbl

— Ilonbimka y6eauuums uau yMmeHbWUums pasmep wpugma mekcma npu BvideneHuu duazpammul nocie
konupoBaHus @dopmamupobaHus Ha Jdpyeom Jaucme dJdokymeHma npubodum k ocmaHo6ke pabombi
NPUNOXHCEHUS.

5. ®durypsl

— Ilonbimka y6eauuums uiu ymeHblums pasmep wpugdma mekcma npu 6BbideneHuu uaypbl nocae
konupoBaHus @dopmamupobaHus Ha Jpyeom Jaucme dJdokymeHma npuBodum k ocmaHo6ke pabombi
NPUNOMHCEHUS.

6. Pabora c roroBbsIM ¢aiiiom

e JlobaBieHa BO3MOXHOCTh ckadaTh ¢ain B ¢opmatel XLSX, ODS u PDF B pexume

pellaKTUPOBAHUSL.
e JlobGaBneHa BO3MOXHOCTb ckauaTb ¢ann B ¢opmatel XLS, XLT, XLTX, CSV u PDF
B PeXXuMe IIPOCMOTPa.

— Omcymcm6yem 6BozmodcHocmb ckauubarus ¢aiinob, 6 umeHu KomopbiX codepicamcsi cneyudibHble
cumbonvt #, { u } .
— Daiinwt 6 popmame XLT skcnopmupyromes 6 gopmam PDF.

7. IleuaTn

L4 HO6&BJ’I€H8 BO3MOXHOCTD OTIIPABUTL NOKYMEHT Ha I1e4aThb.

— Omcymcm6yem 6o3mocHOCMb neuamu 00Ho20 ¢aiina HeckonbKuMU holb3obamenst 00HOBpeMeHHO.

— Omcymcm6yem 6o3modicHocms neuamu ¢aiinob, 6 umeHu kKomopbix codepacamcst cheyudibHblie CUMBObI
#,{u}.

— I'paguueckuii obsexkm He 6ydem Haneuamad, eciu e20 2paHuubl Bbixodsam 3a npedenbl aAKMUBHOI
obaracmu mabauuywl.

— B 6paysepax FireFox u Safari omcymcm6yem cmamyc-6ap «Preraring for print», nocie omnpa6ku gaiina
Ha neuamb omkpwlbaemcs HoBas nycmas 6knadka, 6 komopoii npoucxodum nodeomoBka K neuamu.
3axpuimue 6xnadku do 3a6epuieHus heuamu npuBodum k npepbibaHuo Npouecca.

— B o6paysepe Chrome npu neuamu 6 PDF umeHa cKauaHHbiX paiino6  Bbiensdam
Kak "<name>.<previous_format>.pdf".
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. I'opsune kiaBunIn

CTRL(CMD) + S — coxpaHUTb JOKYMEHT.

SHIFT + CTRL(CMD) + S — skciopTHpOBaTh JIOKYMEHT.

ALT(OPTION) + A — BcTaBUTH B TabOJIUIy CTPOKY BBIIIIE.

ALT(OPTION) + B — BcTaBuTb B TaOJIUILy CTPOKY HIDKE.

ALT(OPTION) + L — BcTaBuTb B TabiuIly cTOsbeIl CIieBa.

ALT(OPTION) + R — BcTaBuTb B Tabmuiry cTosiber; CripaBa.

ALT(OPTION) + CTRL(CMD) + R — ynanuts BblJieJIeHHYIO CTPOKY B TabJuIle.
ALT(OPTION) + CTRL(CMD) + U — ynanutb BbiJielieHHbIN cTosibell B TabuIle.
BACKSPACE — ynanuTh BblJleJIeHHOe COJiep>KUMoe TabJIrIIbI.

DELETE - yganuTh BbifieJieHHOe COepKuMoe TaOTUIIbI.

ALT(OPTION) + CTRL(CMD) + M — 00beIJMHUTH BbifieJIeHHbIe STYeUKU.
ALT(OPTION) + SHIFT + M — pa3beluHUTD STYEHKHU.

TAB — nepeiitu Kk cienylolien siuerike.

SHIFT + TAB — nepeiiTu K npeAplyIien suenke.

KiaBuiiia cTpesnky — epeiTy B COOTBETCTBYIOIYIO HAalIPaBJIeHUIO CTPEJIKU STYerKy.

SHIFT + KinaBuiiia cTpenku — BblIeJIMTh JMalla30H B HAllpaBJIeHUU CTPEJIKU.
CTRL(CMD) + A — BBIIENIUTH BCe STYCHKU TaOJIUIIBI.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MHW», 2013-2023
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«MoitO¢uc IlpezenTanus»
1. OOmzee

L4 HO6aBﬂeHa BO3MOXHOCTb peJaKTUPOBAHU A CJIAaMI0B U HPESEHTHHHﬁ B 6eTa—pe>1<HMe.

2. HNurepdeiic

e JloGaByeHa CTpoOKa COCTOSIHMS, Cojiepkalliasi CBelleHWsi O BBbIOpAaHHOM ciiaiifie, o0OIiem
KOJIMYeCTBe CJIaH/I0B U CTaTyce COXPAaHeHHs] U3MeHeHUH B JIOKyMeHTe.

e JlobGaBineHsl cienyoliye pasfieibl koMaHAHOro MeHto: «llpaBkay», «BcraBkay, «Popmaty,

«Cnaigy, « MTHCTpyMeHTBI.

Job6aBieHa rmaHesib MHCTPYMEHTOB JJIsl peJlakTHUPOBaHUsI ITpe3eHTal|i.

HobaBiena 6okoBas 1aHesb C pasfenaMu «CBorcTBa ¢aiiia» u «BcraBkay.

Jlo6aBiieHa BO3MOXKHOCTb CKPBITHSI, 0TOOPaXKeH!s: ¥ UI3MeHeHHs pa3Mepa MaHesu CJIai/oB.

JlobaBieHo mpenynpex/ieHre O HeOOXOJWMOCTHM OOHOBUTH CTPaHUIy NP H3MeHeHUU

CUCTEeMHBIX HaCTPOeK aJJMUHHCTPAaTOPOM.

3. IIpocmoTp moxkymeHTa

e JlobGaBieHa BO3MOXXHOCTb KOIIMPOBAHUS TEKCTA B siueMKax TabJMIbl B peXXrMe IIPOCMOTPa
IIOKYMeHTa.

4. Pabora c mOKyMeHTOM

e JlobaBieHa BO3MOXHOCTh peJlakKTUpOBaHus rpe3eHTarui B popmate XODP.

e JlobaBieHa BO3MOXHOCTb KOHBepTanuu IpeseHtauui B ¢popmarax POTX, PPTX u ODP
B popmar XODP.

e Jlob6aBneHa BO3MOXXHOCTb COXpaHeHHUs npe3eHTaruy B popmate X ODP.

e JlobGaBneHa BO3MOXHOCTb CkaurBaHus npe3eHTannu B popmarsl XODP, PPTX, ODP, PDF
B PeXXUMe peJJaKTUPOBaHMUSI.

e JlobaBneHa BO3MOXHOCTb ckadath ¢ail B popmatel PPT, POT, POTX, PPS, PPSX u PDF
B peXXriMe IIPOCMOTpa.

— Omcymcm6Byem 6o3mooicHocmb ckauubarus patinol, 6 umeHu KOmMOpPbIX COOEpHCAMCS CheuudibHble
cumbonbt #, {u } .
— @aiinwbt 6 popmamax POT u PPS skcnopmupytomces 6 gpopmam PDF.

5. CoBmecTHas pabora

L4 Ho6aBneHa BO3MOXHOCTb OJJHOBPEMEHHOI'0 PeddKTUPOBAHHA IIpe3eHTdlli HeCKOJIbKUMH
II0JIb30BaTeISIMU.

6. Pabora co ciaiimamu

e JlobaBieHa BO3MOKHOCTDb HaBUTaI[HMHU M0 CIafaaM.

e JlobGaBieHa BO3MOXHOCTb U3MEHEeHHs TIOPsIKa CJIAaNIOB.

e JlobaBieHa BO3MOXHOCTb CO3[IaHUs, KOIHMPOBAHUS, AYOJIMPOBAHUS, BbIpe3aHHUsl, BCTaBKU
Y yJlaJleHusl CTIai/IoB BHYTPH Tpe3eHTalru.

e JlobaBieHa BO3MOXXHOCTh U3MEHSTh MacIITab 0ToOpakeHus CIIai/IoB.

e JlobaBmeHbl MakKeTbl  CJIAMAOB:  «3arojloBOK», «3arojJiOBOK M I10[3arOJIOBOKY,
«3aroJloBOK M TEKCT», «3arojloBOK M JBa CTOJOI@», «3aroJioBOK  Ciammgay,
«Ilycrou cnaimy.
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Jlo6aBiieHa BO3MOKHOCTD 3aJIMBKH (OHA ClIakia IBETOM WM U300pakeHUeM.
Jlob6aBiieHa BO3MOXKHOCTH BBOJIa TEKCTa HA CJIAN/IbI.
Jlob6aBiieHa BO3MOXKHOCTD TlepeMeltieHus 00beKTOB Ha CJlakjie 1o ocu Z.

7. dopmaTupoBaHHe

JlobGaBieHa BO3MOXHOCTh BbIOOpa ImpudTa, pa3Mepa, HadyepTaHWs, I[BeTa, I[BeTa
BbIJIeJIeHUSI, CBOWMCTB BbIpAaBHUBAHUS, pa3Mepa MeXIyCTPOUYHOTO HWHTepBaja, pa3Mepa
MEeXXCUMBOJILHOTO UHTepBaJia TeKCTa.

Jlob6aBiieHa BO3MOXXHOCTb U3MEeHEeHHsl MHTEePBAJIOB U OTCTYTIOB JI0 M TocJie ab3aria.
Jlob6aBiieHa BO3MOXXHOCTb BCTaBKH, yIaJeHHs, U3MeHeHUs CTHJIsl, U3MeHeHUs YPOBHS
BJIO>KEHHOCTH HyMepOBaHHBIX U MAPKHPOBAHHBIX CITUCKOB.

Jlo6aBiieHa BO3MOXKHOCTb OTOOpaXkeHUs1 HelledyaTaeMbIX CUMBOJIOB.

8. Tabaunnl

Jlo6aBiieHa BO3MOXXHOCTb BCTaBKU, PeJJaKTHUPOBAHUS U ylajleHUsl TaOJInIIbI.

JlocTyriHa BO3MOXXHOCTH pabOThl C TabauaMd W SYeMKaMd B HUX: J100aBJIeHHe
Y yIajieHHe CTPOK U CTOJIOIIOB, BHIOOP I1BeTa 3aJIMBKHU siYeHKU, dopMaTUPOBAaHUE T'DAHUIL
siyeeK, M3MeHeHre pa3Mepa siueek, 00beJuHeHe U pPa3be/IMHeHUe STUeekK.

9. N3obpaxxenus

JlobaBieHa BO3MOXXHOCTh BCTaBKW, W3MEHEHHs pa3Mepa, IepeMelleHdus U yIOaJlleHus
n300pakeHusI.

Jlo6aBiieHa BO3MOXKHOCTB BBOJIAa TEKCTa B U300pakeHue.

JlobaBeHa BO3MOXXHOCTb BbIOOpA I[BeTa, TOMIIMHBI U BU/IA IMHUHU KOHTYPA.

Bcrapnennele n3o6pakeHus, pa3Mep KOTOPBIX IIpeBBIIIAeT T'PaHUIIbI BUJUMOM 006sactu
JIOKYMEHTa, aBTOMATUYeCKH YMEHBIIIAl0TCs, YTOOBI TOMECTUTHCS Ha SKpaHe.

10. Puryps1

JlocTymnHa BO3MOXHOCTh BCTaBKH, U3MEeHeHHUs pa3Mepa, lepeMellleHus U yjaneHus puryp:
NPSIMOYTOJIbHUK, JJUIMIIC, TPeyrojibHUK, poMO, 3arHyTblM YroJi, 3Be3fia, Ceplle, JieBas
KBaJ[paTHasi CKOOKa, IpaBasi KBajipaTHast CKoOKa, JieBast uUrypHasi CKoOKa, rpaBast purypHasi
cKoOKa, CTpejiKa BIJIeBO, CTpeJika BIIpaBO, CTpejka BBepX, CTpejika BHHU3, BBIHOCKA
CO CTPeJIKOM BJIeBO, BBIHOCKA CO CTPEJIKOM BIPAaBO, BBIHOCKA CO CTPEJIKOM BBEPX, BBIHOCKA
CO CTPEeJIKOM BHU3, MSITUYTOJIbHUK, IPSIMOYT0JIbHASI BBIHOCKA, OBAJIbHASI BBIHOCKA.
Jlo6aBiieHa BO3MOXHOCTb BbIOOpA I[BeTa 3aN10JIHEHUS] PUTYPHI.

Jlo6aBiieHa BO3MOXXHOCTb BbIOOpA I[BeTa, TOMIIUHBI ¥ BU/A IMHUU KOHTYPA.

Jlob6aBiieHa BO3MO>XXHOCTb BBOJIa TEKCTA B PUTYPY.

11.IIpaBonucanue

JlocTynHa BO3MOXHOCTb IIpoBepKa opdorpapuu U rpaMMaTUKU B IOKYMeHTe.

JlocTynHa BO3MOXHOCTb UCIpaBjieHus1 0OOHapy>KeHHBIX OIINOOK.

JlocTyniHa BO3MOXXHOCTB J106aBJIeHHUs] CJIOB JUIsl TeKYIlel Ipe3eHTal|u.

JlocTynHa BO3MOXHOCTb BBIOpaTh IO TpexX CJIOBaped IPOBEPKU: PYCCKHUM, aHIVIMHACKUY,
VICIIAHCKUM U PPaHIly3CKUM.
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12.Bepcuu

e JlobaBieHa BO3MOXHOCTb PabOThI C BepPCHSMU ITpe3eHTallUH.

13.11Ta0/10HBI JOKYMEHTOB

e JloGaBieHa BO3MOXXHOCTh CO3/IaHUs daiia 1mabioHa rnpe3edTarnuu B popmate XOTP.
e JlobaBieHa BO3MOXXHOCTh CO3/laHMs IIpe3eHTallMd Ha OCHOBe IabioHa B ¢popmare XOTP,
POTX u POT.

14.T'opsiune k1aBUIIN

e JlobGaBneHa 1OJiepXKKAa COYeTaHWM TIOpSYMX KIABUII Ui COBepIlleHHs Ollepanui
C IIpe3eHTalusIMU U CllalaMHu.

15.IleuaTtn

L4 HO68BJ’I€H8 BO3MOXHOCTBb OTIIPABUTH NOKYMEHT Hd 11€4dThb.

— Omcymcm6yem 603mocHOCMb neuamu 00Ho20 ¢aiina HeckoabKuMu hoib3obamens 00HOBpeMeHHO.

— Omcymcm6yem 6o3modicHocmb neuamu ¢aiinob, 8 umeHu Komopbix codepicamcs cneyuanbHsle cumBobl
#,{u}.

— B 6paysepax FireFox u Safari omcymcm6yem cmamyc-6ap «Preraring for print», nocie omnpa6ku gaiina
Ha newamb omkpwlbaemcs HoBas nycmas 6knadka, 6 komopoii npoucxodum nodzomoBka K neuamu.
3akpsimue 6xknadku do 3abepweHus neuamu npubodum k npepwvlBaHuio npouecca.

— B o6paysepe Chrome npu neuwamu 6 PDF umeHa ckauaHHblX —paiino6  Bbiensoam
Kak "<name>.<previous_format>.pdf".
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