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MonOdomc

Bce yrnomsHyTbIe B 3TOM JOKyMeHTe Ha3BaHHs MPOAYKTOB, JIOTOTUIIbI, TOPTOBbIe MapKH
Y TOBapHble 3HAKM NPUHA/JIEXAT WX BIIaJeNIblIaM.

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

Hu npu kakux o0CTOSTENbCTBaX HeJIb3sl UCTOIKOBBIBATH JII0O0e COep>KUMOe HACTOSIIETrO
JIOKYMeHTa Kak IpsMoe WIM KOCBeHHOe IpeJloCTaBiieHue JIMIeH3WH WIK IIpaBa Ha UCIIO/Ib30BaHUe
TOBAapHbIX 3HAKOB, JIOTOTHUIIOB WM 3HAKOB OOCIy>XUBaHUS, TPUBEIEHHbBIX B  HeM.
JItoboe HeCcaHKIIMOHUPOBAHHOE HCIIOJIb30BaHWE 3TUX TOBAPHBIX 3HAKOB, JIOTOTUIIOB WJIM 3HAKOB

obcmyxuBaHus 6e3 MMCbMEeHHOT0 pa3pelleHysl UX IpaBoobJiajiaTesisi CTPOro 3alpeleHo.
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MonOdomc

Obmas nHdpopmanusa
«MoitOduc O6pa3oBaHue» — KOMIUIEKT PeJJaKTOPOB TEKCTOBBIX JIOKYMEHTOB U 3JIeKTPOHHBIX

T86HI/IL[, CpeacCTB pa6OTbI C IIpe3eHTaluusaMu B O6paBOBaTEJ'IbeIX OpraHn3anuiax. HpI/IJ'IO)KeHI/IH

YCTaHaBJIMBAIOTCA Ha KOMIIBIOTEP I10JIb30BaTeJIA U He TpE6YIOT IMMOAKIIIOYEeHHs K UHTepHEeTY.

B cocraB mpoaykTra BXOOST Ciefyloliyie MPWIOXKeHHs [Jisi paboThl Ha KOMIIbIOTepax C

onepanroHHbIMU cucTeMaMu Linux 1 Windows:

*  «MoiiOduc Tekcr» — pegakTop A OBICTPOro M yI0OHOTO co3faHus U GOPMATUPOBAHUS
TEKCTOBBIX JIOKYMEHTOB JIF000M CJI0XKHOCTH;

*  «MoiOduc Tabmuia» — pegakTop Jjis CO3[JaHUS 3JIeKTPOHHBIX TabJIUII, BeJIeHUs] paCyeToB,
aHaJIM3a JJaHHBIX, POPMHUPOBAHUS CBOJIHBIX OTUYETOB U aBTOMATHU3aI[MK 00PabOTKH TAHHBIX C
WCII0JIb30BAaHHEM MaKpPOKOMaH];

*  «MoitOduc IlpesenTarusy» — mpuIoXKeHue Jisl IPOCMOTPA U JIeMOHCTPAIIMY TIpe3eHTallrH;

* «PemakTop mpeseHTanuit» — pejakTOp Ha OCHOBe KOMIIOHEHTOB C OTKPBITBIM HCXOJIHBIM

KOZIOM IIJist OBICTPOTO U yI06HOTO co3/aHus U opopMITeHus TIpe3eHTallui.

[TonpobHOe omucaHWe BO3MOXKHOCTEH IIPOJIyKTa IpHBe/ieHO B JokyMeHTe «MoiOdwuc

Ob6pazoBanue. yHKIMOHAJIbHbIE BO3MOXXHOCTH.
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PemakTop Texcra

Ob1zee
YcranoBka u ooHoBienue | [lonnepxrBaeMble BO3MOXHOCTH:
MaccoBasi yCTaHOBKa U OOHOBJIEHUE;
aBTOMAaTHYecKasi yCTaHOBKAa OOHOBJIEHUH B GPOHOBOM pexXrMe;
«TUX0e» 0OHOBJIEHUE;
YCTaHOBKA JIJIs1 BCeX M0JIb30BaTeJleld yCTPOWCTBA
HNuTerpanuoHHbie [Tonnep>xruBaemMble BO3MOXKHOCTH:
BO3MOKHOCTH ZYajior BBOJA JAHHBIX JIJIsS aBTOPU3alUU 110 TpoTokoiny WebDAYV;
MoJIJIep>kKKa OTKPBITHS u pPeaKTHPOBaHUS daitsioB
o npotokoiry WebDAV;
APl - nporpammHbli  UHTepdeHC  yIpaBieHWs HACTOJIbHBIM
pPeaaKTopoM
SI3pIKOBas MOAJIEPIKKA [TopnepxuBaeMbie BO3MOXKHOCTH:
JIOKaJIM3allMd Ha PYCCKOM, aHIVIMACKOM, (paHIy3CKOM, TaTapCKOM
1 DAIIKUPCKOM $sI3bIKaX;
afanTanus snpa penaxkTopa TSt WCII0/Ib30BAHUS
BO ¢paHKOs3bIUHbIX cTpaHax: Ppannusa, [IP Konro, Kamepys,
Bbypynnu, Mapokko
BO3MOXXHOCTb BbIOpaTh SI3bIK HHTepdelica TNPUIOXKEeHUs: PYCCKUH,
OAIIKUPCKUM, TaTAPCKUM, aHTVIMACKAM, GPaHITy3CKUM
dopmaThl JOKYyMEHTOB [TopnepkuBaeMbie BO3MOXKHOCTH:
OTtkpeiTie nokymentoB popmaroB XODT, XOTT, DOCX, DOC, ODT,
RTF, TXT, DOCM*, MHT u MHTML;
oTkpeIThe okyMeHTOB DOC B popmare nBornyHoro ¢aiina Word 95;
coxpanenue B popmatax XODT, DOCX, ODT;
akcnopt B dopmathl XOTT, TXT, PDF, PDF/A-1, RTF;
OTKpbITHe JOKyMeHTOB B ¢opmaTe OpenDocument 1.3;
OTKpPBITHE TeKCTOBOTO JIoKyMeHTa B ¢popmare HTML;
OTKpBITHE ¢daitios B ¢opmarax XODT 51 XOTT
[0 yMOJIYaHUIO0 B npwioxeHun «MonOduc TekcT» mociie yCTaHOBKHU
npusioxxeHus Ha OC Windows;
BO3MOXXHOCTb BbIOpaTh B mapaMeTpax cuctembl «MoitOduc Tekcy s
OTKPBITUSI IO yMOJI4YaHUIO JoKyMeHTOB B ¢opmartax ODT, DOCX,
DOC, RTF u TXT nocse ycranoBku npuioxenust Ha OC Windows

*[Ipu omkpeimuu Odokymenma 6 ¢opmame DOCM noavzoBameny y6udum npedynpedsicOeHue
06 omcymcmbuu noddepoicku 6cmpoeHHbIX 6 amom doKyMeHm MAKPOKOMAHO

ITanens «OQ0pa3oBanue» [Tonnep>xuBaemMbie BO3MOXKHOCTH:
BBI30B IIepedyHsl CChUIOK Ha oOpa3oBaTeslbHble pPecypcChbl, KOTOPBIN
3aBUCUT OT pervoHa M OTpeOHOCTel KOHKpeTHOW 06pa3oBaTesIbHOMN

OpraHu3aIuy;
nobaBjeHue, penakTUpoBaHue, yaaneHue Y TIepexo]|
10 CChUIKaM

Ilonnep:xka qucnieeB [Tonnep>xuBaemMble BO3MOXXHOCTH:

NIPOJIMCTHIBAHKE JJOKYMEHTOB Ha YCTPOMCTBAX C CEHCOPHBIM 3KPAHOM;
ITPOCMOTP JOKYMEHTd B IIOJIHO3KPAHHOM peXXnuMe

Pabora c yacTHBIM [TonnepsxvBaemMble BO3MOKHOCTH:

o0JIaKoM aBTOpM3aIlvs B 4yacTHOM objiake MonOduc;

HaBUTI'allH4 110 I[OCTYHHBIM pasnenaM U I1allKaM,

OTKDBITHE CYIIIeCTBYIOIIeH 1 CO3[aHre HOBOM IaIKH;
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OTKPBITHe, COXPaHeHHe U CO3/IaHKe HOBOT'O JJOKYMEHTa;
IIPOCMOTP TIpaB 0611[ero 0CTyIa K JOKYMEeHTY;

V3MeHeHHe IIpaB 0011ero A0CTyIa K JJOKyMeHTY;

JIOKaJIbHOE COXpaHeHHe TeKyIen Bepcum IOKyMeHTa
B CJIy4ae [I0Tepy COeJUHEeHUsI C YaCTHBIM O0JIaKOM;

IOJIZIepyKKa IIpaBa Ha OrpaHUYeHye I0CTyIa K (anily WM Nallke;
ynasneHue ¢aiiyia Wid Nanky;

BoccTaHoBJeHue ¢aiiia u3 Kop3uns;

6e3B03BpaTHOe yasieHue $aina;

0TKa3 OT 00111ero 1ocTyma K ¢paiily Wid Manke;

3arpy3ka ¢aiisia u3 obiaka;

COXpaHeHHe KOIMUH JIOKATbHO;

3arpy3ka (paiioB B 00/1aKO;

He3aBUCHUMas aBTOpH3aLUS TUIst Ka>XKI0ro IIPOAYKTA
B obmake MoiO¢uc mnpu ycraHoBke «MoiOduc CraHIapTHBIN
u «MoitOduc Ob6pazoBaHre» Ha OJTHO pabodee MeCTO;

BO3MOXXHOCTb CKOIIMPOBATh JIOKYMEeHT
npu BO3HHKHOBEHHH OIINOKHU COXpaHeHHs M3MeHeHH!
B peXXMMe COBMECTHOU paboTh;

obpaboTka  OMIMOOK  OTAENBbHO  JUISI  KaXJIOTO  OTKPBHITOTO
IUIsl COBMECTHOM PabOoThI IOKyMEHTa;

OTKpBbITHe JJOKYMEeHTOB M3 objlaka C IpaBOM Ha IIPOCMOTP B pexXume
IIPOCMOTpA JI0KyMEeHTa;

BO3MOXXHOCTb CO3/1aTh KOIHIO JIOKYMEeHTa, OTKPBITOTO U3 oO6Jiaka
Ha IIPOCMOTP

Pabora c nokymeHnTom

[Tonnep>xruBaeMbie BO3MOXXHOCTH:

OTKPBITHE JOKYMEeHTa B IPyTOM IPUIIOXKEeHUH;

naHeJib UCTopyur 0ydepa oOMeHa;

koMaHnia «BcraButh 13 bydepa obmeHa» B koMaHAHOM MeHIO [IpaBka
Y B KOHTEKCTHOM MEHIO;

KOMaH/1a «OTKpBITDH B TIPUJIOXKEHUNY, BBITIOJTHEHHAS!
13 npusioxxeHus: «MonOduc JJokyMeHTbI»;

paboTa c JoKyMeHTaMu B OOIIMX HalKax 110 NpoTokoiny SMB;
CO3/laHHe HOBOI'O [JOKYMeHTa, MCIIOJIb3ysl CUCTeMHOe KOHTEeKCTHOe
MeHi0 HAa OC Windows

3amura J0KyMeHTa

[TopepxuBaeMbie BOBMOXKHOCTH®

OTKPBITHE 3allIMIIEeHHBIX C TOMOIIIBIO TTAapOoJist IOKYMEHTOB;

yCTaHOBKA IapoJisi Ha JOKYMEHT;

M3MeHeHre TIapoJIs;

yZaJjieHue mapois;

pabora C 3alUIIeHHBIMUA rapoJjiem JIOKyMeHTaMH DOC
B nBonyHoM ¢opmate Word 97-2003: mpoBepka mnapoJis, yCTaHOBKa

1apoJs, CHSITHE 1aposs, pellakTUpOBaHUe
1 3KCIIOPT C COXpPaHeHUeM IapoJls;
IIOJIJIepPXKKa (aios, 3allUIIEeHHbIX rapojieM

¢ anroput™moM IudpoBanus RC4;
3anmTa pparMeHTa JOKyMeHTa OT BHeCeHUS] U3MeHeHUH;
CHSITHe 3alllUThl OT U3MEeHeHU! ¢ pparMeHTa JIOKyMeHTa

*0dns dokymenmoB 6 popmamax DOCX, XODT
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IToaroroBKa IOKyMeHTa

Paoora c nradsonamMu

[TopnepxuBaeMbie BO3MOXKHOCTH:

pabota c mabsnonamu B popmate XOTT;

CO3/1aHHe HOBOT'O JJOKYMeHTa Ha OCHOBe CYyIIleCTBYIOIIEero MabIioHa;
BO3MOXXHOCTh COXPaHUTh daill Kak 11abJioH;

3aMeHa 6a30Boro 1mabjg0Ha HOBOT'O JJOKyMeHTa

ITonnepixka cTuiei
JOKYMEHTa

[TonnepxviBaeMble BO3MOXXHOCTH:

noJiiepkka GUKCUpOBAHHOI'O Habopa MpelyCTaHOBJIEHHBIX CTUJIEH;
co3[laHle HOBOT'O CTHJIS;

0OHOBJIEHHEe CTUJIS;

yJlalleHue CTUIISL TeKCTa

Hacrpoiiku cTpanunbl

[TopnepxuBaeMbie BO3MOXKHOCTH:

oToOpa’keHHe pa3Mepa U OpPUEHTAIlMM CTPAHUIIbI, pa3/iefieHrs] CTPaHHIT
U CeKIUH TeKCTa;

M3MEeHeHHWe OpHWeHTAIlMd CTPAHUIbl: KHIKHas  (BepTHKaJIbHAas)
Y abOoOMHasi (TOpU30HTAJIbHAS);

rn3MeHeHre pa3mepa crpanunbl: US Letter, US Legal, A0, Al, A2, A3,
A4, A5, A6, B4, B5, Folio, Executive;

BCTaBKa pa3pbiBa CTPAHWII;

HW3MeHeHHe OTCTYIOB I10JIel;

MO/IJIeP>KKa TOPHU30HTAJILHOM M BEPTUKAJILHOM JINHEeK;

oToOpa)keHHe U CKPbITHE JIMHENKH;

BCTaBKa pa3phiBa pa3iena;

M3MeHeHHe HACTPOeK CTPAHMITHI [JIs1 TeKYIIero pasjena JOKYMeHTa

Hymepanus crpanun

[TopepxuBaeMbie BO3MOXKHOCTH:
oToOpa)keHHe HyMepalliy CTPaHMI] JIOKYMEeHTa;
BBIOOp dbopMaTa, MO3UIMK ¥ BRIDABHUBAHHWS HyMepaIlii CTPAHMUII

Pabora c KoJIOHTHTYJIaMH

[TopnepxuBaeMbie BO3MOXXHOCTH:

oToOpakeHHe BepXHUX M HIDKHUX KOJIOHTHUTYJIOB;

BCTaBKa U peIaKTUPOBaHUE KOJIOHTHUTYJIOB;

nepexoJi K PelakKTUPOBaHUIO KOJIOHTHUTYJIOB, WCIIOJTb3YSI
COOTBETCTBYIONIYIO KOMaH/ly B KOMaHAHOM MeHIO

Hacrpoiika [Tonnep>xruBaemMbie BO3MOXKHOCTH:

MEXKIyCTPOYHOI'0 ABTOMAaTHYeCKoe omnpeJiesieHUe MeXXIyCTPOYHbBIX HMHTEepBaJIOB

HHTepBajia JiJIs JOKYMEHTOB, CO3JJaHHbIX B IPYTUX peJaKTOpax;
YCTAaHOBKA  MEXJIyCTPOYHOTO HWHTepBaja: OAWHApHbIKA, «1,15»,
TIOJIYyTOPHBIN, IBOUHOW;
yCTaHOBKA IMPOU3BOJIbLHOTO 3HAYEHHSI MEeXXTyCTPOYHOTO UHTEPBaIa;
M3MeHeHHe CBOWCTB Ppa3Mepa MeXAYCTPOYHOTO HHTepBaja: TOYHO,
MHHHUMYM M MHOXKHUTEJIb

HIpudprer [Tonnep>xuBaemMbie BO3MOXKHOCTH:

nmojiiep>kka  paboTel  CO  BCeMH  IMIpUdTaMH, YCTAaHOBJIEHHBIMH
Ha KOMIIbIOTepe TMoib3oBaresis, B ToM uucie: TrueType fonts (TTF)
u TrueType collections (TTC), CFF, WOFF, OpenType fonts (OTF,
oba Bapuanta TrueType uBepcum CFF) u OpenType collections
(OTC), Type 1 (PFA u PFB), CID-keyed Type 1, SFNT-based bit map,
X11 PCF, Windows FNT, BDF (Bkimtouast crimaxkenusie), PFR, Type 42
(orpaHuyeHHast MOJIEP>KKa);

noanepkka 1mpudroB XO Fonts: XO Caliburn, XO Courser,
XO Thames, XO Tahion, XO Oriel, XO Windy, XO Symbol, XO Oriel
Condensed;
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noanepkka mpudToB PT Astra Sans, PT Astra Serif;

BbIOOpD mIpudTa, pasmepa mipudTa U HaUepTaHHUS: IOJIy>KUPHBIH,
KYPCHB, [IOAYEPKHYTHIH, 3a4epKHYTHIH, ITOACTPOYHbIN, HAACTPOYHBIN;
W3MeHeHHWe HHTepBajla MeXJy 3HakKaMM B Tpex BapUaHTax
dopMaTupoBaHus: pa3peXeHHbIN, CXKAaTbli U HOPMAJIbHbIN;
¢bopmaTHpoBaHUe TeKCTa B CTUIIe «Bce MponrucHbIe»

Ilonnep:xuBaembie OTobpakeHHe U CKpPBITHE HeledaTaeMbIX CHMBOJIOB: IPo6esi, CUMBOJI

CHMBOJIBI TaOyJIAIIMM, CUMBOJI KOHIIa ab3ala, CHMBOJI pa3pbiBa CTPAHMUIIb,
CHMBOJI Pa3pbiBa pasjiesia ¥ pa3pbiBa CTPOKHU

dopmaTupoBaHue [TopnepxuBaeMbie BO3MOXKHOCTH:

COepPKUMOT0 BBIOOp CTHIIA ab3aria;

BBIOOP I1BeTa TeKCTa U [1BeTa 3aJIMBKY;

BbIDaBHMBaHMWe ab3aleB — IO JIEBOMY MU IIpaBOMYy Kparo, LEeHTpY,
IIMpUHE JINCTA;

KOIIMPOBaHMUe U BCTaBKa GpOPMaTUPOBAaHHOI'O TEKCTa;

BCTaBKa B JIOKyMeHT TeKylIllei JaTbl U BpeMeHU;

04MCTKa GpOPMaTHUPOBAHUS;

KOIIMPOBaHWe ¥ BCTaBKa TeKCTa U3 BHENIHUX [PWIOXKeHUH
C COXpaHeHUEeM OPUTHMHAIBHOIO (POPMaTUPOBaHHUS;

BCTaBKa TeKcTa 6e3 GpopMaTUpOBaHuS;

BO3MOXXHOCTh ybpaThb MIPOMEXYTOK Mexny ab3aramu,
0T$OPMATUPOBAHHBIMU OJTHUM CTUJIEM;

aBTOMAaTHU4YecKoe ¢dbopmarrpoBaHue 3HaKa neduc
KaK THUpe;

aBTOMAaTW4ecKass 3aMeHa CHMBOJIA JBOWHBIX KaBblUeK Ha CHUMBOJI
dbpaHITy3CKUX KaBbIUueK TSt PYCCKOTo

1 PpaHITy3CKOTO SI3BIKOB;
MUHUMAJIbHO JOCTYIIHBIN IIar NPy U3MeHeHUH HACTPOeK pa3MepHOCTH
CBOMCTB 00BbeKTOB 1 odopmiieHus - 0,1 equHHMIT UI3MepeHust

dopmar mo odpasiy

[TonnepxruBaeMbie BO3MOXXHOCTH:
dopmaTupoBaHHe 1o 00pasIy;
dbopmaTupoBaHue 1o obpasiy 1ist ab3ares;

dopMatupoBaHue 1Mo  o0pasly I s4eek, eciM  OHM
He cojiepkaT GopMyJl WIH YUCeTT;
pUMeHeHHe CKOIIMPOBAHHOTO CTHIIS dbopmaTtrpoBaHus

K HECKOJIbKUM 00beKTaM I0 04YepeJi;
COXpaHeHHe WCTOPUHM OTepariui IPUMeHeHHs] «KAUCTOYKHY

Pa6ora co cimckamu

[TonnepxruBaeMbie BO3MOXXHOCTH:

CO37lTaHMe MAapKUPOBAHHBIX U HyMEPOBAHHBIX CITHCKOB;

CO3/1aHHe HyMepOBaHHbBIX CIIUCKOB B popmare 1.1.1.;

aBTOMAaTHUYeCKOe CO37jaHue CITHUCKA;

MpOJIOJDKeHWe CIHMCKa TpPH BBOJIe B Hadajie CTPOKH CJIEAYIOIIEro
IO TIOPSIIKY 3HAYeHUS;

obbeiiHeHWe  JIBYX  CIMCKOB B pa3HbIX  MeCTaX JIOKyMeHTa
ISl TIPOJIOJIKEHHSI BTOPBIM CITMCKOM HYMepalliy IepBOro;

CO3/1aHHe HyMepOBaHHBIX CIMCKOB C KUPWUIMYECKUMH CUMBOJIAMU TIPU
HCIIOJIb30BAHWM IIPHJIOXKEeHMST Ha PYCCKOM si3bIke: 1)a)i)u a)1)i)

Pab6ora co ccpuiKamMu 1
CHIePCChUIKAMHU

HOI[JIep)KI/IBaeMbIe BO3MO>XHOCTH:

BCTAaBKa U peJdKTUPOBaHKe I'MIIepCChIJIOK;

dBTOMdTHYeCKoe (l)OpMaTI/IpOBaHI/Ie CCBUIOK H 3JIEKTPOHHBIX aJIpecoB
KdK T'MIIepCCBIJIOK;
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BCTaBKa  IIepPeKpPeCTHBIX  CCBUJIOK  HA  3aroJjIOBKY,  3aKJIQ/IKU
Y HyMepOBaHHbIe CIIUCKY;
Ilepexo/i II0 IIepeKPeCcTHbIM CChUIKAM Ha 3arojlOBKH, 3aKJIa/IKU
Y HyMepOBaHHbIe CIIMCKU

Pabora co cHoCKaMH

[TopepxuBaeMbie BO3MOXKHOCTH:

MOJIJIepXKKa MMOCTPAHUYHBIX CHOCOK hif) &1 JIOKyMEHTOB
B popmatax DOC, DOCX, ODT, XODT, RTF u ODF;

co3flaHue, peJlakTUpoBaHue, popMaTHpPOBaHUE

Y yJlajieHre MOCTPAaHUYHbBIX CHOCOK;

1epexo/i OT MapKepa CHOCKH K ee TeKCTY

Pabora c u3zodpa:xkeHusIMH

[Tonnep>xruBaeMbie BO3MOXXHOCTH:

noanepxkka ¢popmatoB: PNG, JPG, JPEG, JPE;

oTobpakeHre M300paKeHU;

BCTaBKa U y/iaJieHue U300pakeHuH;

HOJIZIepyKKa ONIIMK KOMMPOBATh M BbIpe3aTh M300paXkeHuUe;

M3MeHeHHe pa3Mepa M300pakeHwUit;

obTexkaHre u300pa)keHWH TEKCTOM CO CJIelyIOIIMMU CBONCTBaMHU:
B TEKCTe, BOKPYT paMKH, CBepxy Yl CHU3Y,
3a TeKCTOM U Tepe]] TeKCTOM;

nepemeliieHre U300pakeHri B IOKyMeHTe JIeBOU KJIaBUIIIeH MBIIIY;
KOIIMPOBaHME U BCTaBKa U300pakeHW MeXIy JIOKaJIbHBIMU
IOKYMEeHTaMH;

BCTaBKa paHee CKOIMPOBAHHOI'O B Opay3epe M300pakeHUs;
oToOpakeHHe H300pakeHUM, pPa3BepPHYTHIX IOJ YIJIOM OTHOCHUTEIbHO
SIKOPHOU TOYKY;

nojijiep>kKa 00pe3aHHbIX M300pasKeHUH;

BO3MOXKHOCTb 33/1aTh TOUHBIM pa3Mep U300paskeHus;

BO3MO>XHOCTb 3aJ1aTh TOYHBIe 3HAYEHUS OTCTYTIOB
OT KpaeB CTPAHUITbI;

BO3MOXXHOCTh COXPAaHUTh BCTaBJeHHOE B IOKYMEHT H300pakeHue
B Bujle dailna;

nepemeltieHre BbIOpAaHHOTO M300paXkeHUs! C TIOMOIIBIO KJIABHUII CTPeJIOK
KJIaBUATYPhl

Pabora ¢ purypamu

[Tonnep>xuBaemMble BO3MOXXHOCTH:

nojiiepkka GUryp B IOKyMeHTaXx;

BKJIaZIKa PUTYpHI HA TTaHEJIU UHCTPYMEHTOB;

BO3MO)XHOCTb BBIJIeJIUTh, KOITMPOBAaTh, BbIpe3aTh, BCTaBUThb PUTYDPY;
r3MeHeHHe pa3Mepa ¥ IPONopIuu GUTypHI;

M3MeHeHHe PACIIOIOXKeHUsI B TOKYMeHTe;

V3MeHeHHe I[BeTa 3aJIUBKU QUryp;

dopmMaTtrupoBaHue rpaHul] GUTyp;

ynaneHue GpUurypsbr;

BBIOOP CBO¥CTBA 0OTEKaHWs TeKCTa /jisi GUTYPH;

oTOoOpakeHue JIMHUK;

BCTaBKa TeKCTOBOTO TIOJIS;

BO3MO)XHOCTb BCTaBKM, pellaKTUpOBaHUSI M (GOpMaTHUPOBaHUSI TeKCTa
B purype;

nojsiepxxka ¢uryp B popmare VML;

nojfepxka ¢uryp, pasMep KOTOPBIX 3aBUCHT OT  LIMPUHBI
TeKCTa B HUX;

nepeMelrieHre BHIOpaHHOUM GUTYPhI M300pakeHusl C TIOMOIIIBIO KITABHUIIT
CTpeJIOK KJIaBUATyPbl
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Pa0ora ¢ Ta0simnamu B
TeKcTe

[TopnepxuBaeMbie BO3MOXKHOCTH:

oTobpaxkeHHe Tabiu1], 0O beIMHEHHBIX sUYeeK, I[BeTOB ¥ BePTUKAJIbHOTO
BBIPAaBHMBAHUSI B UMIIOPTUPOBAHHBIX IOKYMEHTaX;

nobaBiieHUe U yAalieHre TabIuIlbl 110000 pa3mMepa;

nobaBJieHue U yiajieHue CTOJIOIOB U CTPOK;

obbelMHeHre U pa3belJuHeHne STYeek;

“3MeHeHHe pa3Mepa SYeek;

BbIJIeJIeHre CTOJI0Ia WK CTPOKH IeJIMKOM;

OTMeHa BBIJIeJIeHUS;

MOJIJIePXKKA  Omeparuil  «KOMUPOBATh», «BbIpe3aTb» U «BCTaBUTb»
IIJIs TMAIIa30HOB S4YeeK;

M3MeHeHMe [IBeTa 3aJIMBKU S9eek;

pPeIaKTHPOBaHUE TEKCTA B TaOIHIIE;

BepTHKa/lbHOe BbIpaBHUBAHUE TEKCTA B siYeliKe WIW B IMANa30He STYeeK:
110 BepXHeMy Kparo, 110 IIeHTPY U M0 HIKHEeMY Kparo;

rOPM30HTAJIbHOe BbIpaBHHMBAHWE TEKCTa B siUelike WKW B JAWara3oHe
siYeeK: To JIeBOMY Kparo, 10 IIeHTPY, 110 IIPaBOMY Kparlo, 0 IITUPHHE;
dbopmaTUpOBaHUe IPAHUIL STUYEWKU WU JIMAla30Ha siueeK: BCe IPAHMUIIbI,
HeT I'PaHUII, TOJICThle BHEIITHHEe TPAaHUIIH;

MOJIJIep)KKa JuaroHasel B ssuerkax TaOJIuIlbl;

HM3MeHeHre Pa3MepOB HECKOJIBKUX CTPOK WIMCTOJIOIOB OHOBPEMEHHO;
H“3MeHeHre pa3Mepa HeCKOJIbKUX CTOJIOIOB OJITHOBPEMEHHO;

BhbIJIeJIeHre TabJIUIIBI IeJIMKOM;

oToOpa)keHHe TMOBTOPSIOIIMXCS 3aT0JIOBKOB TabJIUIIbI;

BO3MOXXHOCTh 33J]aTh OJIHy WJIM HECKOJIbKO BEpXHUX CTPOK TaOJIMIIbI
JUIsi TIOBTOpPA Ha KaXKIOM CTpaHUIle JOKyMeHTa, Ha KOTOpPOH
IPUCYTCTBYeT 3Ta TabJIUIIa;

BCTaBKa B BUJle TabauIbl 6e3 popMaTHpPOBaHUSI paHee CKOMPOBAHHOT'O
n3 «MornOduc Tabnuia» auana3oHa s4Yeek, K YaCTH KOTOPOTO
IIpYIMeHeH TaOJIMYHbIM CTUIhL GOPMaTUPOBAHUS

MaremaTH4eckKue
BbIPpaXKeHUs

[Tonnep>xrBaemMble BO3MOXXHOCTH:

MIPOCMOTP, CO3/laHUe U pPeIaKTUPOBaHUEe MaTeMaTUYeCKUX BbIpaXKeHUH
B popmare LaTeX;

nojijiep>kka paboThl C MaTeMaTUYeCKUMU BbIPDAXKEHUSIMU B JIOKYMEHTax
B popmatax DOCX u ODT;

nepemellieHre BbIOPAHHOTO MAaTeMaTU4eCKOr0 BbIpaXkeHHs C MTOMOIIIbIO
KJIABUIII CTPEJIOK KJIaBUATYPhl

IMonnepixka
MaKPOKOMaH/

[TopnepxuBaeMble BO3MOXKHOCTH:

nojiiep>kka MaKpOKOMaH/T Ha si3blKe TporpaMMHpoBaHus Lua;
oIlepanii C MaKpOKOMaHJaMH: CO3[aThb, [eperMeHOBaTh, YAAJWTh,
PellaKTUPOBAaTh U BBITIOJIHUTS;

XpaHeHHWe MaKpOKOMaH/[ B JOKYMeHTe;

HOBbIE METOIbI JIJIsI pabOTHI C T9eKaMu

HOBBIE METO[BI IJIs1 AOCTYIIA K COAEepPKUMOMY KOJUIEKIIUN;

TOJIJTeP>KKa CHMBOJIA OIMHAPHOU KaBbIUKHA
B MaKpOKOMaH/JIaX;

aBTOMaTHYeCcKoe orpejiejieHre ¢popmaTa 3allMCH JaHHbIX B SUEUKY;
paboTa ¢ HyMepOBaHHBIMU CIIUCKaMU;

paboTa B peXxume 3alrCch U3MeHeHUH;

paboTa C KOMMEHTapUsIMU;

paboTa co CBOMCTBaMHU Iaparpada B sTYerKe;
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BO3MOXKHOCTb TIOJIy9UTh YHCJIOBOE 3HAaUeHHe JIF000U STUelKy;

paboTa ¢ pa3pbiBaMH Pa3fiesioB JJOKYMEHTa;

paboTa c opyveHTalel CTpaHUIl ¥ Pa3fielioB IOKYMEHTa;

MeTOojl ISl BbI30Ba JIMAJIOTOBOI'O OKHA IevYaTd pellakTopa Iyis BbIOOpa
HACTpOeK IeYaTu U OTIIPAaBKU JIOKyMeHTa Ha IIPUHTEp;

MeTof TSt BBIBOZIA MH}OPMAIMOHHOTO COOOIIeHUsT
B BUJIe IUAJIOTOBOT'O OKHa;

OTJIAJTYMK MAaKPOKOMAH];

MeTOZb! JIsl BBIOOpa HACTPOEK IevyaTy;

MeTOJIbl 1St (o) (231474 70)111%b:¢ orepanuii C TEKCTOM
B KogupoBke UTF-8: npeobpa3oBaHue perucrpa, BbIYMCIEHHEe JJIUHbI,
nosyyenue cienytomieit nosuid UTF-8 cumBoma, nomyuyeHue Tumna
UTF-8 cumBoia, 3arpoc MoACTPOK U CpaBHEHHEe CTPOK;

MeTO/I JIJIs yCTAaHOBKH TOYHOTO MOJIOXKEeHHs U300pakeHus;

MeTO/I [Jis1 HACTPOMKHY TOYHBIX pa3MepoB U300paskeHus;

MeTof JiJis BbIOopa CBOMCTB 00TeKaHHsl M300pakeHus! TEKCTOM;

MeToAbl Il paboThl C 3alMIIEHHBIM OT W3MeHeHWW ¢parMeHTOM
JIOKYMEHTa;

MeTof TU1s1 nepexozna K ornpeJieJIeHHOMY MeCTy
B JIOKyMeHTe I0CJie 3aBepIlieHHs] BBITIOJTHeHHsI MaKPOKOMaH/T;

MeTO/IbI JIJIs1 pabOThI C PeryJispHbIMA BbIPAXKEHUSIMHU;

BO3MO>XHOCTb COXpaHeHUsI Lua MaKpOKOMaH/1
B IoKyMeHTax B ¢opmare DOCX;

ITPOCMOTP KOJla COXpaHeHHBIX B JokyMeHTe VBA mMakpokomaH[I

Bydep oomena

[Tonnep>xruBaemMble BO3MOXXHOCTH:

XpaHeHue M0 JecsITH 00BeKTOB (pparMeHTOB TeKCTa WM TabJIMiI)
B Oydepe obMeHa Jij1s lanbHeIel BCTaBKU B JOKYMEHT;

BbI30B OKHa Oydepa obMeHa;

BbIOOD CKOIMMPOBAHHOTO OOBEKTa C IOMOIIbI0 CTpesiouek «BBepx»
U «BHU3Y;

BBIOOP CKOITUPOBAHHOTO OOBEKTA;

nepeKJIroYeHre MEeXITy OKHOM oydepa obmeHa
Y JIOKYMEHTOM;

IPOCMOTP UcTopun Oydepa obMeHa Jijisi BCTaBKY 3HAYeHUS U3 Hee;
OYMCTKA UCTOPHH Oydepa obMeHa

Pabora c JoxymMeHTOM

OriaBienue

[TomnepxuBaeMbie BO3MOKHOCTH:

CO3/IaHUe U yJjaJIeHHe OTJIaBJIeHuS;

HaBUTAIMA 110 JIOKYMEHTY U3 OTJIaBJIeHMS;

aBTOMAaTU4YeCKOe OOHOBJIEHWE OIJIaBJIeHHsS B peXWMe peajlbHOTO
BpPEMeHH;

yTpaBJieHHe HacTporikamMu o0bekTa « CoeprkaHuey;

0oTOOpakeHHe HyMEePOBAaHHBIX 3aI'0JIOBKOB;

dbopMaTHpoBaHre OIJIABJIEHUS C WCIO/Ib30BaHWEM CBOMCTB IIpudTa
U ab3ara

Pabora ¢ 3akj1agKamMu

[TonnepxruBaeMbie BO3MOXKHOCTH:
MOJIJIePyKKA 3aKJIa/I0K;
BO3MOXXHOCTb BCTaBUTh 3aKJIQJIKY;
nepexoj] MeXX/Ty 3aK/IaJIKaMHu;
yaJjieHue 3aKIaJI0K;
reperMeHOBaHKe 3aKJIaIKU
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ITouck u 3aMeHa

[TonnepxviBaeMble BO3MOXXHOCTH:

TIOWCK CJIOB WM ppa3 Mo BCeMy JOKYMEHTY UJIM TOJIbKO [0 OCHOBHOMY
TEeKCTY;

TIOWCK C 3aMEHOM, TaK)Xe C YIeTOM perucrpa

IIpoBepka
opdorpadpuu/myHKTYyaIruu

[TopnepxruBaeMble BO3MOXXHOCTH:

aBTOMaTHUYecKast IpoBepKa IIPaBOIKUCAHUS TeKCTa
Ha PYCCKOM U QHTJIMHCKOM SI3bIKaX;

IpOBepKa 'paMMaTHKH ISl PYCCKOTO SI3bIKQ;

MO/IJIepKKa MOJIb30BaTeIbCKOIO CJI0BApPsI

C BO3MOXKHOCTBIO J106aBJIeHUs U yAaJleHusl CIIOB;

HMMIIOPT CJIOBApS;

10JiCKa3Ka BApMAHTOB MCIPaBiieHus: opdorpadpuieckux oumbok

IIpaBku

OTMeHa TIpaBOK 1O OJIHOMY CHUMBOJY 3a miar (6ydep «3amoMuHaeT»
50 mocsegHUX 11aroB)

Pe:xuM penieH3upoBaHHUSA

[TopnepxrBaeMble BO3MOXXHOCTH:

BHeCeHue I/ICHpaBJIeHI/Iﬁ B IOKYMEHT,

oTOOpa’keHHe MCIPaBJIeHUM B JOKyMeHTaX B TpeX BUJAX: HMCXOJHBIN
TeKCT, IIOKAa3bIBaThb HCITpaBJIEHUA
Y He [10Ka3blBaTh WUCIIPABIIEHUS;

repemMelleHre Mexay UCIIPpaBJIeHUSMU;

IIPUHATUE WA OTKJIOHEHWe MCIIPaBJIeHUH [UIS BCero JOKyMeHTa WU
TU1sL KaXXJ10T0 VICIIPABJIeHUS
I10 OT/IeJIbHOCTH;

oToOpakeHWe TIaHeJId MCIpPaBJeHWM, Ha KOTOPOW 3alMChIBAIOTCS
WCIIpaBJIeHMs] U UX aBTOPBL: Jl00aBleHWe TeKCTa, yHaJleHWe TeKCTa,
dbopmaTUpOBaHUe TeKCTa, BCTaBKa U yJlaJleHue U300paKeHul;

yZAajleHHe TaOJIUITbl B peXXuMe pelieH3UpOBaHus;

oToOpaxkeHHe HH}OpPMAIMA O APYTHX IOJIb30BATENSX, OTKPBIBIIUX
IIOKYMEeHT: MM, [IBeTOBas MHAVKAIYs, [10JI0KeHVe KypCopa;
oToOpakeHUue WCIIPaBJIeHUN, BHOCUMBIX B JIOKYMEHT,
y BCeX PYTUX I10/1b30BaTesed, OTKPBIBIINX 3TOT JJOKYMEHT;
oToOpaXkeHHe yJjaJleHHOT'O TeKCTa;

IIPUHATUE WM OTKJIOHEHHe WCIPaBJIeHWKM YaCTUYHO, BBIIEJIUB
HeoO0X0IMMYI0 00J1aCThb C UCIPABIEHUSIMH

CpaBHeHHe JOKYMEHTOB

CpaBHeHre nByX Bepcui JokyMeHTOB B ¢dopmarax XODT, DOCX
u ODT

Paoora c [Tonnep>xuBaemMbie BO3MOXXHOCTH:
KOMMEHTapHUsIMH oToOpa)keHHe KOMMEeHTapUeB;
HaBUTAIMs 110 KOMMEHTapUsIM;
nobaBiieHNe U pefJakTUpOBaHHEe KOMMEHTapHeB;
yZajieHrue KOMMeHTapUeB;
oTobpaxkeHue ay/IMIOKOMMeHTapueB, CO3JTaHHBIX
C MCIIOJIb30BaHHUEM MOOWIBHBIX TIpwioykeHHH MoiOdwuc;
BO3MOXXHOCTb ~ BOCIIDOM3BECTM  WIM  TIOCTaBUTb  Ha  MAay3y
ayJIMOKOMMEHTapHi;
nepexop K HeobOXoauMoMy MecCTy 3aMmucu
IIPU BOCIIPOM3BeJIeHUH;
yAajieHre ayAMOKOMMeHTapueB
ITopnepxuBaemsbie [TonnepxuBaemble ropsiuve KIaBUIIA®:
KJIaBHATypHBbIe CTRL + N — co3nanue HoBoro ¢aiina;
COYeTaHMs CTRL + O — oTkpbITHe daria;
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CTRL + S — coxpanenue ¢aiina;

CTRL + SHIFT + P — HacTpoiika mapaMeTpoB CTPaHUIIbI;

CTRL + P — neuaTh JOKyMeHTa;

HOME - nepeHoc yka3areJsi K Ha4ajly CTPOKY;

END — nepeHoc yka3aresisi K KOHITy CTPOKUY;

CTRL + RETURN/CTRL + ENTER — BcTaBka pa3pbiBa CTpPaHHUIbI;
ALT + P — Hymepauus CTpaHuIl;

CTRL + K — BcTaBka CCBHUIKH;

CTRL + X/SHIFT + DELETE — ¢pyHKIIMs «BbIpe3aTby;

CTRL + V/SHIFT + INSERT — BcTaBka;

CTRL + C — xonupoBaHue;

SHIFT + HOME - BblJleJIeHHe BCero TeKCTa
OT yKa3zareJisi 10 Hayala CTPOKH;

SHIFT + END — BbifiesieHMe Bcero TeKCTa OT yKa3aTessl /10 KOHIIA
CTPOKU;

SHIFT + cTpesika BripaBo — BblJleJleHHe OT Kypcopa BIIPaBo;

SHIFT + cTpesika BieBO — BblfleJieHHe OT Kypcopa BJIeBO;

SHIFT + CTpeJIKa BBEpX — BblleJIeHre oT Kypcopa
710 Hayajia CTPOKH + CTPOKa BBepX;
SHIFT + CTpeJiKa BHU3 — BblJleJIeHHe oT Kypcopa

710 KOHITa CTPOKU + CTPOKA BHM3;

CTRL + A — BbifiesieHHe BCETO CO/IEPXKUMOTO;

CTRL + D — ormeHa BbIOOpa;

CTRL + crpernka BiieBo — niepexo/i K IpeJibIAyIeMy CJIOBY;
CTRL + cTpesnka BIpaBo — niepexof K CJieIyolieMy CJIOBY;
CTRL + cTpenka BBepx — niepexo/i K pebiayiemMy ab3aiy;
CTRL + cTpernka BHM3 — IIepex0/i K Clle[lytoleMy ab3aiy;
ALT + A — nobaBieHue CTPOKU BBEpPXY TaOJIUIIbI;

ALT + B — no6aBiieHrie CTPOKY CHU3Y TaOJIUIII;

ALT + L — BcTaBka cTosibIia cjieBa;

ALT + R — BcTaBka crosbria cripaBa;

CTRL + ALT + R — ynanenue CTpoky;

CTRL + ALT + U — ynanenue cronbia;

ALT + SHIFT + T — ynanenuve Tabiuiibl;

CTRL + ALT + M — obbeuHeHue S4eex;

ALT + SHIFT + M — pa3beqivuHeHue sYeeK;

CTRL + 0 — ycranoBka daktrdeckoro pazmepa (100%);

F1 — BbI30B BCTPOEHHOM CIIPABKU 10 TPUIOXKEHUIO;

F2 — nmepexop k peXkumMy peJJakTUPOBAHHUS COIEP>KUMOTO STYeUKH;
CTRL + L — BbIpaBHHBaHHUe 110 JIeBOMY Kpalo;

CTRL + E — BbIpaBHUBaHUE 110 TIEHTPY;

CTRL + R — BelpaBHMBaHMe 110 IPaBOMY Kpalo;

CTRL + J — BeIpaBHMBaHUE TI0 MIAPHHE;

CTRL + Z — oT™meHa;

CTRL + Y — noBTOp J1€HCTBHUS;

CTRL + SHIFT + C — konupoBanve ¢popMaTUPOBaHUS;
CTRL + SHIFT + V- dopmathupoBaHrie BBIJIEJIEHHOTO TeKCTa
1o obpasity;

CTRL + B — npuMeHeHHe MOTY>KUPHOTO CTHIIS;

CTRL + I — npuMeHeHune KypcuBa;

CTRL + U — npuMeHeHre MOTYepPKHYTOT'O CTHIIS;
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CTRL + SHIFT + S — npuMeHeHHe 3a4epKHYTOTO CTUWIS;

CTRL + SHIFT + 3HAK PABHO - npumeHeHMe HaJICTPOYHBIX
3HAKOB;

CTRL + 3HAK PABHO - npumeHeHHe IOACTPOYHBIX 3HAKOB;

CTRL + SHIFT + A — npumenenue ctuis «Bce mponucHbiey;

CTRL + F — nouck;

SHIFT + TAB — ymensblieHue otrcrymna ab3ana;

TAB B siueiike — nepexo[i K ClelyIolien suelke;

CTRL + SHIFT + Z — BpI130B w1 3aKpbIThe OKkHa Oydepa oOMeHa;
ENTER — BbIOOp CKONIMPOBAaHHOT'O 0OBEKTA;

TAB - nmnepeximiodeHre  Mexny OkHOM  Oydepa  obmeHa
U JOKyMEeHTOM;

CTRL + 3HAK MUHYC - ynanuTb BIOpaHHYIO CTPOKY WU CTOJIOeI;
CTRL + F - aBTOMaTM4ecku IepeBOJUT yKa3aTejlb BBOJIa B IIOJe
[Toucka. Ecnu B riosie ysxe ObLIO COJIeP>KUMOe, OHO OYIIET BBIIEJIeHO;
CTRL + / - mnaHenb DreICTpPBIX JeHCTBUM [ BBI30BA KOMAaH]
C UCTIOJIb30BaHUeM KJIaBUATYPhI;

CTRL + INSERT — xonupoBatsb;

CTRL + HOME — nepeiity B Hayajo JJOKyMeHTa;

CTRL + END — nepefiTu B KOHeIl JOKyMeHTa;

F12 — coxpanurs;

CTRL + SHIFT + S — coxpaHuTh;

SHIFT + I[TPOBEJI — BcTaBka cuMBoJia ipo6ena;

CTRL (CMD) + ALT (OPTION) + SHIFT + V — OTKpBITb OKHO
bydepa obmeHa.

*[Moanbtii cnucok npuBeder 6 dokymenme «MoiiOguc Tekcm. PykoBodcm6Bo noav3oBamens».

PaboTa c roToBsIM daiiioMm

CraTucTHKa JOKyMeHTa

OTobpakeHne KOJIMYeCTBAa CTpPaHMI] B JOKYMeHTe, HOMepa TeKyllei
CTPaHUIIBI U Maciraba IOKyMeHTa
Ha CTPOKe COCTOSIHUSI BHU3Y peJlaKTopa

ITongnep:xka onoBeleHUH

OmnoBerieHue 1pu  Iepexofie 10  IOTEeHIMAJIbHO BPEIOHOCHBIM
CCBIJIKaM;
YBenomiieHHe 06 OTCYTCTBUH Pe3YJIbTATOB IOMCKA JIeUCTBHUS

Hapcrpoiiku

[TonnepxrBaeMble BO3MOXKHOCTH:

HIOZI/Iep>KKa HaJICTPOEK;

BO3MOXHOCTDb YCTaHABJIMBATD, OOHOBJIATDL U yAaJIATb HaIICTpOfIKPI;
BO3MOJKHOCTH BKJTFOUATh M BBIKJTIOYATh YCTAHOBIIEHHbIE HAJICTPOMKH;
oTobpakeHHe 110Ip0OHOM UHPOPMAIMU O HAJICTPOMKAX;

«THXash» YCTAaHOBKA HAJ/ICTPOEK;

BO3MOXXHOCTbH YCTaHOBKH HeIloAIIMCaHHbIX HaJACTpPOEeK
aJIMUHHACTPaTOPOM

ITeyaTs qoKymeHTa

[TopnepxuBaeMbie BO3MOXKHOCTH:

OTIIpaBKa Ha IevaThb;

MIpe/IBapUTEJIbHBIN TPOCMOTP JIOKYMEeHTa;

HaCTpOMKa MIpOCMOTpa JIOKyMeHTa: o IIMpUHe,
10 pa3Mepy CTPaHMIIbI, TI0O OJIHOM CTpaHUIle, 10 JiIBe CTPAHMIIbI, BCE
CTpaHUIIbI;

BBIOOp Maclirtaba U OpyueHTaIluu CTPAHUIIbL;

HaBUTallMs MeX]ly CTPAaHUIIAMY;

BBIOOD iMaTia30Ha CTPAHUII ITeYaTH ¥ YKMCIa KOITHM;
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revarTb BCEero IIOKYMEHTa, TeKyIen CTpaHUITBI
WY BbIIeJIeHHOM 00/1acTy;

BBIOOD pa3Mepa Oymaru Jijisi evaty;

ObICcTpasi mevyaTh;

BBIOOD yCTpOMCTBA M1eYaTH;

nevyaTh YeTHBIX/HEUEeTHBIX CTPAHUII;

IIBYCTOPOHHSIS [IeYaTh;

HaCTpoOMKa MacIITabupoBaHus (to pasmepy CTPaHMUIIB,
10 IIIUPUHEe U T.J.);

pa3breHue 1o KOMUsIM

mevyaTh B OTTEHKAX Ceporo;

BBIOOp JiMalia30Ha CTPAHMI] JIJIsl IleYaTH;

MOJIJIePyKKa 3epKaJIbHBIX roJier IS neperuieTeHusl
10 JUIMHHOMY WIM KOPOTKOMY Kpal CTpaHHI] MPUA HCIOJIb30BAaHUU
IIByCTOPOHHEH IeyYaTy;

nepexoj K HaCTpoWKaM MPUHTEPa;

WHMKAIMS Tporpecca MOATOTOBKU K IMeYaTH U OTIPaBKU JOKYMeHTa
Ha IIeYaTh

OOMeH JOKyMeHTaMHu

OTHpaBKa AOKYMEeHTa BJIOKeHHeM II0 I1I04YTe C IIOMOHIbI0 IIOYTOBOTO
KJIMeHTd, YCTAHOBJIEHHOI'O 110 YMOJ/IYdaHHIO
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PemaxkTop Ta0 IHII

Ob1ee
YcranoBka u ooHoBienue | [lonnmepxrBaeMble BO3MOXHOCTH:
MaccoBasi yCTaHOBKa U OOHOBJIEHUE;
aBTOMaTHYeCcKasl yCTaHOBKAa OOHOBJIEHUH B GOHOBOM pexXHMe;
«TUX0e» 0OHOBJIEHUE;
YCTaHOBKA JIJIs1 BCeX MOJIb30BaTeJlel yCTPOHCTBA
HNuTerpanuoHHbie [Tonnep>xuBaemMble BO3MOXKHOCTH:
BO3MOKHOCTH Zajior BBOJA JAHHBIX JIJIsS aBTOPU3aLUU 110 TpoTokoiny WebDAYV;
MOJIJTepXkKKa OTKPBITHUS u penakTUpPOBaHUS daitsioB
o npotokoiry WebDAV;,
APl - nporpammHblii  MHTepdeliC  yIpaBileHHUsI HACTOJIbHBIM
pPeaaKTopoM
SI3pIKOBas MOAJIEPIKKA [TopnepxuBaeMbie BOBMOXKHOCTH:
JIOKaJM3allMd Ha PYCCKOM, aHIJIMHCKOM, ¢pPaHITy3CKOM, TaTapCKOM
Y DAIIKUPCKOM sI3bIKaX;
afanTanus spa peaaxkTopa TUTSt WCII0/Ib30BaHUS
BO ¢paHKos3bIuHBIX cTpaHax: Ppaunmus, [P Kounro, Kamepys,
Bypynnu, Mapokko
BO3MOXXHOCTb BbIOpaTh $3bIK HHTepdeiica IPUIIOXKEHUS: PYCCKUH,
OAIIKUPCKUM, TaTAPCKUM, aHTVIMACKAN, GPaHITy3CKUM;
dopmaThl JOKYyMEHTOB [TopnepxuBaeMbie BO3MOXKHOCTH:
OTtkpoeiTie dainioB B dopmarax XODS, XOTS, XLSX, XLS, ODS,
CSV, TSV, TAB, SCSV, TXT, XLSM*,
OoTKphITHe ToKyMeHTOB XLS B ¢popmate nBornuHoro ¢aitna Excel5.0/95
(BIFF5);
coxpaHenue ¢aiioB B popmarax XODS, ODS, XLSX;
skcriopT B dpopmar XOTS, CSV, TSV, TAB, SCSV, PDF, PDF/A-1;
OTKpBITHe NOKyMeHTOB B popmaTe OpenDocument 1.3;
OKCIIOPT  JIMCTa  JOKymMeHTa B ¢ann B  ¢opmare TXT
C pa3fesuTeNIsIMU — 3HaKaMu TaOyJIsNY;
aBTOMaTHUYecKoe olipefieieHre O00JIaCTH JIaHHBIX VIS 3KCIIOpTa TMpU
JKCIIOpTe JICTa JOKyMeHTa B daiin
¢ pazpenurenismu B popmarax CSV, TSV, TAB, SCSV, TXT;
OTKpbITHE daitnoB B ¢popmarax XODS u XOTS
no yMmojdaHuio B npwioxeHunu «MoinOduc Tabmuma» mnocie
ycraHoBkHY npunoxkeHus Ha OC Windows;
BO3MOXXHOCTb BBIOpaTh B napamertpax cucrembl «MoiOduc Tabmuma»
IUIsl OTKPBITHS 110 YMOJTYaHUIO JOKyMeHTOB B ¢popmaTtax ODS, XLSX,
XLS, CSV, SCSV, TSV u TAB mnocne ycTaHOBKM IpUJIOXKeHHUS
Ha OC Windows

*[Ipu omkpuimuu Odokymenma 6 ¢opmame XLSM nomvzoBamenv yBudum npedynpedsicOeHue
06 omcymcmBuu noddepoicku 6cmpoeHHbIX 6 amom doKyMeHm MAKpOKOMAHd

Ilanens «Ob6pa3oBaHue» [TopniepxrBaeMble BO3MOXKHOCTH:
BBI30B IIepPeyHsl CCBUIOK Ha OOpa3oBaTeibHble PeCcypChl, KOTOPBIHA
3aBUCUT OT pervoHa U IOTpeOHOCTel KOHKPeTHOM oOpa3oBaTelbHOMN

OpraHU3aINy;
nobaBiieHue, pefaKTHpOBaHue, yajieHue Y Tiepexof
10 CChUIKAM

Ilonmepikka nucILICeB [IposicThIBaHKE JOKYMEHTOB Ha YCTPOMCTBAX C CEHCOPHBIM 3KPAaHOM
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PaboTa ¢ yaCcTHBIM
o0J1aKoM

[Tonnep>xruBaeMble BO3MOXXHOCTH:

aBTOpM3allvs B YaCTHOM obiake MonOduc;

HABUTAIMS 110 JIOCTYIIHBIM pa3fieliaM U ManKaM;

OTKPBITHE CYILIECTBYIOIIEe! U CO3laHKe HOBOW MAallKU;

OTKpBITHe, COXpaHeHUe U CO3/IaHre HOBOTO JOKYMEHTa;

MIPOCMOTP TPaB OOIIEero A0CTyIa K JJOKyMEHTY;

M3MeHeHHe TIPaB 0011ero JOCTyTa K JOKyMeHTY;

JIOKaJIbHOE coXpaHeHHe TeKyIen Bepcuur JIOKyMeHTa
B CJIy4ae [OTepy COeJMHeHUsI C YaCTHBIM 00JIaKOM;

MO/IJIep>KKa MpaBa Ha OrpaHUYeHue I0CTyna K $aiily Wid Marike;
ynaneHue ¢aiiyia Wi Nanky;

BoccTaHoBJeHue ¢aiia u3 Kops3uns;

6e3B03BpaTHOe yianeHre $ana;

0TKa3 OT 00I1ero JocTymna K ¢aity Win narnke;

3arpy3ka ¢aiina u3 obiaka;

COXpaHeHHe KOIHHU JIOKaIbHO;

3arpyska (aiyioB B 00J1aKO;

He3aBUCHMas aBTOPU3AIIUS 1St KaXKJI0T0 MPOJIyKTa
B obmake MoiiOduc npu ycraHoBke «MonOduc CraHIapTHBIN»
n «MoitOduc ObpazoBanue» Ha 0JJHO pabodee MeCTo;

OTKpBbITHe JOKYMEHTOB M3 o0Jjiaka C MPaBOM Ha NPOCMOTP B pexuMe
MIPOCMOTpa JIOKYMEeHTa;

BO3MOXXHOCTh CO3/aTh KOITHIO IIOKYMEHTa, OTKPBITOT'O
13 obJ1aka Ha MMPOCMOTP

Pabora c nokymenTomM

[Tonnep>xruBaemMble BO3MOXXHOCTH:

OTKpPBITHE JJOKyMeHTa B APYTOM MPUJIOXKEeHUH;

HoJIZIep>KKa JOKYMEHTOB, He COJIepPsKaliX BUJMMBIX JIUCTOB;

KOMaH/1a «OTKpHBITH B MIPUJIOXKEHUNY, BBITIOJTHEHHAs!
u3 npuinoxenus: « MonOduc JlokyMeHTbI»;

paboTa c JoKyMeHTaMu B OOIIMX IalKax 110 NpoTokoiny SMB;
CO3/1aHMe HOBOT'O JOKYMEHTa, HCIIONIb3ysi CHUCTEeMHOe KOHTEeKCTHOe
MeH!io Ha OC Windows;

KoMaHjla «BcraButh u3 Oydepa ob6MeHa» B KOMaHIHOM MeHIO [IpaBka
Y B KOHTEKCTHOM MeHIO

3amuTa I0OKyMeHTOB

[TonnepxyuBaemMble BO3MOXHOCTH*:

OTKPBITHE 3allIMIIeHHbIX C IOMOIIIbIO IIapoJIst JOKYMEHTOB;

yCTaHOBKa I1apoJist Ha IOKYMEHT;

yZiajieHue 1apoJis;

pabora ¢  3allMIIeHHBIMM  [apojieM  JokyMeHTamu  XLS
B nBoumyHoMm ¢opmare Excel 97-2003 (BIFF8): mpoBepka maposis,
YCTaHOBKA I1apoJjisl, CHSTWe I[apojisi, pelakTUpPOBaHME U 3KCIIOPT
C COXpaHeHueM IapoJis;

HI0J|/Iep>KKa ¢aios, 3aIIUIIeHHbIX napoJieM
c anroputMoM mudpoBanus RC4

*dnst dokymenmoB 6 popmamax XLSX, XODS

IloaroroBka HJOKYMEHTa

Pa0ora ¢ mradsionamu

[Tonnep>xuBaemMbie BO3MOXKHOCTH:

pabora c mabsnonamu B popmate XOTS;

CO37JaHMe HOBOTO JIOKYMeHTa Ha OCHOBe CYIIIeCTBYIOIIero mabjioHa;
BO3MO>KHOCTb COXPaHUTh (aili Kak 11abJIoH;

3aMeHa 6a30BOTo MIAabJI0HA HOBOT'O JJOKYMeHTa
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Paoora ¢ siucramu

[Topnep:xuBaeMbie BO3MOXKHOCTH:

BCTaBKa HOBBIX JIMNCTOB;

yZajieHue CyIleCTBYIOIIUX JIUCTOB;

MOJIJIePXKKA OMITUN «OTOOPA3UTh» U «CKPBIThY JIUCThI TAOJIUIIHI;
repeuMeHOBaH1e JIMCTOB TabJTHITHI;

co3fiaHue AyOMKaTa JMcTa TabIuIlb;

M3MeHeHMe II0JI0O)KeHUs JINCTa B CIIHCKe;

nepemeltieHue JIMCTa TabJIUITbl B HAYaJI0 U B KOHeIl CITUCKa;
aBTOMAaTHYeCKoe 3aIl0JIHeHHe J4eeK JIMCTA;

XpaHeHHe HWHQPOPMAIIMK O YAaCOBOM IIOsICe ONEepPAllMOHHOW CUCTEMBI
Ha MOMEHT CO3/IaHHs JOKYMEHTa;

yIpaBjieHHue CBOMCTBAMHU CTPAHUIIBI: YCTAaHOBKA TUIIOBBIX pPa3MepOB
crpaaurel (A0, Al u T.1.), BBIOOpP anbOOMHOW WM TIOPTPETHOU
OpUEeHTAllUU CTPaHUIIbI, HACTPOMKA I0JIel;

BbIJIeJIeHHe BCeX CTPOK M CTOJIOIIOB Ha)KaTHeM B BEPXHEM JIeBOM YTy
JICTA

Tab0MuYHbBIA CTHIH
dopmaTupoBaHusa

[Topnep:xviBaeMble BO3MOXKHOCTH:

pabora c obbekroM «Tabiuia» B TOKyMeHTaX, eCiid Takue OOBeKTh
y>Xe COJIepXKalliCh B OTKPBITOM JIOKYMEeHTe;

oTtobpaxkeHHe popMaTUPOBAHUS TAOJIUII;

oTobpaXkeHHe YCIOBHOTO pOpMaTHPOBAHKS TAOIIHII;

BO3MOXHOCTbH BCTaBKH u YAaJleHu4, CKPBITHA
U 0TOOpaXkeHUs, TPYNIMPOBKHM M OYHMCTKM TPYIIHMPOBKUA CTPOK
Y CTOJIOIIOB B TabiuIle;

peIaKTHpOBaHKe 3arojIOBKOB Tabmvil ¥ cTpoku «tormy;

pabora ¢ ¢puIbTpaMH ¥ COPTUPOBKOM JTaHHBIX B TabOJIMIIAX;

3all0OJIHEHWe C TIPOTHO3WPOBAaHMEM JIaHHBIX VIS 3arojIOBKOB B BHJIE
«TEKCT» WJIN «TEeKCT U YUCIION;

BO3MOJKHOCTb KOTIMPOBAHUS, BBIPEe3aHHs u BCTaBKH
C COXpaHeHHeM CBOMCTB (GOpMaTHPOBAHHUS OOJIACTH JJAaHHBIX IEJIUKOM,
K KOTOPOU NpUMeHeH TaOJIMIHBIN CTHIb pOpMaTHPOBaHKS;
BO3MOXXHOCTh KONMPOBAaHHSI M BCTaBKM 0e3 COXpaHeHWs CBOMCTB
bopMaTHpPOBaHMsI paHee CKOIMMPOBAHHOTO JHAalla30Ha sigeek, K 4acTH
KOTOPOT'O IpUMeHeH TabIMYHbIN CTHIb GOPMaTUPOBAHKUS

HIpudprer

[Tonnep>xruBaemMble BO3MOXXHOCTH:

nmojiiep>kka  paboTel  CO  BceMH MIpUPTaMH, yCTAHOBJIEHHBIMHU
Ha KoMIbloTepe Tmosib3oBatensi, B ToMm uucie: TrueType fonts (TTF)
u TrueType collections (TTC), CFF, WOFF, OpenType fonts (OTF,
oba Bapuanta TrueType u Bepcum CFF) wu OpenType collections
(OTC), Type 1 (PFA u PFB), CID-keyed Type 1, SFNT-based bit map,
X11 PCF, Windows FNT, BDF (Bkito4as criakennnie), PFR, Type 42
(orpaHuyeHHast OJIEP>KKa);

noamepkka 1mpudptoB XO Fonts: XO Caliburn, XO Courser,
XO Thames, XO Tahion, XO Oriel, XO Windy, XO Symbol, XO Oriel
Condensed;

noanepxka mpudToB PT Astra Sans, PT Astra Serif;

BbIOOp 1mpudTa, pa3mMepa MpUPpTa | HaUYepTaHUS: TTOTY>KAPHBIN,
KYPCHB, IOAYEPKHYTHIHN, 3a4ePKHYTHIH, IOACTPOYHBIM, HaJICTPOYHBIA;
M3MeHeHHWe WHTepBajlla MeXJy 3HakaMd B TpexX BapHaHTaXx
dbopMaTHpOBaHKs: pa3pesKeHHbIN, CXKAThI U HOPMAJTbHBIM;
¢dopmaTrpoBaHMe TeKCTa B CcTUiie «Bce MponucHbIe»
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PopmaTupoBaHue
CO/IePKIMOro

[Topnep:xuBaeMbie BO3MOXKHOCTH:

oToOpa’keHHe TPaHUI] U I[BeTa SYeHKU, 00beITMHEHHBIX STYEeK;
dbopMaTrpoBaHre TPAHMUIL STYeUKU WIM JIMalla30Ha sYeeK: BCe TPaHUIIb,
HeT TPaHMUII, TOJICTbIe BHEIITHUe TPAHMUIIbI;

M3MeHeHMe [IBeTa 3aJIMBKU S9eeK;

BbIOOP MTPOU3BOJILHOTO IBETA 3aJIUBKU STYEHKU;

oToOpa)keHHe TepeHOCa TeKCTa B OHOM siuelike M HaJIOXKeHUe TeKCTa
Ha cocemHHe STYerKHU;

IIepeHOoC TeKCTa BHYTPU SYEUKU;

TIOJITIEPKKA OMITUHM «BBIZEJIUTEY, «CKPBITb) WM «IIOKA3aTb» CTOJberl
WJTH CTPOKY IeJTUKOM;

HCIIO/Tb30BaHWe (PYHKITUH «KOTHMPOBATh», «BbIPe3aTh» W «BCTABUTHY
IIJIs TUAIIa30HOB S4YeeK;

dopmaTuUpOBaHMe Yrces B TYeHKax;

KOITMPOBaHWe U BCTaBKa GOPMAaTUPOBAHHOI'O TEKCTa;

BepTHKa/IbHOe BhIpAaBHUBAHHE TEKCTA B TYeMKe WM B AUATa30He TIeeK:
110 BepXHeMy Kparo, 110 IIeHTPY U M0 HIKHEeMY Kparo;

TOPU30HTAJIbHOE BhIDABHUBAHHE TEKCTa: 10 JIeBOMY Kparo, 10 IeHTpY,
10 TIPaBOMY Kpato, 110 IIUPHHE;

BCTaBKa pa3pbiBa CTPOKU B STUEHKY;

3aKperieHre MPOU3BOJILHOTO KOJIMYeCTBa CTPOK U siUeeK;

cOpocC BCex CyIeCTBYIONIUX 3aKperieHHH;

H“3MeHeHre MacITaba TeKcTa 1o pa3Mepy STYerKy;

BCTaBKa B JJOKYMEHT TeKYyIIlel aThl K BpeMeHH;

BCTaBKa paHee CKOIMMPOBAHHOTO OOBEKTA;

Mo//Iep>KKa MaroHasen B ssuerikax TaOJuIlbl;

oTobpakeHre BepTHUKaIbHOM OPUEHTAIlUU TeKCTa B TYerKax;
IPyNIIMPOBKA JAHHBIX B CTPOKAX M CTOJIOIAX;

KOIMMPOBAaHWE W BCTaBKa TEKCTa W3 BHEIIHUX IPUJIOXKEeHUN
C COXpaHEeHHWEeM OPUTHHAJILHOTO GOPMaTHUPOBAHHS;

W3MeHeHHe  pa3MepoB  HECKOJIbKMX  CTPOK WM CTOJIOIIOB
OJTHOBPEMEHHO;

pacrpefiejieHde TeKCTa MO CTo/blaM TMpd HMIIOPTe JIOKYMEHTOB
B popmarax CSV, TSV, SCSM u TXT;

3ajaHHe OHOTO WA HECKOJIBKUX paznienuTenei
¥ OrpaHyYMTesiell CTPOK, a TakKe BBIOOp Habopa CHMBOJIOB MJis
pacIpejiejieHHsl TeKCTa 10 CToJI0aM;

CKpBITHE U 0TOOpakeHre HYJIeBbIX 3HAYEHHUH;

aBTOMAaTHUYeCKOe BbIpaBHHWBAHHE CTOJIOIIOB I10 IIMPUHE TIPU HUMIIOpPTe
IOKyMeHTOB B popmaTe DSV

BCTaBKa TeKcTa 6e3 popMaTHpPOBaHUS;

BbIOOD yTIJla HAaKJIOHA TeKCTa B siuelike: BiieBo Ha 90°, BieBo Ha 45°,
BrpaBo Ha 90°, BpaBo Ha 45°, 6e3 moBopoTa (0°);

BO3MOXKHOCTh YKa3aTh IIPOU3BOJIbHBIM YTOJI HAKJIOHA TeKCTa B s4Yeike;
COKpaIlleHHe «T.» B YUCJIOBOM ¢opMare MOTHOM JAThI;

aBTOMaTHYeCcKoe paciivpeHue TpaHUI] TaOJIUIIBI
Ha HeoOX0JIMMOe KOJIMYeCTBO CTPOK IPU BBOJE WJIM BCTaBKe JJaHHBIX
CHU3Y WJIM CIIpPaBa OT Hee;

oToOpakeHre pOpMATUPOBAHUS IPAHUI] sTUeeK BOKPYT TaOJIUIIbI;
BO3MOXKHOCTb 3a1aTh JI0O0M CUMBOJI B Ka4eCTBe pa3JieJIuTelis;
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aBTOMaTU4ecKoe yBeJIM4eHue IIUPUHBI cronbua
npyu  BBOZe  WiIM  GOPMAaTUPOBAaHWU  YHWCJIOBBIX  JJAHHBIX
B COOTBETCTBUU C pa3MepoM COZIePKMMOI0 YerKH, eIy 110J1b30BaTellb
paHee He yka3zaj pUKCUPOBAHHYIO MIUPUHY CTOJIONA;

BO3MOKHOCTb BBIZIEJIATh CTPOKH/CTOJIOIIBL, cofiepaniue
00beuHeHHbIe TUYCHKU;

BO3MOJKHOCTb IIPO/JIEHUS PSAAOB [AHHBIX JIS KOPOTKHUX U IIOJIHBIX
dbopmMaTOB [Hel HellelM U MeCsleB Ha PYCCKOM, aHIJIMHCKOM
Y (paHIy3CKOM S$3bIKAX B COOTBETCTBUM C BBIOPAaHHBIM S3BIKOM
HHTepderica ONlepallMOHHOM CUCTEMBI;

BO3MOJKHOCTb IIPOJUIeHUS PSJIOB JAHHBIX B BUJle «TEKCT U YUCIION;
paciivpeHye BblfieJieHUs] Ha BCIO 00be/IMHEeHHYI0 00J1acTh IIPU MOMBITKe
BbIOpaTh CTPOKY WM CTOJIOell, COZepXKallyl0 TOJIbKO OO0beJuHeHHbIe
STYeHKHU;

MOJIJIepXKKa PerMOHAaIbHBIX CBOMCTB pasfiesiuTelis YKcell B apryMeHTe
kozna ¢opmara pynkunu TEKCT;

KOMaHJpl JUIsl BCTaBKM TeKCTa C ¢opMaTUpoBaHMeM Wiy 0e3 Hero
B KOHTEKCTHOM MeHIO CTPOK U CTOJIOIIOB;

BCTaBKa TeKCTa IIpXM BBIIOJIHEHWM oOlepanud «BcraBUTh TOJIBKO
3Ha4YeHUs» VISl CKOIIMPOBAHHOTO K3 npusioxkeHus: « MoiOduc Texct»
0o0BeKTa, copepiKallero TeKCT

dopmar mo odpasiy

[TonnepxuBaeMbie BO3MOKHOCTH:
dbopmaTrpoBaHue 10 06pasiry;
dopmaTupoBaHue 1o obpasiy it ab3aries;

dopmarupoBanve 1o  obpasiy A A4Yeek, eCid  OHHU
He cojiepkaT GopMyJl WIN YUCeTT;
IpUMeHeHHe CKOIIMPOBAHHOTO CTHIIS ¢dbopmaTrpoBaHus

K HECKOJIbKUM 00BeKTaM 110 ogyepenu;
COXpdHeHHre NCTOPHH onepaunﬁ IIpUMEeHEeHUsI «KKMCTOYKKW»

‘I’OpMaTLI JAaHHBIX

[TopnepxuBaeMbie BO3MOXKHOCTH:

HCIIO/Tb30BaHWe YHUCIOBBIX (GOPMATOB: OOIMMM, YHUCIOBOM, JIEHEXHBIN,
$UHAHCOBBIMA,  JIpOOHBIM,  OKCIIOHEHIIMAJIbHbIM,  JlaTa,  BpeMs,
MIPOLIEHTHbIN, TeKCTOBLIM;

aBTOMaTU4YecKoe  OIpelleJleHWe  CHMBOJIOB  pyOist M Josuiapa
NPy IpUMeHeHrH (pOpMaTUPOBAHUSI STYEHKU: YUCIIOBOM;
aBTOMaTHU4yecKoe ompeJielieHUe CHUMBOJIa BaJTIOTHI
Iist dopMara siueek «JleHexxHbIy;

MOJJIep)XKKAa PpervoHalbHbIX CTaHJAapToB ¢opmarta sueek: ru RU
(Poccus), tt RU (Tarapcran), ba RU (bamkupus), en GB
(BemukobOpuranust), en US (CIHIA), en AU (ABcrpanus), en NZ
(HoBas 3enanmus), en CA (Kanama);

HACTpOMKa IapaMeTpoB OTOOpa)kKeHUs] YMCIIOBOrO ¢opmara JJaHHBIX:
YUCJIO  JIeCATUYHBIX ~ 3HAKOB, pasfejiTeslb [PYyHI  pa3psios,
OTpUIIaTeJIbHbIe YKCJIa, CAMBOJI BaJIIOThI, THII JaThl U BpEMEeHH;
CHUMBOJIbI BaJIIOT: aBCTPAJMHCKUM moiiap [$], kaHajackuu mosiap [$],
CUHTalypckui  gosulap  [$], HoBo3enmaHiackuii — gosuiap  [$],
HOBO3enaHACKui nmosuiap [NZS$], matckas kpona [kr.], HopBexckas
KkpoHa [kr], kutakickuii 0asb [¥], poccuiickuil pyouib [p.], pOCCUMCKUN

py6us [py0]

Pab6ora ¢ popmynamu

[TopnepxruBaeMble BO3BMOXXHOCTH:
MaHesIb BCTAaBKU GOPMYIJIBI;
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KOIMPOBaHUe U BCTaBKa GOpPMYII;

BBOJ] U BBIOOP PYHKIIMI HAa PYCCKOM SI3bIKE;

BBIOOp GOPMYJI U3 CIIMCKA IIPU BBOJIE POPMYJIBI;

oToOpakeHUe II0JICKa30K 06 WCII0JIb30BAaHUHU dbopmyibL
1ocJle ee BbIOODA;

WCII0JIb30BaHHe UMEHOBAHHBIX JUAlla30HOB B GpOPMyIIax;
IIOJICBeUMBaHMe  BCeX  siYeeK, Y4YaCTBYIOUIUMX B BBIYUCIIEHHUSIX,
IIPU BBIJIeJIEHUH STYEHKU C POPMYIIOH;

3a7laHye JiYana3oHa 3HAa4YeHUH NpU pelakTHpPOBaHUM (GOpMyJibl yepe3
Bbl/leJIeHNe HY)XXHBIX siueeK MBIIIbIO;

pacuet 4acty GopMyIIbl;

JIOKaIU3anust IlapaMeTpoB yHKIMU TEKCT
Ha No/iJlep>KUBaeMble SI3bIKY;

HOJIZIepKKa CTPYKTYPHUPOBAHHBIX CChUIOK Ha JIaHHbIe TabJIunIl;
NOJ/Iep>)kKKa  CCBIJIOK ~ Ha  d/eMeHTHl  oObekra  «Tabmuia»
B I10/ICKa3Kax BBO/IA CTPYKTYPUPOBAHHBIX CCHUIOK;

NIOJ|/Iep>)kKKa MMEHOBaHHBIX /IMAlla30HOB B IIOJICKA3Kax IIpU BBOjie
dbopmy;

BblJleJleHHe 1[IBeTOM KMEHOBAaHHBIX JIMAlla30HOB, IIPUCBOEHHBIX
IIMalla30Hy siUueek, B peXXrMe pe/laKTUPOBaHUs POPMYJIbL;

BblJleJleHHe I[BeTOM 00J1aCTH [JaHHBIX MMEHOBAHHBIX [Malla30HOB,
IIPUCBOEHHBIX /IMAIIa30Hy siueeK, B peXKuMe peJaKkTUPOBaHUsl GOPMYJIbI

NMmenoBaHHEIe
AUAIA30HbI

HOI[,I[ep)KI/IBaeMbIE BO3MO>XXHOCTH:

IMPOCMOTP CIIMCKd MMEHOBAHHBIX JITNAIIa30HOB;

CO31dHMEe U yid/ieHHe UMEHOBdHHBIX TUAIId30HOB;

INIOUCK, COPTHUPOBKA, Cl)I/IJ'[praLII/ISI W HABUralygd II0 KHMMeHOBAHHBIM
JHAIlld30HaAM

Pabora ¢ quarpammamu

[Topnep:xruBaeMble BO3BMOXXHOCTH:

oTOoOpakeHHe [IByXMEepHBbIX JAuarpaMM, TMCTOIpaMM, JIMHEeWYaThIX
MarpamMM:  C IPYNIMAPOBKOM,  C HaKOIUIEHWeM, HOpPMHUpOBaHHas
C HaKOIJIeHUEM;

MOJIJIepXKKa rpaduKOB: CTaHApTHBIH, C HaKOIJIEHUEM,
HOPMHMPOBAHHbBIN C HAKOIIJIEHUEM;

oToOpakeHWe JHarpaMM C ob6JacTsIMM: CTaHJApPTHAsl, C HAaKOIUIEHHEM,
HOPMHPOBAHHAs C HaKOIUIeHHeM, CTaHJJapTHasl KpyroBasi;

noJifiep>kKa rpadrKoB C HAKOIUIeHUeM, JIMHeHYaThIX AUarpaMm C
HaKOIUIeHHeM, HOPMUPOBAHHBIX JIMHEWYAThIX TUarpamMM C
HaKOIUIeHWeM, U IMarpaMm

C 00J1acTAMH C HaKOIIJIEHUEM;

M3MeHeHHe THUIa TuarpaMMBbl;

yIaJjieHue Tharpamm;

aBTOMaTHUYeCcKoe IlepecTpoeHre AuarpaMM Mpy U3MeHeHUH 3HaYeHUH;
co37laHue AUarpaMMBbl;

OTIepallvK «KOIUPOBAThY», KBCTABUTDY, «BbIPE3aTh» IMarpaMmy;
nepeMellieHue uarpaMmbl;

M3MeHeHre pa3Mepa JiarpaMMbl;

3aJlaHye HaIlpaBJIeHUs psifla IMarpaMMbl;

BBOJI Ha3BaHUs JUArPaMMBbl;

nepeMelrieHle BbIOPAHHOM JMarpaMMbl C MOMOIIbIO KJIABUII CTPeJIOK
KJIaBUATYPhl
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Ionnepixka
MaKpPOKOMaH/

[TopnepxruBaeMble BO3MOXXHOCTH:

Mo/IJIep>kKKa MaKpPOKOMAH]I Ha s13blKe IIporpaMMHUpoBaHust Lua;
omlepalvi C MaKPOKOMaHJIaMU: CO3[aTh, Il€peMMeHOBaTh, YAAJIUTh,
PeIaKTAPOBATh U BBIIOJIHUTD;

XpaHeHWe MaKpOKOMaH/I B JIOKYMeHTe;

MeTO/Ibl JIsl pabOThI C STYeHKaMU

MeTOJIbI JUIsl JOCTYIIA K COAEPXKUMOMY KOJIIeKITUH;

MO/IJIep>KKa CUMBOJIa OJTMHAPHOM KaBBIYKK B MaKPOKOMAaH/IaX;
aBTOMaTHYecKoe olpeJiejieHre ¢popmaTa 3allMCH JaHHbIX B SUYEUKY;
paboTa Co CBOJIHBIMHU TaOJIUIIAMHU;

paboTa co cBoMCTBaMH Taparpada B siueike;

BO3MOXKHOCTH TIOJTy9UTh YHUCIIOBOE 3HAYEHHE JTF000U STUerKH;

paboTa c pa3pbiBaMH Pa3ieioB IOKyMeHTa;

paboTa c opyeHTaIMel CTpPaHUII U Pa3zelioB IOKyMeHTa;

9KCIIOPT IOKYMEHTQ;

MeToJ JJIsl BbI30Ba JIMAJIOTOBOIO OKHA IeYaTH pe/lakTopa [jisi BbIOOpa
HACTpOeK MevYaTu U OTIIPaBKU JIOKyMeHTa Ha IIPUHTEP;

MeTof TUISt BBIBOZIA “H(POPMAIMOHHOTO coo0IIeHust
B BUJle JUaJIOTOBOr'0 OKHA;

OTJIAJTYMK MAaKPOKOMAH];

MeTO/I JIJIsl CKPBITHSI U OTOOPaKeHUsI JINCTOB;

MeTO/Ibl /ISl BbIOOpa HACTPOEK IevyaTH;

MeTO/Ibl TU1sL CIIeAyIOIrX onepanun C TeKCTOM
B kojupoBke UTF-8: mpeobpa3oBaHue perucrpa, BbIUUCIEHHE JIJTUHBI,
nostydenue cienyromier nosuiuu UTF-8 cumBosa, mosydeHue Turia
UTF-8 cumBota, 3ampoc MoJICTPOK ¥ CPaBHEHHE CTPOK;

MeTO/I [JIs yCTAHOBKU TOYHOTO TOJI0XKEeHUS] U300pakeHus;

MeTO/ JIJIs1 HACTPOWKM TOYHBIX pa3MepoB M300pakeHUS;

MeTof TU1st nepexoza K orpeJieJIeHHOMY MeCTy
B JIOKyMeHTe I10CJIe 3aBepIlleHHs] BBIIIOJIHeHHsI MaKPOKOMAaH/IbI;

MeTOZbI JIsl pa0OTHI C PeryJsIPpHbIMA BbIPDAaKEeHUSIMU;

MeTOoZbl JjIsl OOpallleHUs] K MMEeHOBAaHHbBIM JUalla30HaM;

BO3MOXXHOCTb COXpaHeHus Lua MaKpOKOMaH/1
B JokyMeHTax B popmare XLSX;

BO3MOXXHOCTb 3allMCH IeMCTBUHU C STYeKaMU B BUJle MAKPOKOMAaH/IbI;
IIPOCMOTP KO/Ia COXPaHeHHbIX B JokymMeHTe VBA MakpokoMaHz;
3allMCh CJIeAYIOLIMX Ollepaluii: 3akpelljleHWe CTPOK W CTOJIOIOB,
CKpBITHE M OTOOpakeHHe HYyJIeBbIX 3HAUeHUM, BCTaBKa TeKyIlled JaThl,
r3MeHeHHe Brzia popMyJIibl, ledatb 06J1acTy;

3alMCh CJIeAYIOUIUX Ollepaluii ¢ HM300paKeHUsIMHU U JIharpaMMaMu:
BblJIeJIeHMe, BCTaBKa, MU3MeHeHHe pa3Mepa U MO0JI0XKeHUs], YAaJleHHe

PunpTpanys JaHHBIX

[TonnepxuBaemMble BO3MOXHOCTH:

nprMeHeHVe GUIbTPA K BblJleJIeHHON 00J1acTy;

BbIOOp OJTHOTO WIIH HECKOJIBKUX 3HaYeHUN
IUIsl IpUMeHeHUs] PUIIbTPa, yKa3aHue 3Ha4eHHUs;

oToOpakeHMe HMHPOpPMAIMM O KOJIMYECTBE IIOBTOPEHUM KaXA0ro
YHUKaJIbHOI'O 3HaYeHUs! B BblJleJIeHHOM 00J1acTH;

BbIJleJIeHHe BCeX JIOCTYIIHBIX 3HaYeHUH;

ouuIleHre QUIIbTPA;

nprMeHeHre GUIbTPa elle pas;
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dBTOMdTH4YeCKOe paClHIhpeHre BblleJIeHHda 10 MaKCHUMaJIbHOM O6J'IaCTI/I,
COCTOSIIIEN U3 CMEXHBIX HeITYCTBIX dYeeK;
YKd3dHHKe KOJIM9eCTBd BbIJleJIEHHLIX A9eeK B obJlacTu

CopTHpoBKa JaHHBIX

[TonnepxuBaeMble BO3MOXXHOCTH:

COPTHUPOBKAa S4YeeK B BbIJIEJIGHHOM 00acTh 10  BO3pacTaHUIO
¥ yObIBaHUIO 3Ha4YeHUs, 10 ajidaBUTy U B 0OpaTHOM HalpaBJleHUH;
[IpUMeHeHVe COPTUPOBKY ellle pas;

aBTOMAaTH4YeCcKoe paclivpeHHe BblfieJIeHus 10 MaKCHMalbHOM 001acTHy,
COCTOSIIeN U3 CMEeXXHBIX HEeIyCThIX sS4eeK;

yKa3aHHe KOJIMYeCTBa BblJIeJIeHHbIX siueeK B 00J1acTU

YcinoBHOe
¢dopmaTupoBanue

[Tonnep>xuBaemMbie BO3MOXKHOCTH:

oToOpakeHHe YCJI0BHOTO GOPMAaTUPOBAHUS B sTUeMKax;
aBTOMaTHUYecKoe NMpUMeHeHWe CBOMCTB pOpPMaTHPOBAHUS HAaWOOBIITNX
Y HaMEeHbIIUX 3HaUYeHUH;

aBTOMaTHYecKoe IpUMeHeHWe CBOMCTB (pOpMaTUPOBAHHUS 3HAYEHUM
B BUjie GOPMYJIbI

CBogHbIe TA0IHIBI

[TopnepxuBaeMbie BO3MOXKHOCTH:

oToOpakeHHe CBOAHBIX TAOJIHIL;

yAaJieHre CBOJTHOM TabJIUIIb;

0OHOBJICHUE CBOIHOU TaOJIUIIbI;

bubTpaIys JaHHBIX 10 JIOCTYIHBIM GWIbTPAM B CTPOKAax, CTOJOIAX
Y TabJuIle 1eJIMKoM, eciii GUIIbLTPHI ke ObUTH PHMeHeHbl paHHee;
IPYTIHPOBKA JTaHHBIX Io 3Ha4YCHUIO B CTpOKax
U CToJIOIAaX CBOJHOM TaOJMIBI, ecjid TPYIIHPOBKA YyxXXe ObUIa
IpUMeHeHa B OTKPLITOM JIOKYMEHTe;

CO3[laHMe CBOJHOM TaOJMIbI C 33JJaHHbIM HAOOpPOM CBOMCTB:
KOMITAaKTHBIM BUJI OTOOpakeHus, OTOOpakeHWe WTOrOB JJisi CTPOK,
oToOpa’keHHe WTOTOB JJIsi CTOJIOIOB, OTOOpakeHHWe MPOMeXXyTOYHBIX
WTOTOB, OTOOpakeHHWe TYCThIX ToJied, oToOpakeHHe OIIUOOK,
oToOpakeHHe TI0JIel B ITPABOM MMaHeJ M COTVIACHO MOPSAKY B UCTOYHUKE
IIAHHBIX;

KOHCTPYKTOP  CBOJHBIX  Tabyuil  Jyisi  paboTbl C  TOJSIMU
M KaTeropusiMu: J00aBjieHWe ToJied, yAajieHWe IoJieH, IepeMellleHue
moJielt BHYTPH U MeXy KaTeropusiMu;

aBTOMaTHUYeCcKoe orpeJielieHre arperupytoiieid GyHKITUH TOJIs;
BO3MO>KHOCTb U3MEHUTh arperupyroniyo GpyHKITUIO;

aBTOMAaTHYeCcKoe onpejiesieHue YUCJIOBOT'O dbopmara
IUIs1 OTOOpaKeHUsl TAHHBIX;

ITpaBUJIa YUCIIOBOTO GOPMATHUPOBAHUS IAHHBIX CBOJTHOM TaOJIUIIH;
oToOpa’keHHe HACTPOEK CBOJTHOM TabJIHUIIbI;

BO3MOXKHOCTb BbIOOpa CTPYKTYPHUPOBaHHOM dbopmyiibt
B KaueCTBe UCTOYHUKA JaHHBIX CBOIHON TaOJIUILL;

BO3MOXKHOCTh aBTOMAaTHYeCKOTO OIpefielIeHUs] UICTOYHUKA JAaHHBIX TPU
CO37ITaHUW CBOJHOM TaOJIMIIBI; aBTOMAaTU4YeCKoe IOMellleHrne Kypcopa
B MOJile BBOJla MCTOYHMKA JAaHHBIX IPU CO3J@HUM HOBOM CBOJHOMU
TaOJIUIIBI;

M3MeHeHHe UCTOYHUKA JTaHHBIX Ha BKiIaake [Tapamerpsr;

BO3MOJKHOCTh OOHOBJICHHS BBIMUCIIICMBIX I10JICH;

BO3MO>KHOCTb CKPBITh U OTOOPa3UTh BHIYUCIISIeMble T10JIS;

BO3MOXKHOCTB BBIBECTH BBIUMCJIIeMoe I10JIe B 00JIaCTH 3HAYeHUH;
yBe[IOMJIeHHe O II0Tepe HeloJIepKUBaeMbiX OOBEKTOB CBOJHOM
TAOJIUIIBI TPH U3MEHEeHWH HACTPOEeK TaOJIUIIbI
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Pabora co cchlIKaMH H
rumnepcCbl/IKaMu

[Topnep:xuBaeMbie BO3MOXKHOCTH:

BCTaBKa U PeIAKTHPOBAHUE TUIEPCCHUIKY;

nobaBJieHre TUTIIePCChUTKY K stuelike ¢ GopMyJIoif;

aBTOMaTrhyeckoe GOpPMAaTUPOBAHUWE CCHUIOK U 3JIEKTPOHHBIX aJpecoB
KaK T'MIepCChIIOK;

oTobpakeHue ccbuiok B ctuiie R1C1

Pabora c u3o0parkeHHUsIMHU

[TopnepxuBaeMbie BO3MOXKHOCTH:

oToOpakeHHe U300pakeHuH;

noanepxkka ¢opmatoB PNG, JPG, JPEG, JPE, EMF;

BCTaBKa M300pakeHUH;

yaajieHre n3obpakeHuH;

“3MeHeHre pa3Mepa U300paKeHul;

GYHKIIMKM ~ «BBIPE3aTh», «KOIMHUPOBAaThY», «BCTAaBUTbY H300pakeHHe
MeX/1y TeKCTOBBIMHU U TaOJIMYHBIMU JJOKYMEHTaMHU;

nepeMerreHre U300pakeHus;

BCTaBKa 00BEKTOB C MOJJEP>KKoU TexHosoruu Drag-and-drop;
oToOpakeHHe M300paXKeHUH, pa3BepHYTHIX IO YIJIOM OTHOCHUTEIHHO
SIKOPHOU TOYKY;

nojijiep>kka 0bpe3aHHbIX M300pasKeHU;

BO3MOXXHOCTh COXPaHUTh BCTaBJIeHHOe B JIOKYMEHT H300pakeHue
B BuJle (aila;

nepemellieHue BbIOPDAHHOTO M300pa)KeHUs] C TOMOIbIO  KJIABMIII
CTPEJIOK KJIABUATYPHI

Pabora ¢ purypamu

[TopnepxuBaeMbie BO3MOXKHOCTH:

nojiiepkka GUryp B IOKyMeHTaXx;

BKJIaZiKa PUTypHI HA [TaHEJIU UHCTPYMEHTOB;

BO3MOXXHOCTb BBIJIEJIUTh, KOIMPOBATh, BbIpe3aTh, BCTABUTh PUTYPY;
M3MeHeHHe pa3Mepa ¥ IPONopIuu GUTYPHI;

M3MeHeHHe PACIIOJIOXKeHUsI B JOKYMeHTe;

ynaneHue GpUryphbr;

oToOpakeHUe JIMHUM;

BO3MO>XHOCTb BCTaBKH T€KCTOBOTI'O IOJIS;

BO3MOXHOCTb  BCTaBK{, peNaKTUpPOBaHUs U  (OpPMATUPOBAHUS
TeKCTa B QUrype;

nepemellieHe BbIOpaHHOM GUIYpPbl C TIOMOIIBIO KJIABUIIl CTPEJIOK
KJIABUATYPHI

Bydep oomena

[TonnepxuBaemMble BO3MOXXHOCTH:

XpaHeHue [0 AeciITh 00beKTOB (dpparMeHTOB TeKCTa WX TabiIuir)
B Oydepe oOMeHa /yisl TajIbHeHUITIel BCTaBKU B IOKYMEHT;

BBI30B OKHa Oydepa oOMeHa;

BbIOOD CKOMMPOBAHHOTO OOBEKTa C TOMOIbIO CTpesiouek «Baepx»
U «Buusy;

BbIOOD CKOMTMPOBAHHOTO OOBHEKTa;

nepekJItoueHre MeXXTy OKHOM Oydepa o6MeHa U IOKyMeHTOM;
IpOCMOTp uctopun 6ydepa obMeHa Jijisi BCTaBKY 3HAYEHUS U3 Hee;
OYMCTKa UcTopum bydepa obmMeHa

Pabora c JoKymMeHTOM

ITouck u 3aMeHa

[MonnepxvBaemMble BO3MOXKHOCTH:
MIOMCK CJIOB Win ¢ppas;
TIOMCK C 3aMEHOM, TaK)Ke C YIeTOM PEerucTpa U CJIOBa IeJTMKOM
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IIpoBepka
opdorpadpuun/myHKTYyaIruu

[TopnepxruBaeMble BO3MOXXHOCTH:

aBTOMaTHYecKasi I[IpOBepKa IIPaBONMCAHUS TeKCTa Ha PYCCKOM
Y aHIVIMMCKOM $I3bIKAX;

IpOBepKa I'PaMMaTHKH ISl PYCCKOTO SI3bIKQ;

MOJIJIep>KKa M0JIb30BaTeIbCKOTO CJIOBAPSI C BO3MOXKHOCTBIO 100aBJIeHuUs
Y yZlaJIeHHUs CJIOB;

HMMIIOPT CJIOBApS;

M0JiCKa3ka BApMAHTOB MCIPaBjieHus: opdorpadpuieckux onmbok

IIpaBku OTMeHa MpaBOK IO OJHOMY CHUMBOIY 3a mar (bydep «3arnomMuHaeT»
50 mocsegHUX 11aroB)
3ameTkH [TonnepxviBaeMble BO3MOXXHOCTH:

CO3/IaHMe U YJaJIeHre 3aMeTOK K sST9eiikam;
¢dbopMaTHpOBaHKe TEKCTa B 3aMeTKe;
nojjiep>kka 0ydepa ob6MeHa Jijis COIepKUMOT0 3aMeTOK

Pe:xuM penieH3upoBaHHUSA

[TonnepxuBaemMble BO3MOXHOCTH:

oTobpakeHMe HWHQPOpPMAIMM O JIPYTUMX II0JIb30BaTeJsX, OTKPBIBIIMX
JNOKYMEHT: UM, [1BeTOBas UHIUKAIWs, II0JI0XKeHHe Kypcopa;
oTobpaxkeHUe VICIIpaBJIeHUH, BHOCHUMBIX B JOKYMEHT,
y BCeX JIPYTUX I10JIb30BaTesIei, OTKPBIBIIMX 3TOT JOKYMEHT

Ilonnep:xuBaembie
KJIaBHATypHBbIe
COYeTaHHus

[TopnepxuBaeMble ropsiyue KjiaBUIIN*:

HOME — nepexon k niepBoi siuelike B CTPOKe;

END — nepexon k nociiesineit siueiike B ctpoke; SHIFT + DELETE —
OTILIUSI «BBbIpPe3aThy;

SHIFT + INSERT - BcraBka;

SHIFT + neBast kJIaBUIlIa MBIIIU — BBIOOP AUalla30HA S4YEeK;

SHIFT + HOME — BbliesieHMe Bcex siueeK OT yKasarTesis 10 Hayaia
CTPOKUY;

SHIFT + END - BbleleHHe Bcex s4eeK OT  yKasaTess
110 KOHIIA CTPOKY;

CTRL + crpenka BieBo — niepexofi K IpeJblAyleMy CJIOBY;

CTRL + cTpernka BpaBo — Iepexoji K CJIeIyIoeMy CJIOBY;

CTRL + crpernka BBepX — niepexo/i K mpefibiayIemMy ab3airy;

CTRL + cTpenka BHU3 — IIepexo/i K CliefiyloleMy ab3aity;

ALT + B — no6aBiyieHrie HOBO¥M CTPOKH CHU3Y TabOJIUIIbI;

F2 — nepexop k pexxuMy peIakTUPOBaHUS COIEPXKUMOTO STUYeHKY;
CTRL + E — BbIpaBHUBaHUE 110 TIEHTPY;

CTRL + Y — Bo3Bpat (11OBTOP) JIeACTBUS;

CTRL + SHIFT + C- xonupoBanue d¢opmarupoBanus; CTRL +
SHIFT + V — ¢popmatrpoBaHue BbIIEJIEHHOTO TeKCTa 110 06pasiy;
SHIFT + TAB — ymenbItieHue otTcTyma ab3ara;

TAB B sideiike — nepexo[i K Cielytoliel suenke;

CTRL + SHIFT + Z — Bbi30B wiu 3aKpbiThe OKkHa Oydepa oOMeHa;
ENTER — BbIO0p CKOIMPOBAHHOT'O OOBEKTa;

TAB - nmepewmodeHne  Mexpay OKHOM — Oydepa  obOMeHa
U JOKyMEHTOM;

SHIFT + [IPOBEJI — BbIAenuTh BCIO CTPOKY;

CTRL + ITPOBEJI — BuimenuTh Bech cTojbers;

CTRL + 3HAK MUHYC - ynanuTb BeIOpaHHYIO CTPOKY WU CTOJIOeI;
CTRL + F - aBTOMaTH4ecKd TIepeBOJIUT yKa3aTejlb BBOJia B TIIOJie
[Toucka. Eciu B noste y>xe ObUIO cojiepkuMoe, OHO OyAeT BbijieJIeHo;
CTRL + / - nanenb DBbICTpBIX [AeWCTBUM Ui BbI30BA KOMaH]
C UCIIOJIb30BaHUeM KJIAaBUATYPhI;
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CTRL + END — nepeiiTy Kk nocjieiHeu siuerKe JIMCTa;
CTRL + HOME — nepeiitTu K 1nepBoy siueriKe JIUCTa;

CTRL + SHIFT + END - BBIJIEJIUTh obmacTb
OT BBIOpaHHOM 10 ITOCJIeIHeN STYerKY JINCTa;
CTRL + SHIFT + HOME - BBIJICJIUTE obnacTe

OT BBIOpAHHOM 10 TIEPBOM STYEUKH JIUCTA;

SHIFT + I[TPOBEJI — BcTaBka cumBoJia mmpobesia

CTRL (CMD) + ALT (OPTION) + SHIFT + V — OTKpbITb OKHO
bydepa obmena

*[Moanbtii cnucok npuBeder 8 dokymenme «MoiiOguc Tabauua. Pyko6odcmbo noavzobamens».

PaboTa c roToBbIM daiisiom

CraTHCTHKA MOKyMeHTa

[TopnepxuBaeMbie BOBMOXKHOCTH:

oToOpakeHHe OBICTPbIX HWTOTOB B CTPOKe COCTOSIHUS: CYMMa,
MUHHMMaJIbHOe 3HaYeHHe, CpeJlHee 3Ha4eHHe, MaKCUMaJIbHOe 3HavYeHHe
Y KOJIMYEeCTBO HElyCThIX siUeekK;

oToOpakeHre MacIiTaba JOKyMeHTa

Hancrpoiiku

[TonnepxviBaeMble BO3MOXXHOCTH:

HIOfI/IepXKKa Ha/ICTPOEK;

BO3MO>XHOCTb YCTaHABJIMBATh, OOHOBJISATh U YIAJISTh HAJICTPOUKY;
BO3MOJKHOCTh BKJTFOUATh M BBIKJIIOYATh YCTAHOBJIEHHbIE HAJICTPOMKH;
oTobpakeHHe 110APOOHON MHPOPMAIMU O HAJICTPOMKAX;

«THXash» YCTAaHOBKA HAJ/ICTPOEK;

BO3MO>XHOCTb YCTaHOBKH HeroANUCaHHbIX HAJICTPOeK
aJIMHHHACTPaTOPOM

ITeuarn AOKYMEHTa

[Tonnep>xruBaeMbie BO3MOXXHOCTH:

OTIIpaBKa Ha MeYaTh;

TIpe/IBapUTEITbHBINA MIPOCMOTP JIOKyMeHTa C BO3MOXXHOCTBIO
0TOOpakeHHsI PEKBU3WUTOB CTPAHMIIBI, pPa3phIBOB, MacIlTaba, BepXHUX
Y HIDKHUX KOJIOHTUTYJIOB;

HACTPOMKa IMPOCMOTPA JOKYMEeHTa: IO IIUPHHe, 10 Pa3Mepy CTPAHUIIbI,
TI0 OJTHO¥ CTpaHHUIIe, T10 JIBe CTPAHMUIIbI, BCe CTPAHMUIIHI;

BBIOOp MacITaba U OpUeHTaIluH CTPAHUIIbI;

HaBUTAIMs MeXy CTPAaHUIIAMU;

BbIOOD JIMaria30Ha CTPAHMUII ITeYaTH U YKCiIa KOTUM;

1evaTthb BbljleJieHHOW 06J1acTy;

BbIOOD pa3Mepa Oymaru Jijis evaty;

BBHIOOD MacIITaOMpOBaHUSI JOKyMeHTa IIpU I[e4aTH: II0 pa3Mepy
CTPAHHUIIBI, TI0 ITUPUHEe CTPAHUIIBI U TI0 BHICOTE CTPAHUIIBI;

ObICcTpas mevyaTh;

BBIOOD YCTPOMCTBA MeYaTH;

MeYaTh YeTHHIX/HeYeTHBIX CTPAHMII;

IIBYCTOPOHHSIS TIeYaTh;

HaCTpoMKa MacIITabupoBaHus (o pasmepy CTPaHMUIIBI,
10 IIUPHHE U T.JI.);

pa3bureHue 10 KOIHUsIM;

1evaTh B OTTEHKaX Ceporo;

BO3MOXXHOCTb He I1e4aTaTh MyCThle JINCTHI;

COOTBETCTBHE MaciTaba [jis MevyaTd JJOKyMeHTOB MacIITaby camoro
IOKYMeHTa 10 YMOJTYaHHUIO;

nojiiep>kka 06J1acTy 1evYaTu B JOKYMEHTe;
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BO3MOXHOCTb 3a7aThb U OUYMCTUTh obuacTb 1evaTu
VISl KQXXJIOTO JIMCTA B IOKYMEHTe;

BO3MOXHOCTb OTOOpasuTb W CKPBITh TPaHUIBl 00JIaCTU IIeyaTu
Ha JIUCTE;

BO3MOXXHOCTb OTIPaBUTh HA IleyaTb OIpefieJieHHble CTpaHUIlbI
WJIM IMalla30H CTPaHMI] U3 CPOPMUPOBAHHOIO IS [1e4aTH JJOKYMEeHTa;
nepexoJ] K HaCTpOMKaM IIPUHTepa;

VMHAMKAIMs Iporpecca MOJrOTOBKU K Ie4aTh M OTIPaBKU JIOKyMeHTa
Ha Ilevarthb

OOMeH TOKyMeHTaMHu

OTHpaBKa JOKYMEeHTa BJIOKeHHeM II0O II04YTe C IIOMOMIbI0 IMOYTOBOTIO
KJIMEeHTd, YCTAHOBJIEHHOI'O 110 YMOJIYdHHIO
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CpeacTBo MpocMoTpa NMpe3eHTaIuil

Oo6mee
YcranoBka u ooHoBienue | [lognepxuBaemMbie BO3MOXXHOCTH:
aBTOMATUYeCKasl yCTAaHOBKA OOHOBJIEHMIA B HOHOBOM peXXrMe;
MacCOBasl YCTAHOBKA ¥ OOHOBJICHHE

SI3pIKOBas MOJIEPIKKa Jlokanmuzanuu Ha PYCCKOM, AHTJIMIACKOM, TaTapCKOM
1 BAIIKUPCKOM SI3bIKaX
PopmaThHI JOKYMEHTOB [TonnepxvBaemMble BO3MOXKHOCTH:

npocMoTp npe3eHTarui B popmatax PPTX, PPT, ODP;
COXpaHeHHe B UCXOAHOM dopmare;
OoTKpbITHe  ¢aisioB B ¢opmarax ODP, PPTX wu PPT
Mo ymoj4yaHuio B mpuioxeHud «MonOduc IlpesenTarus» mocse
ycraHoBKY npuiiokeHust Ha OC Windows
ITopnepxka ycTpoiicTB [Tonnep>xuBaemMble BO3MOXKHOCTH:
HCII0/Ib30BaHUe BHeIIIHero MyJIbTa yIIpaBJIeHUs
TS TIEPeKJII0YeHMs CJIAaMJIOB B peXXrMe MPOCMOTpa IIpe3eHTallvi;
MOJIKJII0YeHHe JIa3ePHOU YKa3KU

Pabora c roroBsIM daiiiom
Pabora c npezenranusamu | [lognepxuBaemMbie BO3MOXXHOCTH:
IIPOCMOTP Tpe3eHTaluy;
HaBUTalysl 10 CIakaaMm;
CO3[IaHre KoUK $ansioB;
nojajiepkka KoMaHIbl «OTKpBITb B TPWIOXKEHUW», BBIIIOJIHEHHAs
13 Beb Opaysepa
IleyaTsh OKyMeHTa OTnpaBka Ha MevaThb
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PemakTop nmpe3eHTaiii

Obuee
SI3pIKOBas MOJIePIKKa JlokanM3anyy Ha pyCCKOM, aHIJIMMCKOM U (PPaHIly3CKOM SI3bIKaX
PopMaTEI JOKYMEHTOB [TopnepxviBaeMble BO3MOXXHOCTH:
OTKpBITHe U coxpaHeHue daitsioB B popmate PPT, PPTX, ODP;
skcnopt B PDF
Pexxumbl npocMoTpa PexxumMbl mpocMOTpa: peXuM PHCOBAHHS, peXXUM IpUMevYaHUl,

PeXXUM  CTPYKTYPBl, pEeXWM Te3UCOB, COPTUPOBIIMK  CJIAN/IOB,
PEXXUM JIeMOHCTPaIUU

ITopnepxxka ycTpoiicTB [Tonnep>xuBaemMble BO3MOXKHOCTH:
oToOpaXkeHUe Mpe3eHTaluu Ha HECKOJIbKUX MOHUTOPAx
OJIHOBPEMEHHO;
KOHTPOJIb peXXHUMa BBICTYIIEHUSI 110 TaMepy

Pabora c madionamu [Tonnep>xuBaemMble BO3MOXXHOCTH:

CO3[JaHue TIpe3eHTallii K3 11a0JI0Ha;
Cco3llaHWe TIpe3eHTalluii u3 I1abJI0HOB, B TOM YHCJIE CO3/IaHHBIX
B CTOPOHHeM O(UCHOM NIPOTPaMMHOM 0becriedeHUH
IloaroroBKa JOKyMeHTa
Pabora c nokymenTom [TopnepxruBaeMble BO3BMOXXHOCTH:
CO31aHue IIpe3eHTalvi;
OTKPBITHE CYILEeCTBYIOIIeN IIpe3eHTaluy;
aBTOMAaTH4YeCKoe COXpaHeHue Mpe3eHTallul;
3a1MTa JOKYMeHTa C UCIIOJIb30BaHUeM I1apoJd;
3allyCK AJeMOHCTPALMU CJIAWJIOB C IepBOI0 CJIaija Wi C TeKyllero

ITonnepikka cTuiei [TopnepxruBaeMble BO3MOXXHOCTH:
JOKyMeHTa IIpMMeHeHre CTUIeH;

paboTa ¢ MacTep-CjlalJlaMy U CTUJISIMU
Hacrpoiiku cTpaHunbl [Tonnep>xuBaemMble BO3MOXKHOCTH:

HACTPOMKa MapaMeTPOB CTPAHUIIHI;

BCTaBKa M HACTPOMKaA I10JIeH;

MOJIJIePyKKA Pa3IMIHBIX GOPMATOB CJIANIOB,;

HM3MeHeHre OpPUeHTallUuU CJIakoB: allbOOMHasl, KHMXKHAS;
aBTOMaTHWYecKass HACTPOMKa 3JIEeMEHTOB CJIaijla II0Cjie W3MeHeHHSs
dopmara

Hymepamus crpanuig BcraBka HOMepa CTpaHMIIBI B KOJIOHTUTYJBI  C BO3MOXXHOCTBIO
YKa3dHHA II0JIOKeHHs HOMepa ¢ OPHU30HTAJIbHOTO BBbIPABHHUBAHHWA
OTHOCHTEJIbHO IIeHTPA CTPAHUIIbI

PaboTa co ciaiizamu [TopnepxuBaeMble BO3BMOXKHOCTH:

BCTaBKa U y/iaJieHue CJIaija;

U3MeHeHUe In3aliHa CJIala;

CO3/laHMe U peflaKTUpOBaHMe  00pa3lioB  (MakeToOB)  CJIAM[IOB,
BTOM 4YHCIIe C BO3MOXHOCTBIO 3a/laHusi (OHOBOrO M300pakeHus
IUISl BCeX MaKeTOB CJIaM/IOB;

MOJIJIeP)KKA CKPBITBIX CIIAMJIOB;

IleperMMeHOBaHUe CIJIaNIOB;

nyOIMpoBaHue CITal/a;

H“3MeHeHHe T0CIIe/IoBaTeTbHOCTH CJIAaWJIOB B ITPe3eHTalluu;
nepeMelrieHre CJIaiIoB Ha HOBOe MeCTO B Ipe3eHTalluH;

Co3/laHMe AaHUMHUPOBAHHBIX TEPexX0/IOB MeXy ClakiaMH C 3alaHueM
3BYKOBBIX 3¢bdeKTOB Mepexojia, JJIUTEeIbHOCTH Iepexojia U COObITHS,
110 KOTOPOMY HACTYyIaeT Iepexo;
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n3meHenve 3bdekTa CMeHBbI Cilakja i CIeAyIIIero BbIOpaHHOTO
CJIaiia Wiy JIJIs KaXKJI0ro Cj1aujia B IpyIIIe;

CMEHa CJIalJIOB B YIIPaBJIsIeMOM TIOJIb30BaTelleM pexume JIMbo
aBTOMAaTUYeCKH Yepe3 3aj/laBaeMble BpeMeHHbIe IIPOMEeXXYTKH;
HaBUralysd MeXAy CllanflaMu;

HaCTpavBaeMasi JIeMOHCTpAIYs CJIAi0B

PaboTa ¢ kos1oHTHTYIaMH

[TopnepkuBaeMbie BOBMOXKHOCTH:
BCTaBKa U peJIaKTUPOBaHUe KOJIOHTHUTYJIOB;
CO3/1aHHe 0COO0r0 KOJIOHTHUTYJIA JI7Isl IepBOM CTpaHUIIbl JOKYMEeHTa

Hacrpoiika
MEKTyCTPOYHOI0
HHTepBaJia

[TonnepxuBaeMbie BO3MOXXHOCTH:

3aJlaHie OJMHAPHOTO, IIOJYTOPHOTO, JBOWHOTO MEX]yCTPOYHOTO
HMHTEepBaJia, TOYHOT'0 3HAYeHUS] MEeXKyCTPOYHOTO UHTePBaJIa;

3HaueHue MEXXTy CTPOYHOTO WHTepBaja 1o MHOXHUTEJTIO
Y MeX]IyCTPOYHOTO UHTepBaJia TUIla MUHUMYM;

3aJlaHre OTCTYIIa TIepBOM CTPOKH;

3aJjlaHle WHTepBaJla Ilepel] U Iocjle (parMeHTOB TeKCTa, TabJuIl,
00BEKTOB MOCPeJICTBOM YKa3aHMs 3HaUeHUsI HHTepBaJia

IIpudTeI

[ToniepxrBaeMble BO3MOXKHOCTH:

v3MeHeHHe IIpudTa myTeM BbIOOpa M3 CIMCKA YCTAHOBJIEHHBIX
HIPUPTOB;

U3MEeHeHVe  HayepTaHWs  WIpuTa:  IOIYXKUPHBIA,  KYPCHB,
[IOAYePKHYTHIN, 3a4epKHYTHIH;

V3MeHeHHe pa3Mepa U IBeTa PUPTa;

BBIOOp THIIA JIMHWM IIOAYepKMBaHWs U3 Habopa IpelonperesleHHbIX
C BO3MOXXHOCTBIO 3a/laHU LIBeTa [I0{4epPKUBaHNUS;

3aJlaHMe Me)X3HaKOBOI'0 MHTepBaja: O4YeHb IUIOTHO, IJIOTHO, OOBIYHO,
CBOOOIHO, OYEeHb IIMPOKO, IIPOU3BOJIBHO

Ilonnep:xuBaembie
CHMBOJIBI

[TopnepxrBaeMbie BO3BMOXKHOCTH:

HOJIZIepKKa CIeI[UaIbHbIX CUMBOJIOB;

BCTaBKa Hepa3pbIBHOrO TMpobesa, [JIMHHOTO THpe, Hepa3pbIBHOTO
nedurca, MApHBIX KaBblYeK, CHUMBOJIOB Ba/IIOT, MaTeMaTHYeCKUX
CUMBOJIOB, CUMBOJIOB I'PeYecKoro ajndaBUTa;

aBTOMATHUYeCKasl 3aMeHa IPSIMbIX KaBbIUeK Ha TapHbIe

dPopmaTupoBaHue
CO/IePKIMOro

ITonnepxuBaeMble BO3MOXXHOCTH:

HajIM4ue Cle[lUaIbHOW BCTaBKU;

V3MeHeHHe IIBeTa 3aJIMBKU IyTeM BbIOOpa M3 Habopa CTaHApTHBIX
I[BETOB WJIY TI0CPe/ICTBOM BbIOOpaA I[BeTa U3 CIIeKTPa;

KOIMPOBaHME TeKCTa, OOBEeKTOB U3 CTOPOHHUX IIPOrPaMMHBIX
IIPOAYKTOB U MeXIy Pa3jIM4HbIMA  I[POAYKTaMH, BXOAAILIUMU
B OPUCHBIY IIaKeT, ¥ BCTaBKa B pefjaKTOP Ipe3eHTallui;
FOPU3OHTAJIbHOE  BbIpaBHMBAHME TeKCTa: II0 JIeBOMY  Kpalo,
110 IIPaBOMY Kparo, I10 I[eHTpY, 110 LIXPUHE;

CO3/1aHHe TpaHMI] BbIJEJICHHOTO TeKCTa WIM ab3ala C HaCTPOMKOH
TOJILLIMHBL, [IBeTa, TUIIA JIMHUUA IPAHUILIBL;

HaCTpoMKa IlapaMeTpoB ab3ara;

MOJ/IeP>KKa rajeper TeKCTOBBbIX 3P (deKTOB

dopmart mo odopasiy

[TonnepxruBaeMbie BO3MOXXHOCTH:
dbopmMaTtrpoBaHue 1o 06pasily;
IpUMeHeHHe 3ar0JIOBKOB 10 00pasIy

Pabora co cmuckamu

[Tonnep>xruBaemMbie BO3MOXXHOCTH:
CO3/1aHMe MAapKHMPOBAHHOTO CHMCKa C HAOOpOM mpejorpesiesieHHbIX
MapKepoB;
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co3[laHle MapKUPOBAaHHOI'O CIIMCKA C OIpefieJieHheM COOCTBEHHOI'O
Mapkepa IyTeM 3arpy3K{ PUCYHKQ;

Co3/laHie HyMepOBaHHOI'O CITHUCKA;

orpefiesieHre ¢popMaTa MapKepa B HYMepPOBaHHOM CIIMCKe;

co3[laHMe MHOTOYPOBHEBOI'O CIIMCKAa C BO3MOXXHOCTbIO HW3MeHeHHs
YPOBHSI TEKCTa;

olpeJieieHde HOBOTO MHOTOYPOBHEBOI'O CIIMCKAa C BO3MO>KHOCTBIO
orpeiesieHus YeTbIpex U Ooiiee ypoBHEH ¢ COOCTBeHHBIMU ¢dopMaTaMu
MapKepoB  Ka&XIOIO  YypOBHS U 3aJlaHWeM  OTCTylla  TeKcTa
JUISI KQXKJIOTO YPOBHS

Pabora co cchlIKaMHu H
runepcCbl/IKaMu

HOI[,Z[ep)KI/IBaeMbIe BO3MO>XXHOCTH:

BCTdBKad U peldKTUPOBaHHE I'MIIepPCCBLIIOK;

BCTaBKa T'UIiepCCbUIOK C YKa3aHUEM aJipeCa TUIepCCbUIKH
U 3aMelldroiiero TeKCra,

dBTOMdTHYeCKoe Hp806p830BaHI/Ie aJipeCa B CeTHu HHTepHET " ajipeca
BHeKTpOHHOﬁ IIOYTBI B TUIIEpPCChIIKY COOTBETCTBYIOIIEr'o BUd;
TUI1epCCBbUIKH Had CJIAaWIbI ¥ 3JIeMEeHThI IIpe3eHTalluu

Pabora c u3odpaxkeHUsAMH

[TopnepxrBaeMbie BO3MOXKHOCTH:

BCTaBKa, yJajieHWe, TIlepeMellleHWe, W3MeHeHHe U300pakeHui
B popmarax JPEG, JPG, BMP, PNG, GIF, TIF, TIFF, EPS;
VM3MeHeHHe IIOJIOKeHHsl HM300pakeHWsl OTHOCUTEJIbHO  JPYTUX
00BEeKTOB;

odopmiieHre U300pakeHUH C TIOMOIIIbIO TeHU;

co3/1aHMe TpaHuI] (PaMOK) PUCYHKA C HACTPOMKOM TOJIIWHEIL, I[BETa,
THUIA JINHUY TPaHUIIbI;

HAaCTpPOMKAa pe3KOCTH, SIPKOCTH, KOHTPACTHOCTH, IPO3PAaYHOCTH
PUCYHKA;

obpe3ka pUCYHKa;

nepeKpaliBaHye PUCYHKA B 33JIaHHbIN I[BET

Pa6ora ¢ o0bexkTaMu

[TonnepxuBaemMble BO3MOXXHOCTH:

BCTaBKa 00BEKTOB C MOJIEPXKK0M TexHooruu Drag-and-drop;
BCTaBKa B CJIaW[IBI ayziuo- Y BUe0(ansioB
IUIsl BOCIIPOM3Be/leHus IIPYU IeMOHCTPallUY [Tpe3eHTaluy;

BCTaBKa 00beKTOB U GUTYP;

co3anue 06bexToB TUNa «Haanuchy;

co3faHue rpaHuIl (paMOK) HaJIKMCel C HACTPOMKOM TOJIIHHEI, IBETa,
THUIIA JINHUY TPaHUIIbI;

3aJlaHue NPO3PAaYHOCTH 3aJIMBKU HOHA HAJIITUCH;

BbIDAaBHMBaHUe TEKCTA B HAJMKCU MO0 BepTHKAJIM: 110 BePXHEMY Kparo,
110 HIKHEMY Kparo, TI0 cepeiuHe;

BbIDaBHMBaHMe 110 TOPU30HTANIU: CIIPaBa, CJIeBa, 10 IeHTpY;
TPYNNUPOBKA (Pa3rpymNIMpOBKa) HAANHUCEH C IPYTUMU HaAMUCSIMU,
dburypamu u JTMHUSMY;

H“3MeHeHue MOJIOKeHHUs! Ha[ITUCHU OTHOCHUTEJIbHO JIPYTHUX 3JIEeMEeHTOB;
M3MeHeHre HallpaBJIeHUsl TeKCTa;

aBTOMATU4YeCKUH N0oJ00p pa3Mepa HaJIIUCH;

BCTaBKa PpACTPOBBIX JIMHUN C BO3MOXXHOCTBIO 3aJlaHUSl CTPeJIOK
B KauecCTBe Hayuajla U OKOHYaHUS;

BCTaBKa paCTPOBbIX QUIYpP, PacTPOBBIX GUIYPHBIX  CTPEJIOK,
PacTpOBBIX BBIHOCOK;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MHW», 2013-2023 35




MonOdomc

V3MeHeHHe [IOJIOXKeHUss GUIYyp W JIMHUH OTHOCUTENIbHO ApPYTUX
3JIeMeHTOB;

IPYIIHAPOBKA (Pa3rpyniupoBKa) GUTyp U JIMHUY;

co3flaHue rpaHull (paMoK) GUIyp M JIMHUH C HACTPOWKOW TOJIIIUHBI,
1[BeTa, TUIIA JINHWY I'PaHUIIBL;

3aJlaHMe MMPO3PAavYHOCTH 3aJIMBKU HoHA GUTYDBI

Pabora ¢ Tadsimnamu B
TeKCTe

[TopnepxuBaeMbie BO3MOXKHOCTH:

nobasiieHue, yiajieHue U pelakTUPOBaHUe TaOJIHII;

BCTaBKa, y/laJieHue CTPOK U CTOJIOIOB B TabiuIle;

peryJiipoBaHUe IIMPUHBI, BHICOTHI U IIPOMEXKYTKOB MeXy sueiKaMu
TaOJIUIIBI;

aBTOMAaTHYeCKUH noabop BBICOTBI a9eek B 3aBHCHUMOCTH
OT COZIEP>XKUMOT0;

co3maHue rpaHuI (PaMOK) CTPOK, siUeeK C HAaCTPOWKOW TOJIIWHBI,
I[BeTA, TUIIA JIMHAW TPaHUIIbL;

BO3MOXKHOCTh CO3JIaHHUS OTJIeJIbHO ITPABBIX, JIEBBIX, BEPXHUX, HIDKHUX,
BHEIITHUX, BHYTPEHHUX, TOPU30HTAIbHBIX, BEPTHKAIbHBIX T'DAHUIL
TaOIUIIEI;

M3MeHeHMe [IBeTa S49eekK;

00BeIMHeHKe BhIJIeJIeHHBIX TUeeK TaOJIHIIh;

pasflejieHue sueeK TaOJHUIbl C yKa3aHWeM KOJM4ecTBa CTOJIOIOB
Y CTPOK;

BepTHKa/lbHOe BbIpaBHHMBAaHMe TeKCTa B siUeiike: MO BepXHEMY Kpalo,
10 HIDKHEMY Kparo, 10 Cepe/inHe;

TOPU30HTAJIbHOE BLIPDABHMBAHME TEeKCTa B siUelike: 1O MPaBOMY Kpalo,
10 TIeHTPY, TI0 JIEBOMY Kparo;

H3MeHeHure 3aJIMBKU GOoHa TabIIHUIIb;

3a/IaHKe ITPO3PAYHOCTH 3aIMBKHU (HOHA TAOJIUIIBI

Pabora ¢ quarpammamu

BcraBka 1ByxXMepHBIX U TpeXMepHbBIX TPadUKOB U IMarpamm;
HM3MeHeHHe JaHHbIX (MCTOYHMKA JIaHHBIX) TPadrKOB Y JUarpamm;
vM3MeHeHue I[BeTa psifia IaHHbIX;

oToOpakeHUe JiereH bl JUarpaMMbl C 33JJaHHUeM II0JIOXKeHUS! JiereH bl
OTHOCHUTEJIbHO IMarpaMMBl,

3JIEMEHTOB JMarpaMMbl C HAaCTPOMKOM TOJIIIMHBI, 1IBeTa, TUIA JINHUU
TPaHUIIbL;

3aJIMBKA [[BETOM 3JIeMeHTOB JarpaMMBbl;

rn3MeHeHre GOpPMaTUPOBAHUS TEKCTA B 00JIAaCTU JUarpaMMbl;
nobaBjieHre Ha3BaHUS [MarpaMMBbl;

nepemellieHre JiereH/ibl, O00JacTH IIOCTPOEHUs, HAaWMeHOBAaHUS
IMarpaMMmBbl B Iipejiesiax 001acTy AuarpaMmebl;

nobaBiieHWe TMOANMCeN MaHHBIX C 33JlaHheM II0JIOXKeHUs TIOJIUCH
NAHHBIX;

oToOpakeHHe (CKPbITHEe) TOPU30HTAIbHOW U BePTHUKAJIbHOW OCH;
oTobpakeHre (ckprITHE) TIOITACeN K TOPU30HTAJIbHOU
Y BepTUKAJIbHOW OCH;

3aJjlaHie BepxXHeW U HIDKHeM TpaHUIlbl OCH, IeHbl JejieHUusI OCH
Y eJIJUHUI] U3MepeHUs;

oToOpakeHHe (CKPBITHE) CeTKU JUarPaMMbl;

no6aBiieHye JIMHUY TPeH 1a

ITopnepxka anuManuu

[TopnepxuBaeMbie BOBMOXKHOCTH:
BCTaBKa M HACTPOMKa 3pdeKTOB aHNUMAallHH;
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CO31laHre aHMMHWPOBAHHBIX BCIDCI)EKTOB IS DJIEMEeHTOB CJIakJi0B
C 3aldHHMeM obnactu dHHMMaAIINH, JJIMTeJIbHOCTH dHHUMaIluH
W M3MEeHEeHH IIOPAJKd dHUMdIIWKW 3JIEMeHTOB

Pabora c gokymeHTOM

ITouck u 3ameHa

[Tonnep>xrBaemMble BO3MOXXHOCTH:

MIOMCK Y 3aMeHa 10 CO/IepP>KUMOMY JIOKYMEeHTa;

MIOMCK U 3aMeHa 33JTaHHOTO TEeKCTa IO TeKCTY JIOKyMeHTa;
BO3MO>KHOCTb ITOMCKA Y 3aMeHbl TeKCTa C Y94eTOM PerucTpa;
BO3MOXXHOCTb TIOMCKA U 3aMeHblI 3aJIaHHOTO TeKCTa, KaK B KauecTBe
9acTU CJIOBa, TaK M B Ka4eCTBe CJI0BA [IeJIMKOM

IIpoBepka
opdorpaduu/myHKTYarmu

[IpoBepka opdorpaduu 1 nyHKTyarmu

IIpaBku

IlomaroBasg oTMeHa BHeCEHHBIX U3MEeHeHHH

Pexxum npumeuanuii

[Tognep>xuBaemMble BO3MOXXHOCTH:

CO3IaHVe TIPUMEeYaHUi K CIlaifam;

BO3MO>XHOCTb BBOJIA KOMMeHTapyeB (mpumeyaHnys)
K ClIauny;

HaJIM4Me UHCTPYMeHTa IJIsl CO3[aHUsl PYKOIMCHBIX KOMMeEeHTapHeB
B peXXUMe JIeMOHCTpAIlMX CJIaWJIOB, C HACTPOMKOW TOJIIAHBI JTUHUU
Y BO3MOXXHOCTBIO Y]laJIeHWs BCeX BHeCEeHHBIX U3MEeHeHUU

ITonnepxuBaemMsle
KJIaBHATYPHbIEe COYeTaHUS

Ho;mepx(}ca BCeX KJIdBUATYPHBIX COYeTaHUuM

PaboTa c roToBbIM JOKYMEHTOM

CraTtucruka JOKYMEHTa

Hanmuuue CTPOKH COCTOSTHHUSI, B KOTOpOU OTPaXKaIoTCS:
“H(}pOpPMAITMOHHOe TI0JIe, HOMEep Cjlakfla, CTWJIb CTPAHUIIBI, MPOIEHT
MacIITabMpoBaHUs

IIeuaTs qoKyMeHTa

[Tonnep>xuBaemMbie BO3MOXKHOCTH:

eyaThb CJIaMIOB;

BBIBOJI HA I1e4aTh HEOTPAHUYEHHOTO YMCJIa KOMUKM JIOKYMEHTa;

nevyaThb BCeX CTPAHMI] JIOKYMeHTa, JIMara30Ha CTPaHUII, BbIJEJIeHHOTO
¢dparMeHTa, HECKOJILKMX CTPAHUIL Ha OJTHOM JIUCTe;

JIBYCTOPOHHSIS 11eYaTh;

1evaThb B BUjie OPOIIIOPHI
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