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MonQOdpuc

Bce yrnomsHyTble B 3TOM JOKyMeHTe Ha3BaHHs MPOAYKTOB, JIOTOTUIIbI, TOPTOBbIe MapKH
Y TOBapHble 3HAKM NPUHA/JIEXAT UX BIIAJeNIblIaM.

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

Hu npu kakux o0CTOSTENbCTBaX HeJIb3s UCTOJIKOBBIBATH JII0O60e COfep>KUMOe HACTOSIIETO
JIOKYMeHTa KakK MpsMoe WIA KOCBeHHOe IpeJl0CTaBiieHue JIMIeH3WK WIK IpaBa Ha UCIIOJIb30BaHUe
TOBAapHbIX 3HAKOB, JIOTOTHUIIOB WM 3HAKOB OOCIy>KMBaHUS, TPUBEIEHHbIX B  HEM.
JItoboe HeCaHKIIMOHUPOBAHHOE HCIIOJIb30BAaHWE 3TUX TOBAPHBIX 3HAKOB, JIOTOTUIIOB WJIM 3HAKOB

obcmyxuBaHus 6e3 MMCbMEHHOT0 pa3pelleHys UX paBoobJiajiaTesisi CTPOro 3alpeleHo.
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MonQOdpuc

ABTtonomubIii Moayiab PemakTupoBanus (AMP)

«MoitO¢duc Tekcr»

1.

HNuTepdeiic

* Jlob6aBiieHa KOMaH/Ia AJisl yCTAHOBKU MacITaba JOKyMeHTa 110 IIUpPHUHe 3KpaHa.
* (O6HoBneH unTepdeiic okHa «O mporpammey.

IIpocMoTp 1OKyMeHTOB

® HO6aBﬂeHa BO3MOXXHOCTb KOITMPOBAHUSA d/IpeCa CCBhUIKU B peXXrume IpoCMOTpPd JOKYMEHTAd.

3akiiagku

® HO68BHEH8 BO3MOXXHOCTDb CKPBITb CUCTEMHbIE 3dKJIaIKH.

N3o00paxenus

* DBcraBneHHble u3obpakeHUs, pa3Mep KOTOPBIX IIpeBbIllIaeT I'PAHUIBI BUAUMON 06JacTH
IOKYMeHTa, aBTOMaTU4eCKH YMEHBIIAI0TCs, YTOOBI IOMECTUTLCS Ha KpaHe.

PEIIEHBI/IPOBaHI/IE

* JlobGaBneHa BO3MOXHOCTb IIPHHSTh WM OTKJIOHUTb W3MEHEHHs TOJIbKO B BBIJEJIEHHOW
obs1acTh JOKyMeHTa.

IleuaTn

* HcrnpaBneHna npo6siiemMa, MHOT/Ia IIPUBOJIMBINASE K HEKOPPEKTHOM IeYaTH CUMBOJIOB CITUCKOB.

I'opssune ki1aBuIIN

* CTRL(CMD) + S — coxpaHUTb JOKYMEHT.

e SHIFT + CTRL(CMD) + S — skcnopTrpoBaTh AOKYMEHT.

* ALT(OPTION) + A — BcTaBUTb B TaOJIMIy CTPOKY BHIIIIE.

* ALT(OPTION) + B — BcTaBUTH B TabJIMIly CTPOKY HUXeE.

* ALT(OPTION) + L — BcTaBuTh B Tabyuily CcTOJIOEI] CIIeBa.

* ALT(OPTION) + R — BcTaBuTh B Tabiuily cTojbelr cripaBa.

 ALT(OPTION) + CTRL(CMD) + R — ynanurs Bbl/leJIeHHYIO CTPOKY B TabiuIie.
* ALT(OPTION) + CTRL(CMD) + U — ynanuTh BbljieJIeHHbIN CTOJIOEI] B TabJuile.
* BACKSPACE — ynanuTh BbifielIeHHOe COJIep>KUMOe TaOJIUIIbI.

* DELETE - ynanuth BblfielIeHHOe COiep>KMMOe TabJIUIIbI.

 ALT(OPTION) + SHIFT + T — ynanute Tabmnuiy.

* ALT(OPTION) + CTRL(CMD) + M — 06bequHUTD BbljieJIeHHbIE STYEHKHU.

* ALT(OPTION) + SHIFT + M — pa3beAMHUTD STIYEHKHU.

* TAB — nepeiiTu K ciieiyrolei siuerke.

e SHIFT + TAB — nepeiitu k nipefpInylen suerike.

* KiaBuina cTpesiku — nepeiTy B COOTBETCTBYIOIIYIO HallPpaBJIEHUIO CTPEJIKU STYEeHKY.
e SHIFT + KnaBwurtiia cTpesiku — BbIIEJIUT JUaTla30H B HAMPaBJIeHUH CTPEJIKH.

e CTRL(CMD) + A — BeIIeIUTb BCe STYEHKU TaOJIHITHI.
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«MoitO¢uc Tadmauma»
1. NnuTepdeiic

* BroienenHas siueiika Ternepb 6ojiee 3aMeTHa IIpU BBojie GOPMYJIBL.
* (O6HoBeH nHTepdeiic okHa «O rporpamMmey.

2. IIpocMOTp IOKyMeHTOB

* JlobaBneHo oToOpaXkeHHe 3aKpeIIeHHbIX 00s1acTel B pesxrMe IIPOCMOTpa I0KyMeHTa.

3. U3obpaxkenus

* BcraBneHHble u3zobpakeHusl, pa3Mep KOTOPBIX IIpeBbIIIaeT T'PAHUIIBI BUAUMOW 00J1aCcTH
IOKYMeHTa, aBTOMaTU4YeCKH YMEeHBIIIAI0TCsI, YTOOBI IOMECTUTLCS Ha SKPaHe.

— Ionbimka yBeauuums unu ymeHbvlWums pasmep wpugdma mekcma npu BvideneHuu u3odpadiceHust nocie
konupoBaHus @dopmamupobaHus Ha Opyeom Jaucme dJokymeHma npubodum K ocmaHoBke pabombl
NpU0dCEHUS.

4. TuarpaMMbI

— Ionbimka y6eauuums uau yMeHbWUmMb pasmep wipugma mekcma npu GvideneHuu duazpammul nocae
konupoBaHus @dopmamupobaHus Ha Jdpyeom Jaucme dJokymeHma npubodum k ocmaHo6ke pabombi
NPUOHCEHUS.

5. Purypsi

— Ilonbimka yBenuuumb uau ymeHbWwWums pasmep wpudma mekcma npu Bvi0eneHuu ¢uzypel nocne
konupoBaHus ¢opmamupobarus Ha Opyeom Jaucme JdokymeHma npuBodum K ocmaHoBke pabombl
NPUNOXHCEHUS.

6. Ileuatn

® chpaBneHa HpO6JI€Ma, HWHOr'ld IIPUBOIUBIIAA K HEKOppeKTHOﬁ 11e4aTd CMMBOJIOB CIIMCKOB.

7. T'opsune KJIaBUIIN

* CTRL(CMD) + S — coxpaHUTb JOKYMEHT.

e SHIFT + CTRL(CMD) + S — skcnopTpoBaTh AOKYMEHT.

* ALT(OPTION) + A — BcTaBUTH B TabJIUIy CTPOKY BBIILIE.

* ALT(OPTION) + B — BcTaBUTH B TabJIMILy CTPOKY HUXeE.

* ALT(OPTION) + L — BcTaBuTh B Tabyuily cToJIOeI] CIIeBa.

* ALT(OPTION) + R — BcTaBuUTH B Tabiuily cTosiber] crpasa.

 ALT(OPTION) + CTRL(CMD) + R — ynanuts Bbl/leJIeHHYIO CTPOKY B Tabiuiie.
* ALT(OPTION) + CTRL(CMD) + U — ynanuTh BbljieJIeHHbIN CTOJIOEI] B TabJuile.
* BACKSPACE — ynanuTh BbIfIelIeHHOe COJIep>KUMOe TaOJTUIIbI.

* DELETE - ynanuth BblfielIeHHOe COiep>KMMOe TabJIUIIbI.

* ALT(OPTION) + CTRL(CMD) + M — 06bequHUTD BbljieJIeHHbIe STYEHKHU.

* ALT(OPTION) + SHIFT + M — pa3beAMHUTD STYEHKHU.

* TAB — nepeiiTu K cliefyoIIen suenke.

e SHIFT + TAB — nepeiitu k nipefpliyIien saeike.

* KiaBuina cTpesiku — nepeiTH B COOTBETCTBYIOIIYIO HAallPAaBJIEHUIO CTPEJIKU STYEeHKY.
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e SHIFT + KnaBuia cTpeiku — BbIIeJIUTh JUalla30H B HANPaBJIeHUH CTPEJIKH.
e CTRL(CMD) + A — BbIIenuThb BCe STYEHKU TaOJTUITHI.
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«MoitO¢uc IlpezenTanus»

1.

Oo0mzee

* Jlob6aByieHa BO3MOXXHOCTb peIaKTUPOBAHUS CJIAMIOB U IIpe3eHTallui B beTa-pexxuMme.
» Ilpunoxenue terneps HasbiBaeTcs «MonOdduc [Tpesentanus (Beta)».

HNurepdeiic

* JlobaBieHa CTpoKa COCTOSIHMS, COJiepsKalllas CBefleHUsI O BbIOpaHHOM Cllaiijie, 00IIeM
KOJIMYeCTBe CJIANIOB U CTaTyCe COXPAaHeHHWsl U3MeHeHU! B JIOKyMeHTe.

* JlobGaBineHbl ciiefyromiue paszeiibl KomMaHAHOTO MeHiO: «[IpaBkay, «BcraBka», «®opmary,
«Cnaiiny, « THCTpyMeHThI.

* JloGaBiieHa rmaHesib MHCTPYMEHTOB JIJISl peIaKTUPOBAHUS TTPe3eHTaIrH.

* JloGaBineHa 60koBasi MaHesb ¢ pasfenaMu « CBorcTBa daitiia» U « BctaBkay.

* Jlob6aBiieHa BO3MOXXHOCTb CKPBITHSI, OTOOpaXKeHUs] U U3MEeHeHHsl pa3Mepa MaHeIu CIai/ioB.

* JlobaBneHo mpeaylnpexiaeHHe O HEOOXOAUMOCTHM OOHOBUTbH CTpaHUIy IIPU U3MeHeHWU
CUCTEeMHbIX HaCTPOeK a]MUHUCTPATOPOM.

IIpocmoTp noxkymeHTa

* Jlob6aBiieHa BO3MOKHOCTh KOTIMPOBAHUS TeKCTa B siueliKaxX TaOJIMIbI B pexuMe MPOCMOTpa
IIOKYMeHTa.

PaboTa ¢ mokymeHTOM

* Jlob6aByieHa BO3MOXXHOCTb pe/lakTUpOBaHUs Ipe3eHTalui B popmate XODP.

* JlobaBieHa BO3MOXXHOCTh KOHBepTaluu IpeseHTanuil B ¢popmatax POTX, PPTX u ODP
B popmar XODP.

* JloGaBieHa BO3MOXXHOCTb COXpaHeHUs Tipe3eHTaluu B dopmate XODP.

* Jlob6aBieHa BO3MOXHOCTb CKauMBaHus npeseHTanuu B popmartsl XODP, PPTX, ODP, PDF.

Pa6ora co ciaiimamu

e JloOaBjieHa BO3MOXKHOCTb HABUTAIIUU 110 CJIAMaM.

* Jlo6aBieHa BO3MOXXHOCTh U3MEeHeHUsI MTOPSIJIKA CIIAN/IOB.

* JlobaBieHa BO3MOXXHOCTh CO3/IaHMS, KOIMPOBAHWs, NyOJIMpOBaHMS, BBIPE3aHHS, BCTaBKHU
Y yJlaJleHus CIai[I0B BHYTPH Tpe3eHTal1u.

* Jlo6aBieHa BO3MOXXHOCTh U3MEHSTh MacITab 0TOOpaXkeHUs CJIalIoB.

e JlobOaBjieHbl MaKeThbl CJIAHIOB: «3arojIoBOK», «3aroJIOBOK M IOA3ar0JIOBOK)», «3aroJioBOK
u TEKCT», «3aroyI0BoOK u IBa CcTOJIOIay, «3arojI0BoOK canmay,
«Ilycrou cnamy.

* JloGaBieHa BO3MOXKHOCTD 3aJIUBKH (OHA CIakia IIBETOM WA U300pakeHreM.

* JloGaBjieHa BO3MOXKHOCTb BBOJIa TeKCTa Ha CJIak/Ibl.

* JlobaBiieHa BO3MOXHOCTH TIepeMelrieHns: OOBeKTOB Ha CJlakjie 1Mo OCH Z.

dopmaTupoBaHue

* JlobaBmeHa BO3MOXHOCTb BbIOOpa IpudTa, pa3mMepa, HadepTaHHUs, I[BeTa, IIBeTa
BbIJIeJIeHUs, CBOMCTB BBbIpAaBHMBAHUS, pa3Mepa MeXIyCTPOYHOTO HHTepBaja, pa3Mepa
MEeXXCHMBOJIBHOTO MHTEepBajla TeKCTa.
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JlobaBiieHa BO3MOXXHOCTb U3MEHEeHUsI UHTepBaJioB U OTCTYIIOB JI0 U Iocye ab3ana.
JlobGaBiieHa BO3MOXXHOCTb BCTaBKH, y/ajleHWs,, W3MeHeHUs CTWIs, W3MeHeHUs YpPOBHS
BJIO)KeHHOCTA HYMepPOBAHHBIX ¥ MAPKUPOBAHHBIX CIIMCKOB.

Jlo6aBiieHa BO3MOXKHOCTb OTOOpakeH!sl HelleyaTaeMbIX CMBOJIOB.

7. Taoauunl

Jlo6aBieHa BO3MOXXHOCTb BCTaBKU, PeJJaKTHUPOBAHUS U y/IaJleHUsI TaOJIUIIbI.

JlocTyriHa BO3MOXHOCTb paboThl C TabauiaMd W sYelikaMd B HUX: Jl00aBjeHHe
U yJlaJieHue CTPOK W CTOJIOIOB, BBHIOOP IIBETA 3aJMBKU siuelKH, GpopMaTHpPOBaHHE T'PaHMI]
s4yeek, U3MeHeHHe pa3Mepa siueek, 00be/IMHeHre U pa3beJuHeHNe sueek.

8. UsooOpakenus

Jlob6aBiieHa BO3MOXXHOCTb BCTaBKM, H3MeHEeHMsl pa3Mepa, IlepeMellleHUs] U yIaJleHUs
r“300pakeHus!.

JlobaBiieHa BO3MOXHOCTb BBO/IA TEKCTa B MU300pakeHMUe.

Jlo6aBiieHa BO3MOXKHOCTb BbIOOpA I1BeTa, TOJIIMHBI U BUJIA JIMHUUA KOHTYPA.

BcraBnennble m3o0pakeHusl, pa3Mep KOTOPBIX IpeBbIlIaeT I'PAHUIBI BUAMMOM 06jacTu
NOKYMeHTa, aBTOMaTU4eCK! YMEeHBIIIAt0TCsl, YTOOBI IOMECTUTLCS Ha KpaHe.

9. Purypsl

JlocTyriHa BO3MOXXHOCTb BCTaBKU, U3MEHEHUsl pa3Mepa, MepeMelleHusl U yaaieHus Guryp:
MPSIMOYTOJTbHUK, JJUTHIIC, TPEeyrojibHUK, pOMO, 3arHyTBhIM YroJi, 3Be3fa, Ccepile, JieBas
KBaJ/IpaTHas cCkoOKa, ITpaBasi KBaflpaTHasi CKoOKa, jieBasi urypHasi ckobka, mpasasi purypHas
CKOOKa, CTpeJjika BJIeBO, CTpeJjika BIIPAaBO, CTpejika BBepX, CTpejika BHMU3, BBIHOCKA
CO CTpeJIKOM BJIeBO, BBIHOCKA CO CTPEJIKOW BIIPAaBO, BHIHOCKA CO CTPEJIKOM BBepX, BHIHOCKA
CO CTPeJIKOM BHU3, MATHUYTOJIbHUK, TPSIMOYTOJIbHAsI BBIHOCKA, OBaJIbHASI BBIHOCKA.
HlobaBiieHa BO3MO>XXHOCTb BbIOOpA I[BeTa 3all0JIHeHHUs (PUTYPBI.

Jlob6aBiieHa BO3MOXXHOCTb BbIOOpA I[BeTa, TOJIIMHBI U BU/IA JIMHUUA KOHTYPa.

Jlob6aBiieHa BO3MOXKHOCTD BBOJIa TEKCTA B PUTYPY.

10.IIpaBonucanue

JlocTymHa BO3MOXXHOCTb IMPOBEepPKH Opdorpadpuu ¥ rpaMMaTUKHU B IOKYMEHTe.

JlocTyriHa BO3MO>XXHOCTB MCITpaBJieHus 0OHapy XKeHHBIX OIIUOOK.

HocTrynHa BO3MOXHOCTb 06aBileHHs CJI0B JyIsl TeKyllel Ipe3eHTaluy.

JlocTyniHa BO3MOXHOCTb BbIOpaTh [0 TpexX CJIOBapeil NpPOBEpPKU: PYCCKHH, aHIVIMWCKUH,
WCIAHCKUH Y PPAHITY3CKUH.

11. Bepcun

HO6aBHeHa BO3MOXXHOCTb paGOTbI C BepCHAMU IIpe3eHTallun.

12.111a6J10HBI IOKYMEHTOB

Jlo6aBiieHa BO3MOXHOCTb CO3/1aHus ¢ariya 1mabioHa npesenTtanuu B popmate XOTP.
Jlo6aBiieHa BO3MOXXHOCTh CO37]aHUs Mpe3eHTaIliyd Ha ocHOBe ImabsjoHa B ¢dopmare XOTP,
POTX u POT.
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13.T opsiune K1aBUIIN

* JlobaBimeHa TMOjJep)XKKAa COYETaHWW TOpSYMX KJIABUII JIsl COBepIIeHMs] Olleparyii
C IIpe3eHTallusIMU U ClIakIaMHU.
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Cepsep CoBmectHoro PegaktupoBanus (CCP)
«MoitO¢duc Tekcr»
1. Hnrepdeiic

* Jlob6aBiieHa KOMaH/Ia AJisl yCTAHOBKU MacITaba JOKyMeHTa 110 IIUpPHUHe 3KpaHa.

2. IIpocMOTp AOKYMEHTOB

® ,Ho6aBneHa BO3MOXHOCTb KOIIMPOBAHUS d/IpeCa CChUIKU B peXrume IIpOCMOTPA AJOKYMEHTAd.

3. 3akiiaaku

® HO6aBHEHa BO3MOXXHOCTb CKPBITb CUCTEMHbIE 3dKJIdIKH.

4. N3obOpaxeHus

* BcraBiieHHbIe I/1306pa)KeHI/I}I, pa3Mep KOTOPBIX IIPpeBbIIIdeT I'PdHHUIBI BUIUMOM obnactu
OOKYMEeHTa, dBTOMAaTU4YeCKH YMEeHbIIdI0TCH, YTOOBI IIOMECTUTHCS Ha JKpadHe.

5. PeunensupoBaHue

° HO68BJ’I€H8 BO3MOXHOCTb IIPUHATL WM OTKJIIOHUTH HW3MEeHEeHHSA TOJIbKO B BbIJIEJIEHHOH
obJacTu HOKYMeHTa4d.

6. Pabora c roroBrIM ¢aitiom

* JlobaBymeHa Bo3MOXHOCTb ckaudaTb ¢ain B ¢dopmatel DOCX, ODT u PDF B pexume
pellakTUpOBaHMUSI.

* JlobaBimeHa BO3MOXHOCTh ckadaTh ¢aiin B ¢popmarel DOC, DOT, DOTX, RTF u PDF
B PeXXuMe IIPOCMOTPA.

— OmcymcmByem 6o3mooicHocmb ckadubaHust patinol, 6 umeHu KOmMoOpbwbIX COOepHCamcsi CheuudibHbie
cumbBonwvt #, { u } .
— @aiinwbt 6 popmame DOT sxkcnopmupyromes 6 popmam PDF.

7. Ileuarn

° HO6&BJI€H8 BO3MOXHOCTD OTIIPABUTL NOKYMEHT Ha I1e4aThb.

— Omcymcm8yem 6o3modicHocmb neuamu 00HO20 aiina HeckonbKkumu noav3oBamenst 00HOBpeMeHHO.
— Omcymcm6yem BoamooicHocmsb neuamu aiinod, 6 umeHu kKomopwbix codepacamcs cheyuanbHble CUMBONb

#{u}.

— B 6paysepax FireFox u Safari omcymcm6yem cmamyc-6ap «Preraring for print», nocie omnpa6ku gaiina
Ha neuamb omkpwlbaemcs HoBas nycmas 6knadka, 6 komopoii npoucxodum nodzomoBka K neuamu.
3axpuimue 6xaadku do 3abepuwieHus neuamu npubodum k npepbibaHuo npoueccd.

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

8. I'opsume ki1aBUIIN

* CTRL(CMD) + S — coXpaHUTb JOKyMEHT.
e SHIFT + CTRL(CMD) + S — skciopThpoBaTh AOKYMEHT.
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* ALT(OPTION) + A — BcTaBUTb B TabOJIMIy CTPOKY BHIIIIeE.

* ALT(OPTION) + B — BcTaBUTBH B TabJIMIly CTPOKY HUXeE.

* ALT(OPTION) + L — BcTaBuTh B Tabyuily CTOJIOEI] CIIeBa.

* ALT(OPTION) + R — BcTaBuTh B Tabuily cTojbell cripaBa.

 ALT(OPTION) + CTRL(CMD) + R — ynanurb BblJleJIeHHYIO CTPOKY B TabuuIie.
* ALT(OPTION) + CTRL(CMD) + U — ynanuTh BbljieJIeHHbIN CTOJIOEI] B TabJuiie.
* BACKSPACE - ynanuTh BbifielIeHHOe CO/Iep>KUMOe TaOJIUIIbI.

* DELETE - ynanuth BblfielIeHHOe COfiep>KMMOe TabJINIIbI.

* ALT(OPTION) + SHIFT + T — ynanute Tabmnuiy.

* ALT(OPTION) + CTRL(CMD) + M — 06bequHUTD BbljieJIeHHbIe STYEHKHU.

* ALT(OPTION) + SHIFT + M — pa3beAMHUTD STIYEHKHU.

* TAB — nepeiiTy K ciieyrolie siuerke.

e SHIFT + TAB — nepeiitu k nipefpInylen suerike.

* KiaBuia cTpesiku — rnepeiTH B COOTBETCTBYIOITYIO HallPpaBJIEHUIO CTPEJIKU STYEHKY.
e SHIFT + KnaBwurtiia cTpesiku — BbIJIEJIUTh JUalla30H B HAMPaBJIeHUH CTPEJIKH.

e (CTRL(CMD) + A — BeIIeIuTb BCe ST9YHMKU TaOJIHITHI.
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«MoitO¢uc Tadmauma»
1. NnuTepdeiic

* BrizenenHas suelika Ternepb 60siee 3aMeTHa IIpU BBoJle GOPMYJIBI.

2. IIpocMoOTp IOKyMeHTOB

* Jlob6aBneHo oToOpaXkeHHe 3aKpeIuIeHHbIX 00s1acTel B peskxrMe IIPOCMOTpa JIOKyMeHTa.

3. N3o0paxkenus

* BcraBneHHble u300pakeHHUs, pa3Mep KOTOPBIX IIpeBbIIIaeT I'PAHUIBI BUAUMON 06JacTH
IOKYMEeHTa, aBTOMaTU4eCKH YMEHBIIA0TCs, YTOOBI IOMECTUTLCS Ha KpaHe.

— Ilonbimka yBeauuums uiu ymeHbWums pasmep wpugdma mekcma npu BvideneHuu uzobpadceHus nocie
konupoBaHusa ¢Popmamupobarus Ha Opyeom aucme dokymeHma npuBodum K ocmaHoBke pabombl
NPUNOJHCEHUS.

4. JlmarpaMMel

— Ilonbimka yBenuuums uau yMeHbWUMb pazmep wpugma mekcma npu BvideneHuu duazpammbl nocie
KonupoBaHus ¢@opmamupoBaHus Ha Jdpyeom Jaucme dJokymeHma npubodum k ocmaHo6ke pabombi
NPUNOXHCEHUS.

5. ®durypsl

— Ilonbimka y6eauuums ulu ymeHblums pasmep wpugpma mekcma npu BvideneHuu ¢ueypsbl nocie
konupoBaHus ¢@opmamupoBaHus Ha Jdpyeom Jaucme dJokymeHma npuBodum k ocmaHo6ke pabombl
NPUNOXHCEHUS.

6. Pabora c roToBbIM ¢aiisiom

* JlobaBieHa BO3MOXHOCTh ckadaThb ¢aii B ¢opmatel XLSX, ODS u PDF B pexume

PeIaKTHPOBAHUS.
* JlobaBnmeHa Bo3MOXHOCTb ckadath ¢ain B ¢opmatel XLS, XLT, XLTX, CSV u PDF
B peXxuMme IIpoCMOTpa.

— OmcymcmByem 6o3amooicHocmb ckadubarust patinod, 6 umeHu KOMOpPbIX COOepHCamcs CheuudibHbie
cumBonwt #, { u } .
— Daiinbt 8 popmame XLT skcnopmupytomes 6 popmam PDF.

7. Ileuatn

° HO68BJ’I€H8 BO3MOXHOCTDb OTIIPABUTH NOKYMEHT Hd 11€4dThb.

— Omcymcm6Byem 6o3moxcHOCMb neuamu 00Ho20 ¢aiina HecKonbKuMU holb3obamenst 00HOBpeMeHHO.

— Omcymcm6yem 6o3modicHocmsb neuamu ¢aiinob, 6 umeHu kKOmopbix codepacamcsi cheyudibHble CUMBObI
#{u}.

— I'paguueckuii obsexkm He 6ydem Haneuamad, eciu e20 2paHuubl Bbixodsm 3a npedenbl akMuBHOI
obaacmu mabauuypl.

— B 6paysepax FireFox u Safari omcymcm6yem cmamyc-6ap «Preraring for print», nocie omnpa6ku gaiina
Ha newams omkpwlbaemcs HoBas nycmas 6kaadka, 6 komopolli npoucxodum nod2omoBka K newamu.
3axpuimue 6xaadku do 3a6epuieHus neuamu npuodum k npepbibaruo nNpoueccd.

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

8.

I'opsune Ki1aBuIIN

CTRL(CMD) + S — coxpaHUTb JOKYMEHT.

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

ALT(OPTION) + A — BCcTaBUTH B TabOJIMILy CTPOKY BHIIIIE.

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

ALT(OPTION) + L — BcTaBuTb B TabiHITy cTOIOEIT CIIeBa.

ALT(OPTION) + R — BcTraBuTh B Tabnuiry crosberr CripaBa.

ALT(OPTION) + CTRL(CMD) + R — ynanuthb BblJieJIeHHYIO CTPOKY B TabJuIle.
ALT(OPTION) + CTRL(CMD) + U — ynanutb BbiJielieHHbIN cTosiberl B TabuIe.
BACKSPACE — ynanuTh BbIfIelIeHHOe COIep>KUMOe TaOJTUIIbI.

DELETE — ynanuth BblfielIeHHOe COiep>KMMOe TabJIUIIbI.

ALT(OPTION) + CTRL(CMD) + M — 06bequHUTD BbifIeJIeHHbIe STYeHKHU.
ALT(OPTION) + SHIFT + M — pa3beIuHUTD STYEHKHU.

TAB — nepeiTu K ciiefiytolien siuerke.

SHIFT + TAB — niepeiiTu K npebiayliien suerke.

Knaswumma CTPeJIKH — HepeﬁTH B COOTBETCTBYIOIIYIO HAIIPABJIEHHUIO CTPEJIKH H‘lefle.

SHIFT + KiaBuiiia cTpenku — BbIIeJIMTh JMalla30H B HAllpaBJIeHUU CTPEeJIKU.
CTRL(CMD) + A — BbIIeIUTDb BCe STYEUKU TaOJIHITHI.

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

1. OOmzee

HO68BJ’[€H8 BO3MOXHOCTb peJaKTUPOBAHUS CJIAa0B U HPESGHTHHI/If/i B 6ETa-pE)KI/IMe.

2. Hurepdeiic

JlobaBiieHa CTpoKa COCTOSIHMSI, CojiepXkalllasi CBeJleHHsT O BbIOpAaHHOM Cjakfie, oOIem
KOJIMYeCTBe CJIAWJIOB U CTaTyCe COXPAaHeHHUs U3MEeHeHUH B JIOKYMeHTe.

JloGaBieHsl ciefyroliye pasfesbl koMaHgHoro mMeHio: «IlpaBka», «BcraBka», «Popmaty,
«Cnaupy, « AHCTpYMeHTbI».

JlobaByieHa naHe b UHCTPYMEHTOB JIJIs1 peJJaKTUPOBAHUSI ITPe3eHTaIIHA.

Hob6aBrena 6okoBasi maHesb ¢ pasfenaMmu «CBoucTBa ¢aiyia» u «BcraBkay.

Jlo6aBiieHa BO3MOXKHOCTb CKPBITHS, OTOOPayKeHUsI K U3MeHeHHsI pa3Mepa MaHeJy CJIai/IoB.
JlobaBneHo mpeaymnpexaeHrne O HEOOXOAUMOCTH OOHOBUTHL CTPAHUIy TPU H3MEeHeHU!
CUCTeMHBIX HAaCTPOeK aJ]MUHUCTPATOPOM.

3. IIpocmoTp moxkymeHTa

JlobGaBiieHa BO3MOXKHOCTb KOIIMPOBAHHWS TEKCTa B siuelKax TabJMIbI B pekrMe IIPOCMOTPa
IOKyMeHTa.

4. PaboTa Cc JOKyMEeHTOM

Jlo6aBiieHa BO3MOXKHOCTD pelaKTHPOBaHUs Iipe3eHTaryiid B popmate X ODP.

Jlo6aBiieHa BO3MOXKHOCTb KOHBepTanuu npe3eHTarnuii B ¢popmatax POTX, PPTX u ODP
B popmaTt XODP.

JlobGaBiieHa BO3MOXXHOCTb COXpaHeHUs Tipe3eHTaIiy B opmate XODP.

JloGaBiieHa BO3MOXXHOCTb CKauMBaHuUs npe3eHTtanuu B dopmathl XODP, PPTX, ODP, PDF
B peXrMe peJlakKTHPOBAHUSI.

JToGaBiieHa BO3MOXXHOCTD ckadaTh ¢aii B dopmatsl PPT, POT, POTX, PPS, PPSX u PDF
B peXXrMe ITPOCMOTpa.

— OmcymcmByem 6Go3mooicHocmb ckadubarust patinol, 6 umeHu KOmMOpPbIX COOepHCamcs CheuudibHbie
cumbonvt #, { u } .
— Qaiinet 6 popmamax POT u PPS skcnopmupytomes 6 gpopmam PDF.

5. CoBmecTHas pabora

HO68BJ’I€H8 BO3MOXXHOCTb OJHOBPEMEHHOI'O0 pedadKTHUPOBAHHA IIpe3eHTallMk HeCKOJILKHMMH
I10JIb30BATeJISIMHA.

6. Pabora co ciaiimamu

JlobaBjieHa BO3MOXKHOCTh HaBUTALIMH I10 CIaigaM.

Jlo6aBiieHa BO3MOXKHOCTb U3MEHEHUSs TTOPSI/IKa CJIai/IOB.

Jlo6GaBieHa BO3MOXXHOCTh CO3[JaHUS, KOIKMPOBAHUs, AyOJIMPOBAHMS, BbIpe3aHHs, BCTaBKU
Y yJlaJleHus CJIai[IoB BHYTPH Mpe3eHTaliu.

Jlo6aBiieHa BO3MOXKHOCTb U3MEHSITh MacIITab 0TOOpaXkeHus CJIan0B.

JobaBeHbl MakKeThbl CIIAMAOB: «3arojIOBOK», «3arojOBOK M IIOA3arojIOBOK», «3aroJIOBOK
U TEeKCT», «3aroJyIoBOK U IiBa cTojibay, «3aroJyIoBOK caima,
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«Ilycrou cnanmy.

JlobaBiieHa BO3MOXHOCTD 3aJIMBKU (POHA CJIai/ia IBeTOM WM U300pakeHHeM.
JlobaBiieHa BO3MOXKHOCTH BBOJIa TeKCTa Ha CJIAMIbI.

Jlob6aBiieHa BO3MOXKHOCTbD IepeMeltieHus 00 beKTOB Ha CJlaiie 1o ocu Z.

7. dopmaTupoBaHHe

JlobaBieHa BO3MOXHOCTb BblOOpa mmpudTa, pa3Mepa, HadyepTaHus, IIBeTa, IBeTa
BbIJIeJIeHUs, CBOMCTB BBIDAaBHMBAHUS, pa3Mepa MeXIyCTPOUYHOIO HWHTepBaia, pa3Mepa
MEXXCHMBOJIBHOI'O UHTepBaJla TeKCTa.

Jlo6aBieHa BO3MOXXHOCTb M3MEHEeHHs] HHTepBaJIOB U OTCTYIIOB JI0 ¥ Mocte ab3ara.
Jlo6aBieHa BO3MOXXHOCTh BCTABKH, YIajleHWs, U3MEHEHWs CTWIs, WU3MeHEHHs YPOBHS
BJIO)KEHHOCTH HYMepOBaHHbBIX ¥ MApKUPOBAHHBIX CIIFICKOB.

Jlo6aBieHa BO3MOXXHOCTb OTOOpaXKeHHUsl HelleyaTaeMbIX CUMBOJIOB.

8. Taoaunmbl

Jlo6aBieHa BO3MOXXHOCTb BCTaBKU, PeJJaKTHUPOBAHUS U y/IaJleHUsI TaOJIUIIbI.

JlocTyriHa BO3MOXHOCTb paboTbl C TabiaulaMd U sYelikaMd B HUX: Jl00aBjeHHe
Y yJlaJieHue CTPOK M CTOJIOIOB, BBHIOOP IIBETA 3aJIMBKU siuedkH, GpopMaTHpPOBaHUE TPaHUI]
s4yeek, U3MeHeHHe pa3Mepa siueek, 00 beIMHeHre U pa3beJuHeHNe sueek.

9. UsooOpaxkenus

JlobaBiieHa BO3MOXKHOCTb BCTaBKM, HW3MEHEHMs pa3Mepa, IepeMeleHus U yIoaJeHUs
n300pakeHUsI.

Jlo6aBiieHa BO3MOXKHOCTh BBOJIAa TEKCTA B M300pakeHue.

Jlo6aBiieHa BO3MOXKHOCTB BBIOOpA I[BETA, TOJIIHUHBI U BUJIA JIMHUUA KOHTYPA.

BcraBnennble m300pakeHus, pa3Mep KOTOPBLIX MPEBHIMIAET T'PAHUIBI BUIAWMOM 0O0JIACTH
JIOKyMEHTa, aBTOMAaTUYeCKA YMEHBIIIAl0TCs, YTOOBI TOMECTUTBLCS Ha SKpaHe.

10. ®uryps1

JlocTynHa BO3MOXHOCTh BCTaBKH, U3MeHeHHUs pa3Mepa, liepeMellleHus U yjaneHus puryp:
MIPSIMOYTOJIbHUK, 3JUIMIIC, TPEYToJIbHUK, POMO, 3arHyTbli yroj, 3Be3fa, cepille, JieBas
KBaZ[paTHasi CKOOKa, TipaBasi KBajipaTHasi CKoOKa, JieBast uUTrypHasi CKOOKa, rpaBast purypHasi
cKoOKa, CTpejiKa BIJIeBO, CTpeJika BIIpaBO, CTpejika BBepX, CTpejika BHHU3, BBIHOCKA
CO CTpPeJIKOM BJIeBO, BBIHOCKA CO CTPEJIKOM BIIPABO, BLIHOCKA CO CTPEJIKOW BBepX, BLIHOCKA
CO CTPeJIKOM BHU3, ISITUYTOJIbHUK, IPSIMOYT0JIbHAsI BLIHOCKA, OBaJIbHAsI BHIHOCKA.
Jlo6aBiieHa BO3MOXXHOCTb BbIOOpA I[BeTa 3a1I0JIHEHUS] GUTYPBHI.

Jlo6aBrieHa BO3MOXHOCTb BbIOOPA I[BeTa, TOMIIMHBI ¥ BUA JIMHUU KOHTYPA.

JlobaBiieHa BO3MO>XXHOCTb BBOJIa TEKCTA B PUTYPY.

11.IIpaBonucanue

HlocTynHa BO3MOXHOCTb IIpoBepKa opdorpapuu U rpaMMaTUKU B IOKYMeHTe.

JlocTynHa BO3MOXXHOCTB UCIIpaBjieHus1 0OOHapy>KeHHBIX OIIHNOOK.

JlocTyniHa BO3MOXKHOCTB J106aBJIeHHs] CJIOB JUIsl TeKYIeH Ipe3eHTal|u.

JlocTynHa BO3MOXHOCTb BbIOpaTh IO TpeX CJIOBaped IPOBEPKU: PYCCKHH, aHIVIMACKWH,
VICIIAHCKUH M PPaHIly3CKUH.
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12. Bepcun

® HO6aBHEHa BO3MOXHOCTb paGOTbI C BepCHAMU IIpe3eHTallun.

13.11Ta6/10HBI JOKYMEHTOB

* Jlob6aByieHa BO3MOXXHOCTb CO37JaHUs aiiiia mabioHa npe3eHranyu B popmarte XOTP.
* Jlob6aBieHa BO3MOXXHOCTb CO3[@HMsI IIpe3eHTallMy HAa OcHOBe IabsioHa B ¢opmaTte XOTP,
POTX u POT.

14.T opsiune k1aBUIIN

® Ho6aBneHa nmoaaep>xKKa COYeTaHuM ropaynx KJlaBUIIlI JIsd COBepIIeHHsA onepauI/Iﬁ
C IIpe3eHTallusIMU U CJIakIaMH.

15.ITeuatn

® HO68BJ’[€H8 BO3MOXXHOCTDb OTIIPABUTH NOKYMEHT Hd I1e4dThb.

— Omcymcm6Byem 603modcHOCMb nedamu 00HO20 atina HeckobKuMu noibzobameinst 0OHOBpeMEHHO.

— Omcymcm6yem 6o3modicHocmsb neuamu ¢aiinob, 6 umeHu KOmopbiX codepacamcsi cheyudibHble CUMBObI
#{u}.

— B 6paysepax FireFox u Safari omcymcm6yem cmamyc-6ap «Preraring for print», nocie omnpa6ku gaiina
Ha neuamb omkpbibaemcsi HoBas nycmas 6kaadka, 6 komopoii npoucxodum nodzomoBka kK newamu.
3axpuimue 6xnadku do 3a6epuieHus neuamu npuBodum k npepbi6aHuo Npouecca.

— B o6payzepe Chrome npu neuamu 6 PDF umeHa cKadaHHbix paiinof  Bvieasioam
kak "<name>.<previous_format>.pdf".
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