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HoBble
@Sna YHble
TexHonormm

AHHOTAIIHA

Bce ynoMsiHyThle B 3TOM JOKyMeHTe Ha3BaHWsI NIPOAYKTOB, JIOTOTHUIIBI, TOPIOBble MapkKu U
TOBapHbIe 3HAKW IIPUHAJIeXXaT UX BilaJlellbIaM.

ToBapuble 3Haku «MoiiO¢ucy n «MyOffice» npunagnexxar OOO «HOBBIE OBJIAYHBIE
TEXHOJIOT'MW».

Hu npu kakux oOCTOSTeNbCTBaxX HeJlb3sl UCTOJIKOBBIBATH JIFOOOe COJIepXKUMOe HaCTOSIIero
JIOKyMeHTa Kak IIpsIMOe WJIM KOCBEHHOe IIpe/loCTaBileHue JIMI[eH3WY WIM IIpaBa Ha UCIIO/Ib30BaHUe
TOBapHBIX 3HAKOB, JIOTOTMIIOB WM 3HAKOB OOCIIy>)KMBaHMS, IIPDUBE/IeHHbIX B  HeM.
JIroboe HeCaHKIMOHMPOBAHHOE MCIIOJIb30BaHMe 3THUX TOBAPHBIX 3HAKOB, JIOTOTHMIIOB WJIM 3HAKOB
o6cITy>xMBaHMs 6e3 MMCbMEHHOI'0 pa3pellleHus X NpaBoobiiajjaTesisi CTPOro 3alpelieHo.
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Hoeble

O6nadHble

TexHonormm

O6mas nadpopManusa
MoitOduc CTanAapTHBIN — MPOAYKT 711 pab0ThI C 0GUCHBIMU MTPUJIOXKEHUSIMU B TOCY/TapCTBEHHBIX
OpraHMU3aIMSIX U Ha KPYITHBIX KOMMepYeCKUX MpeIpUsITUSIX.
B cocraB npoaykTa BXOOST Ciieflytolye MpUIoXKeH s, T03BOJIsIoNIe paboTaTh Ha ONepallMOHHbIX
cucremax Windows, Linux u He Tpebyrormue moakiitodenus kK UaTepHery:
e MoiitOduc Tekct — peakTop /71 paboThI C TEKCTOBBIMU JIOKYMEHTaMH, 00ecTrieurBaroNui

ynobHoe U ObICTpoe co3flaHKe TIOKYMEeHTOB C UCIIO/Ib30BaHHeM I1a0JI0HOB, CTUIeN U
cpencTB ¢pOpMaTUPOBAHUS TEKCTa;

e MoiitOduc Tabnuiia — peakTop AJist TOCTPOEHUs 3JIEKTPOHHBIX TaOJIUIT U BeJIeHUSI
OKOHOMUKO-CTaTUCTUYECKUX PACUETOB, MOJIJIeP>KUBAIOIHAN pacIIMpeHHbIA Habop dbopmyi
Y CpeJiCTB Jij1s 00pabOTKHU JAaHHBIX;

e  MoiiOduc IIpesenTanus — npuioXeHue ¢ IOJIHBIM HAOOPOM UHCTPYMEHTOB JJIsI IPOCMOTpa
rpadyyecKux Mpe3eHTaIui;

e MoitOduc Penakrop rpeseHTaruii — MHCTpyMeHTApHH [IJIs1 CO3[IaHUs M peaKTUPOBaHUsI
rpadyyecKux Mpe3eHTaIui;

e MoiitOduc Iloyra — npunoxeHue st OpraHU3allMU U BeJleHHs BHyTPeHHeH U BHellTHel
MePerrCKU I10 3JIeKTPOHHOM I10YTe;

e MoitOduc Kanenngaps — npuoxxeHue Jjisi COCTaBJIeHHs PaCIIMCAHKsI MEepOIIPUSITUMA
Y TUTAHMPOBAHHUs pabourx MPOIECCOoB;

e MoitOduc KoHTakThl — mpuiioskeHre JIJis XpaHeHUs!, YIIPaBJleH!s] U CHHXPOHU3AIIUN
a/IpecHOM KHUTH TIOJTb30BaTeJIs.

[lepeuens TpeboBaHMII K IIPOrPaMMHOMY U alllapaTHOMY oO0eclieyeHUIO IIpuBefieH B

nokyMmeHTe «MorO¢uc CtanpaptHeiid. CrcTeMHble TPeOOBAHUSD).
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PenakTop Tekcra

ITnatdpopma

P yHKIIMOHAIBHEIE 0COOEHHOCTH

OO0miee

YcraHoBka ¥ 0OHOBJIeHHE

Windows/Linux

[TopnepxrBaeMble BOZBMOXKHOCTH:

MaccoBasi yCTaHOBKa U OOHOBJIEHUE;

aBTOMaTHYecKass yCTaHOBKA OOHOBJIEHWH B (GOHOBOM
pexuMme;

«TUX0e» OOHOBJIEHUE;

YCTAHOBKA JJ151 BCeX M0JIb30BaTesier YCTPOUCTBA

HHTeI‘paHI/IOHHbIe
BO3MO>XXHOCTH

Windows/Linux

[TonnepxuBaemble BO3BMOXXHOCTH:

IMaJIOT BBOJA JIAHHBIX ISl aBTOPU3AIMU 10 TPOTOKOIY
WebDAYV;

MOJIJIEPXKKA OTKPBITHS. U pefaKTUpOBaHUsl (aijioB 10
nporokoiry WebDAV;

APl - nporpaMMHBIN  UHTepenC  yIpaBiIeHUs
HAaCTOJIbHBIM peJlakTOpOM

SI3pIKOBas MOJIJIep>KKa

Windows/Linux

Jlokanu3anmuu Ha PYCCKOM, AQHIJIMMCKOM, TaTapCKOM
1 DAIIKUPCKOM $sI3bIKaX

dopmaThl JOKYMEHTOB

Windows/Linux

[TonnepxviBaeMble BO3MOXXHOCTH:

OTKpBbITHE U pelaKTUpOBaHWe [OKyMeHTOB (HOpMaToB
DOC, DOCX, ODT, XODT u RTF;

coxpanenre B popmarax DOCX, ODT u XODT;
UMIopT U 3kcriopT B popmare TXT;

skcnopT B dopmatel PDF, PDF/A-1b

[Monneprxka gucrieeB

Windows/Linux

HO)IIIep)KI/IBaEMbIe BO3MOJXXHOCTH.

IMpPOJIMCThIBaAHHME JOKYMEeHTOB Ha YCTpOﬁCTBaX
C CEHCOPHbBIM 3KPAHOM;

ITPOCMOTP JOKYMEHTd B IIOJITHO3KPAHHOM peXXrnme

PaboTta c yacTHBEIM 0OJ1aKOM

Windows/Linux

[Tonnep>xruBaemMble BOZMOXXHOCTH:

aBTOpM3allvs B YaCcTHOM obiake MonOduwuc;

HABUTAIMS 110 AOCTYIIHBIM pa3fieiaM U MalKaMm;
OTKPBITHE CYIIeCTBYIOIIEH U CO37JaHre HOBOM MaIlKu;
OTKPBITHE, COXPaHeHUe U CO3/IaHre HOBOTO JJOKYMEHTa;
MIPOCMOTP TIPaB OOIIEero A0CTyIa K JOKyMEeHTY;
v3MeHeHHe IIpaB 00111ero A0CTyIa K JOKyMeHTY;
JIOKQJIbHOe COXpaHeHWe TeKyllled BepCUM IJOKYMeHTa B
CJTy4ae TIOTepy COeIMHeHUsI C YaCTHBIM 00JIaKoM;
MO/IJIep>KKa paBa Ha OrpaHWYeHue 0CTYyIa K panry win
Tarke;

yIaneHue ¢ana Ui Narky;

BoccTaHOBJIeHUe ¢aisa u3 Kop3unel;

6e3B03BpaTHOe yaaneHue daia;

0TKa3 OT 00111ero JOCTymna K ¢gaity WM namke;

3arpy3ka ¢aiina u3 obiaka;

COXpaHeHHe KOMHUH JIOKAJILHO;

3arpy3ka ¢aiyioB B 00/1aKO

Pabora c nokymenTom

Windows/Linux

[Tonnep>xruBaemMbie BOZMOXKHOCTH:
OTKPBITHE JIOKYMEHTa B JIPYTOM MPUJIOKEeHUH;
naHesib uctopuu 0ydepa obmMeHa

Pabora ¢ 3amuieHHBIMU
JIOKyMeHTaMH

Windows

HOI[HEP)KHB&EMBIE BO3MOXKHOCTH*:
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P yHKIIMOHAIBHEIE 0COOEHHOCTH

OTKpBITWE  3alUINEeHHBIX C  IIOMOIIBIO  IApOJIS
JIOKyMEHTOB;

yCTaHOBKa 11apoJisl Ha IOKYMEeHT;

H“3MeHeHure TapoJis;

yAanieHue 1maposs

*m1s JokyMeHToB B popmarax DOCX, XODT

[ToaroToBKa JOKyMeHTa

Pabora c mmrabimonamu

Windows/Linux

[Nopnep:xviBaeMble BO3MOXKHOCTH:

paborta c mabnonamu B popmare XOTT;

Co3faHue HOBOTO IOKyMeHTa Ha OCHOBe
CYILeCTBYIOIIETO 1a0JIOHa;

BO3MOXKHOCTh COXPAaHHTb PaiI KaK IabJIoH

[Tonnepxxka crunen
JIOKyMeHTa

Windows/Linux

[TonnepxuBaemMbie BO3MOXKHOCTH:
oJijiep>kka GUKCUPOBAHHOTO Habopa
Mpe/lyCTaHOBJIEHHBIX CTHJIEH;
CO3/IJaHre HOBOI'O CTHJI;

OOHOBJICHHEe CTUIIS;

yJlaJieHre CTHJIS TeKCTa

Hacrpotiku cTpaHuiibl

Windows/Linux

[TonnepxuBaeMbie BO3MOXKHOCTH:

oToOpakeHHe pa3Mepa U OpUEHTAlMMd  CTpPaHUIIHL,
pasJiesieHusl CTPAHUI] U CeKIIUM TeKCTa;

V3MeHeHHe OpHeHTaINU CTPaHHUIIbI: KHIDKHAsI
(BepTuKanbHasi) U aibbOMHasi (TOpU30HTaIbHAs);
r3MeHeHue pa3Mepa ctpanuiibl: US Letter, US Legal, AO,
Al, A2, A3, A4, A5, A6, B4, B5, Folio, Executive;
BCTaBKa pa3pbiBa CTPAHMII;

W3MeHeHte OTCTYIIOB I0JIel;

MO/IJIep>KKa TOPU30HTAJILHOM U BepTHUKAIbHOM JIMHEeeK;
oToOpa)keHHe U CKPbITHe JIMHENKH;

BCTaBKa pa3phbiBa pasziena;

HM3MeHeHHe HACTPOeK CTPAHMIIBI JIJIsl TEeKYIero pasjesa
JOKYMeHTa

Hymepanus crpanurg

Windows/Linux

[TonnepxuBaemMble BO3MOXXHOCTH:

oTobpakeHWe HyMepalluy CTPaHUI] JIOKyMeHTa;

BbIOODP opMara, NMO3UIIKMK U BbIDABHUBAHUS HyMepalyu
CTpaHHUL;

HyMepalus CO BTOPOH CTPaHUIIBL;

HyMepalusl CTpaHUI C YKa3aHHOI0 HoMepa

Pabota ¢ kosIoHTHTY/1IaMU

Windows/Linux

[Tonnep>xuBaemMble BOBMOXXHOCTH:
oTOOpakeHHe BepXHUX U HIDKHUX KOJIOHTHUTYJIOB;
BCTaBKa U peJIaKTUpOBaHHe KOJIOHTUTYJIOB

Hacrpotika
MEX]yCTPOYHOT'O
VHTepBajla

Windows/Linux

[TopnepxBaeMble BO3MOXKHOCTH:

ABTOMAaTHYeCKOe ompejieyieHHe MeXTy CTPOYHBIX
WHTEpBaJIOB [IJI1 JOKYMEHTOB, CO3[IJaHHBIX B JIPyTHUX
pelaKTopax;

YCTAaHOBKA MEXJIyCTPOYHOTO WHTEepBaja: OJIWUHAPHBIH,
«1,15», MOJIyTOPHBIN, IBOMHOM;
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PyHKIHA
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ITnatdpopma

P yHKIIMOHAIBHEIE 0COOEHHOCTH
yCTAaHOBKA TPOU3BOJILHOTO 3HAYEHHsI MEXKIyCTPOYHOTO
HMHTepBaa;

W3MeHeHHWe  CBOKMCTB  pa3Mepa  MeXIyCTPOYHOI'O
WHTepBaJia: TOYHO, MUHUMYM M MHOHUTEJIb

[IpudThI

Windows/Linux

[Tomep:kuBaeMbie BO3MOXKHOCTH:

Mo//IepKKa paboThI co BCeMU mpudTamu,
YCTaHOBJIEHHBIMUA Ha KOMIIbIOTEpe IO0JIb30BaTelisl, B TOM
guciie: TrueType fonts (TTF) wu TrueType collections
(TTC), CFF, WOFF, OpenType fonts (OTF, o6a
BapyaHTa TrueType U Bepcuu CFF)
1 OpenType collections (OTC), Type 1 (PFA u PFB),
CID-keyedType 1, SFNT-basedbitmap, XI11 PCEF,
Windows FNT, BDF (Bxttouas crinaxxennsie), PFR, Type
42 (orpaHuYeHHas MOMJIEPXKKA);

noanepxxka mpudtoB XO Fonts: XO Caliburn, XO
Courser, XO Thames, XO Tahion, XO Oriel, XO Windy,
X0 Symbol, XO Oriel Condensed;

BbIOOpD 1mIpudTa, pasmepa MpuUdTa U HAYEpTaHUS:
IIOJIY’KUPHBIN, KypPCUB, IOAYEPKHYTHIN, 3aYepKHYTHIN,
IIOJICTPOYHBIM, HAICTPOYHBIIA;

M3MeHeHWe WHTepBaja MeXJy 3HakaMH B TpeX
BapuaHTax (OPMATUPOBAHUS: Pa3PeXEHHBINA, CXKATHIN
Y HOpPMAaJIbHBIM;

dbopmaTrpoBaHKe TeKCTa B CTHIIe «Bce MponucHbIe»

[MonnepxuBaembie
CUMBOJIBI

Windows/Linux

OtobparkeHHe U CKpBITHe HereyaTaeMbIX CUMBOJIOB:
npobesyi, CMMBOJI TaOyJSIIMM, CUMBOJI KOHIIA ab3arla,
CUMBOJI pa3pblBa CTPAHMIIbI, CUMBOJI pa3pbiBa pasjena
Y pa3pbiBa CTPOKHU

dopmaTtupoBaHue
COLepXKUMOT0

Windows/Linux

[Tonnep>xuBaemMbie BOBMOXXHOCTH:

BBIOOD cTHIIA ab3ania;

BBIOOD I1BeTa TeKCTa U IBeTa 3aJIMBKH;

BbIpaBHMBaHMe ab3alreB — I10 JIEBOMY U IIPaBOMY Kparo,
[[eHTPY, IIMPUHE JINCTA;

KOIIMPOBaHKe U BCTaBKa GOPMaTHPOBAHHOI'O TEKCTA;
BCTaBKa B JIOKYMEHT TeKyIllel JaTbl U BpeMeHHU;

OYMUCTKA GOPMaTUPOBAHUS;

KOIIMpOBaHWe M BCTaBKa TeKCTa W3  BHEIIHUX
NPWIOXKeHHA  C  COXpPaHeHHWeM  OpUTMHaJIbHOIO
dopmaTupoBaHus

dopmMar 1o obpasity

Windows/Linux

[Tonnep>xuBaemMble BOBMOXXHOCTH:

¢dbopmaTHpoBaHue 110 00pasIy;

dopmaTrpoBaHue 0 00pa3Iy Jijist ab3ares;
¢dopmarrpoBaHue 0 00Opa3IMy [Js siueeK, ecjii OHU He
coziep>xat GpopMyJl WIA YHCeJT;

IIpUMeHeHNe CKOTIMPOBAHHOTO CTUJISI GOPMATUPOBAHUS K
HECKOJIbKUM 00BbeKTaM 110 0Yepeliy;

COXpaHeHHWe  WCTOPUM  Omepaluil  MpUMeHeHUs
«KUCTOYKKY

Pa6ora co crrckamu

Windows/Linux

HOI[HEP)KHB&EMBIE BO3MOXXHOCTH:
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P yHKIIMOHAIBHEIE 0COOEHHOCTH

CO3[laHMe MapKUPOBAHHBIX U HyMepOBaHHbBIX CIIMCKOB;
CO3/1aHHe HyMepOBaHHbBIX CIIUCKOB B popmare 1.1.1.;
aBTOMaTUYecKoe CO3[JaHHe CIIMCKa;

IPOIOJDKEHNWe CIIMCKAa IIPY BBOJEe B Hadaje CTPOKH
CJleyIOIIero Mo NOpsiIKY 3Ha4eHus;

oObefiiHeHVe JIByX CIIMCKOB B pa3HbIX  MeCTax
IOKyMeHTa MJil IPOAOJDKeHHUsS BTOPbIM  CIIMCKOM
HyMepaluu [1epBoro

Pabora CO CCBhUIKaMH
Y TUITEePCChIIKaMU

Windows/Linux

[MonnepxvuBaemMble BO3MOXKHOCTH:

BCTaBKa U PeJIaKTUPOBaHUE TUTIePCCHUIOK;
aBTOMaTHYeCKOe dbopmaTrpoBaHue CCBUIOK
Y DJIEKTPOHHBIX aJJPeCOB KaK TUIIePCCHUIOK

Paborta co cHockaMu

Windows/Linux

[MonnepsxuBaeMble BO3MOXKHOCTH:

MOJIJIEPXKKA TMOCTPAHWUYHBIX CHOCOK Il JIOKyMEHTOB
B popmarax DOC, DOCX, ODT, XODT, RTF u ODF;
co3/1aHue, peJJlakTHpPOBaHKe, GopMaTUPOBaHUE

U yIajieHre MOCTPAaHUYHbIX CHOCOK;

1epexo]i OT 30HbI CHOCKH K ee TeKCTY

Pabora c n3obpakeHusmMu

Windows/Linux

[Tonnep>xruBaemMble BOBMOXKHOCTH:

oToOpakeHHe U300paKeHHU;

noanmepxxka ¢popmatoB PNG, JPG, JPEG, JPE, EMF;
BCTaBKa U y/laJieHre U300pakeHuH;

MOJJIePXKKA  OMIIUN  «KOMHMPOBATh» U «BbIpe3aTb»
r3o0paxxeHue;

M3MeHeHHe pa3Mepa M300pakeHUit;

obTexkaHWe W300paKEHUH TEKCTOM CO CIIeAYIONUMHU
CBOMCTBAMMU: B TEKCTe, BOKPYT paMKH, CBepXy U CHHU3Y, 3a
TEKCTOM U TepeJl TeKCTOM;

nepeMelrieHe  M300pakeHW B JIOKYMeHTe  JiIeBOM
KJIaBUIIIeM MBIIIIH;

KOMMpPOBAaHWE U  BCTaBKa H300pakeHW  Mexmy
JIOKAQJIbHBIMH JIOKYMEHTaMHU;

BCTaBKa  paHee  CKOINMPOBAaHHOTO B  Opay3epe
H“300pakeHus;

oTobpakeHWe M300pakeHWH, pa3BepHYTHIX IOl YIJIOM
OTHOCHUTEJIBHO SIKOPDHOU TOYKH

Pabota C TabIUIIAMU
B TEKCTe

Windows/Linux

[Tonnep>xruBaemMbie BOZMOXKHOCTH:

oToOpakeHHe TabJuIl, OO0BEAMHEHHBIX S4YeeK, IBETOB
Y BePTUKAJIbHOTO BBIPAaBHHUBAHUS B UMITIOPTUPOBAHHBIX
JOKYMEeHTaX;

nobaBiieHre U yAanieHue TabauIbl 1I060ro pa3aMepa;
nobaBiieHye U yajleHhe CTOJIOIOB U CTPOK;
o0beIMHeHre U pa3beJUHeHNe STYeek;

M3MeHeHHe pa3Mepa syeek;

BbIJIeJIeHHe CTOJIOIA WK CTPOKHU IeJIMKOM;

OTMeHa BhIJIeJIeHUS;

MOJIJIepPXKKAa  Ofepanuii  «KOMUPOBaTb», «BbIPe3aThb»
U «BCTaBUTb» [IJIs TAAIIA30HOB SYeeK;

M3MEeHeHHe I[BeTa 3aJIMBKU SUeeK;
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P yHKIIMOHAIBHEIE 0COOEHHOCTH

pPeIaKTHPOBaHUE TEKCTA B TaO/IHIIE;

BEpPTUMKAJIbHOE BBLIPDABHMBAHME TeKCTa B sYeliKe WU
B IMana30He f4eeK: 110 BepxXHeMy Kpalo, I10 [IeHTPY U I10
HWXHEMY Kparo;

TOPU30HTAJIbHOE BHIPABHMBAHWE TeKCTa B SYelKe WU
B [lMalla30He sYyeeK: II0 JIeBOMY Kparo, II0 LeHTpy, II0
IIpaBOMYy Kpalo, I10 LIVpUHE;

dopmaTrpoBaHUe TPaHUIl SUYeMKU WIN TMalla30Ha sueeK:
BCe TPaHUIbl, HET TPAaHMII, TOJICThIe BHEIIIHUEe TPaHUIIbI;
Mo/i/Iep>KKa TMaroHasied B siuedKax TaOIUITbl;
W3MeHeHHe pa3MepoB HECKOJIbKUX CTPOK WA

CTOJIOITOB OJIHOBPEMEHHO

[Tognep>kka MaKpOKOMaH/

Windows/Linux

[Topep:kuBaeMbie BO3MOXKHOCTH:

Mo/i/iep>kKa MaKpOKOMAaH/T Ha sI3bIKe ITPOrPaMMHUPOBAHUS
Lua;

oTepalvy C MAaKPOKOMaHJIaMH: CO3/1aTh, IepeMMeHOBaTh,
yIaJIUTh, peIAKTUPOBATh U BHITIOJTHUTD;

XpaHeHHe MaKPOKOMaH]I B JIOKYMeHTe

Pabora ¢ foKkymMeHTOM

Ornasienue

Windows/Linux

[TonnepxuBaemMble BO3MOXXHOCTH:

co3[laHMe U yZajleHe OIJIaBJIeHus;

HaBUTaIM 110 JIOKYMEHTY U3 OIJIaBJIeHMUs;
aBTOMaTU4Yeckoe OOHOBJIEHME OIVIaBJIeHHWs B pexume
peasibHOTO BpeMeHUY;

yIipaBiieHHe HacTpoikamu obbekTa « ConiepkaHuey;
oTobpakeHHe HyMepOBaHHBIX 3aI0JIOBKOB

ITouck u 3ameHa

Windows/Linux

[Tonnep>xuBaemMble BOBMOXKHOCTH:

MTOMCK CJIOB WX ¢ppa3 Mo BCEMY JIOKYMEHTY WUJTH TOJIbKO
110 OCHOBHOMY TeKCTY;

TIOMCK C 3aMEeHOH, TaKXe C YIeTOM perucTpa

[TpoBepka
opdorpadun/myHKTyaIuu

Windows/Linux

[Tonnep>xruBaemMble BOZMOXKHOCTH:

aBTOMaTWYecKasi ITpoBepKa IMPABOMMCAHUSI TeKCTa Ha
PYCCKOM U aHTJIMMCKOM SI3bIKAX;

IIpOBepKa r'paMMaTHKH JJIsl PYCCKOT'O SI3bIKa;

MO//IepKKa M10JIb30BaTEILCKOTO cJoBaps C
BO3MOXXHOCTBIO J0OABJIeHUs U y/lajleHUs CJIOB;

HMMIIOPT CJIOBApS;

MOJICKa3Ka BAapUAHTOB HCIIpaBiieHUs1 0pdorpadpruyecKux
OIHKOOK

[IpaBku

Windows/Linux

OTMeHa MpaBOK I10 OTHOMY CHMBOJy 3a mmar (0ydep
«3anomMuHaeT» 50 MocJeJHUX 11aroB)

Pexxum pereH3upoBaHust

Windows/Linux

[Tonnep>xuBaemMble BOBMOXXHOCTH:

BHeCeHHe U3MeHeHUH B JIOKyMEeHT;

oToOpakeHWe M3MeHeHHH B JIOKYMeHTaX B TpeX BHJIAX:
WCXOIHBIA TEKCT, TIOKa3blBaThb W3MEHEeHWs U He
[I0Ka3bIBaTh U3MEHEeHUS;

nepeMelrieHre MeXXIy UCITPaBIIeHUSMU;
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IIPUHATAEe WM OTKJIIOHEeHHWe W3MeHeHUN Ui BCero
NOKyMeHTa WIA Ui KaXAOro U3MeHeHus II0
OT[IeJIbHOCTH;

oToOpakeHWe IIaHeJIM U3MEeHeHWM, Ha KOTOpOH
3alIMCBIBAIOTCSl M3MEHeHHsl U MX aBTOPBL: A00aBiieHHe
TeKCTa, yJajleHWe TeKCTa, (popMaTUpOBaHUEe TeKCTa,
BCTaBKa U y/lajleHre U300pakeHuH;

yzajieHue TabynIbl B peXkuMe pelieH3MpPOBaHuUs;

PeXXUM COBMeCTHOM paboThl [1s IOKyMEHTOB, OTKPBITBIX
M3 dYactHoro obsaka MoiOduc, npu Hamuuuu
COOTBETCTBYIOIIUX IIpaB y I10JIb30BaTelId;

oTobpakeHWe WMHG}OPMALMA O JPYIUX II0JIb30BaTessX,
OTKPBIBIIIMX [OKYMEHT: KM, LBETOBAas WHIUKAIWA,
I10JIOXKeHHe KypCopa,;

oToOpakeHWe M3MeHeHUH, BHOCUMBIX B JIOKYMEHT, Yy
BCeX [pPYrMX IOjib30BaTejleld, OTKPBIBIIMX  3TOT
JNOKYMEHT;

OoTOOpakeHHe yIaJleHHOI'O TeKCTa

Pabora ¢ kommMeHTapusIMu

Windows/Linux

[Topep:kuBaeMbie BO3MOXKHOCTH:
oToOpa)keHre KOMMEeHTapUeB;

HaBUTAIXs 110 KOMMEHTapHsIM;

nobaBiieHre U peflakTHPOBaHHEe KOMMEHTApHUeB;
yJajieHre KOMMeHTapueB

Honnepm&BaeMme
KJIdBUATYPHbBIE COYeTaHWA

Windows/Linux

[Topniep>kuBaeMble Topsiuuie KIaBHUIIIH:

CTRL + N — co3nanve HOBorO ¢aiina;

CTRL + O — otkpsITHe aiina;

CTRL + S — coxpanenue daiina;

CTRL + SHIFT + P — HacTpoiika napamMeTpoB CTPaHHUIIb];
CTRL + P — neuaTh JOKyMeHTa;

HOME - nepeHoc yka3areJsi K Ha4ajly CTPOKY;

END — nepeHoc yka3zaresisi K KOHITY CTPOKUY;

CTRL + RETURN/CTRL + ENTER — BcTaBka pa3pbiBa
CTPaHMIIBL;

ALT + P — Hymepanus CcTpaHuil;

CTRL + K — BcTaBKa CCBUIKH;

CTRL + X/SHIFT + DELETE — dyHKIus «BbIpe3aTby;
CTRL + V/SHIFT + INSERT — BcTaBka;

CTRL + C — xonupoBaHue;

SHIFT + HOME - BblzeneHve Bcero TeKCTa OT
yKasareJis 10 Hayasla CTPOKH;

SHIFT + END — BbIzesieHHe Bcero TeKCTa OT yKa3aTeJis
110 KOHIIA CTPOKH;

SHIFT + crpenka BmpaBo — BbIfleIeHHMe OT Kypcopa
BIIPaBO;

SHIFT + cTpenka BiieBoO — BbiZleJieHHe OT Kypcopa BJIeBO;
SHIFT + crpesika BBepx — BbljieJieHHe OT Kypcopa Ji0
Havajla CTPOKHU + CTPOKa BBepX;

SHIFT + crpenka BHM3 — BbIJIeJieHHe OT Kypcopa 0
KOHIIA CTPOKH + CTPOKa BHU3,
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P yHKIIMOHAIBHEIE 0COOEHHOCTH
CTRL + A — BbifiesieHHe BCETO COJIEePXKUMOTO;
CTRL + D — ormeHa BbIOOpa;
CTRL + crpenka BiieBO — mepexof K MpeIblayliemMy
CJIOBY;
CTRL + crpenka BmpaBo — Iepexofi K CllefyiolieMy
CJIOBY;
CTRL + crpenka BBepx — mepexof K MpeIblaylemMy
ab3aiy;
CTRL + crpesnka BHU3 — Ilepexo]] K CJieAyIoLeMy
ab3aiy;
ALT + A — nob6aBiieHrie CTPOKH BBepXYy TabOJIUIIBL;
ALT + B — nobaBiieHrie CTPOKYA CHU3Y TAOIMIIBL;
ALT + L — BcraBka crosnbriia cjieBa;
ALT + R - BcraBka crosibra cripaBa;
CTRL + ALT + R — ynanenue CTpoky;
CTRL + ALT + U — ynanenue cTonbia;
ALT + SHIFT + T — ynanenuve Tabiuiibi;
CTRL + ALT + M — obbeiuHeHMe S4YeeK;
ALT + SHIFT + M — pa3beqiiHeHue sYeeK;
CTRL + 0 — ycranoBka ¢aktudeckoro pasmepa (100%);
F1 — BbI30B BCTPOEHHOM CIIPABKU 110 TPUIOXKEHUIO;
F2 — nepexon k pexxumy pelakTUPOBaHUS COJIEP>KUMOTO
STYeHKHU;
CTRL + L — BeIpaBHMBaHHe 110 JIEBOMY Kpalo;
CTRL + E — BelpaBHMBaHUe 110 LIEHTPY;
CTRL + R — BelpaBHMBaHUe 110 IPaBOMY Kparlo;
CTRL + J — BelpaBHMBaHUe 110 IIUPHHE;
CTRL + Z — oTt™meHa;
CTRL + Y — noBTOp J1eHCTBUS;
CTRL + SHIFT + C — konupoBaHue GpopMaTUPOBAHUS;
CTRL + SHIFT + V — dpopmarupoBaHre BblieJIeHHOTO
TeKCTa 1o obpasily;
CTRL + B — npumeHeHHe M1OJTy>KUPHOTO CTHJIS;
CTRL + I — npuMeHeHue KypcuBa;
CTRL + U — npuMeHeHue TOAYEPKHYTOT'O CTHJIS;
CTRL + SHIFT + S — npumeHeHte 3a4epKHYTOT'O CTHIIS;
CTRL + SHIFT + =- mnpumeHeHHe HaJICTPOYHBIX
3HAKOB;
CTRL + = — npuMeHeHMe MOJCTPOYHBIX 3HAKOB;
CTRL + SHIFT + A - mnpumenenune crwia «Bce
MIPOIIKCHBIEY;
CTRL + F — nouck;
SHIFT + TAB — ymeHbllieHue oTcTyIa ab3ala;
TAB B suelike — Ilepexo/i K CJIelyIolIeH suelike;
CTRL + SHIFT + Z — BbI30B NaHenu ucropuu 0ydepa
obMeHa;
CTRL + 3HAK MUHYC — ynanuth BbIOpaHHYIO CTPOKY
WU cToberr;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MH», 2013-2019 11




Hoeble

O6nayHble

TexHonorm

PenakTop Tekcra

ITnardopma

®yHKIMOHANBHBIE 0COOEHHOCTH

CTRL + F - aBTOMaTH4ecku epeBOIUT yKasaTeslb BBOAA
B ioJie [louncka. Ecinu B mosie yyke Ob110 Cofiep>XMMoe, OHO
OyzeT BbIJIeJIeHO

Pabora c

rOTOBBIM (paiyioM

CraTucTHKa IOKyMeHTa

Windows/Linux

OTobpakeHHe KOJMYeCTBA CTPAHHUI[ B JOKYMEHTe,
HOMepa TeKyIlled CTPaHHUIbI U MaciITaba JTOKyMeHTa Ha
CTPOKE COCTOSTHUSI BHU3Y pelaKTopa

[Tonneprkka onoBeleHui

Windows/Linux

OmoBellieHWe Tpd  Iepexojile MO  IOTEeHIMAIbHO
BPEJIOHOCHBIM CCBHIJTKaM

Ileuatn OOKYMeHTa

Windows/Linux

[Tonnep>xruBaemMbie BOZBMOXXHOCTH:

OTTIPaBKa Ha IMeYaTh;

MIpe/IBApUTENIbHBIN POCMOTP JOKYMEeHTa;

HACTpOMKa IPOCMOTpA IOKYMeHTa: II0 IIWpHHe, II0
pa3Mepy CTPaHHWIIbI, O OJIHOM CTpaHUWIle, IO JBe
CTPaHHMITBI, BCe CTPAHUIIbI;

BBIOOD MacITaba ¥ OpUeHTAlUK CTPAHUITHI;

HaBUTAIMS MEXXy CTPAHUIIAMU;

BBIOOD JTMaTia30Ha CTPAHMII [TeYaTH U YUCIIa KOTIHM;
mmevyaTb BCEr0 JJOKYMEHTa, TeKyIlleill CTpaHUIbl WK
BBIJIEJIEHHOM 00JIacTH;

BBIOOD pa3Mepa Oymaru Jijisi levaTy;

ObICTpast TIeYaTh;

BBIOOD YCTPOMCTBA 11evYaTH;

MevYaTh YeTHBIX/HeUeTHBIX CTPaHUII;

IBYCTOPOHHSIS [1e9aTh;

HACTpOMKa MaciTabupoBaHus (M0 pa3Mepy CTPaHUIIHL,
T10 IIUPHHE U T.10.);

pa3bureHue 10 KOMUsIM

Ob6meH TOKyMeHTaMH1

Windows/Linux

OTHpaBKa JAOKYMEHTd BJIOKeHHeM II0 11o49Te C ITIOMOIIbIO
IIOYTOBOTI'O KJIMEeHTd, YCTAHOBJIEHHOI'O 110 YMOJIYdHUIO

PemakTop TabmuiI

ITnardpopma

DyHKOMOHAIBHBIE 0COOEHHOCTH
O6mee

YcranoBka 1 0OHOBJIEHUE

Windows/Linux

[TomnepxuBaemMbie BOBMOKHOCTH:

MaccoBasi yCTaHOBKAa ¥ OOHOBJIEHUE;

aBTOMAaTHWYecKasi YCTaHOBKAa OOHOBIIEHHUH B GOHOBOM
pexvMe;

«THUXO0e» OOHOBJIeHUE;

yCTaHOBKA ]ISl BCeX MOJIb30BaTesiel yCTPOMCTBa

HHTerpanroHHbie
BO3MOXKHOCTH

Windows/Linux

[TonnmepxvBaemMble BO3MOXXHOCTH:

JMaJIOT BBOJA JIAaHHBIX I aBTOPU3AlMU 110 IIPOTOKOIY
WebDAV;

IIO/IJIeP)KKA OTKPBITHUS U pefakTUpOBaHuUs (aisioB II0
npotokoiry WebDAV;;

APl - nporpammHBIM  HHTepdelC  yIpaBileHHs
HAaCTOJIbHBIM PeJJaKTOPOM
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S13bIKOBasI OJIJIepXKKa

Windows/Linux

Jlokanu3anmuu Ha PYCCKOM, AQHIJIMMCKOM, TaTapCKOM
1 DAIIKUPCKOM $sI3bIKaX

dopmaThl JOKYMEHTOB

Windows/Linux

[TonnepxvBaemMble BO3MOXXHOCTH:

OTKpbITHe U peflakThpoBaHue ¢annos XLS, XLSX, ODS
u XODS;

coxpaneHnue ¢arnos B XLSX, ODS u XODS;

HMMITOPT | 3KCIopT B popmate CSV;

skcnopT B dopmat PDF u PDF/A-1b

[Topnepxka quciuieeB

Windows/Linux

IlponucTbiBaHMEe ~ JOKYMEHTOB  HAa  yCTPOMCTBAaX
C CEeHCOPHBIM 3KpPaHOM

Pabora c yacTHEIM 00J1aKOM

Windows/Linux

[TonnepxviBaemMble BO3MOXXHOCTH:

aBTOpM3allys B YacTHOM obiake MonOduwuc;

HaBUTaIus 110 IOCTYIHBIM pa3/ielaM U IallKkaM;
OTKPBITHE CYIIECTBYIOIIeN U CO3/JaHie HOBOM IalKy;
OTKpBITHE, COXpPaHeHHe U CO3[JaHhe HOBOTO JJOKYMEHTa;
IIPOCMOTP IPaB 00I1Iero A0CTyma K JOKYMEeHTY;
M3MeHeHHe IIpaB 00I1lero 0CTyIa K JJOKYMeHTY;
JIOKQJIbHOe COXPaHeHHe TeKyIed BepCHU JIOKYMeHTa B
cilydae I0Tepu COeJJUHEeHHUs C YaCTHBIM 00JIaKkoM;
MoJIZiep>kKKa IpaBa Ha OrpaHUYeHue 0CTyIa K painy nim
Tarnke;

yaaneHve ¢aia UM Narky;

BOCcTaHOBJIeHUe daiiia u3 KopauHer;

6e3B03BpaTHOe yJaneHue daia;

OTKa3 OT 00111ero JocTyna K Gailiry Win narnke;

3arpy3ka ¢aiina u3 obiaka;

CcoxXpaHeHHe KOIHH JIOKAJIbHO;

3arpyska ¢aiiyioB B 00s1aKo

Pabota c mokymeHnToM

Windows/Linux

[Tonnep>xuBaemMble BOZMOXXHOCTH:

OTKpPBITHE JJOKyMeHTa B APYT'OM IPUJIOXKEeHUH;
MOJIJIePXKKA JIOKYMEHTOB, He COJIepKall[uX BUUMBIX
JINCTOB

Pabotra c 3amuiieHHLIMUA
JIOKyMeHTaMU

Windows

[TonmepxuBaeMble BO3MOXKHOCTH®

OTKpBITHE  3all[UIIEeHHBIX C  IOMOIIbI0  MApoJIs
JIOKYMEHTOB;

YCTAHOBKA IAapOoJIsl HA JIOKYMEHT;

yIajieHue maposis

* st lokyMeHTOB B popmartax XLSX, XODS

HO).'[I‘ OTOBKa IOKYMEHTa

Pa6ora c mabnonamu

Windows/Linux

[Tonnep>xruBaemMbie BOZBMOXXHOCTH:

pabora c mmabimonamu B popmate XOTS;

co3JiaHue HOBOT'O JIOKyMeHTa Ha OCHOBe
CYIIleCTBYIOIIIEro 1mabIoHa;

BO3MOXXHOCTb COXPAHHUTh dallyl KaK MabyioH

Pabora c nmucramu

Windows/Linux

HOI[Hep)KI/IBBEMbIe BO3MOXXHOCTH:
BCTaBKd HOBBIX JIMCTOB,
yadjieHre CyIeCTBYIOIIUX JINCTOB;
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NOJiIep>KKa ONIUM «0TOOPa3UTb» M «CKPBITbY JIMCTHI
TabJINIIBI;

IlepeMMeHOBaHHe JIMCTOB TabJIUIBL;

co3ziaHve Ay6yKarTa JucTa TabJInIbl;

M3MeHeHMe II0JI0KeHHs] JINCTA B CIIMCKe;

IepeMellleHHe JIMCTa TaOIWIBI B HayaJlo M B KOHeIl
CIIMCKa;

aBTOMAaTH4ecKoe 3alloIHeHNe sYeeK JIMCTa;

XpaHeHHe HHGOPMAIMK O YaCOBOM I105ICe OIlepalliOHHOMN
CUCTeMbl Ha MOMEHT CO3/laHu$l JIOKYMEHTa;

ylpaBjleHWe  CBOHCTBAaMH  CTPaHMIIBI:  yCTaHOBKa
TUIOBBIX pa3MepoB crpanunbl (A0, Al u T.4.), BEIOOp
aTbOOMHOM WM TOPTPETHOM OpPUEeHTAIllUd CTPAHMIHI,
HACTPOMKa I10J1eH

[IpudThI

Windows/Linux

[Topep:kuBaeMbie BO3MOXKHOCTH:

No/i/iepKKa paboThI co BCEMH mpudTam,
yCTaHOBJIEHHBIMU Ha KOMIIbIOTepe I0JIb30BaTelis, B TOM
guciie: TrueType fonts (TTF) wu TrueType collections
(TTC), CFF, WOFF, OpenType fonts (OTF, ob6a
BapHvaHTa TrueType Y BepCum CFF)
1 OpenType collections (OTC), Type 1 (PFA u PFB),
CID-keyedType 1, SFNT-basedbitmap, XI11 PCEF,
Windows FNT, BDF (Bxuttouas crnaxxennsie), PFR, Type
42 (orpaHuYeHHas MOJIePKKa);

noanepxkka mpudptoB XO Fonts: XO Caliburn, XO
Courser, XO Thames, XO Tahion, XO Oriel, XO Windy,
X0 Symbol, XO Oriel Condensed;

BbIOOp 1ipudTa, pasmepa IpudTa U HAYEPTAHUS:
IIOJIY’)KUPHBIN, KYPCUB, NOAYEPKHYTHIM, 3aYepKHYTHIH,
IIOJICTPOYHBIM, HAICTPOYHBIIA;

M3MeHeHWe WHTepBajla MeXJy 3HakaMH B TpeX
BapuaHTax (OPMATUPOBAHUS: Pa3PeXXEHHBIN, CXKAThIN
Y HOPMAaJIbHBIMN;

dopmaTrpoBaHue TeKcTa B cTusie «Bce mponucHbiey

dopmatrpoBaHue
COZIEP>KUMOTO

Windows/Linux

[Tonnep>xruBaemMbie BOZMOXXHOCTH:

oToOpa’keHWe TPaHUIl U IBeTa STYerKH, 00beIMHeHHbIX
SIYeeK;

dopmaTHpoBaHUe TPaHUIL SYeHKU WK JTMara3oHa sueek:
BCe TPaHUIIbl, HET TPAHMUII, TOJICThIe BHEIITHUE IPAHUIIb;
M3MeHeHHe [BeTa 3aJIMBKU STUeeK;

BBIOOD NMPOU3BOJILHOTO IBETA 3aJIUBKU STUEHKH;
oToOpakeHMe TIlepeHOCa TeKCTa B OJIHOM  siuedke
Y HaJIO)KeHHe TeKCTa Ha COCeIHUe STYeHKHU;

IepeHoC TeKCTa BHYTPU STUEUKH;

MOMJIEPXKKA  OMIMNA  «BBIIEJIUTBY, «CKPBITb» WU
«TI0Ka3aThy CTOJIOEI] UJIN CTPOKY IEJIMKOM;
WCII0JIb30BaHHe GYHKIMH «KOIMHUPOBATHY, «BbIPE3aTh)
Y «BCTABUTb» IJIS JUAIa30HOB SYeeK;

dopmaTHpoBaHUe YKces B ssuerKax;
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KOTIMPOBAHKE U BCTaBKa (pOPMAaTUPOBAHHOIO TEKCTA;
BepTUKAJIbHOE BbIPaBHUBAaHWE TEKCTa B sYelKe WU
B IMana30He f4eeK: 110 BepxXHeMy Kpalo, 110 [IeHTPY U I10
HIDKHEMY Kparo;

FOPU30HTAJIbHOe BbIpaBHMBAHME TEKCTAa: II0 JIeBOMY
Kparo, I10 [IeHTpY, 110 [IPaBOMY Kparo, 110 LIWpPUHE;
BCTaBKa pa3pbiBa CTPOKU B SYEUKY;

3aKperieHre IPOU3BOJIbHOIO KOJIMYEeCTBa CTPOK U SYeeK;
cOpocC Bcex CYIIeCTBYIOIIMX 3aKpeIIeHnH;

H“3MeHeHre MaciTaba TekcTa o pa3Mepy STYeKy;
BCTaBKa B JIOKYMEHT TeKYIllel 1aTbl U BpeMeHU;
Mo/i/Iep>KKa JMaroHasied B siueKax TaOJIUITbI;
oToOpakeHWe BEePTUKAJIbHOM OpHEeHTalluM TeKCTa B
sTYerKax;

TPYIIAPOBKA JJAHHBIX B CTPOKAX M CTOJIOIAX;
KONMMPOBAaHWE W BCTaBKAa TEKCTA W3  BHEITHUX
TIPAJIOKEHUN C COXpaHeHHueM OPUTMHAIbLHOT'O
¢popmaTtupoBaHus;

HM3MeHeHre pa3MepoB HECKOJbKUX CTPOK WJIM CTOJIOIIOB
OJTHOBPEMEHHO;

pacrnpejiejieHde TeKCTa II0 CTOJI0IlaM IIpU UMIIOpPTe
nokymeHTOB B dopmaTtax CSV, TSV, SCSM u TXT;
3a/laHMe OJHOTO WA HeCKOJIbKHMX pasliejiirelied H
OTrpaHUYMTeNIel CTPOK, a TaKXKe BbIOOP Habopa CUMBOJIOB
IS paciipefieieHusi TeKCTa Mo CTOJI0IaM

@PopmMar 1o obpasity

Windows/Linux

[TopnepxuBaemMbie BO3BMOXKHOCTH:

¢dbopMaTHrpoBaHue 10 00pa3Iry;

dopmaTrpoBaHue 110 00pa3Ity sl ab3alieB;
¢dbopmaTrpoBaHue 1Mo 06pasily i sueek, eciii OHU He
conepkat GopMyJI UK YHCeTT;

MIpUMeHeHHe CKOITUPOBAHHOTO CTUJISl GOPMATUPOBAHUS K
HECKOJIbKUM 00OBEKTaM 110 04epe[iy;

COXpaHeHHWe  WCTOPUM  Ofepaluid  MpUMeHeHHs
«KUCTOYKK»

@dopMarbl TaHHBIX

Windows/Linux

[TopnepxrBaeMble BO3BMOXXHOCTH:

HCIIOJIb30BaHUE YHCIJIOBBIX ¢opmaros: o0IIIHA,
YHCJIOBOM, IOeHeXXHBIH, ($UHAHCOBBIH, JIPOOHBIH,
OKCIIOHEHIIWAJIbHbIA,  JaTa, BpeMs, [POILeHTHbBIN,
TEeKCTOBBIH;

aBTOMAaTHUYecKoe  OfpeJieJieHHe  CHUMBOJIOB  pyOuIst
Y Jj0JIapa IpU NpUMeHeHUH (GOpMaTHPOBAHUS SUEHKU:
4MCJIOBOM;

aBTOMaTUYeCcKoe Ollpe[leJiIeHUe CHMMBOJIA BaJIIOThHI IS
¢opmara siueek «leHeXxXHbIN;

MO//Iep>KKa PerMOHAJIbHBIX CTaHAAPTOB dopMaTta sueek:
ru RU  (Poccuss), tt RU (Tarapcran), ba RU
(bamkupus), en GB (Benukobpuranus), en US (CIIIA),
en AU (Ascrpanus), enNZ (Hosas 3emanaus), en CA
(Kanapma)
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Windows/Linux

P yHKIIMOHAIBHEIE 0COOEHHOCTH
[Tonnep>xruBaemMble BO3BMOXXHOCTH:
MaHeJlb BCTaBKU GOPMYJIBI;
KOIIMPOBaHKe U BCTaBKa GOPMYII;
BBOJI ¥ BBIOOP YHKIIMI HAa PYCCKOM SI3bIKE;
BbIOOD popMyIT U3 criMcKa IpY BBojie GOPMYIIbI;
oTobpakeHWe IO/ICKa30K 00 KCIIOIb30BaHUU (HPOPMYJIbI
ocJie ee BBIOOPA;
WCII0JIb30BaHKe UMEeHOBAaHHBIX JIMANa30HOB B GpopMyrIax;
[I0/ICBeYMBaHue BCEX sTYeeK, Y4aCTBYIOLIUX
B BBIUMCJIEHUSIX, TIPU BbIIEJIEHUU STYeUKU C GOPMYIION;
3aJlaHMe [Mafa30Ha 3HAYeHWW IIpU pedaKTUPOBaHUU
dbopMyIIbl Yepe3 BhljieJIeHHe HY)KHBIX sT9eeK MBIIIbIO;
pacyeT 4acTy GpOpMyJIbl

Pabora ¢ nuarpammamu

Windows/Linux

[TonnepxuBaemMbie BO3BMOXKHOCTH:

oroOpakeHWe JBYXMEpPHBIX JAMarpamMM, THCTOTPaMM,
JINHeHYaThIX JMarpamm: C TPYIIITUPOBKOM,
C HaKOIJIeHHeM, HODMUPOBAHHAsI C HAaKOILIEHUEeM;
MOJiJiep>Kka TpadUKOB: CTAHAAPTHBIM, C HAKOIIJIEHHUEM,
HOPMHPOBAHHBIN C HAKOILJIEHHEM;

oToOpakeHWe mAuarpaMMm C obGJacTsSMH: CTaHAApTHas,
C HaKOIUIeHWeM,  HOPMHPOBAaHHAs  C HAKOIUIEHHEM,
CTaHJIapTHasI KPyToBas;

noJiiepykka rpadUKOB C HAKOTIEHUEM, JIMHeHYaThIX
IMarpamMMm C HaKOIlJIeHHeM, HOPMHUPOBAHHBIX
JIMHEeWYaThIX TUarPaMM C HAKOIJIEHHUEM, U IMarpamMM C
00J1acTSIMHU C HaKOIICHUEM;

M3MeHeHHe THIA UarpaMMBbl;

yIaJieHue uarpam;

aBTOMATMYeCKoe  TepecTpOeHWe  AWarpamm  TpU
W3MeHeHUHN 3HaYeHHI;

CO3/laH¥e UarpaMMmBbl;

Olepaniu  «KOMHMPOBAThY», «BCTAaBUThb», «BLIPE3aTh»
IUarpamMmmy;

repeMelrieHre JuarpaMmbl;

M3MeHeHUe pa3Mepa JuarpaMMmebl;

3aJlaHue HallpaBJIeHUs psifia JuarpaMMmbl;

BBOJ] HAa3BaHUsl JIMAarpaMMbl

[Tomnepskka MaKpOKOMaH/T

Windows/Linux

[Topnep>kuBaeMbie BO3MOXKHOCTH:

MO//Iep>KKa MaKPOKOMAH/T Ha sI3bIKe IPOrPaMMHUPOBAHUS
Lua;

oTepalvy C MAKPOKOMaHJIaMU: CO3/1aTh, IepeMMeHOBaTh,
VIaJIUTh, peJaKTUPOBATh U BHITIOJIHUTD;

XpaHeHHe MaKpOKOMaH/I B JIOKYMeHTe

@uIbTpaNUs TaHHBIX

Windows/Linux

[TopnepkuBaeMbie BO3MOXKHOCTH:

npuMeHeHue GUITHTPA K BblIeJIeHHOW 06J1acTH;

BHIOOp OJHOTO WM HECKOJbKUX 3HAYeHWH IS
npuMeHeHus GUITbTPA, YKa3aHUe 3HAYeHUs;
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oTobOpaskeHre WHGPOPMAIIUA O KOJIMYECTBe MOBTOPEHUH
KaXJIOTO  YHUKQJIbHOTO  3HAueHUs B BblJIeJIEHHON
obmacru;

BblJleJIeHHe BCeX JOCTYIIHbIX 3HaYeHUH;

ouuiieHve GUIbTPa;

npuMeHeHue GpUWIbTpa ellle pas;

aBTOMAaTHYeCcKoe pacImpeHve BbIJIeJIeHUS pifo)
MaKCUMaJILHOM O00JIaCTH, COCTOSINeHd U3 CMEXHBIX
HEITyCTbIX STYeeK;

yKa3aHue KOJIMYeCTBa BblJleJIeHHBIX siueeK B 001aCTH

CopThpoBKa JTaHHBIX

Windows/Linux

[Tonnep>xrBaeMbie BO3MOXKHOCTH:

COPTUPOBKA  SYeeK B BbIIEJIEHHOM  00JacTM 10
BO3paCTaHUIO U YOBIBAHUIO 3HA4YeHUs], MO ajidaBUTy U
B 0OpaTHOM HallpaBJIeHUH;

TIpUMeHeHre COPTUPOBKM ellle pas;

aBTOMaTHUYecKoe paclmpeHue BbIJIeJIeHUS pife}
MaKCHUMaJILHOM 00J1aCTH, COCTOALeH U3 CMeXHBIX
HeIyCTBIX SYeeK;

yKa3aHHe KOJIMYeCTBa BbIJIeJIEHHBIX siueeK B 001aCTH

VY cnoBHOe popMaTrpoBaHue

Windows/Linux

OTtobpakeHue ycioBHOTO GpopMaTUPOBaHUS B siUeiKax

Pabora CO CCBUJIKaMU
Y TUTNIePCChITKAMU

Windows/Linux

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

BCTaBKa U PeIaKTHPOBaHUe TUIIEPCChUIKY;

nobaBjieHre TUTIIePCChITKY K stuelike ¢ GOpMyJIIoH;
aBTOMaTUYecKoe ¢dbopmarupoBanre CCBLIIOK
Y 3JIEKTPOHHBIX afJpeCcoB KaK FUIepCChIIOK;
oTobpakeHue cchbiok B ctusie R1C1

Pabora ¢ nzobpaxenusimu

Windows/Linux

[Tonnep>xuBaemMble BOBMOXKHOCTH:

oToOpakeHWe U300paKeHUH;

noanepxka ¢popmaroB PNG, JPG, JPEG, JPE, EMF;
BCTaBKa M300pa’keHU;

ynajeHve u300paXkeHui;

M3MeHeHHe pa3Mepa U300pakeHuid;

bYHKIIMKM  «BBIpE3aThy», «KOMHUPOBATh», «BCTABUTH»
n3obpakeHHUe MeXJy TeKCTOBbIM U TaOJIMYHBIM
IIOKYMEeHTaMH;

nepeMeliieHre U300paKeHus;

BCTaBKa 0OBEKTOB C MOJIJIePXKKOM TexHooruu Drag-and-
drop;

oTobpakeHWe M300pakeHWH, pasBEpHYTHIX IOl YIJIOM
OTHOCHUTEJIBHO SIKODHOU TOYKHA

Pabota c JoKkymMeHTOM

ITouck 1 3ameHa Windows/Linux | IlognepskuBaembie BO3MOXKHOCTH:
TIOMCK CJIOB WM pas;
MOUCK C 3aMEHOM, TaKXe C y4eTOM perumcrpa | CJIoBa
I[eJTUKOM

[TpoBepka Windows/Linux | IlognepskxuBaembie BO3MOKHOCTH:

opdorpadun/myHKTyanuu

aBTOMaTHYecKasl IpOBepKa IPABOMMCAHMUSI TeKCTa Ha
PYCCKOM M QHTJIMMCKOM SI3bIKAX;
MIpOBepPKa I'PaMMAaTUKH JJIsl PYCCKOTO SI3bIKa;
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MOJIJIeP>KKa T10JIb30BATEILCKOTO cJioBaps o
BO3MOXXHOCTBIO JI0DABJIeHUs U YIaJleHUs CJIOB;
HMMITOPT CJIOBApS;
MOJICKAa3Ka BAPUAHTOB HUCIpaBiieHus1 opdorpaduveckux
OIMOOK

[TpaBku Windows/Linux | OTMeHa mpaBoK MO OJAHOMY CUMBOY 3a miar (0ydep
«3armomMuHaeT» 50 MocyieJHUX [1aroB)

3aMeTKH Windows/Linux | [lonnep>xrBaeMble BO3MOXHOCTH:
CO3/1aHUe U yJlajlleHHe 3aMeTOK K siueiikam;
¢opMaTrpoBaHUe TEKCTa B 3aMeTKE;
rojijiepkka Oydepa obMeHa Jy1sl COJIepP>KUMOr0 3aMeTOK

Pexxum pereH3upoBaHust Windows/Linux | [TopnepsxuBaembie BO3MOXKHOCTH:
PEe>XHMM COBMeCTHOM paboThl 7151 TOKyMEHTOB, OTKPBITHIX
M3 dYactHoro obsaka MoiOduc, npu Hamuuuu
COOTBETCTBYIOIIMX IPaB y MOJIb30BATeJIs;
oTobpakeHHe HWHGQOPMAIUU O JPYIHMX II0JIb30BaTeJsX,
OTKPBIBIIMX [JOKYMEHT: WM, IIBeTOBas WHOUKAIus,
II0JIOXKeHHe Kypcopa;
oToOpakeHHe H3MeHeHWH, BHOCHUMBIX B JOKYMEHT, Vy
BCeX [JIpyrMX II0OJib30BaTesiel, OTKPBIBUIMX  3TOT
JOKYMEeHT

[TonnepxuBaeMble Windows/Linux | [Tonnep>xuBaemble ropsiuvie KJIaBUIIK:

KJIdBUATYPHBIE COYeTaHWA

HOME — nepexop k iepBoy siuelike B CTPOKe;

END — nepexop k nocuefHen siyeiike B CTPOKeE;

SHIFT + DELETE — onius «BbIpe3aTby;

SHIFT + INSERT - BcTaBka;

SHIFT + neBas kjaBuIlla MBI — BBIOOpP IUaria3oHa
siUeeK;

SHIFT + HOME - BeifiesieHHe Bcex siueek OT yKa3aTeJis
110 Hayajia CTPOKH;

SHIFT + END — BeizienieHue Bcex siueek OT ykazareJis 10
KOHIIA CTPOKU;

CTRL + crpenika BileBO — IepexoJ] K IpeIblayIiemMy
CJIOBY;

CTRL + crpenka BmpaBo — Ilepexof K CllefyolemMy
CJIOBY;

CTRL + crpenika BBepx — IepexoJ] K MpeIblIyliemMy
abzary;

CTRL + crpenka BHU3 — Ilepexoll K CllefyolleMy
abzary;

ALT + B — gobaBiyieHrie HOBO¥ CTPOKM CHU3Y TabJIUIIb;
F2 — nepexon k pexxuMy pelakTUPOBaHUS COJIEP>KUMOT0
STYeHKH;

CTRL + E — BbIpaBHUBaHHUE 110 IIEHTPY;

CTRL + Y — Bo3Bpart (1IOBTOP) JIeHCTBUS;

CTRL + SHIFT + C — xonupoBanue popMaTHpPOBaHUS;
CTRL + SHIFT + V — dopmarupoBaHre BbleJIEHHOTO
TeKCTa 1o 00pasIry;

SHIFT + TAB — ymeHblienue orcryna ab3ana;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MH», 2013-2019 18




Hoeble

O6nayHble

TexHonorm

PenakTop Tabmiig

ITnardopma

®yHKIMOHANBHBIE 0COOEHHOCTH

TAB B siueiike — repexo/i K cieIyIolien sueiike;

SHIFT + [TPOBEJI — BbIIeUTh BCIO CTPOKY;

CTRL + ITPOBEJI — BeIeNUTE BeCh CTOJIOOIT;

CTRL + 3HAK MUHYC — ynanuTe BeIOpaHHYIO CTPOKY
WU cTobers;

CTRL + F - aBrOMaTH4ecKy 1epeBOAUT yKa3aTeslb BBOJIA
B niosie lovcka. Eciu B osie y>xe 6b110 cofepkuMoe, O0HO
OyzneT BbljIeJIeHO

Pabora c

TrOTOBHIM (aityioM

CraTycTrKa IOKyMeHTa Windows/Linux

[Tonnep>xruBaemMbie BO3BMOXXHOCTH:

oToOpakeHHe OBICTPBIX WTOTOB B CTPOKE COCTOSIHUS:
CyMMa, MHWHHMAaJIbHOE 3HaueHWe, CpejlHee 3HaveHue,
MaKCUMajibHOe 3HaYeHHWe U KOJIMUYeCTBO HeMyCThIX
STYEEK;

oToOpakeHHe MacITaba JOKyMeHTa

[TeyaTh nOKyMeHTa Windows/Linux

[TonnepxuBaemMbie BO3MOXKHOCTH:

OTIIPaBKa Ha I1eYaTh;

TIpe/IBapUTEIbHBIN MIPOCMOTP TOKyMeHTa
C BO3MOXKHOCTbIO OTOOpakeHHs] PEeKBHU3WTOB CTPAHMIIHI,
Pa3pHIBOB, Maciiraba, BEpPXHUX 5 HIDKHUX
KOJIOHTUTYJIOB;

HAaCTpPOMKA IPOCMOTpPA JOKyMeHTa: II0 IIUpHHEe, TII0
pasMepy CTpaHUIIBI, TI0 OJHOH CTpaHWIle, TIO JIBe
CTPaHHUIIbI, BCEe CTPAHUIIBI;

BLIOOp MacinTaba U OpUEHTAIIUU CTPAHUITBL;

HaBUTAIMS MeXy CTPAaHUIIAMHU;

BLIOOp /IMara30Ha CTPAHMIL TIeYaTH U YUCIIa KOTIHIA;
revaTh TEKYIIero JIMCTa WX BbIJIeJIeHHON 00J1acTH;
BLIOOp pa3Mepa Oymaru Jijist mevyary;

BBIOOP MacIITabMpPOBaHUS JOKYMEHTa TpU IMeYaTu: I10
pa3Mepy CTPaHUIIBI, 110 MIUPUHE CTPAHUIIBI U 110 BBICOTE
CTpPaHUIIbI;

ObICTpast evaTh;

BBIOOp YCTPOMCTBA TeYaTH;

MevyaTh YeTHbIX/HeUeTHBIX CTPaHUII;

JIBYCTOPOHHSIS [1eYaTh;

HACTpoMKa MacmtabupoBaHus (M0 pa3mMepy CTpPaHUIIHL,
T10 IUPUHE U T.11.);

pa3bureHue 110 KOIUSIM;

MacCIITabMPOBAaHKe CTPAHUITHI ITPH ITeYaTH JJOKYMeHTa

OOmeH TOKyMeHTaMH1 Windows/Linux

OTHpaBKa JAOKYMEHTd BJIOKEeHHeM II0 11o4Te C ITIOMOIIbIO
IIOYTOBOTI'O KJIMeHTd, YCTAHOBJIEHHOI'O 110 YMOJ/IYaHUIO

CpencTBo IPOCMOTPpa IIpe3eHTal i

ITnardpopma @yHKIMOHABLHBIE 0COOEHHOCTH
O6mee
YcranoBka Windows/Linux | [TommepskuBaeMble BO3MOXXHOCTH:
¥ 0OHOBJIeHHE MaCcCOBasl yCTAaHOBKA Y OOHOBJIEHUE;
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aBTOMATHUYeCKasl yCTaHOBKA 0OHOBJIEHHH B GOHOBOM pexxume
S3bikoBas mojnepxkka | Windows/Linux | Jlokanuzanmuu Ha  pycCKOM, —aQHIVIMMCKOM, TaTapCKOM
Y DAIIKUPCKOM $SI3bIKAX

®opmartsl fokyMeHToB | Windows/Linux | [Tpocmotp npesenranuii B popmarax PPT, PPTX, ODP
[Nogkirouenue Windows/Linux | [TommepskuBaeMbie BO3MOXHOCTH:

BHEIITHUX yCTPOUCTB WCIIOJIb30BaHMe  BHEIIHero IMyJibTa  yIpaBJIeHus IS
[IepeKJIt0YeHus CIIaiJoB B pexxyuMe IPOCMOTpa Mpe3eHTallul;
HOJIKJIIOUeHHe JIa3epHON YKa3KU

Pa6ora ¢ roToBeIM daiinomM

Pabora Windows/Linux | [lonnepxvBaeMble BO3MOXHOCTH:

C TIpe3eHTaIusIMU MIPOCMOTP Tpe3eHTallly;

HaBUTaIM 110 CJIakaMm;

co3/1aHue Konuu $aiioB

[TeyaTh TOKyMeHTa Windows/Linux | OTmpaBka Ha reyaTb

PepakTop nipe3enTamuii

PyHKIHA IInatdpopma P yHKIHMOHAIBHBIE 0COOEHHOCTH
O6mee

PopMartbl IOKYMEHTOB Windows/Linux | ITopnepsxrBaembie BO3MOXKHOCTHU:
OTKpbITHE | coXpaHeHue ainoB B ¢dpopmarax PPT,
PPTX, PPS, PPSX, POT, POTX, POTM, ODT, ODP,
STI, SXD, FODP, XML, KEY, PDF;
akcnopt B PDF
PexxumMbl mpocMoTpa Windows/Linux | Pexxumbl  mpocMoTpa:  peXMM  PHUCOBaHHS, PEXUM
IIpUMeYaHui, pexxum CTPYKTYPHI, pexxuM
Te31COB, COPTUPOBIIMK CJIAMJI0B, PEXKUM JIeMOHCTPaIUU
[Tonkmouenne  BHemHux | Windows/Linux | IlognepskuBaemble BOBMOXXHOCTH:
YCTPOWCTB oTtoOpakeHHe Ipe3eHTAIl[MM Ha HECKOJIbKUX MOHHTOpaX
OJIHOBPEMEeHHO;
KOHTPOJIb pe)XXHMa BBICTYIUIeHHUs] 10 TalMepy
[logroToBka JOKyMeHTa
Pabora ¢ mabnonammu Windows/Linux | [Tonnep>xuBaemMble BO3MOXHOCTH:
CO3/1aHKe IIpe3eHTallui 13 11abJIoHa;
CO3[laHWe IIpe3eHTAllMi K3 MIA0JIOHOB, B TOM YHUCIIe
CO3/JaHHBIX B CTOPOHHeM OQHUCHOM IIPOIrPaMMHOM
obeclieyeHUH
Pabora c noxymenTom Windows/Linux | [lonnep>xvBaeMble BO3MOXHOCTH:
CO3[1aHKe TIpe3eHTaluu;
OTKPBITHE CYyIleCTBYIOIIel ITpe3eHTalluy;
aBTOMaTU4YecKoe COXpaHeHHe IIpe3eHTallll;
3aluTa JOKyMeHTa C UCII0JIb30BaHUEM I1apoJls;
3aIlyCK JeMOHCTpaluu CJIaWIOB C IEepBOro Cjaujia WiIn

C TeKyIero
[Topnepxka cTusiei Windows/Linux | IlognepsxuBaembie BO3MOKHOCTH:
JIOKyMeHTa IIpUMeHeHue CTUJIeH;

paboTa ¢ MacTep-cilaijilaMu ¥ CTUIISIMU
HacTpoliku cTpaHuIisl Windows/Linux | ITopnepskriBaemMble BO3MOXKHOCTH:
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HACTPOMKa ITapaMeTPOB CTPAHUITHI;

BCTaBKa U HACTPOKa II0JIeH;

MOJIePXKKa pa3MYHbIX GOPMATOB CIIAM/IOB;

HM3MeHeHre OpPUeHTAalluU CIakIoB: allbOOMHasl, KHU)KHAS;
aBTOMaTUYeCcKasd HaCTpPOMKAa 3JIEeMEeHTOB CJlaljia IMOocje
rn3MeHeHus popmara

Hymepanus crpanun Windows/Linux | BcraBka HOMepa CTpaHUIIbI B KOJIOHTHUTYJIbI
C BO3MOXHOCTBIO  yKa3aHHSI  TIOJIOKEHHsI  HoMepa
Y TOPU30HTAJILHOTO  BBHIPDABHUBAHHWSI  OTHOCUTEJIbHO
I[eHTPA CTPAHHUIIbI

Pabota co cnaiimamu Windows/Linux | ITognepskuBaemMble BO3MOKHOCTH:
BCTaBKa U y/iaJieHue CJlakja;
H3MeHeHMe Ju3aiiHa ciaanaa;
CO3/laHHMe U peJlaKTUpOBaHWe 00pa3roB  (MakeToB)
CJIafiIOB, B TOM 4YHKCJIe C BO3MOXHOCTBIO 3aaHUs
¢$hoHOBOTO M300pakeHUs IS BCeX MaKeTOB CJIAH/IOB;
MO/IJIepKKa CKPBITHIX CJIAHOB;
reperMeHOBaHue CJIaljIoB;
nybivpoBaHue Cllaiia;
H“3MeHeHHe IIOCTIeJ0BATeILHOCTH (o 1701 (0):]
B [pe3eHTaIluH;
repeMeIreHre CJIakIoB Ha HOBOe MeCTO B IIpe3eHTallNH;
CO3/1aHHe aHUMHUPOBAHHBIX TIepeX00B MeX/y CJIahjaMu
C 3a/1aHueM 3BYKOBBIX apPexToB repexoja,
JUTUTeJIbHOCTH Tlepexofia U COOBITHUS, IO KOTOPOMY
HACTymnaeT 1epexop;
rn3MeHeHre 3ddeKxTa CMeHbI Claia sl CIeAyIoero
BBIOPAHHOTO CJIai/Ia WJIK KaXKIOro CJlaijia B TPyTIIe;
CMeHa CJIaKZIOB B YIIpaBJIsieMOM I10JIb30BaTeJIeM pexxume
mb0 aBTOMATHYECKU dYepe3 3ajlaBaeMble BpeMeHHbIe
MIPOMEXYTKH;
HaBUTAIMS MEeXy ClaiiaMu;
HacTpavBaeMas JJeMOHCTPAIIMs CIaiIoB

Pabota c kosIoHTHTY/1IaMU Windows/Linux | IlognepsxuBaembie BO3MOKHOCTH:
BCTaBKa U peJlakTUPOBaHUe KOJIOHTUTYJIOB;
co3fiaHue 0co0OT0 KOJIOHTUTYJIA JiJisl IepBOM CTPaHUITbI
JIOKYMeHTa

Hacrpotika Windows/Linux | IlognepskxuBaembie BO3MOKHOCTH:

MeXTyCTPOYHOTO 3aJjlaHe  OJIMHAPHOIrO,  IOJYTOPHOTO,  JABOWHOTO

HMHTepBajia MEeXIyCTPOYHOTO  WHTepBajla, TOYHOTO  3HAYeHUs
MeXTyCTPOYHOTO UHTEepBaa;
3HaueHHe MeXyCTPOYHOTO MHTEepBajia TI0 MHOXMUTEJTIO
¥ MEeX]TyCTPOYHOTO UHTepBaJia TUIla MUHUMYM;
3aJlaHye OTCTYTIa IIepBOM CTPOKH;
3aJlaHNe WHTepBaJia Tepe] U rnocyie GpparMeHToOB TeKCTa,
TaObMI, OOBEKTOB TIOCPEACTBOM YKa3aHUs 3HAaYeHUS
WHTEepBaJia

[pudTH Windows/Linux | IlognepskrBaembie BO3MOKHOCTH:
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v3MeHeHHWe 1IpudTa NyTeM BbIOOpa W3  CIMCKA
YCTaHOBJIEHHBIX HIPUPTOB;

M3MeHeHVe HauepTaHUs IPUQTa: 0Ty KUPHBIN, KyPCUB,
IIOYePKHYTHIN, 3a4epPKHYTHIH;

M3MeHeHVe pa3Mepa U IBeTa MIpUQPTa;

BHIOOpD THIIA JIMHWM IDOJ4YepKUBaHUs K3 Habopa
IpeJlolpeie/IeHHbIX  C BO3MOXXHOCTBIO 3aJlaHUs 11BeTa
[IO/YepKUBAHUS;

3aJlaHe  MeXX3HAaKOBOI'O  MHTepBaja:  OOBIYHBIH,
pa3peXXeHHbIN, VINIOTHEHHBIN

[Topnep>xuBaembie Windows/Linux | IlognepskrBaemMbie BO3MOKHOCTH:

CUMBOJTBI MO/IJIeP>KKa CIIeI[UaIbHBIX CUMBOJIOB;
BCTaBKa Hepa3pbIBHOTO Tipobesia, [JIMHHOTO THPE,
HepaspbIBHOTO Jeduca, NapHbIX KaBblueK, CUMBOJIOB
BAJIIOT,  MareMaTHYeCKUX  CHUMBOJIOB,  CHUMBOJIOB
rpedeckoro andaBUTa;
aBTOMAaTH4ecKasi 3aMeHa IPSMbIX KaBblueK Ha IapHbIe

dopMaTrpoBaHue Windows/Linux | ITopnepsxrBaembie BO3MOXKHOCTHU:

COJIEP>KHUMOTO HaJIM4uKe CelaabHOM BCTABKY;
M3MeHeHre I[BeTa 3a/IMBKU IyTeM BbiOOpa M3 Habopa
CTaH[IAPTHBIX I[BETOB WJIX IIOCPeJICTBOM BbIOOpA 11BeTa U3
CIIeKTpa;
KOMMPOBAaHHWE TeKCTa, OOBEeKTOB M3  CTOPOHHUX
MPOTPaMMHBIX ~ MPOAYKTOB U MEXAY  Pa3IMIHBIMU
MIPOJYKTaMH, BXOJSIIIMMU B OPUCHBIM MaKeT, ¥ BCTaBKa
B peJaKTOp Ipe3eHTaluu;
TOPU30HTAJIbHOE BLIPABHUBAHWE TEKCTa: [0 JIEBOMY
Kparlo, 110 [IpaBOMY Kpalo, 110 [IeHTpy, [0 IUPHHE;
CO3/1aHMe TPAHUI] BBIIEJIEHHOTO TeKCTa WiId ab3ara
C HACTPOWKOW TOJIIIVHBI, [IBETa, TUIA JIMHUY TPAHUIIHI;
HACTPOMKa mapaMeTpoB ab3aria;
IIO/IJIepKKa rajieper TeKCTOBbIX 3P deKTOB

@®opmMar 1o obpasiy Windows/Linux | [lonnep>xrBaeMble BO3MOXHOCTH:
¢dopmartrpoBaHue 110 06pasiy;
IIpUMeHeHte 3arojIOBKOB 10 06pasny

Pabora co cnuckamu Windows/Linux | IlopnepsxuBaembie BO3MOKHOCTH:

co3laHMe  MapKUpPOBAaHHOIO  CIMCKA ¢ HabopoM
IpeJoTipe/ieIeHHBIX MapKepoB;

CO3[JaHMe MapKUPOBAaHHOTO CIIMCKA C OTpeJiesieHHeM
COOCTBEHHOT'0 MapKepa ITyTeM 3arpy3Ky PUCYHKa;
co3/laHie HyMepOBaHHOI'O CIIHUCKA;

onpenieieHe  ¢opMaTa MapKepa B HyMepOBAaHHOM
CIIHICKe;

Co3/laHle MHOTOYPOBHEBOTO CITMCKA C BO3MOXXHOCTBIO
W3MEeHEeHHUsl YPOBHSI TEKCTa;

orpefieJieHe  HOBOTO  MHOTOYPOBHEBOTO  CITMCKA
C BOBMOXKHOCTBIO ~ OTIpeJle]ieHusl  YeThipex U Oojiee
YPOBHe# € COOCTBeHHBIMH  ¢opMaraMu  MapKepoB

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MH», 2013-2019 22




Hoeble

O6nayHble

TexHonorum

PenmakTop mpe3enTamuii

ITnatdpopma

P yHKIIMOHAIBHEIE 0COOEHHOCTH

KaQX/I0T0 YPOBHSl U 3aZlaHHeM OTCTyIla TeKCTa [
KaXIOr'0 YPOBHS

Pabora co ccbuikamu | Windows/Linux | [Togmep:kuBaeMbie BO3MOXXHOCTH:
Y TUIIePCChIIKaMU BCTaBKa U peJlakTUPOBaHKe T'UIePCChIIOK;
BCTaBKa I'MIIePCChIIOK C YKa3aHKeM ajipeca MIepCChUIKU
Y 3aMellaloIlero TeKCTa;
aBTOMaTU4yeckoe IIpeoOpa3oBaHMe ajipeca B CeTU
HHTepHeT 1 afjpeca 371eKTPOHHOM MTOYTHI B TUIIEPCCHUIKY
COOTBETCTBYIOIIETO BUJIA;
TUIIePCChUIKY Ha CJIAlJIbl M 3JIeMeHThl Ipe3eHTaluu
Pabora c n3obpakeHusmu Windows/Linux | IlognepskuiBaembie BO3MOKHOCTH:
BCTaBKa, YyJajleHWe,  IlepeMellleHWe,  H3MeHeHUe
n3obpakenuut B popmarax JPEG, JPG, BMP, PNG, GIF,
TIF, TIFF, EPS;
obTekaHHMe TEKCTOM B TeKCTe, 10 KOHTYpPy (BOKpPYyT
pPaMKH), CBepXy U CHHU3Y, 32 TEKCTOM, Iepefi TeKCTOM;
odopmiieHre N300paXkeHN! C IIOMOIIbIO TeHH;
co3laHue TpaHull (pPaMOK) PpHCYHKA C HaCTPOMKOH
TOJIIIMHBI, [IBeTa, THIIA JIMHUY I'PaHUIIb;
HaCTpOWKAa  pe3KOCTH,  SPKOCTH,  KOHTPACTHOCTH,
IIPO3PauyHOCTH PUCYHKQ;
obpe3ka pUCYHKa;
IlepeKpallMBaHie PUCYHKA B 3aJJaHHBIM 1IBET
Pa6ora c o6bekTamMu Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:

BCTaBKa 0OBEKTOB C MOJIJIeP>KKOM TexHooruu Drag-and-
drop;

BCTaBKa B CJAWAbl ayJAWO- ¥ BUAeOQaMIoB IS
BOCITPOU3BeJIeHUs TIPY JeMOHCTPAIlUU Npe3eHTallly;
BCTaBKa 0ObEKTOB U GUTYP;

co3naHue 06beKToB TUMa « Hagmucey;

co3faHue rpaHul] (pPaMOK) HaAIMCeH C HaCTPOWKOM
TOJIIIIAHBI, IIBETA, TUIIA JINHUW FPAHUIIBI;

3aJlaHHe NMPO3PAaYHOCTH 3aJIMBKY (POHA HA/TIUCH;
BbIpaBHMBaHWE TeKCTa B HAAIIMCU II0 BepPTUKAIMU: I10
BepxHeMy Kpalo, 110 HIDKHEeMY Kpato, 110 CepeJIhHe;
BbIpaBHMBaHWe I10 TOPU30HTAJIA: CIIpaBa, CjeBa, IIO0
LIeHTPY;

TPYIIUAPOBKA (Pa3rpynIMpoBKa) HAJIUCed C APYTUMH
HAJIIUCAMHU, PUTYPAMU U JIMHUSMU;

V3MeHeHVe I0JIOXKeHUs! HAAIIMCU OTHOCUTEJIBHO JIPYTUX
3JIEMEeHTOB;

M3MeHeHVe HallpaBJIeHUs TeKCTa;

aBTOMAaTHUYeCKU og00p pa3Mepa HaIlUCH;

BCTaBKa PACTPOBBIX JIMHUMA C BO3MOXHOCTBIO 3a/laHUS
CTPeJIOK B KayeCTBe Havyasla U OKOHYaHUS;

BCTaBKa paCTPOBbIX (QUIYp, PacTPOBbIX (UIYPHBIX
CTPEJIOK, PaCTPOBBIX BBIHOCOK;

V3MeHeHre I0JI0KeHUsT UIYp Y JIMHUK OTHOCHUTEJILHO
JIPYTUX 3JIEMEHTOB;
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IPyNNMpPOBKa (Pa3rpyminrupoBka) GUTyp U JIMHUN;
CO3/1aHKe IpaHul] (paMoK) GUTYp U JIMHUI C HACTPOMKOMN
TOJIIIMHBI, [IBeTa, TUIIA JIMHUY I'PaHUIIb;
3aJjlaHue NPO3PavyHOCTH 3aJIMBKU PoHA PUTYpBI

Pabora C TabnumaMu
B TeKCTe

Windows/Linux

[Topnep:xviBaeMble BO3MOXKHOCTH:

nobaBiieHue, yJaieHue U peJakTUpOBaHKe TaOJIuI;
BCTaBKa, y/laJieHre CTPOK U CTOJIOIOB B TabuIle;
peryivpoBaHyde HIMPUHBI, BBICOTHI U IIPOMEXYTKOB
MEeXy sTueKaMu TabJIHIIbI;

aBTOMAaTUYeCKHUM M0JI00P BBICOTHI siUeeKk B 3aBUCUMOCTHU
OT COJIEP)KUMOTO;

CO3/1aHMe TI'paHull (PaMOK) CTPOK, silueeK C HaCTPOMKOH
TOJIIIVHBI, IIBeTa, THUIIA JINHUY TPAHUIIbI;

BO3MOXXHOCTb CO3/IaHHSI OTHENbHO IIPaBbIX, JIEBBIX,
BEPXHUX, HIDKHUX, BHEIITHHX, BHYTpPEHHUX,
TOPU30HTAJIbHBIX, BEPTUKAJIbHBIX T'PAHUI] TabJIHIIbI;
M3MeHeHHe I[BeTa sYeeK;

o0beTuHeHre BhIIIeJIEHHbIX S9eeK TabJIuIIb;

pazfenieHre s9eek TaOIUIBI C YKAa3aHHEeM KOJIMYecTBa
CTOJIOIIOB U CTPOK;

BepTHKAJIbHOE BBIPDABHMBAHMWE TeKCTA B s4efike: IO
BepXHEMY Kpalo, 110 HIXKHEMY Kparo, [0 CepefivHe;
TOPH30HTAIbHOE BBHIPAaBHMBAHME TEKCTA B sUeHKe: IO
[IPaBOMY Kparo, T0 I[eHTPY, IO JIEBOMY Kpalo;
M3MeHeHHe 3aIMBKU $OHa TabJIUIIbL;

3a7laHMe TIPO3PAaYHOCTH 3aJIMBKHU POHA TAOJIUITHI

Pabora ¢ quarpammamu

Windows/Linux

BcraBka  [IByxMepHBIX U TpeXMepHbIX  TIpadUKOB
Y IMarpamu;

W3MeHeHre [IaHHbIX (MCTOYHMKA [IaHHBIX) TI'padUKOB
Y IMarpamu;

HM3MeHeHue I[BeTa psifia IaHHbIX;

oToOpakeHWe  JieTeH/Ibl ~ JMarpaMMbl  C 3a/laHUEM
TIOJIOXKEHUS JIeTeH Ibl OTHOCUTEIbHO JTMarpaMMBl,
3JIEMEeHTOB JIMarpaMMbl C HACTPOWKOW TOJIIIIUHBI, 11BETa,
TWIIA JIMTHWUY IPaHUIIbI;

3aJIMBKa I[BeTOM 3JIeMeHTOB JIMarpaMMBbl;

n3MeHeHWe  (GOpPMATUPOBAaHUS  TeKCTa B 0b6JacTu
JMarpaMMBl;

nobaBiieHre Ha3BaHUSI IMarpaMMBbl;

nepeMellieHue  JiereH/bl,  0O0JIaCTU  IIOCTPOEHHH,
HavMeHOBaHMUSl JUarpaMMbl B Ipefleflax  00JIacTH
MarpaMMBl;

nobaBileHre TOJIMCeN JaHHBIX C 3a/IaHUeM IOJIOXKeHUs
IIO/TINCH IAaHHBIX;

oTobpakeHHe (ckpbITHE) TOPU30HTAIbHOMN
U BEePTUKAJILHOU OCH;

oToOpakeHHe (CKpBITHE) MOJIUCeN K TOPU30HTAIbHOMU
U BePTUKAJILHOU OCH,;
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3aJlaHve BepxXHel W HW)XKHeW TCpaHuIlbl OCH, LeHbl
TieJIeHWsl OCU Y e[IUHUIL U3MepeHUS;

oToOpaskeHHe (CKPBITHE) CEeTKH JUarPaMMBbl;
no6aBiieHre JIMHUY TPeH/1a

[Topnep>xka aHUMaITAA

Windows/Linux

[Tonnep>xrBaeMble BO3BMOXHOCTH:

BCTaBKa M HAaCcTpoika 3¢deKToB aHUMAIIWH;

CO3[laHMe AHUMHUPOBAHHBIX 3)@PEKTOB [IJi 3JIeMEeHTOB
CJIalI0B C 3a7laHveM obacry, JUTUTEIbHOCTH
Y M3MeHeHUs opsifika aHUMallUY 3JIeMeHTOB

Pabora c JOKyMeHTOM

ITouck u 3ameHa

Windows/Linux

[Tomep:kuBaeMbie BO3MOXKHOCTH:

MIOMCK W 3aMeHa 110 COJIePXKUMOMY JIOKYMEHTa;

MIOMCK ¥ 3aMeHa 33JTaHHOT0 TeKCTa 110 TeKCTy JJOKYMEHTa;
BO3MOXXHOCTb TIOMCKa U 3aMeHbl TeKCTa C y4eToM
PEerucTpa;

BO3MOXKHOCTDb TIOMCKA W 3aMeHbI 3aIaHHOI'0 TeKCTa, KakK
B KauecTBe 4aCTH CJIOBA, TAK U CJIOBA IIEJIMKOM

ITpoBepka
opdorpaduun/myHKTyaIuu

Windows/Linux

[TpoBepka opdorpaduu U MyHKTyauu

[TpaBku

Windows/Linux

ITomraroBast oTMeHa BHECEHHBIX M3MeHeHUN

Pexxum nmpumeuanuii

Windows/Linux

[Tonnep>xrBaeMble BO3MOXKHOCTH:

CO3aHHe TIPUMeYaHU K CilaiiaMm;

BO3MOXXHOCTb BBOJIa KOMMeEHTapueB (IIpUMevaHusl) K
CIaupy;

HaJlnuve WHCTPYMeHTa Ui CO3[aHUSl PYKOIIMCHBIX
KOMMEHTAapUueB B pexxuMe [eMOHCTpalliu  CIIAaifoB,
C HACTPOMKOM  TOJIMHBI JIMHUM ¥ BO3MOXXHOCTBIO
yIlajieHusl BCeX BHeCEeHHBIX U3MEeHeHUN

[Tonnep:xuBaeMblie
KJIaBUATypHbIe COUeTaHusl

Windows/Linux

Hozmepmca BCeX KJIaBUAaTYPHBIX COYeTaHU

Pabora c

rOTOBBIM (aiiyioM

Crarucruka AOKYMEHTda

Windows/Linux

Hannume CTpOKM COCTOSIHMS, B KOTOPOM OTpaXkaroTCSl:
MHpOpMAILlMOHHOe  II0Jle, HOMep  Claija, CTWIb
CTpaHUIIb], IPOLIEHT MacIITabUpOBaHUS

[TeuaTh OKyMeHTa

Windows/Linux

[TonnepxrBaeMble BO3MOXKHOCTH:

revyaThb CJIai/IoB;

BLIBOJI HA II€YaTh HEOrPAaHMYEHHOTO 4YHCIA KOIHMA
TIOKYMEHTa;

MeYaTh BCEX CTPAHMII JIOKYMEHTa, Jhalla30Ha CTPaHUII,
BbIJIeJIEHHOTO ¢parMeHTa, HECKOJbKHAX CTPaHHUI[ Ha
OJTHOM JIHCTe;

IIBYCTOPOHHSIS [1e9aTh;

revyaTh B BUJle OPOITIOPEI
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IToura

YcraHoBka ¥ 0OHOBJIeHHE

Windows/Linux

[Tonnep>xruBaemMbie BO3BMOXXHOCTH:

aBTOMaTHYeCKas HAaCTPOWKA TIOAKIIIOYEHHs TIOYTOBOTO
KJIMEHTAa;

0OHOBJIEHHE TTPUJIOXKEHHs Yepe3 cepBep 0OHOBIEHUH

S3bikoBasg [nogaep>xKd

Windows/Linux

Jlokanusanusi Ha pyCCKUM S3bIK

ABTOpHu3anus

Windows/Linux

ABTopu3aIus C oMolpio yuetHow 3anvcu MonOduc

YuetHble 3anucu

Windows/Linux

[Tonnep>xruBaemMble BO3BMOXXHOCTH:

HACTPONKY OCHOBHOTO U JIOMIOJTHUTEJIHHBIX 3JIEKTPOHHBIX
a/IpecoB JIJIsl IOYTOBBIX SIITUKOB;

MOJIK/TF0YeHYe BHEITHUX YYeTHBIX 3aliCel MoIb30BaTelIs
no nporokoity IMAP u onHoBpemeHHass pabora B
HECKOJIbKUX MTOYTOBBIX SIIUKAX;

MOJIK/IIOUeHre y4yeTHbIX 3amucedt Mail.ru, Yandex,
Outlook.com, iCloud npu nomomy py4HON HACTPOWKH
1apaMeTpoB MOAKIIOYeHHUS;

M3MeHeHre HaCTPOWKY YYeTHOH 3allvCH;

COXpaHeHHe HaCTpoeK MPOouIIs MOIb30BaTeIs
(moAnuCh, METKX) U MIOYTOBLIX GUIIBTPOB IIPU BHIXO/IE
M3 CUCTeMbl ¥ X aBTOMaTU4YeCcKas 3arpy3ka npu
CJIeJIyIolel aBTOpH3alluK;

MO/IJIeP>KKa MTOYTOBBIX aJIpECOB, COJIEPIKAIINX
KUPHJUTAYECKHEe CUMBOJIBI

[IpaBa gocryna

Windows/Linux

HEHEFI/IpOBaHI/Ie IIOYTOBOTI'O AIIMKA W ero IIdIIOK

Pabora co cririckamu nmucem

Windows/Linux

[TopnepkuBaeMbie BO3MOXKHOCTH:

MIPOCMOTP CIIMCKA ITHUCeM;

oTobpaxkeHne uHpopMalid 00 OTIpaBUTEsIe, TEMBI,
IaThl U (JIaroB MUCbMa;

IIOMETKHU TPYIIIIbI AJIEKTPOHHBIX coo0IIeHui
KaTeropusiMi C TIOMeTKOW IBeTOBbIMU MapKepaMH, C
BO3MOKHOCTBIO orpeJielieHust KaTeropuit
M10JIb30BaTeJIeM;

MOMETKU TPYIIbl  3JeKTPOHHBIX COOOIEeHUNH  Kak
«Ba)XHOE» U «HE BAXKHOE», «IPOYUTAHHOE» U
«HEMPOYUTaHHOEeY;

repeMeleHre 3JIeKTPOHHBIX COOOIIeHWA U Tpynn
QJIEKTPOHHBIX CO00IeHUHA Mexay mankamu: Cram,
KopsuHa v npou3BosbHas Nanka;

BHIOOp HECKOJIbKMX IIMCEeM U BBIIIOJITHEHHE C HUMH
IeCTBUN OHOBPEMEHHO;

HACTPOWKa, BKJIIOUEHHE u BBLIKJTIOUEHHEe
ABTOMAaTHYeCKOI'0 OTBeTA Ha BCe BXOJISIIKe ITMChbMa;
aBTOMAaTUYeCKOe  apXWBUPOBAaHWE  COOOIEHUH  TI0
HCTeYeHUH ONpeJleJIeHHOT0 YCTAaHOBJIEHHOTO BpeMeHU

Pabora C IanKamu
u dannamu

Windows/Linux

[Tonnep>xruBaemMble BO3BMOXXHOCTH:
MIPOCMOTP Mamnok (KaTajora Io0JIb30BaTessl) B YYETHOMU
3aIMCH 3JIEKTPOHHOM I1OYTHI;
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Co3[laHWe,  TepeMMeHOBaHHe,  yAaJieHHe  I1aIlokK
Y TIO/IIAIIOK;
ITOMCK U 0TOBPakeHre CUCTeMHBIX Aok

Pabora ¢ nuceMmamu

Windows/Linux

[TonnepxruBaeMble BO3BMOXXHOCTH:

MIPOCMOTP MOJTy4YeHHBIX WA OTTIPABJIEHHBIX
3JIEKTPOHHBIX COOOIIIeHUI;

[oJIy4eHrHe W OTKpbITHe (3arpy3ka) IOJIy4eHHOTO WU
OTTIPABJIEHHOT'O 3JIEKTPOHHOT'O COODIIIeHHUS;

CO37laHWe U OTTPaBKAa TEKCTOBOI'O TMHChbMa C TEMOM
U TEeKCTOM;

nobasjieHre BIIOXKeHHUH (ailyIoB) K 3JIEKTPOHHOMY
COOOIIeHUIO;

ynaneHue BioXkeHU (¢daisoB), paHee NoOaBIeHHBIX B
3JIeKTPOHHOE COOOITeHHE;

BCTaBKa KapTUHOK B TeJIO MMChMa (He KaK BIIOXKEHUE);
COXpaHeHHe pefaKTHUPyeMoro IIMCbMa B KauecTBe
YEePHOBHKA;

BBOJl aJpecoB 3JIEKTPOHHOM TOYTHI IOJydYaTesen
(BKirOUass KOINHUIO U CKPBITYIO KOIIMIO) IMHCbMA C
otpaxkxenrneM ux ®HO;

BBIOOp a/ipecoB TojlydaTejied (BKJIOYAss KOIMIO M
CKPBITYIO KOTMHIO) MUChbMa M3 IJ100aTbHOM WJIM JIMYHOMU
a/IpeCcHOM KHUTH TI0JIb30BaTeJIs;

OTTIPAaBKa MOYTOBLIX COOOIIEHUI C BJIOXKEHUSIMU B BUJIE
IOKYMEHTOB WJIM TIOYTOBBIX COOOITIeHUIH;

repechblika 3JIEKTPOHHOTO COOOIIEeHUs! C ITUTUPOBAaHUEM
HCXOIHOTO 3JIeKTPOHHOTO COODIIIEeHHS U BIOXKEHUSIMH;
Cco3flaHMe OTBeTa OTIPABUTEII0 UM BCEM JIPYTUM
MIOJTy4aTessiM 3JIEKTPOHHOTO COOOIIIeHUs C
IIUTUPOBAHKEM HCXOJIHOTO MHUChMa;

OTIIpaBKa COOOITIeHUS rpymre MTOJTh30BaTeNIen
(pacchuikm);

OTTIPaBKa COOOIEHUH OT JIPYToro MoJib30BaTels;
OTCpPOYeHHasi  OTIpaBKa COOOIIeHWsI WIM  BCEX
COOOITEeHUH C YKa3aHUeM JIaThl;

MpefioCTaB/IeHWe OTYEeTOB O CTaryce IuceM (JIoCTaBke
WJTM HEeJIOCTaBKe) OT IMOJIb30BaTeIe BHEIITHUX MTOYTOBBIX
CUCTeM IIpHY YCJIOBUH MOJIEP>KKHU JaHHOTO PYHKIIMOHAIA
CO CTOPOHBI BHEIITHEN CHUCTEMBI;

IIOMEeTKAa  OTHelbHBbIX  3JIEKTPOHHBIX  COOOIIeHUH
KaTeropusiMd C TIOMETKOM IIBeTOBbIMU MapKepaMH, C
BO3MO>KHOCTBIO omnpeJielieHus! KaTeropui
M0JTh30BaTEJIEM;

IIOMEeTKAa OTAeNbHbIX 3JIEKTPOHHBIX COOOIIEeHUH Kak
«BaXHOE» U «HE BaXHOE», «IPOYUTAHHOE» U
«HEIPOYUTaHHOeY;

HAaCTPOMKA OTOOpaKeHUsI MHUCeM TIOYTOBOTO SIIUKA B
BUJIle Oecef;

dopMUpoBaHHE TEKCTa aBTOOTBETA MOJIb30BATeNIEM;
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ITPOCMOTP IIEMIOYKH COODIIEeHHH;
repeMelreHre MUChbMa B BIOPAHHYIO TIATKY;
BCTaBKa B I10JIe KOMY/KOTIMSI CITMCKA email, pa3gesieHHbIx
3arsITOM WK Tpo0esioMm;
MacCcOBOe KOITMPOBAaHMeE U3 TIOJIsl KOMY/KOITHS;
nepeMeIreHre aJJpecaToB MeXKy MOJISIMU

dopmMarrpoBaHue
McbMa

TeKCTa

Windows/Linux

[Tonnep>xuBaemMble BO3MOXXHOCTH:

dopmaTtvpoBaHWe ~ TeKCTa  MpPH  CO3JAHUM U
PelakKTUPOBAHUU 3JIeKTPOHHOT'O COOOIIIeHHS;
BbIOOP popmara ab3ana;

BbIOOD mIpudTa, pa3Mepa U 1iBeta MmprUPTa;
BbIJIEJIEHHME  TeKCTa TIOJTY>KUPHBIM,
[O/TYePKUBAHUEM;

BBIDAaBHUMBAHKe TEeKCTa: TI0 JIEBOMY Kparo, TI0 IIeHTPY, 10
MIpaBOMY Kparo, 10 IIHUPHUHE;
nobaBiieHHe U yJjajleHHe OTCTYTIOB,;
nobaBiieHue U ynajeHue

¥ HyMepOBAHHBIX CITMCKOB

KYPCUBOM,

MapKHUPOBAHHBIX

[Tonnmeprkka COOBITUH

Y BCTpeY

Windows/Linux

[Topep:kuBaeMbie BO3MOXKHOCTH:

MIPOCMOTP JieTajiel COObITHSI WM BCTPEYH;

MoAJIepKKa ONITMM OTBETHTh Ha TMpUIJIAlIeHWe U3
MMCHMa;

TJTAHUPOBIIUK COOBITHHI

[Topnep>xka nogmnucu

Windows/Linux

Hactpoiika mosib3oBaTesieM aBTOMATUYECKOW TOJITHUCH
cooOIlleHrsT C KAapTHHKOW, 100aBiisseMOd B  TeJo
COOOIIIeHUSA

[TpaBusia Bxozsitieit mouThI

Windows/Linux

[Tonnep>xuBaemMble BOBMOXKHOCTH:

aBTOMaTH4eckass 06paboTKa BXOJSIIUX MTHCEeM COTJIaCHO
HACTPOEHHBIM MpaBWIaM II0JIb30BaTeJIs o
repeMelreHuIo, yAaJIeHUIO, repeHarpaBjIeHHIo,
repeajipecanvy MpUHITOrO MUChMa;

HACTPOMKA Y yHpaBjieHWe CepBepHbIMU MPAaBUIAMU

[TpoBepka
opdorpadun/myHKTyaIuu

Windows/Linux

[IpoBepka opdorpaduy HANMCAHHOTO MKUCbMa
PYCCKOT'0 Y aHIVIMHCKOTO S3bIKOB

IS

[Touck

Windows/Linux

[TopnepxrBaeMble BO3MOXKHOCTH:
TIOUCK TI0 KOPIIOPAaTUBHOU aJpeCHOU KHUTE;
TIOMCK 3JIEKTPOHHBIX COOOIIeHUH;
3aJlaHHe Pa3JIMYHbIX KpUTEpPUeB ISl IOKMCKA

IlevaTn HOKYMEHTa

Windows/Linux

[leyaTh 351eKTPOHHOTO COOOIIEHUS

KonTakTel

YcranoBka 1 0OHOBJIEHHUE

Windows/Linux

OO0HOBIIeHHe NTPUJIOXKEeHUsI Yepe3 cepBep 0OHOBJIEHUHN

[Tonnep:kka agpecHbIX KHUT

Windows/Linux

[TonnepxrBaeMble BO3MOXKHOCTH:
OTTIPaBKa COOOITIEHUI KOHTAaKTaM U3 aJIpeCHON KHUTH;
OTIIpaBKa COODIIIeHUI 110 CIIMCKY PacChlJIOK

Pabora
KOHTaKTOB

CO CITMCKOM

Windows/Linux

[TonniepxrBaeMble BO3MOXKHOCTH:
IIPOCMOTP CIIMCKA KOHTAKTOB KOPIIOPAaTUBHOM U JINYHOMN
aJIpeCHOU KHUIY;
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oToOpa’keHHe KapTOYKHA KOHTaKTa KOPIOPAaTUBHOW W
JINYHOU aZipeCHOU KHUTH;

CO3/laHMe U peJIaKTUPOBAHWe KapTOYKH KOHTAKTa JIMYHOU
aJlpeCHOM KHUTH

T TIICKOM indows/Linux Jep KuBaeMble BO3MOXXHOCTH:
Pabora co cruckoMm | Windows/Lin ITogme aemMble BO3MOYKHOC
PacchbUIOK co37laHue U peJlaKTUPOBAHUeE CIIMCKa PACCHUIOK;
nobaBiieHre KOHTAKTOB B CITUCOK PACCBHUIKH;
y/aJieHHe CIIMCKOB PACCHIIKU
UCK indows/Linux Jep KuBaeMble BO3MOXXHOCTH:
ITouc Windows/Lin ITogme aemMble BO3MOXKHOCTH:

TIOUCK 10 JIMYHOM aJIpeCHOM KHUTIE;

TOMCK I10 KOHTAKTaM U CIIMCKAaM PacChUIOK;

IIOMCK afipecaroB 1o crnucky KoHTakToB GAL Exchange
JUIs yueTHBIX 3anucedt Exchange

Kanenpapp

VY craHoBKa ¥ OOHOBJIEHHE Windows/Linux | O6GHOBIeHMe TPUIIOXKEeHHUs Yepe3 cepBep 0OHOBIeHUH
Hacrpotika kaneHngaps Windows/Linux | IlopnepsxrBaembie BO3MOXKHOCTHU:
[IPOCMOTP KajleHJjapeii: B [IHeBHOM, HeMIeJIbHOM U
MeCSYHOM BUJIE;
CO3/IaHKe U OTKJIIOUeHHe JIOTIOJTHUTeIbHBIX KajleHjapei;
CKpBITHE COOBITUM TOT'O UJIM MHOTO KaJjieHAaps;
HaBUTAIUs 110 BpeMeHU BHYTPH KaJleH/1apsi;
Mojijiep>kka MUHM-KajleHapst [l OBICTPBIX IepexojioB
IO JlaTaMm;
pelaKTHpPOBaHKe HACTPOEK MOJIKJIF0UeHHOI'0 KaJleH 1apsi
Pabora c kaneniapem Windows/Linux | [lonnepxrBaeMble BO3MOXXHOCTH:
pe/laKTHpOBaHUe KajieHapeu;
M3MeHeHHe Ha3BaHUs KaJleH1apsi;
BBIOOP I1BeTa KajieHJ1apsi ¥ COObITHH;
MOJIJIepP>KKa M300pakeHui (aBaTapoB) MOJIb30BaTelIel;
nojjiep>kka  KajeHjaped C  OOIMIMM  JOCTYIIOM,
MIpe/IOCTaBJIEHHBIM BCEeM I10JIb30BaTeNIsIM OpraHU3alUU
[Tonnmepxxka cobbrtii | Windows/Linux | [loanepxriBaeMble BO3MOXHOCTH:
Y BCTpe4 IIPOCMOTP COOBITUI B KaJIeHIAPSIX;

CO3/1aHHe, peJJaKTHPOBaHKe U yajleHre HOBBIX COOBITHI
Y BCTpey;

yKa3aHHe TeMbl COOBITUSI, MeCTa, BpeMeHU;

noanepxka pyukiuu «Ha Bech 1eHby;

nobaBiieHUe 3aMeTOK;

CO37JaHMe MOBTOPSIIOMIUXCS COOBITUM U HAaIOMUHAHUU O
COOBITHH, BCTpeYe;

NpUIJIallleHhe  YYaCTHUKOB HAa  COOBITME UM UX
yBeJlOMJIeHUe;

nobaBiieHre y4aCTHUKA B COOBITHE;

VM3MeHeHHe CTaTyCOB YYaCTHHKOB: 00s3aTesIbHbI U
Heo0s13aTeIbHbIN YYaCTHUK;

OTBeTHI Ha IIpUIJIallleHue;

npuKpervieHre $GanioB K COOBITHIO U UX yIaJIeHHUE;
HallOMMHAHWe O COOBITHH, KOTOpOe MOXHO OTJIOXKUTb,
IIPeKpPaTUTh, OTKIIFOYUTD;
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Hoeble

O6nayHble

TexHonorm

IToura

ITnardopma ®yHKIMOHATBHBIE 0COOEHHOCTH
WHCTPYMEHT IJTAHUPOBAHUS C OTOOpakeHWeM 3aHSITOCTH
y4aCTHHUKA COOpaHWs WM COBeIIaHHs TIpA BbIOOpE
I0JIb30BaTeJIsl, C 0OToOOpaXkeHneM KaJjleHJIapHOro rpaduka
3aHSITOCTH I10JIb30BATEJIS;

MepeHoC YW OTMeHa COBel[aHWA C  YBeJIOMJIEHHUEM
Y4aCTHUKOB;

OpoHUpPOBaHKe NePerOBOPHBIX KOMHAT U PeCYPCOB;
nobaBjieHHe BIIOXKeHUH K BCTpeye;

BHIOOD KajieH/Japsi, B KOTOpbIM Oyner mAoOaBieHO
coObITHE;

BO3MO)XHOCTb ~ 3alIOMHUTb  BBIOOpP  KaJleHAapsi 10
YMOJTYaHHIO, B KOTOPBIN OyjieT qobaBieHo CoObITHe Tpy
OTBeTe Ha Hero
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