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MonQOdpuc

Bce ynomsiHyTBIe B 3TOM JJOKyMeHTe Ha3BaHUSI MMPOJIYKTOB, JIOTOTUIIBI, TOPTOBble MAapKU U
TOBapHbIE 3HAKW IIPUHAJIeXAT WX BJajieIbIlaM.

ToBapHbIe 3HAKU «MoutOduc» u «MyOffice» MIPUHAIeXKaT
OO0 «HOBBIE OBJIAYHBIE TEXHOJIOT' W ».

Hu mpu kakux 06CTOSITETbCTBAX HEJb3sl MCTOJIKOBBIBATh JIFO00E COIepyKUMOe HACTOSIIero
JIOKyMeHTa Kak IMpsiMoe WJIK KOCBeHHOe Ipe/IoCTaBieHue JIUIeH3WH WM TpaBa Ha UCIOJIb30BaHUe
TOBApHBIX 3HAKOB, JIOTOTHIIOB WM 3HAKOB OOCITy)XWBaHUS, TPUBEJEHHBIX B  HEM.
JIro60e HeCaHKITMOHMPOBAHHOE HCIIOJIb30BAaHWE 3THX TOBAPHBIX 3HAKOB, JIOTOTHIIOB WJIA 3HAKOB

obciTy>XuBaHus 6e3 MMCbMEHHOT'0 pa3pelleHus UX TpaBoobIIajiaTess CTPOro 3arpereHo.
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MonQOdpuc

Obmasa ungopmanus
«MoitOd¢uc  CraHpmapTHbIM»  —  TOPOAYKT  JiIsi paboThl € OQUCHBIMM  HPWIOXKEHHUSIMHU
B FOCY/IApPCTBEHHBIX OPTaHU3AIIMSIX U Ha KPYTTHBIX KOMMEePUYeCKUX MPeIpUSTHSIX.
B cocraB npopykTa BXOAAT Cieylolye IPUWIOXKeHus, II03BOJISIoe paboTaTh Ha OllepalliOHHBIX
cucremax Windows, Linux u He TpeOyrorue mojkiitodenust K UHTepHeTy:
o  «MoiOduc Tekct» — peakTop Asisi paboThI C TEKCTOBBIMH JOKYMEHTaMH, 00ecrieurBaroIui

ynobHoe 1 GBICTpOe Cco3/laHue JOKYMEHTOB C UCII0JIb30BaHUeM I11abJIOHOB, CTUJIEHN U CPeliCTB
dbopMaTUPOBAHUS TEKCTa;

o «MoitO¢duc Tabmuma» — pemakTop IS MOCTPOEHHS JJIEKTPOHHBIX TAOIMI] U BeJeHUs
OKOHOMUKO-CTaTUCTUYECKHUX PACUeTOB, IMOJJIePXKUBAIOIIMM paclIMpeHHbI Habop dopMyn
Y CpeJiCTB Jij1s 00pabOTKHU JAaHHBIX;

o «MonOduc IIpeseHTanus;» — NpPUIIOXKeHHE C TMOJIHBIM HAOOPOM HWHCTPYMEHTOB IS
nmpocMoTpa rpaduvecKux Mmpe3eHTaluii;

o «PemakTop mpe3eHTalWi» — UWHCTPyMEHTApuUd [Jis CO3[aHUS W PelaKTHUPOBaHUS
rpadyyecKux Mpe3eHTaIui;

o «MoiiOduc [loura» — npunoxeHue Jjisi OPraHUA3ALUN U BeJleHUsl BHyTpeHHel U BHeIlIHen
MePerrCKU I10 3JIeKTPOHHOM I10YTe;

o «MoiOduc Kanenmapp» — mnpuiokeHue IUisi COCTaBJIeHUsI PACIUCAHUSI MepOIpPUSITUA
Y TUTAHMPOBAHHUS paboyurx MPOIeCCOoB;

o «MoiiOduc KoHTakTb» — NpUioKeHWe MJis XPaHeHHs, yMNpaBjeHus U CUHXPOHH3AIUU
a/IpecHOM KHUTH TI0JTb30BaTeJIsl.

[lepeuens TpeboBaHMII K IIPOrPaMMHOMY U alllapaTHOMY oO0eclieyeHUIO IIpuBefieH B

nokyMmeHTe «MorO¢uc CtanpaptHeiid. CrcTeMHble TPeOOBAHUSD).
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MonQOdpuc

PenakTop Tekcra

IInardpopma PyHKIHOHAJIbLHBIE 0CO0EHHOCTH
Oo1ee
YcraHoBka 1 06HOBJIeHME Windows/Linux | [lonnep>xvBaeMble BO3MOXHOCTH:
MaccoBasi yCTaHOBKA U OOHOBJIeHUE;
aBTOMaTH4ecKasi YCTaHOBKAa OOHOBJIEHHM B (OHOBOM
pexume;
«THUX0e» OOHOBJIEHNE;
YCTAHOBKA 151 BCeX MOJIb30BaTesied YCTPOUCTBA
HHuTerpannrioHHbie Windows/Linux | ITopnepsxviBaemble BO3MOXXHOCTH:
BO3MOKHOCTH IMaJIor BBOJA JAHHBIX Ui aBTOPU3allMX II0 IIPOTOKOITY
WebDAYV;
HOJiIep>KKa OTKPBITUS W pelJaKTUpOBaHUs (aiIoB IO
nporokoiry WebDAV;;
APl - nporpaMMHBIN  UHTepenC  yIpaBiIeHUs
HAaCTOJIbHBIM peJlakTOpOM
SI3pIKOBas MOJIJIep>KKa Windows/Linux | IlognepskriBaembie BO3MOKHOCTH:
JIOKQ/IM3allMd Ha PYCCKOM, aHIJIMMCKOM, (pPaHIly3CKOM,
TaTapCKOM U DAIIKMPCKOM $I3bIKaX;
ajanTanys sapa pelakTOpPOB i HCIIOJIb30BaHHS BO
¢dpaskos3buHbIX  cTpaHax: Ppanrusa, [P Kosro,
KamepyH, Bypynnu, Mapokko
dopmaThl JOKYMEHTOB Windows/Linux | IlognepskuBaembie BO3MOKHOCTH:
otkpbiTHe ¢ainioB B popmarax XODT, XOTT, DOCX,
DOC, ODT, RTF, TXT;
otkpbiTHe JoKkyMeHTOB DOC B ¢dopmare IBOMYHOTO
¢daitia Word 95;
coxpaHenue ¢ainioB B popmatax XODT, DOCX, ODT;
skcriopt ¢ainoB B ¢opmarel XOTT, TXT, PDF/A-1,
PDF;
OTKpBITHe JOKyMeHTOB B ¢popmaTte OpenDocument 1.3
[Tonnepxxka aucruieeB Windows/Linux | [Tonnep>xvuBaemMble BO3MOXHOCTH:
IIPOJINCTBIBAaHME  JIOKYMEHTOB  Ha  YCTpOWCTBax
C CEeHCOPHBIM 3KPaHOM;
IIPOCMOTP AOKYMeHTa B IIOJIHO3KPAaHHOM peXXrMe
Pa6ora c yactaeiM obmakom | Windows/Linux | Ilognep kuBaemble BO3MOXXHOCTH:

aBTOpU3allvs B 4acTHOM objiake MonOduc;

HaBUTallMs 110 JOCTYITHBIM pa3jiejlaM U Tarkam;
OTKPBITHE CYIIeCTBYIOIIeH U co3[jaHe HOBOM MalKy;
OTKpBITHe, COXpaHeHHe U CO37JaHue HOBOTO JIOKYMEeHTa;
IIPOCMOTP TIPaB 00111ero A0CTYTA K JJOKYMEeHTY;
H“3MeHeHHe paB 00I1ero J0CTyma K JJOKYMeHTY;
JIOKaJlbHOe COXPaHeHWe TeKyllled BepCcur AOKyMeHTa B
CJTy4yae TIOTepy COeJIMHEHUS C YaCTHBIM 00JIaKOM;
MO/I/Iep>KKa IIpaBa Ha OrpaHUYeHue 10CTy1a K GaniTy Uin
TaIkKe;

yaasieHue aityia Ui Nanky;

BoccTaHOBJIeHHe daiiiia u3 Kop3uHsl;

6e3B03BpaTHOeE yajneHue daua;

0TKa3 OT 0b111ero JOCTyMa K ¢aity WM marke;

3arpyska ¢aitsia u3 obuaka;
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MonQOdpuc

PenakTop Tekcra

ILnardopma

PyHKIHOHAJIbLHBIE 0CO0EHHOCTH

COXpaHeHHe KOTIHUH JIOKAJIbHO;
3arpy3ka ¢aityioB B 00J1aK0;

HEe3aBHUCHMasi aBTOPHU3AIUS Ui KaXKIOrO IMPOAYKTa B
obnmake MoiiOduc mnpu ycraHoBke «MourOduc
Cranpmaptabii» u «MorOduc ObpasoBaHue» Ha OFHO
pabouee MecTo;

BO3MOXXHOCTh CKOTIMPOBAaTh TOKYMEHT pu
BO3HUKHOBEHHH OIIMOKM COXpaHeHWsl H3MeHeHH! B
pexXuMe COBMECTHOM paboTHhI;

obpaboTKka OMMOOK OT/eIbHO ISl KKIOTO0 OTKPHITOIO
U1l COBMECTHOUM paboThI JIOKYMEeHTa

Pabora c nokymenTom

Windows/Linux

Windows

[TonnepxuBaemMble BO3MOXXHOCTH:

OTKpBITHE JOKYMEeHTa B IPYTOM IIPUJIOXKeHNY;

naHesb ucropuu Oydepa obmMeHa;

KoMaHJia «OTKpBITh B IPUJIOXKEHHW», BBIIIOJIHEHHAs U3
npwioxenus «MonOduc JlokyMeHTbI»;

pabora c IOKyMeHTaMU B OOIIMX IallKax Mo IPOTOKOIY
SMB

Pabora c 3amuiieHHLIMUA
JIOKyMeHTaMHu

Windows/Linux

[Tonnep>xuBaemMbie BO3MOXXHOCTHU *:

OTKDBITHe  3alllMIEeHHBIX C  IOMOIIBI0  MapoJst
IIOKYMEHTOB;

yCTaHOBKA MapoJisl Ha JOKYMEHT;

“3MeHeHHe TTapoJis;

yaJjieHue mapoJis;

paboTa ¢ 3aluineHHbIME 1aposieM JokymMeHTamu DOC B
nsonyHoM ¢opmate Word 97-2003: mpoBepka mapos,
yCTaHOBKA MAapoJisl, CHSITHe TMapoJisi, pellaKTUPOBaHUe U
SKCIIOPT C COXpaHeHWeM IapoJis

* 1151 ToKyMeHTOB B popmatax DOCX, XODT

IToaror

OBKa JOKYMEHTaA

Pabora c mrabimonamu

Windows/Linux

[Tonnep>xruBaemMble BO3MOXXHOCTH:

pabora c mabnonamu B popmate XOTT;

co3JlaHue HOBOT'O JOKyMeHTa Ha OCHOBe
CyIIeCTBYIOIIero mabJioHa;

BO3MOXXHOCTb COXPaHHUTh dail Kak 11abJioH;

3aMeHa 6a30BOro 1mabJ0Ha HOBOT'O JIOKYMEeHTa

[Topnepxka cTusei
JIOKyMeHTa

Windows/Linux

[TopnepxuBaemMbie BO3BMOXKHOCTH:
nojiiep>kka GUKCUpoBaHHOTO Habopa
Mpe/lyCTaHOBJIEHHBIX CTHJIEH;
CO3[IaHHe HOBOT'O CTHJIS;

OOHOBJIEHHE CTHJIS;

yJiaJieHue CTUJISl TeKCTa

Hacrporiku cTpaHuiibl

Windows/Linux

[TomnepxuBaemMbie BOBMOKHOCTH:

oToOpakeHWe pa3Mepa U OpHUEHTAIlMK  CTPaHUIIH,
pasiesieHus: CTPAHUIL M CeKITUH TeKCTa;

V3MeHeHWe  OpHeHTAllMd  CTPaHUIIBL: KHMDKHAsS
(BepTuKaibHasl) U aibbOMHas (TOPU30HTaIbHASs);
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MonQOdpuc

PenakTop Tekcra

DyHKIIUA IInardpopma PyHKIHOHAJIbLHBIE 0CO0EHHOCTH

r3MeHeHue pa3Mepa ctpanuiibl: US Letter, US Legal, AO,
Al, A2, A3, A4, A5, A6, B4, B5, Folio, Executive;
BCTaBKa pa3pbIBa CTPAHMII;
HW3MeHeHe OTCTYIIOB I10JIel;
oAAeprKKa TOPU30HTAILHON U BEPTUKAJIbHOW JINHEeK;
oToOpakeHHe U CKPBITHE JIMHEeWKH;
BCTaBKa pa3pbIBa pPa3fena;
HM3MeHeHre HAaCTPOeK CTPAHMIIBI JIJIsl TEeKYIIero pasjesa
JIOKyMeHTa

Hymepanus ctpanuig Windows/Linux | ITopnepsxriBaemMble BO3MOXXHOCTH:
oToOpakeHHe HyMepalluy CTPaHUI] IOKyMeHTa;
BBIOOD dopmarta, MO3UIIMK U BIDABHUBAHUSI HyMepaIliy
CTPaHHMII;
HyMepaIsi CO BTOPOU CTPaHUIIBL;
HyMeparysi CTPaHMI] C YKa3aHHOT'O HoOMepa

Pabora c xosnoHTUTYIAMU Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:
oToOpakeHHe BepXHUX U HIDKHUX KOJIOHTUTYJIOB;
BCTaBKa U PeJIaKTUPOBAHKE KOJIOHTUTYJIOB

Hacrporika Windows/Linux | IlognepskrBaembie BO3MOKHOCTH:

MeXyCTPOYHOTO ABTOMAaTHYeCKOoe orpeiesieHHe MeXTyCTPOYHBIX

HWHTepBaJjia VMHTEPBAJIOB [IJIS1 JIOKYMEHTOB, CO3JJaHHBIX B JIPYTHX
pPelaKTopax;
YCTAaHOBKA MEeXAYCTPOYHOIO0 WHTepBasia: OJMHAPHBIN,
«1,15», moJTyTOPHBIH, IBOUHOU;
YCTAaHOBKA ITPOU3BOJILHOTO 3HAUYEHHUs MEX]yCTPOUYHOTO
HWHTepBaJa;
M3MeHeHHe  CBOMCTB  pa3Mepa  MEXIyCTPOYHOTO
WHTEepBaJla: TOYHO, MUHUMYM U MHOXKUTE]Th

[pudTsr Windows/Linux | [lonnepxrBaeMble BO3MOXXHOCTH:

nojjepxka  paboTel  co  BceMd  IIpUdTaMH,
YCTAaHOBJIEHHBIMU Ha KOMIIbIOTepe IM0JIb30BaTelis, B TOM
guciie: TrueType fonts (TTF) wu TrueType collections
(TTC), CFF, WOFF, OpenType fonts (OTF, ob6a
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 crnaxxennsie), PFR, Type
42 (orpaHuYeHHas MOJIEPKKa);

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

nopayiepkka mpudToB PT Astra Sans, PT Astra Serif;
BbIOOpD 1mpudTa, pasMepa MpudTa U HaYepTaHUS:
TIOJIY>KUPHBIN, KYPCUB, NOAYEPKHYTBIM, 3a4epKHYTBIH,
IIOJICTPOYHBIM, HAICTPOYHBI;

VM3MeHeHWe WHTepBaja MeXJ]y 3HakaMH B TpeX
BapyaHTax (pOpMaTUPOBAHUS: Pa3PeXKeHHbIN, CXKATbIN
Y HOPMAJIbHBIN;

dopmaTrpoBaHue TeKcTa B cTusle «Bce mponucHbiey

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2020 7




MonQOdpuc

PenakTop Tekcra

ILnardopma

PyHKIHOHAJIbLHBIE 0CO0EHHOCTH

[Topnep>xxuBaembie
CUMBOJIBI

Windows/Linux

OTobpakeHHEe U CKpLITHE HeledaTaeMbIX CHMBOJIOB:
npobesi, CMMBOJI TaOyJSIIIMKM, CUMBOJ KOHIA ab3arla,
CHUMBOJI pa3pblBa CTPAHMIIBI, CHMBOJI Pa3pbiBa pasjesia
Y pa3pbiBa CTPOKHU

dopmMatrpoBaHue
COIep>KUMOTO

Windows/Linux

[Tonnep>xuBaemMble BO3BMOXXHOCTH:

BBIOOD CcTUIIA ab3ana;

BBIOOD 11BeTa TeKCTa U IIBeTa 3aJIMBKH;

BbIDaBHMBaHMe ab3areB — I10 JIeBOMY U [IPaBOMY Kpalo,
L[EHTPY, IIMPUHE JINCTA;

KOIIMPOBaHKe U BCTaBKa (OpPMaTHPOBAHHOI'O TEKCTA;
BCTaBKa B JIOKYMeHT TeKyIllel JaThl U BpeMeHU;

ourcTKa GpOpMaTMpOBaHHUS;

KOMMpPOBaHWe W BCTaBKA TeKCTa M3  BHEIIHUX
NPWIOXKEHHA  C  COXpaHeHHWeM  OpPUTMHAJIbHOTO
¢popmaTtupoBanus;

BCTaBKa TeKcTa 6e3 GopMaTHPOBaHNS;

BO3MOXXHOCTb yOpaTh MPOMEXYTOK Mexay abzalamu,
oTpopMaTUPOBAHHBIMU OJTHUM CTHJIEM;

aBTOMaTu4eckoe QopMaTUpoBaHHWe 3Haka JedrC Kak
THpe

dopwmar 1o o6pasmy

Windows/Linux

[Topep:kuBaeMbie BO3MOXKHOCTH:

dopmaTrpoBaHue Mo 06pasiy;

¢dbopmartrpoBaHue 10 0Opa3sily /s ab3alies;
dopmaTrpoBaHue 1o obpasily [jisl siueek, ecjii OHU He
coziepxkaT GOpMYJI WIH YuCer;

NpUMeHeHre CKOTMPOBAHHOTO CTHJIS1 GOPMaTHUPOBAHUS K
HECKOJIbKUM 00BeKTaM 110 0Yepeliy;

coxXpaHeHue HUCTOPUU oreparnui MIpUMeHeHUsI
«KUCTOYKI»

Pa6ora co criuckamu

Windows/Linux

[Tonnep>xuBaemMble BOBMOXXHOCTH:

Co3/laHMe MapKUPOBAHHBIX U HyMepPOBaHHBIX CIIMCKOB;
CO3/1aHHe HyMepOBaHHbBIX CIIUCKOB B popmare 1.1.1.;
aBTOMaTU4YecKoe CO3[JaHHe CIIMCKa;

MIpOJIOJDKeHWe CIMCKa IIpM BBOJle B Hauyaje CTPOKU
CJIeIyIOIIero 1o MOopsiIKYy 3Ha4eHus;

oObefiHeHHWe JIByX CIIMCKOB B pa3HbIX  MeCTax
JIOKyMeHTa MJil IPOAOJDKeHUs BTOPbIM  CIIMCKOM
HyMepaluy I1epBOoro;

co3[laHMe HyMepOBaHHBIX CIIMCKOB C KUPWUINYECKUMH
CUMBOJIaMH IIpM  UCIIOJIb30BaHUM TIPWIOXKEHWsI Ha
pycckoM si3bike: 1)a)i)u a)1)i)

Pabora co ccouikamMu “
TUTepCChITKaMU

Windows/Linux

[TonnepxrBaeMble BO3MOXKHOCTH:

BCTaBKa W peJlakKTUPOBaHKe TMITePCChUIOK;
aBTOMaTH4YeCKOe dbopmaTrpoBaHue CCBUIOK
Y 3JIEKTPOHHBIX aJIDECOB KaK TUIIEPCCHIJIOK

Paborta co cHockaMu

Windows/Linux

[TonnepxrBaeMble BO3MOXKHOCTH:

MoJiIepykKKa TMMOCTPAHUYHBIX CHOCOK JIJISl IOKYMEHTOB B
¢dopmatax DOC, DOCX, ODT, XODT, RTF u ODF;
CO3/laHue, peJJaKTUpOBaHue, popMaTUpOBaHUE

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2020 8




MonQOdpuc

PenakTop Tekcra

ILnardopma

PyHKIHOHAJIbLHBIE 0CO0EHHOCTH

" yaajieHre IMOCTPAHUIHBIX CHOCOK;
Irepexo OT 30HbI CHOCKH K ee TEeKCTY

Pabora c n3obpakeHusimu

Windows/Linux

[Tompep:kuBaeMbie BO3MOXKHOCTH:

oToOpa)keHUe U300pakeHuH;

noazmepxka ¢popmatoB PNG, JPG, JPEG, JPE, EMF;
BCTaBKa U y/iaJieHre U300pakeHuH;

MO/JIep>KKa ~ OMIIMM ~ «KOMHAPOBAaTh» U «BBIPE3aTb»
n3obpakeHue;

“3MeHeHre pa3Mepa U300paKeHUH;

obrekaHue wu300pakeHUM TEKCTOM CO CJIeIyIOIIUMU
CBOMCTBAMU: B TEKCTe, BOKPYT paMKHU, CBepXy U CHHU3Y, 3a
TEeKCTOM U TiepeJl TeKCTOM;

nepeMeliieHe  M300pakeHWM B JIOKyMeHTe  JiIeBOM
KJIaBUIIIEM MBIIIIH;

KOMMpPOBaHWe U  BCTaBKa H300pakeHW  Mexmy
JIOKAJIbHBIMH JIOKYMEHTaMHU;

BCTaBKa  paHee  CKOINMPOBAaHHOTO B  Opay3epe
r“300pakeHusl;

oToOpakeHHe M300pakeHWM, pa3BEPHYTHIX O] YIJIOM
OTHOCHUTEJILHO SIKOPHOU TOYKH;

To/IJTIepkKKa 00pe3aHHbIX 300paskeHU

Pabora ¢ purypamu

Windows/Linux

[TonnepxuBaemMble BO3MOXXHOCTH:

HoJIJIepPKKa (PUTYp B JOKYMEHTAX;

BKJIaJiKa PUrypsl Ha NTaHeIU UHCTPYMEHTOB;
BO3MOXXHOCTb  BBIIEJIUTb, KOIIMPOBaTb, BbIPE3aTh,
BCTaBUTb QUTYPY;

V3MeHeHHe pa3Mepa Y NPOIOpPIUH QUTyPHI;

H3MeHeHVe PaCIIOJIOXKeHUs B JIOKYMeHTe;

yZaneHue QpUrypsl;

BBIOOD CBOMCTBA OOTeKaHHs TeKCTa /1Jisl GUTYPBHI;
oToOpakeHWe JIMHUY;

BCTaBKa TEKCTOBOI'O I10JIS;

BO3MO)XHOCTb BCTaBKH, pelakTUPOBaHUS "
¢opmaTHpOBaHUS TEKCTa B PUType;

noazepxka ¢puryp B popmare VML;

Hojijiep>kka PUryp, paamMep KOTOPBIX 3aBUCUT OT IIUPHUHBI
TEKCTa B HUX

Pabora ¢ Tabmumamm B
TeKCTe

Windows/Linux

[TopnepxuBaemMbie BO3BMOXKHOCTH:

orobpakeHre TabHIl, OObEMHEHHBIX sYeeK, I[BETOB
Y BEPTHUKAJIBHOTO BBIPAaBHUBAHUS B UMIOPTHUPOBAHHBIX
IIOKYMEeHTaX;

nobaBiieHUe U yiaieHre TabIuIlhl 1'0b60ro pa3Mepa;
nobaBjieHye U yiajieHre CTOJIOIOB U CTPOK;
o0beTuHeHre U pa3belUHeHre ST9eeK;

M3MeHeHHe pa3Mepa sueek;

BbIJIeJIeHHe CTOJIONA WM CTPOKH IEJIUKOM;

OTMeHa BbIJIeJIeHHUS;

MOJIIep>KKa ~ OTlepalivii  «KOMHMPOBATh»,  «BHIPE3aTh»
Y «BCTABUTDHY JJIsl AUAMA30HOB sTUeeK;
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PenakTop Tekcra

ILnardopma

PyHKIHOHAJIbLHBIE 0CO0EHHOCTH

M3MeHeHMe I[BeTa 3aJIMBKU S4YeeK;
pelakTHpOBaHUe TeKCTa B TaO/uIle;

BEPTUKAJIbHOE BBIPDABHUBAHWE TEKCTA B STYeWKe WU
B [lMalla30He sf4eeK: 110 BepXHeMy Kparo, I10 IJeHTPYy U 110
HIDKHEMY Kpalo;

TOPU30HTAJIbHOE BBIPABHUBAHHWE TeKCTa B s4eiike WU
B IManla30He sguyeeK: II0 JIeBOMY Kparo, II0 LIeHTPY, II0
IIpaBOMY Kpato, I10 IIUpUHE;

¢popMaTupoBaHUe rpaHull TYEHKHU WM AUalla30Ha SYeeK:
BCe IPaHMUIbl, HeT IPaHUI], TOJICTbIe BHeIlIHUe IPaHUIlbI;
TOo/I/Iep>KKa TMaroHasied B siuedKax TaOJIHIThI;
W3MeHeHte pa3MepoB HeCKOJIBKUX CTPOK WIIA

CTOJIOIIOB OJTHOBPEMEHHO;

U3MeHeHHue pasMepa HECKOJIbKUX CTOJIOIIOB
OJHOBPEMEHHO;

BBIJIeJIeHNe TaOJIMIIBI [eJIMKOM;

oTOOpa’keHHe MOBTOPSIIOIIMXCSl 3ar0JIOBKOB TabJTUIIBI

Homlepmca MdKPOKOMdaH[{

Windows/Linux

[TopnepkuBaeMble BO3MOXKHOCTH:

MoJiiep>kka MaKpOKOMaH/I Ha $I3bIKe ITPOTPaMMHPOBAHUS
Lua;

onepaiyy C MaKpoOKOMaHJIaMH: CO3/1aTh, IepeUMeHOBaTh,
yIAJIUTh, peaKTUPOBATh U BBITIOJIHUTD;

XpaHeHHe MaKpOKOMaH/l B JIOKYMeHTe;

HOBbIE METO/IbI JiJisi pabOTHI C siueikaMu

HOBble MeTOAbl [UIl JOCTylla K  COAEep>XXHMOMY
KOJLIeKIIUH;

MOAJIep’XKa  CUMBOJIA ~ OJWHAPHOM  KaBBIYKA B
MaKpPOKOMaH/IaX;

aBTOMaTH4ecKoe ornpeJiesieHre popmaTa 3aliCH JTaHHBIX
B STYEUKY;

paboTra ¢ HyMepOBaHHBIMU CIIUCKaMHU;

paboTa B peXxume 3aliCU U3MeHeHUH;

paboTa C KOMMEHTapHUsIMU;

pabora co cBoicTBaMu naparpada B siuelike;
BO3MOXXHOCTb TOJIYYUTh YUCJIOBOE 3HAaYeHue JIr000M
STYEeUKU,;

paboTa ¢ pa3pbiBaMU Pa3fiesioB JJOKYMEHTa;

paboTa ¢ opreHTanyel CTpaHUIl ¥ pa3flelioB IOKYMEHTa;
MeTO/I /ISl BbI30Ba JIMAJIOTOBOI'0 OKHA [1e4aTy peJlakTopa
IU1s1 BBIOOpA HAaCTPOeK MevYaTh v OTIPAaBKU JJOKyMeHTa Ha
TIPUHTEP;

MeToA, IJisi BbIBOAIA MH(MOPMAIIMOHHOTO COOOIeHusl B
BHJIe JUAJIOTOBOI'0 OKHA

Bydep obmeHna

Windows/Linux

[Topnep>kuBaeMbie BO3MOXKHOCTH:

XpaHeHHe JI0 JIecsiTh 00beKTOB (pparMeHTOB TeKCTa WU
Tabmuiy) B Oydepe obMeHa Jijis ajbHEUIel BCTaBKUA B
IIOKYMEHT;

BbI30B OKHa Oydepa obMeHa;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2020 10




MonQOdpuc

PenakTop Tekcra

ILnardopma
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BBIOOP CKOITMPOBAHHOTO OOBEKTA C IMIOMOIIBIO CTPeIoYeK
«BBepx» u « Buuay;
BBIOOP CKOITMPOBAHHOTO 0OBEKTa;
[lepeKk/Il0YeHre MeXAy OKHOM Oydepa obmeHa u
JIOKYMEHTOM

Pabora c nokymMeHTOM

OrnaBiesue

Windows/Linux

[Tonnep>xuBaemMble BO3MOXXHOCTH:

CO3/1aHMe U yJjaJleHHe OIJIaBJIeHus;

HaBUTAIMS 110 IOKYMEHTY U3 OTJIaBJIeHMUs;
aBTOMaTH4Yeckoe OOHOBJIEHWE OIJIaBJIEHUS B pexume
peasibHOTO BPeMeHHU;

yIpasjieHre HacTporikaMu obobekTa «CozepxaHuer;
oToOpakeHHe HyMepOBaHHBIX 3ar0JIOBKOB

Pabota c 3axmagkamu

Windows/Linux

[TonnepxuBaemMbie BO3BMOXKHOCTH:
MO//Tep KKa 3aKJIa/I0K;
BO3MOXXHOCTb BCTaBUTh 3aKJIAJIKY;
repexo]i MeX/y 3aKJjIaJIkaMH;
yajieHue 3aKIaJI0K;
repeMeHOBaHNe 3aKJIa[KU

[Touck u 3ameHa

Windows/Linux

[TonnepxrBaemMble BO3MOXKHOCTH:

MIOUCK CJIOB WK ¢$pa3 IO BCeMY JIOKYMEHTY WJIH TOJIbKO
110 OCHOBHOMY TEKCTY;

MIOMCK C 3aMEHOH, TaKXe C YI4eTOM Perucrpa

ITpoBepka
opdorpadun/myHKTyaluu

Windows/Linux

[TonnepxuBaeMbie BO3MOXKHOCTH:

aBTOMAaTHWYeCKasl ITPOBEpPKA IPABOMMCAHHMS TEeKCTa Ha
PYCCKOM M aHTJIMHACKOM SI3bIKaX;

IIpOBepKa rpaMMaTHKH JJis PYCCKOTO SI3bIKa;

Moji/iepKKa II0JIb30BATEILCKOI0 cJioBaps C
BO3MOXXHOCTBIO JOOABJIeHUs U ylaJleHUs CJIOB;

HMMIIOPT CJIOBApS;

MI0/ICKa3Ka BAapMAHTOB MCHpaBiieHUs: opdorpapuuecKux
OIIIUOOK

[IpaBku

Windows/Linux

OTmeHa MpaBOK II0 OAHOMY CHMBOJy 3a mar (6ydep
«3anoMuHaeT» 50 rociegHUX I1aroBs)

PexxyM pereH3upoBaHUS

Windows/Linux

[TonnepxruBaeMble BO3MOXXHOCTH:

BHeECeHHe U3MeHeHU! B JJOKyMeHT;

oToOpakeHHe W3MeHeHUW B IOKYMeHTax B TpeX BUJIAX:
WCXOOHBIA  TEeKCT, TIOKa3blBaTb HW3MEHEeHUs] U He
[IOKa3bIBaTh U3MEeHeHUS;

IlepeMellieHre MeX/1y UCIIPaBJIeHUsIMH;

[IpUHATHEe WIA OTKJIOHeHHWe W3MEeHeHUM I BCero
JOKyMEeHTa WM JUIsl KaXIOOro HW3MeHeHus II0
OTZeJIbHOCTH;

oToOpa)keHWe TlaHeIW U3MeHeHWH, Ha KOTOpOU
3alUCBIBAIOTCS MU3MEHeHUs] U UX aBTOpHI: JlI00aBjIeHue
TeKCTa, YyJajleHhe TeKCTa, (opMaThpOBaHMe TeKCTa,
BCTaBKa U y/iajieHHe N300pakeHUH;

yaasieHue TabIUIbl B peXKuMe pelleH3UpOBaHMUS;
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PEeXHM COBMeCTHOM paboThl /IJ1sl IOKyMEHTOB, OTKPBITHIX
M3 dYactHoro obsaka MoinOduc, npu Hamuuuu
COOTBETCTBYIOIIMX IPaB y M0JIb30BaTeJIs;
oTobpaxkeHre WHGOPMAIIUA O JPYTHX MOJIB30BaTEJISX,
OTKPBIBIIMX JOKYMEHT: WM, IIBeTOBas WHIUKAIuS,
MOJIOXKEeHHe Kypcopa;
oToOpakeHHe H3MeHeHWH, BHOCHUMBIX B JOKYMEHT, Y
BCeX JIDYyrHUX IIOJIb30BaTesieil, OTKPBIBIIUX  O3TOT
IOKYMEHT;
oToOpakeHHe yIaJIeHHOTO TeKCTa;
MPUHSATHE WIM OTKJIOHEeHHWe U3MeHeHHWH YaCTHUYHO,
BbIJIEJIUB HEOOXOUMYIO 00JIaCTh C U3MEHEHUSIMHU

CpaBHeHMe JJOKyMeHTOB Windows/Linux | CpaBHeHue JByX Bepcuil JIOKyMEHTOB B d¢opmaTax
XODT, DOCX u ODT

Pabora ¢ koMmmMeHTapusIMu Windows/Linux | IlognepskriBaembie BO3MOKHOCTH:
oToOpakeHre KOMMEHTapHeB;
HABUTAIMS 110 KOMMEHTApUsIM;
nobaBJieHre U peJlakKTUPOBAaHKe KOMMEeHTapUeB;
yZajieHre KOMMeHTapUeB;
oToOpakeHWe  ayJHMOKOMMEHTapueB, CO3JaHHBIX C
HCITOJTb30BaHWEeM MOOHIIBHBIX TpriioykeHuH MoiOdwuc;
BO3MOXXHOCTb BOCIIPOM3BECTH WJIM MOCTABUTH HA IMay3y
ayIUOKOMMEHTapUi;
mepexoyi K HeoOXOJUMOMY MeCTy 3alluCH  TIpU
BOCIIPOM3BeJIeHUY;
yIajieHre ayIMIOKOMMeHTapHeB

[TonnepxuBaeMblie Windows/Linux | [Tonnep>xvuBaemMbie ropsidvie KJIaBUIIIH:

KJIaBUATyPHbIE COYEeTaHHA

CTRL + N — co3znanue HOBOTO ¢aiina;

CTRL + O — oTkpeITHe daiina;

CTRL + S — coxpanenue daiina;

CTRL + SHIFT + P — HacTpolika napameTpoB CTPaHMIIBL;
CTRL + P — neuaTh NOKyMeHTa;

HOME — nepeHoc yka3aTesist K Ha4ally CTPOKY;

END — nepeHoc yka3zareiist K KOHIy CTPOKUY;

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

ALT + P — Hymepanus cTpaHuii;

CTRL + K — BcTraBka CCBHUIKH;

CTRL + X/SHIFT + DELETE — ¢pyHK1Hs «BbIpe3aTby;
CTRL + V/SHIFT + INSERT - BcTaBka;

CTRL + C — xonupoBaHue;

SHIFT + HOME - Boigenenue Bcero TekcTa OT
yKasareJis 10 Hadaya CTPOKH;

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

SHIFT + crpenka BmpaBo — BbiflelieHMe OT Kypcopa
BIIPaBO;

SHIFT + cTpersika BjieBO — BbiJleJIeHHE OT Kypcopa BJIeBO;
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SHIFT + crpenka BBepx — BblfieJieHHe OT Kypcopa 0
Hayajla CTPOKH + CTPOKa BBepX;
SHIFT + crpesnka BHU3 — BblfieJieHHe OT Kypcopa [0
KOHIIa CTPOKH + CTPOKa BHU3;
CTRL + A — BbifiesieHHe BCETO COJIEePKUMOTO;
CTRL + D — ormeHa BbIOOpa;
CTRL + crpenka BileBO — mepexof K MpeIblaylieMy
CJIOBY;
CTRL + crpenka BmpaBo — Iepexof K CllefyiolemMy
CJIOBY;
CTRL + crpenka BBepx — mepexof K MpeIblayliemMy
ab3aiy;
CTRL + crpesnka BHU3 — Iiepexo]] K CIIeAyIOLeMy
ab3aiy;
ALT + A — nobaBieHue CTPOKHU BBepPXY TaOJIUIIbI;
ALT + B — nobaBieHue CTPOKU CHU3Y TaOIIUITBL;
ALT + L — BcraBka cronbua cieBa;
ALT + R — BcTraBka cTosbiia cripaBa;
CTRL + ALT + R — ynanenue CTpoky;
CTRL + ALT + U — ynanenue cTonbiua;
ALT + SHIFT + T — ynanenuve Tabiuiibi;
CTRL + ALT + M — obbeiuHeHUe S4YeeK;
ALT + SHIFT + M — pa3beqiiHeHue sSYeeK;
CTRL + 0 — ycranoBka ¢aktudeckoro pasmepa (100%);
F1 — BbI30B BCTPOEHHOM CIIPaBKHU 110 IIPUJIOXKEHUIO;
F2 — nepexon k pexxumy peilakTUPOBaHUS COJIEP>KUMOTO
STYeHKHU;
CTRL + L — BeIpaBHMBaHHMe 110 JIEBOMY Kpalo;
CTRL + E — BelpaBHMBaHUe 110 LIEHTPY;
CTRL + R — BelpaBHMBaHUe 110 IPaBOMY Kpalo;
CTRL + J — BelpaBHMBaHUe 110 IIUPHHE;
CTRL + Z — oTr™meHa;
CTRL + Y — noBTOp J1€HCTBUS;
CTRL + SHIFT + C — konupoBaHue GpopMaTUPOBAHHUS;
CTRL + SHIFT + V — dopmarupoBaHre BbleJIeHHOTO
TeKCTa 1o obpasily;
CTRL + B — npumeHeHHe MOJIy)KUPHOTO CTHUJIS;
CTRL + I — npuMeHeHMe KypCHBa;
CTRL + U — npuMeHeHre IOJJYEpPKHYTOT'O CTHIIS;
CTRL + SHIFT + S — npumeHeHre 3a4epKHYTOT'O CTUJIS;
CTRL + SHIFT + =- mnpumeHeHHe HaJICTPOYHBIX
3HAKOB;
CTRL + = — npuMeHeHMe MOJCTPOYHBIX 3HAKOB;
CTRL + SHIFT + A - npumenenune crwia «Bce
MIPOIIKCHBIEY;
CTRL + F — nouck;
SHIFT + TAB — ymenbltieHue oTcTyma ab3ara;
TAB B siuelike — mepexo/i K CeIyIolel suerkKe;
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CTRL + SHIFT + Z — BbI30B maHenu ucropuu 0ydepa
obMeHa;

CTRL + 3HAK MUHYC - ynanutb BIOpaHHYIO CTPOKY
WM CcToJI0el;

CTRL + F - aBTOMaTH4yecKky iepeBOAUT yKa3aTeslb BBOJAa
B riosie [Torcka. Eciu B osie yoke Gb110 COfiep>KHUMOe, OHO
OyzeT Bbl/IeJIeHO;

CTRL + / - nanenp DBbICTpBIX [eWCTBHUM AJis BBI30BA
KOMaH/]I C MCII0JIb30BaHKEeM KJIaBHaTYpPhl

PaboTa c

roTOBBIM (ailyIoM

CraTucTHKa IOKyMeHTa

Windows/Linux

OTobpakeHre KOJMYeCTBA CTPAHHUI[ B JOKYMEHTe,
HOMepa TeKyIlled CTPaHHUIbI U MaciITaba JTOKyMeHTa Ha
CTPOKE COCTOSIHWSI BHU3Y peIakTopa

[Tonneprkka onoBereHui

Windows/Linux

OmoBellieHWe TPy Iepexojile IO  IOTeHIHAIbHO
BPEJIOHOCHBIM CChUTKaM

Hapncrpoiiku

Windows/Linux

[TonnepxrBaeMble BO3MOXKHOCTH:

HoJiiep>KKa Ha/ICTPOeK;

BO3MOXXHOCTh yCTAHAB/IMBaTh, OOHOBISATh U YAQJSTH
HaJICTPOMKWU;

BO3MOXXHOCTh BKJIIOYATh U BBIK/IIOYaTh YCTAHOBJIEHHBIE
HaJICTPOMKWU;

oTobpakeHHe 110IpoOHOM MHPOPMALIUU O HAJICTPOMKaX;
«THXas» YCTAaHOBKA HAJICTPOEK

ITeuaTn OOKYMeHTa

Windows/Linux

Windows

[TonnepxvuBaemMbie BO3BMOXKHOCTH:

OTIIpaBKa HA 1eYaTh;

MIpe/IBApUTENIbHBIN POCMOTP JOKYMEeHTa;

HACTpOMKa IPOCMOTpA IOKyYMeHTa: II0 IIWpHHe, II0
pa3Mepy CTPaHHUIIbI, IO OJIHOM CTpaHUIle, IO Be
CTPaHHUIIbI, BCEe CTPAHUIIBI;

BBIOOD MacITaba ¥ OpUeHTAIUK CTPAHUITBI;

HaBUTAIMS MeXy CTPAaHUIIAMU;

BBIOOD JTMaTia30Ha CTPAHMII [TeYaTH U YUCIIa KOTIHM;
mmevyaTb BCEr0 JIOKYMEHTa, TeKyIlleil CTpaHUIbl WK
BbIJIeJIeHHOM 00J1acTH;

BBIOOD pa3Mepa Oymaru /ijisi levaTy;

ObICTpast TIeYaTh;

BBIOOD YCTPOMCTBA I1evYaTH;

MevYaTh YeTHBIX/HeYeTHBIX CTPAHUII;

IBYCTOPOHHSIS [TeYaTh;

HACTpoOMKa MacHITabupoBaHus (110 pa3Mepy CTpPaHUIIHI,
10 IIUPUHE U T.J.);

pa3breHue 10 KOIHUSIM;

mevyaTb B OTTEHKaX Ceporo;

BbIOOD JTMania30Ha CTPAHMUIL JIsl [1e4aTy;

mepexo]i K HACTPOMKaM MPUHTepa

OOMeH IoOKyMeHTaMHu

Windows/Linux

OTHpaBKa OOKYMeHTa BJIOXKeHKEeM II0 Imo4YTe C IIOMOIIbIO
II0YTOBOTI'O KJIMEHTd, YCTaHOBJIEHHOI'O 110 YMOJIYdHUIO
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Oo1ee

YcraHoBka 1 06HOBJIeHME Windows/Linux | [lonnep>xrBaeMble BO3MOXXHOCTH:
MaccoBasi yCTaHOBKa U OOHOBJIEHUE;
aBTOMaTH4ecKasi YCTaHOBKAa OOHOBJIEHHM B (OHOBOM
pexrMe;
«THUX0e» OOHOBJIEHNE;
YCTAHOBKA JJ151 BCeX M0JIb30BaTesier YCTPOUCTBA

HHuTerpannrioHHbie Windows/Linux | ITopnepsxviBaemble BO3MOXXHOCTH:

BO3MOXXHOCTH IMaJIOT BBOJIA JIAHHBIX ISl aBTOPU3AIUU 10 TPOTOKOIY
WebDAYV;
MO/IJIeP>XKKA OTKPBITHS W pellakKTUpoBaHUsl GailyioB 10
nporokoiry WebDAV;;
APl - nporpaMMHBIN  UHTepenC  yIpaBiIeHUs
HAaCTOJIbHBIM peJlakTOpOM

SI3pIKOBas MOJIJIep>KKa Windows/Linux | IlognepskriBaembie BO3MOKHOCTH:
JIOKQ/IM3allMd Ha PYCCKOM, aHIJIMMCKOM, (pPaHIly3CKOM,
TAaTApPCKOM U OAIIIKUPCKOM SI3BbIKAX;
ajanTanys sapa pelakTOpPOB i HCIIOJIb30BaHHS BO
¢dpaskos3bruHbIX  cTpaHax: Ppanrusa, [P Konro,
KamepyH, Bypynnu, Mapokko

dopmaThl JOKYMEHTOB Windows/Linux | IlognepskriBaembie BO3MOKHOCTH:
otkpeiThe ¢daiiioB B ¢dopmarax XODS, XOTS, XLSX,
XLS, ODS, CSV, TSV, TAB, SCSV, TXT;
OTKpbITHe HOKyMeHTOB XLS B ¢opmaTe IBOMYHOIO
daitna Excel5.0/95 (BIFF5);
coxpaHeHnue ¢aiioB B popmaTtax XODS, ODS, XLSX;
skcriopT ¢ainioB B popmatel XOTS, CSV, TSV, TAB,
SCSV, PDF, PDF/A-1;
OTKpHBITHe JOKyMeHTOB B ¢popmaTe OpenDocument 1.3;
DKCIIOPT JIMCTa J0KyMeHTa B ¢ai1 B ¢opmare TXT
C pa3[ielIUTeNIsIMU — 3HaKaMU TalyJIsIun

[Tonnepxxka aucruieeB Windows/Linux | [IponucTeiBaHMe ~ JOKYMEHTOB ~ Ha  yCTPOMCTBax
C CEeHCOPHBIM 3KPaHOM

Pa6ora c yactaeiM obmakom | Windows/Linux | Ilognep kuBaemble BO3MOXXHOCTH:

aBTOpU3allvs B 4acTHOM objiake MonOduc;

HaBUTAIIU 110 JOCTYITHBIM pa3fiejiaM U TarkKam;
OTKPBITHE CYIIeCTBYIOIIeH U co3[jaHe HOBOM MalKy;
OTKpBITHe, COXpaHeHHe U COo3/JaHue HOBOTO JJOKYMEeHTa;
IIPOCMOTP TIPaB 00111ero A0CTYTA K JJOKYMEeHTY;
H“3MeHeHHe paB 00I1ero J0CTyma K JJOKYMeHTY;
JIOKaJlbHOe COXPaHeHWe TeKyllled BepCcur AOKyMeHTa B
CJTy4dae TIOTepy COeJIMHeHUSI C YaCTHBIM 00JIaKOM;
MO/I/Iep>KKa IIpaBa Ha OrpaHUYeHue 10CTy1a K GaniTy Uin
TaIkKe;

yaasieHue aiyia Ui nanky;

BocCCTaHOBJIeHHe daiiiia u3 Kop3unsr;

6e3B03BpaTHOeE yajneHue daua;

0TKa3 OT 0b111ero JOCTyMa K ¢aity WM marke;

3arpyska ¢aitsia u3 obuaka;
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COXpaHeHHe KOTIHMH JIOKAJILHO;
3arpy3ka ¢aityioB B 00J1aKo;

HEe3aBHUCHMasl aBTOPHU3AIUS Ui KaXKOOrO MPOAYKTa B
obnmake MoiiOduc mnpu ycraHoBke «MourOduc
Cranpmaptabii» u «MorOduc Ob6bpasoBaHue» Ha OFHO
pabouee MecTo

Pabora c jokymMeHTOM Windows/Linux | IlognepskuBaembie BO3MOKHOCTH:
OTKPBITHE JJOKyMeHTa B IPYTOM TPUJIOKEHUH;
MOJIJIepP>XKKa JIOKYMEHTOB, He COJIepKalluX BUIUMBIX
JINCTOB;
koMaH/1a «OTKPBITh B TIPWIOXKEHWUW», BBITTOJIHEHHAS W3
npwioxenns «MonOduc JlokyMeHTbI»;

Windows paboTa ¢ IOKyMeHTaM{ B OOIIMX IAIKaX 110 MPOTOKOIY

SMB

Pabora c¢ 3amwmmennbiMu | Windows/Linux | [Togmep:kuBaeMbie BO3BMOXKHOCTH®

JIOKyMeHTaMH OTKpBITWE  3alUIeHHbIX C  IIOMOIIbI0  IApOJIs
IIOKYMEHTOB;
yCTaHOBKA IApOJIsi HA JIOKYMEHT;
yZajieHue Mapois;
paboTa C 3aluIeHHbIMU TapojieM JIokyMeHTamMu XLS B
nsounyHoM ¢opmate Excel 97-2003 (BIFF8): mpoBepka
MapoJiss, YCTaHOBKA  I[apoJis, CHSITUe  TapoJi,
pPeIaKTHPOBAHUE M KCIIOPT C COXpaHeHHeM IapoJis
#1151 JOKyMeHToB B popmatax XLSX, XODS

ITonroroBKa JOKyMeHTa

Pabota c mabnonamu Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:
pabora c mabimonamu B popmate XOTS;
co3gaHue HOBOTO IOKyMeHTa Ha OCHOBe
CYIIleCTBYIOIIIEro 1mabJIoHa;
BO3MOXXHOCTb COXPAHHUTh dalil Kak 1MabJioH;
3aMeHa 6a30Boro 1abjI0Ha HOBOT'O JIOKYMEeHTa

Pabota c mucramu Windows/Linux | [lonnep>xrBaeMble BO3MOXXHOCTH:

BCTaBKa HOBBIX JIUCTOB;
yAaJleHHe CyIIeCTBYIOIIUX JIMCTOB;

MO/IJIepP>KKA OMIUH «OTOOpPAasUTh» M «CKPBITbY JIMCTHI
TaOJIUIILI;

IeperMeHOBaHue JINCTOB TaOIUIIbI;

co3/iaHue AyOJrKaTa JIMCTa TabJIUIbI;

V3MeHeHHe TI0JI0XKeHUs JINCTa B CIIUCKe;

IepeMellieHHe JIMCTa TaOIMIBl B Hadalo U B KOHeI|
CIIVCKa;

aBTOMaTHU4eCcKoe 3alloIHeHNe sT9eeK JIUCTa;

XpaHeHHWe MH(OPMaIMY O YaCOBOM I10sICe OllepalliOHHON
CUCTeMbI Ha MOMEHT CO3/laHusl IOKYMEHTAa;

yIlpaBjleHWe  CBOWCTBAMHU  CTPaHHUIBL:  YCTaHOBKA
TUINOBBIX pa3MepoB crpanunsl (A0, Al u T.1.), BEIOOp
aTbOOMHOM WM TIOPTPETHOW OpPUeHTallMM CTPaHUIIHI,
HACTPOMKa IoJIei
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[TonnepxuBaemMble BO3MOXKHOCTH:
pabora c obwvekTom «Tabiuia» B JOKyMeHTax, eciu
Takue OOBEeKTHl y)Ke COJIepPXKalMCh B  OTKPBITOM
TIOKyMeHTe;
oTobpaskeHre pOopMaTUPOBAHUS TAOJTHIT;
oToOpakeHHe YCI0BHOTO (OPMATUPOBAHUS TAOJIUII;
BO3MOXHOCTh BCTAaBKA W yIAJIeHWs, CKPBITUS W
0oTOOpakeHUsl, TPYNIUPOBKA U OYUCTKU TPYIIHAPOBKHU
CTPOK M CTOJIOIIOB B TabJIuIIE;
pelakTUpOBaHMe 3aroJIOBKOB TaOJIUIT ¥ CTPOKU «Torm»;
paboTa ¢ GUIbTPaMH ¥ COPTUPOBKOM TAHHBIX B TAOIHITAX

[pudTtor

Windows/Linux

[TopnepxuBaeMble BO3BMOXKHOCTH:

MoJiepyKKa paboThI co BCeMU mprudTamu,
yCTaHOBJIEHHBIMU Ha KOMIIbIOTepe I10/1b30BaTelisi, B TOM
guciie: TrueType fonts (TTF) wu TrueType collections
(TTC), CFF, WOFF, OpenType fonts (OTF, ob6a
BapHaHTa TrueType Y BepCUu CFF)
u OpenType collections (OTC), Type 1 (PFA u PFB),
CID-keyedType 1, SFNT-basedbitmap, X11 PCEF,
Windows FNT, BDF (Bkttouas criaxkensnie), PFR, Type
42 (orpaHuYeHHas MOMJIePIKKa);

noanepxka mpuptoB XO Fonts: XO Caliburn, XO
Courser, XO Thames, XO Tahion, XO Oriel, XO Windy,
X0 Symbol, XO Oriel Condensed;

noayepxxka mpudToB PT Astra Sans, PT Astra Serif;
BbIOOpD 1mpudTa, pasmepa MpUdTa U HAYEpTaHUS:
MIOJIY>)KUPHBIN, KYPCUB, NOAYEPKHYTHIM, 3aYepKHYTHIH,
IIOJICTPOYHBIHN, HAICTPOYHBIIA;

M3MeHeHWe WHTepBajla MeXJy 3HakaMH B TpeX
BapuaHTaX (HOPMATUPOBAHMS: PA3PEXXEHHBIN, CXKATHIHA
Y HOpPMAaJIbHBIM;

¢dopmartrpoBaHUe TeKCTa B cTuiie «Bce mponucHbie»

dopmaTtupoBaHue
COLepXKUMOT0

Windows/Linux

[TonnepxrBaeMble BO3MOXHOCTH:

oToOpa)keHWe TPaHUIl U IIBeTa STYerKd, 00beIMHeHHbIX
siUeeK;

¢popMaTupoBaHue IpaHull TYEHKU WM JUalla30Ha SYeeK:
BCe IPaHMIbl, HEeT I'PaHUII, TOJICTble BHEIITHMe TPaHUIIb;
HM3MeHeHMe [1BeTa 3aJIUBKU SUYeeK;

BBIOOP ITPOU3BOJIBHOTO IBETA 3aJIMBKU STYEHKY;
oToOpakeHHe TIlepeHOCa TeKCTa B OJIHOM  siuedike
Y HAJIOXKEeHUe TeKCTa Ha COCeIHUe STYeKHU;

[IepeHOC TeKCTa BHYTPU SIYEHKHU;

MOJJepPXKKA  OIIWM  «BBIIEJIUTHY, «CKPBITH» WU
«T10Ka3aThy» CTOJI0 eIl MU CTPOKY IeJINKOM;
WCII0/Ib30BaHWe (YHKIMH «KOIMMPOBAThY», «BbIPE3aThy»
Y «BCTaBUTHY JJI1 INAIIA30HOB SYeeK;

dopmaTrpoBaHue Yucell B sUerKax;

KOIIMPOBaHKe ¥ BCTaBKa (POPMaTUPOBAHHOI'O TEKCTa;
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BepTUKalbHOE BLIPAaBHHUBAHHWE TeKCTa B sdeiike WIA
B JIMaTia30He siueeK: 10 BepXHeMY Kpato, 10 IeHTPY | 10
HIKHEeMY Kparo;

TOPU30HTAJIbHOE BLIDABHUBAHWE TeKCTa: [0 JIeBOMY
Kparlo, II0 [IeHTPY, 110 IIPaBOMY Kpalo, M0 IIHUPUHE;
BCTaBKa pa3pbiBa CTPOKU B STUEHKY;

3aKperljieHre IIPOU3BOJIbHOTO KOJIMUeCTBa CTPOK U sSTYeek;
cOpocC Bcex CYIECTBYIONIMX 3aKperieHnH;

v3MeHeHHe MacIlTaba TeKCTa 110 pa3Mepy sueiKy;
BCTaBKa B JIOKYMeHT TeKyIlel JaThl ¥ BpeMeHHU;
TOo/IJIep>KKa TMaroHasied B siuedKax TaOIHIThI;
oToOpakeHWe BEPTHUKAIbHOM OpHEHTAllMh TeKCTa B
qYerKax;

IPYyNIHUPOBKA JAaHHBIX B CTPOKAX M CTOJIOIAX;
KOMMpOBaHWe W BCTaBKA TeKCTa W3 BHEIIHUX
MPWIOXKEHHA  C  COXpaHeHHWeM  OPUTHMHAJILHOTO
dopmaTrpoBaHUs;

M3MeHeHHe Pa3MepoB HECKOJIbKMX CTPOK WJIM CTOJIOI[OB
OJTHOBPEMEHHO;

pacripefiefieHMe TeKCTa II0 CTOJ0laM TIpyU HKMIIOpPTe
nokymeHToB B popmatax CSV, TSV, SCSM u TXT;
3aJjlaHle OJHOTO WJIM HEeCKOJIbKUX pasfenuTesied |
OorpaHUuUTeNel CTPOK, a TakXKe BbIOOp Habopa CUMBOJIOB
VISl pacripefiefieHusl TeKCTa 110 CTOJI0IaM;

CKpBITHE U 0TOOpaskeHre HYJIeBbIX 3HAYeHUI;
aBTOMAaTH4Yeckoe BBbIPAaBHMBAHWE CTOJIOIIOB IO IIUPHHE
IIPY UMIIOPTe AOKYyMeHTOB B popmare DSV

BCTaBKa TeKcTa 6e3 GopMaTHPOBAHKS;

BBIOOD yIVIa HaKJIOHA TeKCTa B suelike: BjieBo Ha 90°,
BJeBO Ha 45°, BmpaBo Ha 90°, BmpaBo Ha 45°, 6e3
noBopota (0°);

BO3MOXXHOCTb YKa3aTh MPOM3BOJIbHBIA YTOJ HAKJIOHA
TeKCTa B STYeiKe;

COKpaIIleHHe «T.» B YACI0BOM dbopMaTe MOJTHOW AATh

@PopmMar 1o obpasity

Windows/Linux

[TonnepxuBaemMbie BO3BMOXKHOCTH:

¢dbopmaTHrpoBaHue 1o 00pa3Iry;

dopmaTrpoBaHue 0 00pa3Iy Jijist ab3ares;
¢dbopmaTrpoBaHue 1Mo 06pasily i sueek, eciii OHU He
conepkat GopMyJI UK YHCeTT;

MpUMeHeHKe CKOTTMPOBAHHOTO CTHJISI GOPMATHPOBAHUS K
HECKOJIbKUM 00OBeKTaM 110 04epe[iy;

COXpaHeHHWe  WCTOPUM  Ofepaluil  MpUMeHeHUs
«KUCTOYKM

dopMarthl TaHHBIX

Windows/Linux

[Tonnep>xuBaemMbie BO3MOXKHOCTH:

HCIOJIb30BaHMe YMCJIOBBIX dopmaToB: oOImuH,
YHCJIOBOM,  JIeHEXKHBIM, $UHAHCOBBIN,  JIPOOHBIN,
OKCIIOHEHIIMAJIbHBIM,  J1aTa, BpeMs, IIPOLIeHTHBIN,
TEeKCTOBBIN;
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aBTOMaTH4Yeckoe  OIpeJielieHWe  CUMBOJIOB  pybis
Y JioJUlapa Tpy MpUMeHeHUr GpopMaTUPOBAHUS STYEUKU:
YHCJIOBOM;

aBTOMATH4YeCKoe OImpeJieJieHre CHUMBOJIA BaJIIOTHI ISt
¢opmara siueek «leHeXXHbIN;

MOJIJIeP>KKAa PerMOHANIbHBIX CTAaHAAPTOB opmara siyeek:
ru RU  (Poccus), tt RU (Tarapcran), ba RU
(bamkupus), en GB (Benukobpuranus), en US (CIIIA),
en AU (Ascrpanus), en_NZ (Hosas 3enanaus), en CA
(Kanapma);

HaCTpOMKa IapaMeTpoB OTOOPaXKeHUsI  YKUCIIOBOTO
dopmara JAHHBIX: YHUCIO JIECITUYHBIX  3HAKOB,
pasfenuTeNb TPYHI pa3psiioB, OTpUIlATeNIbHbIE YHCIIA,
CUMBOJI BaJTFOTBI, THI JIaThl U BpeMeHU

Pa6ora c popmynamu Windows/Linux | IlognepskriBaemMbie BO3MOKHOCTH:
I1aHeJlb BCTaBKU GOPMYIJIBI;
KOIIMPOBaHKe U BCTaBKa GOpMYII;
BBOJ 4 BbIOOP PYHKIIUI Ha PYCCKOM SI3bIKE;
BbIOOp GOPMYJI U3 CIIMCKA IIPU BBOJIE (POPMYIIBI;
oToOpakeHHe I0/ICKa30K 00 KCIIOIb30BAaHUU (HPOPMYJIbI
1ocJyie ee BbIOOPA;
WCII0JIb30BaHVe UMEeHOBaHHBIX JIMalla30HOB B (pOpMyIax;
I0JICBEYMBaHHe BCEX syeexK, y4acCTBYIOLIUX
B BBIUMCJIEHUSIX, IIPU BbIJIeJIeHUU STYeKU C GOPMYIION;
3aZlaHye JlMana30Ha 3HAYeHUM IpU pellakTUPOBAHUU
¢$hopMyIIbl Yepe3 BbljleJleHHe HY)XXHbBIX siueeK MBIIIbIO;
pacyet 4acTu popMyIibl;
nokanu3anus napamerpoB  ¢yHkiuu  TEKCT  Ha
HOJIIep>XKBaeMble SI3bIKHU;
MO/IJIepP>)KKa CTPYKTYPUPOBAaHHBIX CCHUIOK Ha JJaHHbIe
TabIUIl

Pabora c nuarpammamu Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:

oToOpakeHWe [IByXMEpHBbIX [MarpamM, THCTOrpamM,
JIMHeHMYaThIX JMarpamm: C TPYIIITUPOBKOM,
C HaKOILJIeHHeM, HODMUPOBAHHAsI C HAaKOIJIeHHUeM;
MoJIJIep>Kka TpadUKOB: CTAHIAPTHBIM, C HAKOIIJIEHHUEM,
HOPMHPOBAHHBIN C HAKOIIJIEHUEM;

oToOpakeHWe mAuarpaMM C obGJacTsSMH: CTaHAAapTHas,
C HAKOIJIEHWeM,  HOPMHPOBAHHAs  C HaKOIUIEHHEM,
CTaH/apTHas KPyroBasi;

MojiJiep>kka rpaduKkoB C HAaKOIUJIeHHWeM, JIMHeHYaThIX
JMarpaMM C HaKoIIeHWeM, HOPMHUPOBAHHBIX
JMHEeMYaThIX IMarpaMM C HaKOTUIEHUEM, U Juarpamm C
00JIaCTSIMHU C HAKOILJIEHUEM;

M3MeHeHHe THUIa TUarpaMMBbl;

yIajieHue IMarpamm;

aBTOMaTH4Yeckoe  TlepeCcTpOeHHWe  JuarpaMm  IpU
W3MEHEHUH 3HAa4YeHMH;

Co3/laHue IMarpaMMbl;
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orepariii  «KOIIMPOBATb», «BCTAaBUTbY», «BbIPE3aThb»
IuarpamMmmy;
repeMelreHe JUarpaMmbl;

M3MeHeHUe pa3Mepa JuarpaMmbl;
3aJJaHMe HallpaBJIeHUs psijia JUarpaMMBbl;
BBOJ] Ha3BaHUsl AMArpaMMbl

[Tognep>kka MaKpOKOMaH/ Windows/Linux | IlognepskuBaembie BO3MOKHOCTH:
Mo//Iep>KKa MaKPOKOMAaH/T Ha sI3bIKe IIPOrPaMMHUPOBAHUS
Lua;
oTepalvy C MAaKPOKOMAaHJIaMU: CO3/1aTh, IepeUMeHOBaTh,
YOAIUTh, peJaKTUPOBATh U BBIIIOJIHUTD;
XpaHeHHe MaKpOKOMaH/I B JIOKYMeHTe;
HOBBIE METO/IbI /ISl pabOTHI C sSTYelkaMu
HOBble MeTO/bl [UIl JIOCTYIla K  COAEpXUMOMY
KOJIJIeKIIUH;
MojJiep>kka ~ CUMBOJIA ~ OJJMHAPDHOM  KaBBIYKU B
MaKpOKOMaH/IaX;
aBTOMaTHYecKoe ornpejiesieHre popMaTa 3alliCH JIAHHBIX
B AYENKY;
paboTa co CBOJIHBIMHU TaO/IUIaMU;
paboTa co cBoucTBamu naparpada B siueiike;
BO3MOXXHOCTb TMOJIYYUTh YKUCJIOBOE 3HAaYeHue JIH000M
STYeUKU,;
paboTa ¢ pa3pbiBaMH pa3/iesioB JOKYMEHTa;
paboTa ¢ opreHTanyel CTpaHuUIl ¥ pa3fielioB IOKYMeHTa;
OKCIIOPT JIOKYMEHTQ;
MeTO/, JiJIs1 BBI30BA UAJIOTOBOTO OKHA ITeYaTh peJjakTopa
IU1s1 BBIOOpA HAaCTPOeK MevyaTu v OTIPAaBKU JJOKyMeHTa Ha
MIPUHTED;
MeTo/ ISl BbIBOJla WMHGMOPMAIIMOHHOTO COOOIeHUs B
BHJIe TUAJIOTOBOT0 OKHA
PuibTpanyst JaHHBIX Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:
NpuMeHeHUe GpUIbTPa K BblJleJIeHHOUW 00J1acTy;
BbIOOp OJHOTO WM HECKOJbKUX 3HAYeHWH I
NpUMeHeHUs pUIIbTPa, yKa3aHUe 3HaYeHUs;
oToOpakeHHe UHPOPMAIIUU O KOJIMYECTBe MOBTOPEeHUM
KaXJIOTO  YHUKAQJIBbHOIO  3HAYeHUs B BbIIeJIEHHON
obsacrtu;
BbIJleJIeHHe BCeX JOCTYIIHbIX 3HaYeHUH;
ouuIlieHve GUIbTpPa;
IIpUMeHeHKe QUIIbTpa ellle pas;
aBTOMaTU4YecKoe pacivpeHue BbIJIEJICHUS 10
MaKCUMalbHOM 00JIaCTH, COCTOSIIEM U3 CMEeXHbIX
HEITyCThIX STYeeK;
yKa3aHue KOJIMYeCTBa BblJleJIeHHBIX siueeK B 001aCTH
CopTHUpoBKa JIaHHBIX Windows/Linux | IlognepsxuBaembie BO3MOKHOCTH:

COPTUPOBKA  SYeeK B BbIIEJIGHHOM  00JacT 1O
BO3pPAaCTaHUIO U YOBIBAHUIO 3HA4YeHMs], MO ajdaBUTy U
B 0OpaTHOM HallpaBJIeHUH;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2020 20




MonQOdpuc

PenaxkTop Tadun

ILnardopma

PyHKIHOHAJIbLHBIE 0CO0EHHOCTH

IpUMeHeHre COPTUPOBKH ellle pas;
aBTOMaTHUYeCKoe paclmpesve BbIJIeJIeHUS bife}
MaKCHUMaJILHOM 00J1aCTH, COCTOAIell U3 CMeXHBIX
HeIyCTBIX SYeeK;

yKa3aHHe KOJIMYEeCTBa BbIJIEJIEHHBIX si9eeK B 06J1aCcTH

VYcnoBHoe popMaTrpoBaHue

Windows/Linux

[Topnep:xruBaeMble BOZMOXKHOCTH:

oToOpakeHHe yCJIIOBHOTO pOpPMATUPOBAHUS B sTUeHKaX;
aBTOMaTHUYeCKoe IIpUMeHeHue CBOICTB
dopmaTHpoBaHUS ~ HAWOOJBIIUX W  HAWMEHBIIHX
3HAYeHUH;

aBTOMaTUYecKoe TIpUMeHeHne CBOMCTB
dopmaTHpoBaHus 3HaUeHUH B BUjie GOPMYJIbI

CsopgHble TabIUIbI

Windows/Linux

[TopnepxviBaeMble BO3MOXKHOCTH:

oTtobpakeHHre CBOJTHBIX TaOJIHII;

yIajieHre CBO/THOW TaOJIUIIbI;

0OHOBJIeHHe CBOIHOM TaOIUIIbI;

¢wibTpanys JAHHBIX 10 JIOCTYIHBIM (QUIBTPaM B
CTPOKax, CTOJ0Iax U Tabiuile 1eJIMKOM, eCid PUIIbTPhI
y>ke ObUIM IPUMeHeHbI PaHHee;

IPYNIIMPOBKA JAHHBIX [0 3HAYeHHWI0O B CTPOKAax U
cTONIbIAax CBOAHOM TaONHWIBI, eCiid TPYNIIMPOBKA YXKe
Oblla MpUMeHeHa B OTKPBITOM JIOKYMEeHTe

Pabora co ccbuikamMu u
TUIIePCChITKAMU

Windows/Linux

[TonnepxuBaeMble BO3MOXXHOCTH:

BCTaBKa U peJJaKTUPOBaHUe TMIIePCChUIKY;

nobaBjieHre TUIepCChITKY K stuelike ¢ GOpMyJIIoH;
aBTOMaTU4ecKoe ¢dbopmarupoBaHye CCBUIOK
Y 3JIEKTPOHHBIX aZ[peCcoB KaK 'MIIePCChIIOK;
oTobpaxkeHue ccbiok B ctusie R1C1

Pabora ¢ nzobpaxenusimu

Windows/Linux

[Tonnep>xuBaemMble BOZMOXXHOCTH:

oToOpakeHWe U300paKeHUH;

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

ynajeHve n300paXkeHui;

M3MeHeHUe pa3Mepa U300pakeHHid;

bYHKIIMKM  «BBIpE3aThy», «KOMHUPOBATb», «BCTABUTH»
M300pakeHrue MeXTy TeKCTOBBIM U TaOJUYHBIM
IIOKYMEeHTaMH;

nepeMerrieHre U300paKeHus;

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

oTobpakeHWe M300pakeHW, pa3BEpHYTHIX IOl YIJIOM
OTHOCUTEJILHO SIKOPHOU TOYKU;

MOJIJIepP>KKa 00pe3aHHbIX M300pakeHUi

Pabora ¢ purypammu

Windows/Linux

[Tonnep>xuBaemMble BOBMOXXHOCTH:

nopziepkka GpUryp B JOKyMeHTaXx;

BKJIaJika PUTyphl Ha NTaHeIU UHCTPYMEHTOB;
BO3MOXHOCTb  BBIJIeJIUTb, KOIMPOBaTh, BbIpe3aTh,
BCTaBUTb QUTYPY;

M3MeHeHre pa3Mepa U IPONOPIUH QUTYPHI;
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V3MeHeHMe PaCIoJIOXKeHHUs B JIOKyMeHTe;

ynaneHue GpUrypsr;

oToOpakeHHe JINHUH;

BO3MO)XHOCTb BCTaBKH TEKCTOBOTO I10JIS;

BO3MO>KHOCTb BCTaBKH, pelaKTUPOBaHUs u
¢opMaTHpoBaHUs TeKCTa B purype

Bydep obmena

Windows/Linux

[Tompnep:kuBaeMbie BO3MOXKHOCTH:

XpaHeHue /10 JecITh 00beKTOB (hparMeHTOB TeKCTa WK
Tabinui) B 6ydepe obMeHa it ajbHeUIIel BCTaBKU B
TOKYMEHT;

BBI30B OkHa Oydepa o6MeHa;

BBIOOD CKOMTMPOBAHHOTO OOBEKTA C MOMOIIBI0 CTPeIodex
«BBepx» 1 «Buusy;

BBIOOD CKOITMPOBAHHOTO OOBHEKTA;

IepekyiloueHre MeXAy OKHoM Oydepa obmeHa U
JIOKYMEHTOM

Pabora

C IOKYMEHTOM

[Touck u 3ameHa

Windows/Linux

[TonnepxuBaeMble BO3MOXKHOCTH:

TOWCK CJIOB Wi $pas;

IIOMCK C 3aMeHOM, TaKXe C y4eToM perucrpa u cjioBa
I[eJTMKOM

ITpoBepka
opdorpaduun/myHKTyaluu

Windows/Linux

[TonnepxuBaeMbie BO3MOXKHOCTH:

aBTOMaTHWYeCKasl ITPOBEPKA IPABOMMCAHHMSI TEeKCTa Ha
PYCCKOM M aHTJIMHACKOM SI3bIKaX;

IIpOBepKa rpaMMaTHKH JJis PYCCKOTO SI3bIKa;

Mo/i/iIepKKa II0JIb30BATEeILCKOI0 cJioBaps C
BO3MOXXHOCTBIO T0OABJIeHUS U yIaJIeHUs! CJIOB;

HMMIIOPT CJIOBApS;

M0/ICKa3Ka BAapMAHTOB HCHpaBiieHus opdorpadpruieckux
OIIIUOOK

[IpaBku

Windows/Linux

OTMeHa NpaBOK MO OJHOMY CHMBOMY 3a Imar (6ydep
«3anoMuHaeT» 50 rocyiegHUX I1aroB)

3aMeTKu

Windows/Linux

[TonnepxuBaeMble BO3MOXKHOCTH:

CO3/IaHUEe U YIaJieHHe 3aMeTOK K siueiikaMm;
¢dbopMaTHpOBaHUE TEKCTa B 3aMeTKe;

nojiyiepkka 6ydepa obMeHa Jijisi COJIepXKUMOT0 3aMeTOK

PexxyM pereH3upoBaHUS

Windows/Linux

[TonnepxviBaeMble BO3MOXXHOCTH:

Pe>XHM COBMeCTHOM paboThl /17151 JOKyMEeHTOB, OTKPBITHIX
U3 yacTHoro obmaka MoiOduc, npu HaIMIUMU
COOTBeTCTBYIOIIUX IIPaB y M0JIb30BaTeJIs;

oTobpakeHWe WMH(MOPMalUKA O JPYIUX II0JIb30BaTelIsiX,
OTKDBIBIIMX JIOKyMeHT: WMs, IIBeTOBasl WHIMKaIWA,
II0JIOXKeHHe KypCopa;

oroOpakeHVe W3MeHeHUM, BHOCHUMBIX B JJOKYMEHT, Yy
BCeX [JIpyrMX IIOJIb30Baresiel, OTKPBIBIIMX  3TOT
JOKYMEHT

[TopnepxxuBaembie
KJIaBUATypHbIe COYeTaHUsI

Windows/Linux

ITonnepxvBaemble ropsiavie KJIaBUILIU:
HOME - nepexop K n1epBoy sSi9elike B CTPOKE;
END — nepexop Kk nocsneiHeli sueike B CTPOKE;
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SHIFT + DELETE — onius «Bbipe3aTby;
SHIFT + INSERT — BcTaBka;
SHIFT + neBas kjaBWIlla MBIIIA — BBIOOpP JHaria3oHa
qYeeK;
SHIFT + HOME - BrifiesieHre Bcex siueek OT yKazaTest
110 Hayajia CTPOKY;
SHIFT + END — BblziesieHue Bcex siueek OT yKazaTeJs JI0
KOHIIA CTPOKU;
CTRL + crpenka BileBO — Tmepexof K MpeIblayliemMy
CJIOBY;
CTRL + crpenka BmpaBo — Iepexof K CllefyiolemMy
CJIOBY;
CTRL + crpenka BBepx — mepexof K IpeIblaylemMy
ab3aiy;
CTRL + crpenka BHU3 — Ilepexoll K CllefyolieMy
abzany;
ALT + B — nobaBiyieHrie HOBOM CTPOKM CHU3Y TabOJIHUIIbI;
F2 — nepexon k pexxumy pelakTUPOBaHUS COJIEP>KUMOTO
STYeHKHU;
CTRL + E — BblpaBHHBaHUeE II0 [IEHTPY;
CTRL + Y — Bo3Bpart (1OBTOP) JIeHCTBUS;
CTRL + SHIFT + C — xornmmpoBanue ¢popMaTHPOBAHUS;
CTRL + SHIFT + V — dopmarupoBaHre BblieJIEHHOTO
TeKCTa 1o obpasily;
SHIFT + TAB — ymenbliienue otcryna ab3ana;
TAB B siueiike — iepexo/i K Cile[lyIolel suerke;
SHIFT + I[TPOBEJI — BbIIeUTH BCIO CTPOKY;
CTRL + ITPOBEJI — BeIgenuUTh BeCh CTOJIOOLT;
CTRL + 3HAK MUHYC - ynanuTb BEIOPaHHYIO CTPOKY
WU cToJberr;
CTRL + F - aBTOMaTH4yecky iepeBOAUT yKasaTeslb BBOJA
B niosie [lovcka. Eciu B mosie y>xe 661710 cofepkuMoe, 0HO
OyZIeT BbIjIeNIeHO;
CTRL + / - nmaHenb DBICTpBIX [IeWCTBUM [Jis BBI30BA
KOMaH/I C MCII0JIb30BaHHWEM KJIABUATYPhI

Pabora c

rOTOBBIM (aiiioM

Crarucruka AOKYMEHTd

Windows/Linux

[TonnepsxuBaeMble BO3MOXKHOCTH:

oToOpakeHWe OBICTPBIX WTOTOB B CTPOKe COCTOSTHHS:
CyMMa, MHUHHMMAaJlbHOE 3HavyeHHe, CpeflHee 3HAuYeHWe,
MaKCHUMaJbHOe 3HAaYeHHe U KOJIMYeCTBO HEMYCThIX
STYEeK;

oToOpakeHHe MaciiTaba JOKyMeHTa

Hapncrporiku

Windows/Linux

[TonnepxviBaeMble BO3MOXXHOCTH:

HoJilep>kKa HafICTPOeK;

BO3MOXHOCTb yCTaHaB/IMBaTh, OOHOBISATb U YAQJISTH
HAJICTPOMKHU;

BO3MOXXHOCTb BKJIIOYATh U BBIK/IIOYaTh YCTAaHOBJIEHHBIE
HA/ICTPOMKHU;

oTobpakeHHe 110IpoOHON MHPOPMALIMK O HAJICTPOUKAX;
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«THXas» YCTAHOBKA HAICTPOEK

ITevatn HOKYMeHTa

Windows/Linux

Windows

[TonnepxruBaemMbie BO3BMOXKHOCTH:

OTTIPaBKa Ha IevaTh;

TIpe/IBapUTeIbHbIN MIPOCMOTP TOKyMeHTa
C BO3MOXXHOCTBIO OTOOPaKeHHsI PEKBU3WUTOB CTPAHUIIHI,
Pa3phIBOB, Maciiraba, BEpPXHUX 51 HWDKHUX
KOJIOHTHUTYJIOB;

HACTpPOMKA IPOCMOTpa IOKyMeHTa: M0 IIWpHHEe, IO
pasMepy CTpaHHUIIbI, II0 OJHOM CTpaHuIle, IO IBe
CTPaHHUIIbI, BCe CTPAHUIIBI;

BBIOOp MacITaba U OpUeHTAITUH CTPAHUIIBI;

HaBUTAIMS MEeXy CTPAaHUIIAMHU;

BBIOOp JiMaTia30HA CTPAHMI] IIeYaTH U YMCJIa KOTTHH;
revaTh TeKYIIero JMCTa WK BbIJIeJIeHHOM 00J1acTH;
BBIOOD pa3Mepa Oymaru Jijisi evaTy;

BBHIOOD MacHITaOMpPOBAHUSI JOKYMEHTa TpU Ie4aTH: TI0
pa3Mepy CTpaHUIIbI, [0 IMKUPUHE CTPAHHUIIBI U 110 BBICOTE
CTpPaHHUIIbI;

ObICTpast IevaTh;

BBIOOD YCTPOMCTBA MeYaTH;

revyaTh YeTHBIX/HeYETHBIX CTPAHMII;

IIBYCTOPOHHSIS [1€YaTh;

HACTpoMKa MaclITabupoBaHus (110 pa3Mepy CTpPaHUIIHI,
T0 IUPUHE U T.J.);

pa3bueHye 1o KOMUsIM;

MacIITabupoBaHKe CTPAHUIIBI ITPH ITeYaTH JJOKYMeHTa;
revyaTb B OTTEHKaX Ceporo;

BO3MOXXHOCTH He Ie4aTaTh MyCThIe JINCTHI;
COOTBETCTBME MaciiTaba [jisi T[e4yaTH JOKYMEHTOB
MacITaby caMoro JOKyMeHTa 10 YMOTYaHUIO;
MOJIJIepP>kKKa 00JIaCTH 1eyaTH B IOKyMeHTe;
BO3MOKHOCTh 3a[aTh U OYMCTUTL OOJIACTh ITevaT IJis
KaQXKIOT0 JIUCTA B IOKYMEHTe;

BO3MOXXHOCTb OTOOPA3UTh U CIPSTATh TPAHHUIIBI 00JIACTH
IeYaTy Ha JIKCTe;

BO3MOXXHOCTb OTIIPAaBUTh Ha TIleyaTh OIlpeieJieHHbIe
CTPAHUITbI WK IMATa30H CTPAHUI] U3 CHOPMHUPOBAHHOTO
IUISI TIeYaTy IOKYMEeHTa;

repexo]i K HACTPOHKaM MPUHTepa

OOMeH IoKyMeHTaMHu

Windows/Linux

OTHpaBKa JOKYMeHTa BJIOKeHHeM II0 I1o4Te C ITOMOIIbIO
IIOYTOBOTI'O KJIMEHTd, YCTaHOBJIEHHOI'O 110 YMOJIYdHUIO

AnanutHka
IInardopma DyHKIHOHAIbHBIE 0CO0OEHHOCTH
Oobuzee
S13pIKOBas MOJIJIep>KKa Windows/Linux | Jlokanu3ariiysi Ha pyCCKOM sI3bIKe
PopMatsl JOKYMEeHTOB Windows/Linux | [lognepxuBaeMble BO3MOXXHOCTH:

VMIIOPT:
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—ucxonnbix JaHHbIx B OLAP ky6 B popmarax xods, ods,
xlIsx, csv;

—MH(OPMAITMOHHBIX  TIaHeNel, IMOATOTOBJIEHHBIX B
«MonOduc Ananutrka»

JKCIIOPT:

—AaHHBIX B popMaThl xods, xlsx, csv, PDF;
—uHpopMaIMoHHbIX maHened B dopmaTt PDF, PNG —
Ju1si 3arpy3kd B « MoitOduc AHamuTHKay

Pabora ¢ omankamu wu
daitiamu

[TonnepxruBaemMbie BO3MOXXHOCTH:
CO3JIaHMe HOBOMU ITIallKU;
yJlaJIeHWe CYIIeCTBYIOIIeN MankKu

ITonroroBka JOKyMeHTa

Paborta c mabnonamu Windows/Linux | [TogroroBka 1ma610HOB BU3yaJl3aIiii JAHHBIX

Pabora ¢ mogensmu Windows/Linux | Ilognep>xriBaeMble BO3MOXKHOCTHU:
CO3JJaHMe MO/l Ha OCHOBe 3arpy>kKeHHOro ¢arnnia;
aKTUBAI[Msl/IeaKTUBAIlMsI BBIODAaHHOM MOJIen

Pabora c anamutmdeckumu | Windows/Linux | [TogmepkxvBaeMble BO3MOXKHOCTH:

MMaHeJIIMU peXXuMbl pabOThl C AHAIIMTUYECKOW IaHeNbIO: PeXUM
KOHCTPYKTOPA U PEXUM IIPOCMOTPA;
CO37aHHe HOBOM aHA/IMTHYeCKOM MaHelIH;
OOHOBJICHUe CIIUCKA ITaHeJIeH;
HACTpOMKa MapaMeTpoB 0TOOpaXkeHusl MaHeJu;
vM3MeHeHre Ha3BaHUS ISl BBIOpaHHOU IMaHeIH;
HACTPOMKa CJI0eB Ha aHAJIMTUYECKOM TTaHeJIH;
pelakTHpOBaHUe TaHeJH;
HACTpPOMKa CBOMCTB aHAIIMTUYECKOW [1aHeJIH;
OpraHu3anus CBsI3eH Mexay AHAJIUTHYECKUMH
MaHeJIsIMU;
CHHXPOHHU3aIMs JaHHBIX MeX/1y MTaHeJIsIMU;
CO3aHHe KOIIHHU MTaHe Iy,
HaCTPOWKM OTOOpaKeHHsl aHAJIUTUYeCKOW IlaHelIu Ha
Pa3iInYHBbIX YCTPOMCTBAX
COXpaHeHHe U3MeHeHWH B CO3[JaHHOM NaHelH;
MIPOCMOTP U peJlaKTUpPOBaHHWe COXPaHEHHbIX MaHeJel;
yAaJleHre MaHeJx

Pa6ora c BumkeTamMmu Windows/Linux | Ilognep:xriBaeMble BO3MO>XXHOCTHU:
JOCTYyIHBbIe BUJDKETHI: AWAarpaMMbl, TaOJMIIbl, TEKCT,
r3o0pakeHue, KapTa, BbINIAJJA0NIKMN CITIUCOK, BHIOOP /aT;
nobaBiieHre BUIKETa;
pelakTUpPOBaHUe CBOMCTB BUJKETA;
HACTpoWKa 0TOOpaXkeHUs! IaHHbIX B BUIKETAX;
BCTaBKa CKOIIMPOBAHHOI'O paHee BUJKETa;
V3MeHeHHe PACIIOJIOXKeHUsI BUJIKeTa;
HACTPOMKU pa3Mepa BUJDKETa;
IIPOCMOTP TIepeyuHsl BUIKETOB;
yaaneHue BUpKeTa

Bumxer «/Iuarpamman Windows/Linux | [lognepxuBaeMble BO3MOXXHOCTH:

JOCTyIIHble ~ JuarpaMMbl:  CTojI04aTas Juarpamma,

AvdrpaMmMada HaPETO ) JIMHeWHas AvdarpamMmd,
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KOMOMHHMpOBaHHAs JAWarpaMma, KpyroBasi Auarpamma,
ITy3bIpbKOBasl AMarpamMMa, KackajiHasl Auarpamma;
nobapiieHre BUIKeTa «JlruarpamMmay;

pelakTUpOBaHUe CBOWCTB AUarpaMm;

BBOJI ¥ PeJlaKTUPOBaHUe UJIeHTU(PUKATOPA BUIKETA;
BBOJI ¥ PeJIaKTUPOBaHUe UMEeHU BUIKeTa;

V3MeHeHue I1BeTa (pOHA BUJIKETa;

HAaCTpPOMKa IIJapaMeTpPOB PaMKU BUKeTa;

BBO/I U peJJaKTUPOBAaHMe TeKCTa, MIPUPTa, paCIIOIOXKeHHUs
3aroJIoOBKa BUIKeTa;

V3MeHeHUe I[BeTOBOM NAJIUTPhI IMarpaMMBbl;

V3MeHeHHe PaclloyIo)KeHHs OCel TuarpaMMmBbl;
BKJIIOYEHMEe U OTKJIIOYeHUe II0JIOChI TPOKPYTKHA Ha
BUJIXKETE;

V3MeHeHre Pa3MepoB I10JIel IarpaMMBbl;

oObeIMHeHre 3HAYeHUH B OTIEeIbHBIM CeKTOp;

BbIOOP 371eMeHTOB /1711 GOPMUPOBAHUS CEKTOPa;

BLIOOD I[BeTa Jyisi  HACTPOEHHOIO  CeKTopa C
00be/IMHeHHBIMU 3HAUeHUSIMU;

BBO/I M peJJaKTUPOBaHKe NMeHU HACTPOeHHOTO CeKTopa C
00be/IMHeHHBIMU 3HAUeHUSIMU;

nobaBieHre HeCKOJIBKUX U3MepeHnH;

BHIOOpD  IOKa3aTejell  Mopeild, KOTopele  OynyT
0TOOpakaThCs HAa JMarpamMMe B BUJIe CEPUI;

BKJIIOUEHMe U OTKJII0YeHHe 0TOOpaXKeHusl IToKa3aresen C
OTCYTCTBYIOIIIMMH 3HAYEHUSIMU;

MaclTabupoBaHue BCeX 3HAueHMM IIoKasaTesned Ha
JarpamMme;

BbIOOP CepuH JIJ1s1 HACTPOWKH;

BBOJI ¥ PeJlaKTUPOBAaHUe UMeHH [1Jis BHIOPDAHHOW CepUH;
BBIBOJl C HAKOIUIEHMEM HeCKOJIbKMX IIOKa3aTejleld B
paspe3e U3MepeHuH;

BbIOOP [TPOMEXYTKa MeXy CepUsiIMU B BUJIKeTe;

BBIOOp M3MepeHUsI JIJIs HACTPOMKM PACCTOSIHUS;
V3MeHeHHe I[BeTa CTOJIOI0B BbIOPAaHHOM Cepuy;

BBIOOP I[BETOBOM NAJUTPHI JJIsl CEPUH;

BKJIIOUEHMe U OTKJII0YeHNe IPajJueHTHOMN 3aIUBKY;
V3MeHeHue I[BeTa FPaHUIIbI CTOJIOIOB CePUH;

V3MeHeHHe TOJIIIWHBI TPAaHUIIbI CTOJIOI0B Cepuy;

BBIOOP BCIIOMOTATeJIbHOM OCH Y ;

BKJIIOUEHHMe U OTK/IIOUeHHWe OTOOpakeHUsl MeTOK
3HaYeHUH Ha BUJDKeTe;

BKJIIOUEHMEe U OTK/II0UeHHe OTOoOpaXkeHHs JiereHabl Ha
BUJIXKETE;

BKJIFOYEHHEe M OTK/IF0YeHHe BO3MOXXHOCTH CBOpaYMBaTh
JIeTeHNy Ha BUIDKeTe;

HAaCTPOWKa ITapaMeTpOB JIereH/Ibl;

BKJIIOUEHME U OTK/II0YeHHe OTOOpakeHus oced Ha
BUJDKETE;
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IlepeKJIfoueHre MeXIy JIMHeWHOW U JIorapupMHU4YecKOn
IIKaJIOK;

BKJIIOYEHHME M  OTK/IIYeHHWe TOPU30HTAJIlbHOW U
BepPTUKAIbHON pa3MeTKH B BUJIXKETe;

BbIOOD 11BeTa JIMHUN pa3MeTKU B BUIKETe;

BKJIIOUEHMe 1 OTKJII0YeHHe 3HaYeHUH Ha OCSIX B BUJDKeTe;
BbIOOP I'pajiyca MOBOPOTA MOJIKCEN B BUIDKeTe Ha OCSIX
XuyY;

BbIOOP KOJIMUeCTBA 3HAKOB I0CJIe 3aMSTOM B MOAUCSX;
BHIOOpD  KOJM4YeCcTBa  3HAKOB,  KOTOpele  OynyT
0TOOpaXXaThCsl B MOAMMUCSX Ha OCSIX;

BKJIIOUEHUE W OTKJII0YeHHe IlepeHoCa CJIOB B IOJIIMCSX
10 CTPOKaM;

BBIOOD  KOJIMYecTBA  3HAKOB,  KOTOpOe  MOXeT
0TOOpakaThbCs B CTPOKe Oe3 IepeHoca;

BKJIIOYEHHE U OTKJII0YeHHe GOpPMaTUPOBAHUS MOJIIKUCH
OCH KaTeropuy;

YCTaHOBKAa CBs3eil U3MepeHu! C lapaMeTpamy;

BbIOOP 1apaMeTpa U3 IiepedHs JijIsl IIPYUBSI3KU K BUIDKeTY;
BLIOOD TMOpSIKA COPTUPOBKU 10 UW3MEpeHusiM U
II0Ka3aTeJsm;

V3MeHeHue I1apaMeTpOB CCBUIKM [iJIsl Ilepexojia W3
BUJ[KeTa BO BHEIIIHIOIO CUCTEMY;

BBOJI ¥ PeJIaKTUPOBAaHUe TeKCTa TUIIePCChUIKU BUIDKETa;
BKJIIOUEHUe 1 OTKJIIOUeHHe OTIIPAaBKU TeKYyIUX 3HaYUeHU!
dwibTpa [MarpamMmbl IIpU [OJYyYEeHWH J[AAHHBIX 110
TUIepCChLIKE;

BBO/I U penakTvpoBanve URL rumepccbuiku Ha Habop
JTAaHHBIX, HA KOTOPOM CHpOPMUPOBAH BUJIXKET;
peaKTHpOBaHMe TeKCTa BCIUIbIBAIOIIEH MOJCKA3KU IPU
HaBeJleHUM Ha 3HAaYOK QUIbTPa Ha BUJKeTe;

HaCTpOWKa COJIeP>KMMOT0 BCIUIBIBAIOIIEH ITOJICKA3KU IIpU
HaBeJIeHUU Ha 3JIeMeHT JIMarpaMMBbl;

BBOJI ¥ PeJlaKTUPOBaHMUe TeKCTa Ha 0CsIX Y U X;

BbIOOD pa3Mepa mpudTa 1yist TeKCTa Ha ocsx Y U X;
BBIOOp IIpU@Ta [I71s1 TeKCTa Ha ocsiX Y U X;

BBIOOP I1BeTa TeKcTa oced Y U X;

BBIOOp IBeTa OHA, HA KOTOPOM OTODOpakaeTcsi TeKCT
oced Y u X;

BBIOOp T0JIOXKEeHUs TeKCcTa ocerl Y U X;

BBIOOP PACCTOSIHUS OT TIOJMUCH JI0 oceit Y U X;
pelakTUpoBaHWe MIabJIOHOB ISl 3KCIOpPTa AAHHBIX U3
BUJDKETA;

nobaBlieHHe M yjajleHue CTojbla IPOMEXXyTOYHOI'O
WTOTa;

BBIOOP ITPOMEXYTOYHOI'O UTOTa JIJIsl peJaKTUPOBaHUS;
BbIOOP TOJIOXKEHUSI TPOMEeXYTOUYHOI'0 MTOra: CjieBa WU
CIIpaBa;
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BbIOOD 3JIeMeHTa M3MepeHMs], 10 WM IOocjie KOTOpPOTro
Hyzner nobasyeH IPOMeXXyTOYHBIN UTOT;
BO3MOXXHOCTh Pa3BepHYTh BUIXKET Ha BeCb JKpaH;
BOCCTAHOBJIEHHMe MacITaba BUIKeTa;
HACTpOKMKa GUIbTPAIUY;
0OHOBJIEHHE BUJIXKETA;
KOIMPOBaHKe BUIKETa;
9KCIOPT MHGOPMAITUH U3 BUIKETA;
yajieHue BUKeTa

Bumxer «Tabauma»

Windows/Linux

[Tonnep>xrBaeMbie BO3MOXHOCTH:

JOCTyIHbIe TaOMUIBl: IpocTas Tabyvila U KpocC —
TabIMIIA;

nobasiieHue BumxeTa « Tabmuiay;

peaKTHpOBaHUe TabJIuIL;

BCTaBKa U yjlaJieH’e CTPOK U CTOJIOIOB;

repeMelrieHrie CTPOK U CTOJIOIIOB;

BBOJI ¥ PeJIaKTUPOBaHHe UJIeHTU(PHUKATOPA BUIKETA;
BBOJI ¥ PeIaKTUPOBaHUE UMEHU BUIKeTa;

r3MeHeHue I1BeTa poHA BUJIKETA;

HACTPOMKa ITapaMeTPOB PaMKH BUKETa;

BBOJI ¥ peJTaKTUPOBaHKe TeKCTa, MPUPTA, PaCIIOTOKEHHS
3arojI0BKa BUJIKeTa;

VM3MeHeHHe Pa3MepoB MOJIel TabJUIIb;

BKJIIOUEHHE U OTKJIIOUeHHe MepeHoca B MOJITUCAX CTPOK
B TabJIuIle;

BKJTIOUEHHE U OTKJTFOUeHHe BBIBOJIA ITOKa3aTesiel B popme
I[ETIOYKU POJIUTEIIb-TIOTOMOK;

BBOJl  pasfielUTeNiss  MeXIy  3HAUeHUsSIMHA  TIpH
oTOOpakeHMM  TIOKa3aTejiei B ¢dopMe  IEMOYKU
POJIUTENTb/TIOTOMOK;

BKJIIOUEHHE U OTKJIIOYeHHe YepefoBaHUs PpOHA CTPOK;
BKJIIOYEHMe u OTKJIIOUeHHe mpeoOpa3oBaHus
HAMMEHOBAHMUSI JIeMEeHTOB KPaWHero JIeBOro U3MepeHust
B CTPOKAaX TaOJIMIIBI B TUIIEPCCHUIKY;

BKJIIOUEHHE U OTKIIIOUYeHHEe OTOOPaKeHUS IMyCThIX CTPOK
U CTOJIOIIOB B BUIIJKETE;

M3MeHeHHe I[BeTa OOKOBUKA;

BKJIIOUEHME U OTKJIIOYeHHe OTOoOpakeHUsl CToJbIIa,
MO CYMTHIBAIOIIETO KOJIMYECTBO 3aIl0JIHeHHBIX STYeeK I10
CTpOKe;

BKJIIOYEHHE U OTKJII0OUYeHHe OTOOpakeHUsl CToJbIIa,
MTOACYHUTHIBAIOIIETO KOJUYECTBO 3aI0JIHeHHBIX S4YeeK I10
CTpPOKe B OOKOBHKEe BUJIXKETA;

BLIOOD  W3MepeHWM  Mojieli,  KOTOpble  OyIyT
0TOOpaXkaThCsl B CTPOKAX TaOJIHII;

BKJIIOUEHHE U OTKJIIOYeHHe OTOOpakeHUs 3JIeMeHTOB
W3MepeHHUH B CTPOKAX;

BLIOOD  TMOKa3aTejiell  MOAeNd, KOTOpble  MOTYT
0TOOpaXkaThCs B TabJIMIle B BUJIe IAHHBIX;
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BKJIIOUEHUe U OTKJII0UeHHe O0TOOpaXKeHusl IoKa3aresei C
OTCYTCTBYIOIIMMH 3HAYEHUSIMH;

YCTaHOBKA CBs3ei U3MepeHul C lapaMeTpamy;

BLIOOD MapaMeTpa U3 TiepevHs JiJIsl IPUBSI3KU K BUIDKETY;
V3MeHeHHe [1apaMeTpOB CCBhUIKMA [jIs Iepexojila U3
BUJ)KETa BO BHEIIIHIOID CUCTEMY;

pelakTUpOBaHKUe TeKCTa FMIIepCChIIIKA BUIDKETa;
BKJIIOUEHHE W OTK/IF0UYeHHe TIOCTPAHUYHOW HAaBUTAIUH B
HIDKHEM KOJIOHTUTYJIe BUIDKeTa;

BbIOOp arpubyTa;

V3MeHeHHe HaWMeHOBaHUsl aTpuOyTa, BbIOpAHHOTO B
MOJIAX «3ar0JIOBKU CTPOK» U «3aroJIOBKU MTOKa3aTesei;
V3MeHeHue [1BeTa HAMMeHOBaHUs aTpru0yTa, BLIOpaHHOTO
B MONSIX  «3arojioBKM CTPOK» H  «3aroJIOBKU
IIoKa3aTeJieny;

BBOJI U pe/IaKTUPOBaHUe 3ar0JIOBKa;

BBIOOD 11BeTa, KOTOPBIM OyZeT 3a/iiTa siuelika 3arojIOBKa;
HACTPOMKHU MapaMeTpoB I[BeTa U miprudTa A HOKOBHKA
Y IIATKY;

BBIOOp HACTPAMBAEMOTO 3JIeMeHTa: OOKOBHK WJIM IIAIKa;
M3MeHeHHe I[BeTa IMANKH WIA OOKOBHKA C TIOMOIIbIO
MOJIaJIbHOT'O OKHa;

M3MeHeHHs HacTpoek IprudTa B manke Wik OOKOBUKE C
MIOMOIIbIO MOJIAIbBHOT'O OKHa;

HacTporka ¢opmara OTOOpaXkeHWsl MJil BbBIOpPAHHOIO
V3MepeHus;

BHIOOD HACTPaWBaeMOr'o U3MepeHus;

HACTPOMKa I[BeTOBOM MHIUKAIIUU CTPOK;

BBIOOD CTHIIS MIpUQTA: OOBIYHBIN U TIOTY>KUPHBIH;
BKJIIOUEHHE U OTKJIIOYeHHe OTOOpakKeHWsl 3HaueHHs
MOKa3aTeJs B sYerKax 1Mo CTPOKe;

BLIOOD I[BeTa /il TOPU3OHTAJIBHBIX U BEePTUKAIbHBIX
JIUHUM CeTKU TaOJTUIbI;

HaCTpOMKa  OTOOpakeHWs  3JIeMeHTOB  aTpubyTOB
V3MepeHui B BUJle M300pakeHUM, MoTydaeMbiX 1o http
3arpocam;

M3MeHeHHe HaCTpoeK JIJisl 0TobpaXkeHUsI N300paXkKeHUs;
BLIOOD PAaCIOIOXKeHUs] H300paKeHUs:: B OTAeIbHOU
siyelike, BMeCTO 3JleMeHTa U3MepeHUs], CJieBa OT 3JIeMeHTa
M3MepeHwUsl, ClipaBa OT 3JIeMeHTa U3MepeHHUsl;

HACTPOMKa BbICOTHI ¥ IIUPUHBI N300paXkeHUs B PX;
BO3MOXXHOCTh Pa3BepHYTh BUIXKET Ha BeChb JKpaH;
HACTpOKMKa GUIbTPAIUY;

0OHOBJIEHHe BUJIXKETA;

KOIIMPOBaHKe BUIKeTa;

9KCIIOPT MHGOPMAITUH U3 BUIKETA;

yJajieHue BUKeTa

Bumxker «TekcT»

Windows/Linux

HO,HJIEP)KI/IBEIEMLIQ BO3MOXXHOCTH:
HO6aBJI€HI/Ie BUIKeTa « TekcTy;
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peaKTHpPOBaHWe BUJIKETA;
BBIBOJ] 3HAYEHUI IlapaMeTpPOB IaHeJu B TEKCT;

nepesiaya B [lapameTp naThr;

BBOJI ¥ PeJIaKTUPOBaHUe UJIeHTU(PUKATOPA BUIKETA;
BBO/I ¥ PeJIaKTUPOBAaHUeE UMEHH BUIDKETa;

r3MeHeHue I[BeTa pOHA BUJIXKETA;

HACTPOWKa ITapaMeTPOB PaMKU BHUJIKETa;

BBOJl Y pelaKTUpPOBaHME TeKCTAa BCIUIbIBAIOIIEN
MTO/ICKA3KH ITPU HaBeJIeHWH Ha TEKCT B BUKETe;
BO3MO>KHOCTb Pa3BepHYTh BUJXKET Ha BeCh JKPaH;
KOIMMPOBAHKEe BUJIXKETA;

yAaJleHre BUIKeTa

Bumxker «M300pakenue»

Windows/Linux

[Tonnep>xrBaeMble BO3MOXHOCTH:

nobasnenue Bumkera « U3o0pakeHuey;
pelakTUpOBaHUe BUIIKETA;

BBOJI U peIaKTUPOBaHUe UJeHTUDUKATOPA BUIXKETa;
BBOJ U pe/IaKTUPOBaHHe UMeHU BUIDKeTa;

M3MeHeHHe I1BeTa poHA BUIKeTa;

HACTPOIKa ITapaMeTpPOB PaMKU BUKETa;

BBOJI U PeJIaKTUPOBaHMe CChUTKA Ha M300pakeHue;

BBOJI U PeJJaKTHUpPOBaHUe CChUIKH JJIsl Iiepexo/ia 10 KIUKY
Ha BUJKET;

BBOJ U pelaKTUpPOBaHMe TeKCTa BCIUIbIBAIOIIEH
MOJICKA3KX IIPU HAaBeJIeHUH Ha KAPTHUHKY B BUJIXKETE;
BBIOOp MacITaba Jijisi OTOOpaskeHUs] KAPTUHKY;

BLIOOD crtocoba BhIpaBHUBAHUS M300pakeHus;
BO3MOXXHOCTh Pa3BepHYTh BU/IXKET Ha BeChb 3KpaH;
KOIMMPOBaHHe BUIKETa;

yaaJieHue BUIKeTa

Bumxer «Kapta»

Windows/Linux

[TonnepxruBaeMbie BO3MOXHOCTH:

nobasnenue Bumkera «Kapray;

pPelaKTUpOBaHUe BUJIXKETA;

WHCTPYMEHTHI /Ji1 BbIOOpa O0OBEKTOB: MPSIMOYTOJIbHAS
00J1aCTh, J1aCCO, HECKOJILKO 00JtacTei, COPOC BbIjIeNIeHHS;
pelakTUpOBaHUe UeHTUPHKATOpa BUIKETa;
pelakTUpOBaHWe UMEHHU BUIKeTa;

M3MeHeHHe I1BeTa pOHA BUIDKETa;

HACTPOMKa ITapaMeTPOB PaMKH BUKETa;

BBIOOD Y HACTPOMKA JAHHBIX Il IOCTPOEHUsI BUIDKETa;
BBIOOp Treorpaduyeckoro M3MepeHUs MojeNd s
CBSI3bIBaHHS C BUIDKETOM;

BBIOOp TTOKA3aTeJis JIJIsl CBA3bIBAHUS C BUIKETOM;

BLIOOD HM3MepeHUs MJii OTOOpaKeHUsl My3bIPbKOB Ha
KapTe;

BBIOOD TIOKAa3aTeJis JIsl olipeieJieHHs pa3Mepa My3bIpbKa
Ha KapTe;

BBIOOD M3MepeHHs WM TIOKa3aTelis [isl OIpeJielleHuUs
1[BeTa Iy3bIpbKa Ha KapTe;
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BKJIIOUEHHe U OTKJII0UeHHe O0TOOpaXKeHusl [oKa3aresei C
OTCYTCTBYIOIIMMH 3HAYEHUSIMH;

BBOJI ¥ peJlakTUpOBaHUe TeKCTa, MpUdTa, pacloyioKeHUs
3aroJjioBKa BUIKETa;

BbIOOD BapHaHTa KapThl [ TMarpaMMBbl;

BLIOOD  ypOBHS  HWepapXud g OTOOpakeHWUs:
Poccus/®enepanbubie okpyra/CyobekTsl PO
BO3MOXXHOCTh Pa3peliuThb U 3allPpeTUTh U3MeHeHHe
YPOBHS B peXKMe IPOCMOTpa;

BKJIIOUEHUE u OTKJIIOUEHHe 0TOOpakeHust
aJIMUHUCTPATUBHBIX IIeHTPOB PETMOHOB HA KapTe;
BKJIIOUEHHE W OTK/II0YeHHe OToOpakeHUsl Ha3BaHUM
aJIMUHUCTPAaTUBHBIX IIeHTPOB PETMOHOB HA KapTe;
BKJIIOUEHWE W OTKIIOYeHWe OTOOpaXkeHWsl Ha3BaHUS
CTOJIUITHI HA KapTe;

BKJIIOUEHHME U OTK/IIOUeHHe BO3MOXHOCTU BbIOOpa
reoobvexToB (PenepanbHbix OKpyroB, CyonpexkToB Pd)
Ha KaprTe;

BKJIIOUEHHE U OTKJIIOYeHHe BO3MOXXHOCTH 3allOMUHAHUS
Maciitaba U MoyioXKeHUsl KapThl [IPU UX U3MEeHeHUH;
BKJIIOUEHUE U OTKJIF0YeHHe OTOOpakeHHs COOOIIeHHUs C
vHbopMaIiiei 0 COOTBETCTBUU IAHHBIX;

BKJIIOUEHHWE ¢ OTKJIIOYeHWe OTOOpaKeHWs JIereHIIbI
BUJKETa;

BKJIIOUEHHE W OTKJIIOYeHHe BO3MOXXHOCTH CBOpPAYMBATh
JiereHy Ha BUIDKeTe;

HACTpoMKa ¢popMara JiereH/ Ibl;

BKJIIOUEHHWE U OTK/IIOYeHWe OTOOpaKeHUsl IIKaJIbl
pasmepa;

BKJIIOUEHHE U OTK/II0YeHHe OTOOpakeHUsI I1IBeTOBOM
TITKaJThI;

BBIOOD MapKepa Jiist oToOpaskeHHs 06bEeKTOB;

BBIOOD pa3aMepa MapKepoB JjIsl 0TOOpaXkeHHs 06'beKTOB;
BBIOOD 11BeTa Mapkepa IJisi OTOOpaXkeHusI 00HEKTOB;
BBIOOD CepyH JIJIsl HACTPOWKH IIBeTa;

BBIOOD 11BeTa JJisi CepUH;

BHIOOD I1BeTa /il HeaKTUBHBIX PErHOHOB;

JOCTyIHbIe THUIbl HACTPOWKHU IIIKaJIbI: HeIlpepbIBHas,
JMcKpeTHas (aBTO), TMCKpeTHasl (HaCTPOUTh UHTEPBaJIb);
YCTAaHOBKA CBsI3el U3MepeHuil ¢ TapaMeTpaMu;
V3MeHeHHe I[1apaMeTpoB CCBUIKMA [UIs Ilepexojia U3
BUJ[)KEeTa BO BHEIIIHIOID CUCTEMY;

pellakTUpOBaHMe TeKCTa FMIIepCChIIIKYA BUIDKeTa;
BKJIIOUEHUE U OTKJTIOUeHHe OTIIPAaBKU TeKYIUX 3HaYeHUM
dunbTpa [OMArpaMMbl IpPU TOJyYeHUM JaHHBIX 110
TUTEepPCChIIKE;

BO3MOXXHOCTh Pa3BepHyTh BU/IXKET Ha BeCb 3KpaH;
BOCCTAHOBJIEHHMe MacIITaba BUIKeTa;

HACTPOKMKa GUIbTPAIUY;
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OOHOBJICHUE BUIKETA;
KOIMMPOBaHKe BUIKETa;
OKCITOPT MHGOPMAITUHU M3 BUIKETA;
yaaJieHue BUKeTa

Bumxet «BrInamaronui
CIIICOK)»

Windows/Linux

[TopnepxuBaeMble BO3MOXKHOCTH:

no6aBiieHre BUKeTa «BbIAJAIOIIUN CIIUCOKY;
penaKTHpOBaHue BUJKETA;

BHIOOp peXuma: BepTHKaJIbHBbIA CIIMCOK BbIOOpa WA
BBITA/IAOIIMI CIIMCOK BBIOOPA;

BO3MOXXHOCTb 3arpy3uThb BCe JaHHbIE;

BO3MOXKHOCTb T10Ka3aTh BbIOpaHHbIE WM [TOKA3aTh BCe
3HAYeHUS;

BO3MOXXHOCTh BBIOPATh BCe 3HAYEHMUS;

BO3MOXKHOCTb UHBEPTUPOBATh BBIOODP — BHIOPATh BMECTO
TeKyIero Habopa 3Ha4eHUI BCe OCTaJIbHbIe 3HAYeHUS;
BO3MOXKHOCTb CHSIThb BBIOOP CO BCex paHee BbIOpaHHBIX
3HAYeHUH,;

BKJIIOYEHHE U OTKJIIoUeHHe oTobpaxkeHus Mojisi PuibTp
Ha BUJDKeTe;

BO3MOXXHOCTb OIIpeJIeNisiTh, TepeonpefieyiaiTh  MOPSIOK
COPTUPOBKU WA OTMEHSITh COPTUPOBKY;

BBOJI ¥ PeJIaKTUPOBaHUe UJIeHTU(PUKATOPA BUIKETA;
BBO/I ¥ PeJlaKTUPOBaHUe UMeHU BUIKeTa;

r3MeHeHue I1BeTa poHA BUJIKETA;

HACTpOWKa IIapaMeTpOB PaMKU BUJIKETa;

r3MeHeHue 0OIMX TapaMeTpPOB BUIKETa;

BBOJI U peJTaKTUPOBaHMe TeKCTa, MIPUPTa, paclioOXKeHH!s
3aroJioBKa BUJIXKETA;

MepeKJItoueHre MeX/y MHOXXeCTBeHHBbIM U OJUHOYHBIM
BBIOOPOM;

BKJIFOUEHHEe U OTKJIF0YeHHe BO3MO>KHOCTH IIepeHOCUTh 110
CTpPOKaM Ha3BaHMS$I 3JIEMEHTOB B BBINA/IAIOIIEM CITUCKE;
BKJIIOYEHHE U OTKJII0YeHHe OToDOpakeHWs 3arojioBKa B
JIeBOM YaCTU BUIKETA;

BKJIIOYEHHE U OTKIII0UeHHe 0TOOpakeHusl paMKH;
BKJIIOYEHME W OTKJ/II0YeHHe BO3MOXHOCTH BbIOMPATH
3HAYeHUs B CITUCKE;

BBIOOP M HACTPOKMKA JTAaHHBIX JIJIs1 IOCTPOEHUsI BUJIKETa;
yCTaHOBKA CBsi3ell U3MepeHuH C apaMeTpaMu;

BBIOOp ITapaMeTpa M3 MepeyHsl il IPUBSI3KU K BUIDKETY;
BIOOD IMOpSKAa COPTUPOBKU II0 H3MepeHusiM U
MIOKa3aTesisiM;

BBOJl U pemaktupoBanue URL rumepcchuiku Ha Habop
JIAaHHBIX, HA KOTOPOM COPMHUPOBAH BUJIXKET;

HACTpOKMKa GUIbTPAIUY;

0OHOBJIEHHE BUJIXKETA;

KOIIMPOBaHWe BUJDKETa;

yAalleH’e BUKeTa

Bupker «Buibop natbi»

Windows/Linux

HOI[Hep)KI/IBaeMI)Ie BO3MOXXHOCTH.
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nobaBeHne BuKeTa « BeIOOp maTh»;
pelaKTUpOBaHUE BUIXKETA;

BBO/JI ¥ peIaKTUPOBaHUe UIeHTUDUKATOPA BUIKETA;
BBOJ U PeIaKTUPOBaHUE UMEHU BUIKETa;

M3MeHeHwre 11BeTa GOHA BUIDKETA;

HACTPOMKa ITapaMeTPOB PaMKH BUKETa;

BBO/I U pE/IAKTUPOBAHUE TeKCTa, MPUPTA, PaCIIOIOKEHUS
3aroJjioBKa BUIKETa;

BBIOOP I1BeTa 11 pabodei 061acTu KajeH1aps;
BbIOOp pa3Mepa miprdTa paboueit 06y1aCTH KajleH1apsi;
BBIOOP IIprdTa paboyeii 06/1aCTH KajleHIaps;

BLIOOD I1BeTa TeKCTa paboyeit 06JIacTH KajeH1aps;
BBOJI ¥ peIaKTUPOBAHUE TEKCTa OMMCAHUS TUaIla30Ha;
YCTaHOBKA CBsI3e M3MEepeHUi C TTapaMeTpaMu;
BO3MOXKHOCTh Pa3BepHYTh BU/IXKET Ha BeChb JKpaH;
KOTIIMPOBAHUE BUJIXKETa;

yaJieHue BUKeTa

@uIbTpalysi U COPTHUPOBKA
IAHHBIX

Windows/Linux

[TopnepxrBaeMble BO3MOXXHOCTH:

nobaBiieHne GUIbTPA;

pefaKkTApoBaHKe GUWIbTPA;

BKJTFOYEHHE U OTK/II0YeHre QUIIbTPA;

GWIBTP /1715 TTIOMCKA 3JIEMEHTOB 110 HAUMEHOBAHUIO;
GWIBTp 1O 37IeMeHTaM U3MepeHUsl | 110 JaTe;
duwbTpanys I1o JJIeMeHTaM, IIOJIMHO>KeCTBaM,
POIUTENILCKUM aTpubyTaM U3MepeHuH;

BO3MOXKHOCTb BbIOpaTh BCe J100aBieHHble GUITBTPHI;
BO3MOXXHOCTh COPOCUTh BBbIOpAaHHBIE 3HAYEHUS B MOJISIX
«3HaueHHey JIJis BCeX HaCTPOeHHbIX GUITbTPOB;

BBIOOP crocoba oObeiHeHHsT BCeX HACTPOEHHBIX s
BUJI>KeTa GUITBTPOB;

BBIOOP cIiocofa COPTUPOBKUA BCeX HACTPOEHHBIX IS
BUIKeTa GUITBTPOB;

nobaBieHre HOBOTO GpUIIbTPA C TyCTHIMUA HAaCTPOMKAMHU;
yiajieHue Bcex 00aBIeHHbIX Uil BUIIXKeTa PUITbTPOB;
BHIOOp THIA GUIbTPA: MO 3JIeMEHTy W3MepeHUs, II0
MOJIMHOXKECTBY v3MepeHus, II0 POJIUTENILCKOMY
3JIeMeHTY U3MepeHusl, 110 YPOBHIO HepapXyuu
V3MepeHUsl, YHUBePCaIbHbIM;

BBIOOp M3MepeHusl Mofesu, 106aBIeHHON Ha BUJIKET;
BBIOOp oOrieparopa Jijisi CpaBHEHUS:

BBIOOP 3HAUeHUM Jj1si GUIIbTPAIIMM U3 Ualla30Ha;

BBIOOp 3HAUEHUs U3MepeHus 1y1s1 GUIbTPALNY;

BBIOOp TTapaMeTpa JijIsl TTOJTyYeHUs] 3HaUeHUM;
BKJIIIOYEHHWE U  OTKJIIOUYEeHHWe BXOXJEeHWsl T'PaHUIL
JlMara3oHa 3HaueHUW B QUIIBTP;

BK/IIIOYEHME M OTK/IIOUYeHHe IiepecyeTa 3HAYeHUSs
MOKa3aTesisl 10 BLIOpAHHOMY M3MEepEeHUI0 WK 3JIEMeHTY
V3MepeHus;
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BbIOOD D3JIeMeHTa, OT KOTOpOro OyAeT 3a/1aBaThbCs
CMellleHre YPOBHS HepapXyuy U3MepeHus;

yAalleHre QUIbTPa;

COPTUPOBKA JIAHHBIX TI0 3JIeMeHTaM OJTHOTO U3 CTOJIOIOB

Pabora c roToBbIM ¢aiiyiom

Ilevatn HOKYMeHTa

| Windows/Linux | ITeuats daina, ckouseprupoBarsoro 8 PDF dopmar

CpeacrBo mpocMoTpa npe3eHTaIui

IInardopma PyHKIHOHAJIbHBIE 0CO0EHHOCTH
Oomzee
YcraHoBka Windows/Linux | [lonnepxvBaeMble BO3MOXHOCTH:
1 0OHOBJIeHHEe MaccoBasl yCTaHOBKAa U OOHOBJIEHUE;
ABTOMATHUYeCKasl YCTAHOBKA OOHOBJIEHWH B HOHOBOM peXXrMe
S3pikoBast mogmepxkka | Windows/Linux | Jlokanuzanuu Ha PyCCKOM, aHIJIMMCKOM, (paHITy3CKOM,
TAaTapPCKOM U GAITKUPCKOM sI3bIKaX
dopwmartsl fokyMeHToB | Windows/Linux | [TonnepxrBaemMbie BO3MOXHOCTH:
oTkpeITHe PaitioB B popmatax PPTX, PPT, ODP;
coxpaHeHue (palioB B UCXOJHOM popmaTte
[Topnepxxka ycrporicte | Windows/Linux | [TopnepskuBaeMbie BO3MOXHOCTH:

WCIO/Ib30BaHUEe BHEIIHero IyJbTa yIpaBjeHds Ut
IIepeKJII0ueHus CJIalJI0B B peXkuMe IPOCMOTpa IIpe3eHTallu;
HOJKJIF0UeHHe JIa3epHON YKa3Ku

Pabora c roToBbIM (aiisiom

Pa6ora
C TIpe3eHTaIusIMHU

Windows/Linux

[Tonnep>xrBaemMble BO3MOXHOCTH:

MIPOCMOTP TIpe3eHTalluH;

HaBUTAIUs 110 CJIakfaMm;

CO3[1aHue KoMK $ansios;

nojanepXXka  KoMmaHAabl  «OTKpBITH B MPWIOXKEHUN»,
BBITIOJIHeHHas U3 Beb Opay3epa

Ileuats JOKYMEHTa

Windows/Linux

OTHpaBKa Ha 11e4aTb

PenakTop npe3enTanuii

IInardopma PDyHKIHOHAILHBIE 0CO0EHHOCTH

Oouree

dopmaThel JOKyMEeHTOB

Windows/Linux | [lonnepxrBaeMble BO3MOXXHOCTH:

OTKpBITHe U coxpaHeHHe ¢aiuios B popmarte PPT, PPTX,
ODP;
akcnopt B PDF

Pexxumel mpocMoTpa

Windows/Linux | Pexkumbl  mpocMOTpa:  peXXWM  PUCOBAaHMUS, PeXXUM

IIpUMeYaHui, pexxum CTPYKTYPHI, pexxuM
Te3UCOB, COPTUPOBIIIMK CJIAWJIOB, PEXKUM JIEMOHCTPALIUKU

[Topnep>xka yCTPOUCTB

Windows/Linux | IlognepskxuBaembie BO3MOKHOCTH:

0T06pa)KEHI/Ie Ipe3eHTallud Ha HEeCKOJIbKUX MOHHUTOPAX
OJHOBPEMEHHO;
KOHTPOJIb pe’KHMMd BBICTYILJIEHUS T10 TaﬁMepy

IToaroTroBKa IOKyMeHTa
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Pabora c mmrabimonamu

Windows/Linux

[TomnepsxuBaemMbie BO3MOYKHOCTH:

CO3/1aHKe TTpe3eHTaNui U3 11abJIoHa;

CO3/IaHMe TIpe3eHTallMii K3 IIA0JIOHOB, B TOM YHCJIe
CO3/IaHHbIX B CTOPOHHeM OQHUCHOM MPOrPAMMHOM
obecrie4yeHnu

Pabora ¢ nokymenToM

Windows/Linux

[Topnep:xruBaeMble BOZMOXKHOCTH:

CO31aHVe TIpe3eHTalvi;

OTKPBITHE CYILECTBYIOIIEN [Ipe3eHTaluu;
aBTOMATHYeCKOe COXpPaHeHWe Mpe3eHTalluH;

3alMTa JOKYMeHTa C UCIIOJIb30BaHWeM IapoJs;

3aIlyCK JEeMOHCTpalUy CJIaiIoB C IIepBOro Cianjaa Win
C TEeKyIIero

[Topnep>xka cTusieit
JIOKyMeHTa

Windows/Linux

[TonnepxuBaemMble BO3MOXXHOCTH:
IIpUMeHeHue CTUJIeH;
paboTa c MacTep-claiilaMu ¥ CTWISIMU

Hacrpotiku cTpaHuIibl

Windows/Linux

[TonnepkruBaeMble BO3MOXKHOCTH:

HAaCTPOMKa MMapaMeTPOB CTPAHUITHI;

BCTaBKa M HACTPOMKa I0JIeH;

MoJiep>kKKa pa3MvHbIX GOPMATOB CIIAM/IOB;

HM3MeHeHre OpPUeHTAalluU CIakIoB: allbOOMHasi, KHU)KHAS;
aBTOMaTUYeCKas HaCTpPOMKa 3JIeMeHTOB CJiaiia Iocie
rn3MeHeHus popmata

Hymepanus crpanun

Windows/Linux

BcraBka HOMepa CTpPaHHUIIbL B KOJIOHTUTYJIbL
C BO3MOXXHOCTBIO YKa3aHU4A ITIOJIOXKEeHH A HOMepda
W T'OPU30HTAJIBHOI'O BbIpABHHBaAHHSA OTHOCHUTEeJIBHO
IIeHTpd CTPAHUIIbI

PaboTta co cnaiimamu

Windows/Linux

[TonnepxuBaeMble BO3MOXKHOCTH:

BCTaBKa Y y/lajleHHe CJIana;

H3MeHeHMe Ju3aiiHa cianaa;

CO3/laHMe U pellakTHUpOBaHWe 00pa3noB (MakeToB)
CTAl/IOB, B TOM 4YWCJIe C BO3MOXHOCTBIO 3a/IaHUS
¢$oHOBOrO M300pakeHUs [JIs1 BCeX MaKeTOB CJIal/IOB;
MO//Iep>KKa CKPBITHIX CIIAHOB;

IlepeMMeHOBaHue CIanfioB;

nybivMpoBaHue CI1aiaa;

H3MeHeHre I10CJIe[]0BaTeIbHOCTH CJIai/IoB
B [Ipe3eHTalluy;

IlepeMellleHre CJIaUI0B Ha HOBOE MeCTO B IIpe3eHTalluy;
CO3[JaHMe aHMMHUPOBAHHBIX [TePeX00B MeX/y CIailaMu
C 3aJlaHueM 3BYKOBBIX adPeKToB rnepexoja,
JUIUTEJIbHOCTA Tlepexofa W COOBITHSI, 10 KOTOPOMY
HaCTyIaeT I1epexon;

v3MeHeHHe 3(QeKTa CMeHBbI Claija s CIefyoLiero
BBIOPAHHOTO CJIakJla WJIM KaXk/IOTo CJlaiijia B TPYIIIIe;
CMeHa CJIaiJI0B B YIIPaBJISIeMOM I10JIb30BaTesleM peXxyuMe
nubo aBTOMATUYeCKU uepe3 3a/laBaeMble BpeMeHHble
MIPOMEXYTKH;

HaBUTallKs MeX]y CJIalJlaMu;

HacTpauBaeMas JIeMOHCTpalys CI1aifioB
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Pabora c koJoHTUTYyIaMuU Windows/Linux | IlognepskuBaembie BO3MOKHOCTH:
BCTaBKa U peJIaKTUPOBaHKUe KOJIOHTUTYJIOB;
CO3/1aHHe 0CODOTr0 KOJIOHTUTYJIA JJis 11epBOM CTPaHUIIbI
JOKyYMeHTa

Hacrpotika Windows/Linux | IlognepskuBaembie BO3MOKHOCTH:

MeX/1yCTPO4YHOI'O 3aJ]laHie  OJIMHApHOro,  IIOJyTOPHOTO,  JABOWHOIO

WHTepBasa MEeXIyCTPOUHOTO  MHTepBaja, TOYHOTO  3HAYEHUs
MeXTyCTPOYHOTO UHTEepPBaJa;
3Ha4YeHHe MeX]yCTPOYHOTO MHTepBaja [0 MHOXHUTENI0
¥ MEeX]TyCTPOYHOTO UHTepBaia TUIIa MUHUMYM;
3aJlaHNe OTCTYIIa IIepBOM CTPOKHY;
3aJlaHue WHTepBaJla Iepef U rocie ¢pparMeHTOB TeKCTa,
TabmuI, 0OBEKTOB IOCPeACTBOM YKa3aHUs 3HA4YeHUS
HWHTepBaJjia

[IpudThI Windows/Linux | IlognepskriBaembie BO3MOKHOCTH:
v3MeHeHWe MIpUdpTa TyTeM BbIOOpa U3  CIHMCKa
YCTAHOBJIEHHBIX IPUPTOB;
M3MeHeHre HauepTaHusl MprudTa: MoTy>KUPHBINA, KypCHUB,
IIOYEepPKHYTHIN, 3a4epKHYThHIN;
M3MeHeHUe pa3Mepa U I[BeTa mpudTa;
BbIOOpD THIIA JIMHWMK T[IOJYEepKUBaHUS M3 Habopa
npefioTpeielIeHHbIX C BO3MOXKHOCTBIO 33JlaHUsI IIBeTa
MIO/TYePKUBAHUS;
3aJ]JaHe  MeXX3HAaKOBOTO  WMHTepBaja:  OOBIYHBIH,
pa3peXXeHHbIN, YIIJIOTHEHHBIN

[TonnepxuBaemble Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:

CUMBOJIBI MOJIJIeP>KKa CIeI[UaIbHbIX CUMBOJIOB;
BCTaBKa Hepa3pbIBHOTO Iipobesyia, JJIMHHOTO THpe,
HEepa3pbIBHOTO Jeduca, MapHbIX KaBblueK, CUMBOJIOB
BAJTIIOT,  MaTeMaTHYeCKMX  CHMBOJIOB,  CHUMBOJIOB
rpedeckoro ajadaBUTa;
aBTOMAaTHUYeCKasl 3aMeHa MPSIMbIX KaBbIUeK Ha MapHbIe

dopmarvpoBaHue Windows/Linux | [lonnepxrBaeMble BO3MOXXHOCTH:

COJIeP>KHUMOT0 HaJIM4Yre CIelraJIbHOW BCTABKH;
vM3MeHeHHe I[BeTa 3aJIMBKM IyTeM BbIOOpa W3 Habopa
CTaH/IAPTHBIX I[BETOB WX MIOCPEJICTBOM BbIOOpA IIBeTa 13
CIIeKTPa;
KOIMPOBAaHHWE TeKCTa, OOBEeKTOB W3  CTOPOHHHX
MIPOTPAaMMHBIX ~ MPOAYKTOB U MeXAy  Pa3InYHbIMU
MIPOJYKTaMH, BXOJSIIMMU B OPUCHBIM MaKeT, ¥ BCTaBKa
B PejakTop IIpe3eHTalui;
FOPU30HTAJIbHOE BbIPAaBHUBAHWe TeKCTa: I10 JIeBOMY
Kparlo, TI0 IPaBOMY Kparo, 110 IIeHTPY, M0 IITHUPHHE;
CO3/1aHMe TpaHUI] BBbIJIEJIeHHOTO TeKCTa WA ab3aia
C HACTPOWKOM TOJIIIUHBI, IBETa, THUIA JIMHUU TPAHUIIb;
HACTpOMKa apaMeTpoB ab3aria;
MOJIJIeP>KKA rajieper TeKCTOBBIX 3hbeKTOB

@®opmMar 1o obpasity Windows/Linux | IlognepskuBaembie BO3MOKHOCTH:

¢dbopmaTrpoBaHHe 110 06pasiy;
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TPUMEeHeHHe 3ar0JIOBKOB 110 00pasity

Pab6ora co cniuckamu Windows/Linux | [lonnep>xvBaeMble BO3MOXHOCTH:
co3[laHMe  MapKUpPOBaHHOI'O  CIMCKa ¢ HabopoM
IpeJiolipe/ie/IeHHbIX MapKepoB;
co3[laHMe MapKUPOBAHHOI'O CIIMCKa C OIpefejieHeM
COOCTBEHHOT'0 MapKepa ITyTeM 3arpy3K{ PUCYHKa;
Co3[laHMe HyMepOBaHHOI'O CITUCKA;
onpefieienue ¢opMaTa MapKepa B HyMepOBaHHOM
CIIMCKe;
co3[laHe MHOTOYPOBHEBOT'O CITMCKA C BO3MO>XHOCTBIO
V3MeHeHMsl YPOBHSI TeKCTa;
orpefieJieHHe  HOBOI'O  MHOTOYPOBHEBOI'O  CIIMCKA
C BO3MOXKHOCTBIO ~ OIpeflelleHUs]  4YeThbipex U Oolee
yPOBHel  C COOCTBEHHBIMM  (opmMaTtaMH  MapKepoB
KQX/IOTO YPOBHSl U 3aJlaHMeM OTCTyIlla TeKCTa [yis
KaXXJIOTO YPOBHSI

Pa6ora co ccbuikamu u | Windows/Linux | [Togmep:kuBaeMbie BO3BMOXKHOCTH:

TUIEePCChITKAMHU BCTaBKa U peJlakTUPOBaHKe TUIePCChIIOK;
BCTaBKa I'MIIePCChIIOK C YKa3aHKeM ajipeca FMIepCChUIKU
Y 3aMell[aloIero TeKCTa;
aBTOMaTU4yeckoe IIpeoOpa3oBaHMe ajipeca B CeTU
HHTepHeT U ajjpeca 371eKTPOHHOM MTOYTHI B TUIIEPCCHUIKY
COOTBETCTBYIOIIETO BUJIA;
TMIIePCChUTKY Ha CJIAWJIbl M 3JIeMeHThl Ipe3eHTaliu

Pabora c n3obpakeHusmMu Windows/Linux | IlognepskriBaembie BO3MOKHOCTH:
BCTaBKa, yJajleHuWe,  TIlepeMellleHWe,  H3MeHeHHe
nzobpaxenunt B popmarax JPEG, JPG, BMP, PNG, GIF,
TIF, TIFF, EPS;
oOTekaHWe TEeKCTOM B TeKCTe, 10 KOHTYpy (BOKpyT
pPaMKH), CBepXy U CHH3Y, 32 TEKCTOM, Tepef] TeKCTOM;
odopmiieHre n300paXkeHWH C IIOMOIIbIO TeHH;
co3laHue TpaHuI] (pPaMOK) PpHCYHKa C HaCTPOMKOH
TOJIIIMHBI, [IBeTa, TUIIA JIMHUY I'PaHUIIb;
HAaCTpOWKAa  pe3KOCTH,  SPKOCTH,  KOHTPACTHOCTH,
IIPO3PaYHOCTH PUCYHKQ;
obpe3ka pUCYHKa;
IlepeKpalliBaHie PUCYHKA B 3aJJaHHBIM 1IBET

Pa6ora c o6bekTamMu Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:

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

BCTaBKa B CJIAaWABI  ayJguo- U BUeopailyioB s
BOCIIPOM3BeJleHus IIPU JeMOHCTPALlUY [Tpe3eHTalllu;
BCTaBKa 00BEKTOB U GUTYP;

co3anue 06bekToB TUNa «Haanuchy;

co3faHue rpaHul] (pPaMOK) HaAIMCeH C HaCTPOWMKOM
TOJIIIUHBI, [IBETA, THUIIA JINHUU TPaHUIIb;

3ajlaHye TIPO3PAaYHOCTHU 3aIMBKHU PpOHA HAMTINCH;
BbIDaBHMBAaHMe TeKCTa B HAJIIMCU 10 BepTUKAIU: 110
BepXHeMy Kpalo, 10 HI)KHEMY Kpalo, [0 CepefivHe;
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BbIDaBHMBAaHMe I[10 TOPWU30HTAIM: CIIpaBa, CjieBa, II0
[eHTPY;

IPYyNNMPOBKA (pa3rpynIMpoBKa) HAJIUCEN C APYyTHMHU
HAJIUCIMHU, PUTYPAMU U JINHUSIMU;

V3MeHeHHe TI0JI0XKeHUsl HAJIIMCH OTHOCUTEJIbHO APYTHUX
3JIeMEeHTOB;

V3MeHeHHe HalpaBJieHUs TeKCTa;

aBTOMAaTHU4eCcKUH Io00p pa3Mepa HaJIIUCH;

BCTaBKa PACTPOBBIX JIMHWW C BO3MOXXHOCTBIO 3aJlaHHs
CTPeJIOK B KaueCTBe Havajla U OKOHYaHUS;

BCTaBKa pacTpPOBBIX (UIYpP, PpacTPOBBIX (UIYPHBIX
CTPeJIOK, paCTPOBBIX BBIHOCOK;

V3MeHeHUe MOoJIOXKeHHs. GUryp U JIMHUM OTHOCUTEIbHO
NPYTUX 3JIEMEHTOB;

IPyIIMPOBKA (Pa3rpyIypoBka) GUryp U JIMHUY;
co37aHue TpaHull (PaMOK) PUTYp U JIMHUM C HACTPOUKOHN
TOJIIIIAHBI, [IBETA, TUIA JINHUWA FPAHUIIBI;

3aJlaHMe MTPO3PAaYHOCTH 3aIMBKHU HOHA PUTYDbI

Pabora ¢ Tabmumamu B
TeKCTe

Windows/Linux

[Tonnep>xuBaemMble BO3BMOXKHOCTH:

nobaBiieHue, yJaieHue U pefJakTUpPOBaHKe Ta0JIuI;
BCTaBKa, y/laJieHre CTPOK U CTOJIOIOB B TabuIle;
peryJiipoBaHue INHUPUHBI, BBICOTHI U IPOMEXYTKOB
Mexy siueikaMU TabJIUIIb;

ABTOMATHYECKUH TOJ00DP BBICOTHI STYEEK B 3aBUCUMOCTH
OT COJIeP>XKUMOTO;

CO3/1aHMe TI'paHull (PaMOK) CTPOK, silueeK C HaCTPOMKOH
TOJIIIVHBI, IIBETA, THUIA JINHUU TPaHUIIbI;

BO3MOXXHOCTb CO3J]JaHUSI OT/IeJTIbHO TIPaBbIX, JIEBHIX,
BEepPXHUX, HIDKHUX, BHEIITHUX, BHYTPEHHUX,
TOPU30HTAJIbHBIX, BEPTUKAIbHBIX TPAHUI] TaOJIHIIb;
M3MeHeHHe I[BeTa siUeek;

o0beIMHeHre BbIJIeJIeHHbIX siueeK TabIUIIbI;

paszienieHre sdeek TAOIUIBI C yKa3aHHeM KOJIMYecTBa
CTOJIOIIOB U CTPOK;

BepTHKAJbHOE BBIDABHUBAHWE TeKCTa B s4eiiKe: TI0
BepxXHeMy Kpalo, 110 HIDKHEMY Kpato, M0 Cepe/ihHe;
TOPU30HTAJIbHOE BBIDABHUBAHHE TeKCTa B sUelike: TI0
IIpaBOMY Kparo, 10 IIeHTpPY, 0 JIeBOMY Kparo;
M3MeHeHUe 3aJTMBKU (HOHA TAOJIUIIH;

3aJlaHMe NMPO3PAaYHOCTH 3aJIMBKU (HOHA TabJIUIIBI

Pabora ¢ nnarpammamu

Windows/Linux

BcraBka  [IByxMepHBIX U TpeXMepHbIX  TIpaduKOB
Y MarpaMu;

M3MeHeHre [IaHHbIX (MCTOYHMKA [IaHHBIX) TpadUKOB
Y MarpaMu;

HM3MeHeHMe [1BeTa psjia JaHHBIX;

oToOpakeHWe  JlereH/bl  AWarpaMMbl  C 3aJlaHUeM
T10JIOXKEeHUS JIereH Ibl OTHOCUTEJIbHO IUarpaMMBbl,
3JIEMEHTOB JIMarpaMMbl C HACTPOWKOW TOJIIIIUHBI, 11BETa,
THUIIA JIMHUU I'PAaHULIBI;
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3aJTMBKa I[BETOM 3JIEMEHTOB JIHarpaMMBbl;
n3MeHeHne  GOpPMATUPOBAHUS  TeKCcTa B 0b6JacTu
JTMarpaMMBl;
nobaBiieHre Ha3BaHUS IMarpaMMBbl;
repemMertieHHe  JIeTeH/bl,  O00JIaCTHU  TIOCTPOeHws,
HavMeHOBaHMUS  JuarpaMMbl B mpefleflax  00JacTu
JTMarpaMMBl;
JobaBjieHye MOANMCeN JaHHBIX C 33JaHHUeM II0JIOXKeHMS
MOJIMCH TaHHBIX;
oToOpakeHUe (ckpbiTHE) FOPU30HTAJIbHOU
U BEePTUKAJILHOU OCH;
oToOpakeHHe (CKpBITHUE) TMOAIMCEN K TOPHU30HTAIbHOMU
U BEPTUKAJILHOU OCH;
3aJlaHde BepxXHel U HWXKHeM TpaHUIIbl OCH, I[eHbI
JleJIeHust OCU U eJIMHUIL U3MEepeHUs;
oTobpakeHHe (CKpbITHE) CeTKU AUarpamMMbl;
no6aBiieHye JIMHUW TPeH ia

[Tonneprkka aHUMaIUKU

Windows/Linux

[TopnepkuBaeMble BO3MOXKHOCTH:

BCTaBKa M HAacTporKa 3dPeKToB aHUMAIIUH;

Cco37laHMe AHUMHUPOBAHHBIX 3(PPEKTOB Jis 3JIeMEeHTOB
CJIalI0B C 3a7laHleM obmacty, IUTUTEIIbHOCTH
Y M3MeHeHUsl MOpsiJIka aHUMaIMHU 3JIeMEeHTOB

Pabora c joxymeHnToM

[Touck u 3ameHa

Windows/Linux

[MonepskrBaeMbie BO3MOKHOCTH:

MIOUCK Y 3aMeHa 110 COJIePXKUMOMY JIOKyMEeHTa;

MTOKCK ¥ 3aMeHa 33/IaHHOT0 TeKCTa I10 TeKCTY JJOKYMEHTa;
BO3MOXHOCTh TIOMCKA U 3aMeHbl TeKCTa C Y4eTOM
PEerucTpa;

BO3MOXXHOCTh TIOMCKA M 3aMeHbI 3aJJaHHOTO TEeKCTa, Kak
B KaueCcTBe YaCTH CJIOBA, TaK M CJIOBA IEJIUKOM

[TpoBepka
opdorpadun/myHKTyaIuu

Windows/Linux

[IpoBepka opdorpaduu 1 NyHKTyaruu

[IpaBku

Windows/Linux

IlomaroBast oTMeHa BHECEHHBIX U3MEeHeHNH

PexxuM npumedaHmii

Windows/Linux

[Tonnep>xuBaeMble BO3MOXXHOCTH:

CO3[aHHe IIPUMeYaHU K CllaizaMm;

BO3MOXXHOCTb BBOJIa KOMMeEHTapueB (IpUMevaHus) K
clanny;

HaJlM4Me WHCTPYMeHTa [ CO3[aHUs PYKOIMUCHBIX
KOMMEHTapHWeB B peXHWMe JIeMOHCTpallid  CJIai/ioB,
C HACTPOMKOM  TOMNIMHBI JIMHUA U BO3MOXXHOCTBIO
yIajieHus BCeX BHeCEHHBIX U3MEeHeHUN

[Topnep>xxuBaembie
KJIaBUATYpPHbIe COYeTaHUsI

Windows/Linux

[Tonneprkka Bcex KJIaBUATyPHBIX COUYETaHUMN

PaboTa c

rOTOBBIM (ailjIoM

CrarvcTyka IOKyMeHTa

Windows/Linux

Hanuuume cTpoky COCTOSIHUS, B KOTOPOM OTpaaroTCSl:
vHbOpMallMOHHOe  TI0jle, HOMep  CJlakfa, CTWIb
CTpaHHUIIbI, IPOIIEHT MacIITabUpPOBaHUS

ITevaTn OOKYMeHTa

Windows/Linux

[TopnepxBaeMble BO3MOXKHOCTH:
neyaThb CJIaMIOB;
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BBIBOJI HA Ile4aTh HEOrPAaHWYEHHOIO YHCJIA KOIHH
TIOKYMEHTa;
MeYaTh BCEX CTPAHMII JIOKYMEHTa, Jhala30Ha CTPaHWUII,
BbIJIeJIEHHOTO ¢parMeHTa, HECKOJbKHAX CTPaHHUI[ Ha
OJTHOM JIUCTE;
IIBYCTOPOHHSIS [1€YaTh;
1evyaThb B BUJIe OPOITIOPHI

Iloura

IInardopma

PyHKIMOHATBHBIE 0CO0EHHOCTH

IToura

YcraHoBka 1 0OHOBJIEHUE

Windows/Linux

[Topep:kuBaeMbie BOBMOXKHOCTH:

aBTOMAaTWYecKass HAaCTPOMKA TMOJKJIIOUeHUs] TOYTOBOIO
KJIMeHTa;

0OHOBJIEHHe TTPUJIOXKEHHs Yepe3 cepBep 0OHOBJIEHUH

SI3pIKOBas MOJIJIepKKa

Windows/Linux

Jlokanu3anusi Ha PyCCKWM, aHIVIMWCKUHM, (PaHITy3CKUMH,
WCIIAHCKUU Y TIOPTYTAJIbCKUM SI3bIKU

ABropu3arus

Windows/Linux

[TonnepxviBaeMble BO3MOXXHOCTH:
aBTOpH3allMs C IIOMOIIbIO yueTHOH 3anvcu MonOdwuc;
IOJiIep>KKa KJIaBUATYPHBIX KOMaH/l B OKHe aBTOpPU3aliU

Y4eTrHbIe 3an1cu

Windows/Linux

[TonnepxuBaemMble BO3BMOXXHOCTH:

HACTPOMKHA OCHOBHOT'O U IOIIOJIHUTENIBHBIX 3JIEKTPOHHBIX
aZipecoB ISl [IOYTOBBIX SIIHUKOB;

IIO/IKJIIOYEHYE BHEITHUX yYeTHBIX 3alliCel I10JIb30BaTels
no nporokony IMAP u opHOBpemeHHass pabora B
HECKOJIBKUX [TOYTOBBIX SIIHKAX;

MOAKJIIOUeHre y4eTHbIX 3anumced Mail.ru, Yandex,
Outlook.com, iCloud npu momoiii py4HON HACTPOWMKHU
[1apaMeTpOB IOJKJII0YeHHUS;

V3MeHeHHe HaCTPOUKY Y4eTHOM 3allvCH;

COXpaHeHHe HaCTpOoeK IPOQUIs I10JIb30BaTerIsl
(moAnMUCh, METKX) U NMOYTOBBLIX GUIIBTPOB IIPU BLIXOJIE
W3 CUCTeMBbl U UX aBTOMaTU4ecKas 3arpyska Ipu
Clleflytolllel aBTOpU3allniN;

IIO/1/IepyKKa ITOYTOBBIX a/IpeCcoB, COJlepiKalluX
KUPUJUIMYECKHE CUMBOJIBI

IIpaBa pocryna

Windows/Linux

HEHETHPOBaHI/Ie ITIOYTOBOI'O AIIIMKA W ero I1alokK

Pabora co cririckamu nmucem

Windows/Linux

[Tonnep>xruBaemMbie BOZMOXXHOCTH:

IIPOCMOTP CIMCKA THCeM;

orobpaxkeHre uWHpopManMu 00 OTIpaBUTesle, TeMBbI,
JIaThl ¥ (PJIaroB MUCbMQ;

MTOMETKHU TPYIIIIbI 3JIEKTPOHHBIX COOOIIeHUN
KaTeropusiMM C IIOMeTKOM IIBETOBBIMM MapKepaMH, C
BO3MO)XHOCTBIO omnpeJielieHus KaTeropui
10JIb30BaTesieM;
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MIOMETKA TPYMIbl  3JIeKTPOHHBIX COOOIIEeHWHA Kak

«Ba)KHOE» U «HE BAXKHOE», «IPOYUTAHHOE» U
«HEMPOYUTAaHHOEY;

repeMeltieHUe 3JIEKTPOHHBIX COOOIIEHWA U Tpynn
JJIEKTPOHHBIX COOOIIeHMM Mexay mnankamu: Croawm,
KopauHa v npou3sBosbHas Nanka;

BBIOOp HECKOJIbKMX IIHCEM U BBIIIOJTHEHHE C HUMH
IIeCTBUN OJJHOBPEMEHHO;

HACTPOWKa, BKJIIOYEHHE " BBLIKJTIOYEHHE
ABTOMATHYECKOI'0 OTBeTa Ha BCe BXOJISINMe ITUCHMa;
aBTOMAaTUYeCKOe  apXWBUPOBAaHWE  COOOINEHWH  TI0
HCTeYeHUH OTpeJleJIeHHOTO YCTAaHOBJIEHHOTO BpEMEHH;
oTobOpaskeHHe M300pa’keHHH IOJIb30BaTesle (aBaTapoB)
B CIIMCKe IIHCeM

Pabora ¢ mankamu u | Windows/Linux | [logmep:kuBaeMbie BO3BMOXXKHOCTH:

daiinamu [IPOCMOTP MaroK (kaTajiora I0/ib30BaTells) B YYeTHOU
3aIIMCH JIeKTPOHHOM T10YTHI;
CO3/laHMe,  IlepedMeHOBaHMWe,  yAajleHue  IaloK
Y TIOATIAIOK;
IIOMCK M 0TOOpa)keHre CUCTeMHBIX IalloK;
CUHXDOHM3allls I[AllOK MeXJly IpWIOXKeHueM U
cepBepoM  npd  Bbi3oBe  KoMmaHAbl  «llomyuuthb
COOOIICHUIY

Pabora c nucbmamu Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:

MIPOCMOTP MOJTyYeHHBIX W OTIIpaBJIeHHbIX
3JIEKTPOHHBIX COOOIIIeHUH;

MoJly4eHrWe W OTKpBITHe (3arpy3ka) IMOJIy4eHHOTO WU
OTTIPABJIEHHOT'O 3JIEKTPOHHOT'O COODIIeHHUS;

CO3/1aHMe U OTIIpaBKAa TEeKCTOBOIO IHMCbMa C TeMOU
Y TEKCTOM;

nobaBieHve BIOXKeHHUH (ailyioB) K 3JIEKTPOHHOMY
COO0DIIIeHNIO;

ynaneHue BioxkeHui (¢daioB), paHee N0OaBIEHHBIX B
3JIeKTPOHHOE CO0bIIeHue;

BCTaBKa KapTHMHOK B TeJIO MUChMA (He KaK BIIOXKEHUe);
COXpaHeHHe pefaKTUPyeMoro IMCbMa B KauecTBe
YepHOBUKQ;

BBOJI aJ[pecoB 3JIEKTPOHHOM TOYTHI IOJydaTesen
(BkyIOYasi KOMHUIO M CKPBITYIO KOMMIO) IHChbMa C
otpakenueM ux PUO;

BBIOOp a/ipecoB ToJlydaTejied (BKJIOYAss KOINMUIO M
CKPBITYIO KOIMIO) MHUChbMa W3 IVI00ATbHOU WM JINYHOMU
aZIpeCHOM KHUTH T10J1b30BaTeJIs;

OTIIpaBKa MOYTOBBIX COOOIIEHUH C BIOXKEHUSIMU B BUJlE
JIOKyMEHTOB WJIM ITOYTOBBIX COOOIIIeHUH;

Ilepecbulka 3JIeKTPOHHOTO COOOIIeHUsI C IUTUPOBaHUEM
HCXOJIHOTO 3JIeKTPOHHOT'O COODIIEeHHUsI U BIIOXKEHUSIMU;
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CO3/laHHMe OTBeTa OTIPAaBUTEII0 U BCEM JPYrUM
MoTyyaTessm 3JIeKTPOHHOTO Ccoo0IIeHus C
[IUTUPOBAHHEM HMCXOJTHOTO MHUChMa;

OTTIPaBKa COOOIIIeHHS rpyIe II0JIb30BaTeJIe
(pacchuikm);

OTTIPaBKa COOOIEHUH OT JPYroro MmoJjib30BaTels;
OTCpOYeHHasi  OTMpaBKa COOOINEHWs] WM  BCEX
COOOIIeHUH C YKa3aHUeM J1aThl;

IIpe/ioCTaB/ieHWe OTYeTOB O CTaTyce muceM (JIoCTaBKe
WJIM HeJIOCTaBKe) OT I0JIb30BaTesiel BHEIIIHUX ITOYTOBBIX
CUCTeM TIPY YCIIOBUU TOJJIePXKKYU JaHHOTO QyHKI[MOHAJIA
CO CTOPOHBI BHEIITHEW CHUCTEMBI;

IIOMEeTKA  OTHEeNbHBIX  J3JIEKTPOHHBIX  COOOIIEHHH
KaTeropusiMd C TIOMETKOM IIBeTOBbIMU MapKepaMH, C
BO3MO>KHOCTBIO orpeJiesieHust KaTeropui
I10JIb30BaTeJIeM;

IOMEeTKAa OT/AeNbHbIX 3JIEKTPOHHBIX COOOIIEeHUH Kak
«BaXHOE» W «HE BAXKHOE», «IPOYHUTAHHOE» U
«HEIPOYUTaHHOeY;

HAaCTPOMKA OTOOpaKeHWsI IHUCeM TIOYTOBOTO SIIHUKA B
BHUe Oecep;

dopmMHpoBaHHE TEKCTa aBTOOTBETA TI0JIb30BATENIEM;
MIPOCMOTP IIeMIOYKH COODIIeHUH;

repeMeliieHe MUCbMa B BIOPAHHYIO MAIIKY;

BCTaBKa B I10Jie KOMY/KOMMS CIIMCKA email, pa3iesieHHbIX
3aIsITOW WA TTPOOEesIoM;

MacCOBOe KOITMPOBaHWe U3 MOJIsl KOMY/KOITHS;
repeMelrieHre aJ[pecaToB MeXTy MOJISIMHU;

oToOpakeHHe B paszjieyie WH(OpPMAIIMU O TOJIb30BaTele,
IOCTyITHOM TIPU CO3[JaHUM U TPOCMOTPe IHChMa,
dororpaduii  (aBatapoB), 3a/laHHBIX B  CHUCTEMe
burtpukc24;

Mojijiep>kka  JIaHHBIX, 33JJaHHBIX ~ 4Yepe3  CUCTEMY
burpukc24: ¢ortorpadus mosb3oBarens — (aBaTap),
JOJDKHOCTB M TOPOJI TI0JIb30BaTesel;

oToOpakeHHWe INOJDKHOCTH U JIMYHOTO HOMepa TejledoHa
II0JIb30BaTeJid  BO  BCIUIBIBAIOIIEH  TIOACKA3Ke C
JOTIOJIHUTeIbHOU UHpOpMaLew;

nopyiepkka ¢dortorpaduu OTHpPaBUTENsT (aBaTapoB) ISt
aBTOMATUYECKUX I[HCeM, OTMPaBJIeHHBIX CHCTEMaMH
Atlassian Jira u Atlassian Confluence;

OT3bIB  OTIPABJIIEHHOIO MHWCbMO Yy  BCeX WM
oTipeJieJIeHHBIX TTOJTy4aTeliel M1ChMa;

yBeJJOMJIeHWe O pe3yJibTaTe BBIIOJIHEeHHs OMepalvy I0
OT3bIBY NMUCHMa;

BO3MOXHOCTb OTO3BaThb OTIPABJIIeHHOE IHCbMO Y
CKPBITBIX TIOJTy4aTesiel MUchMa

dopmarrpoBaHue
MCbMa

TeKCTa

Windows/Linux

HO,[[,Hep)KI/IBaeMbIe BO3MOXXHOCTH:
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ILnardopma

PyHKIHOHAJIbLHBIE 0CO0EHHOCTH
dopmarvpoBaHre ~ TeKCTa  IpPH  CO3JlaHUM U
pPeIaKTHPOBAHUU 3JIEKTPOHHOT'O COOOIIeHUS;

BBIOOp dopmaTa ab3aria;

BbIOOp HIpUdTa, pa3mepa U 1iBeTa HIpUPTa;

BblJIeJIeHHe TeKCTa MOJTY>KUPHBIM, KYPCHUBOM,
MO/TYePKUBAHUEM;

BbIDaBHMBaHMe TeKCTa: TI0 JIeBOMY Kpalo, 10 IIeHTpY, 110
[paBOMY Kpato, M0 MIUPHHE;

nobaBjieHMe U yJiajieHre OTCTYIIOB;

nobasjieHue U yaJjieHue MapKHUPOBAHHBIX
¥ HyMepOBAHHBIX CIIMCKOB

[Tonnepxka cobeitnii  u | Windows/Linux | IlognepxuBaemble BO3MOXXHOCTH:

BCTpeY IIPOCMOTP feTanel COOBITUSI UK BCTPeuH;
MO/IJlep>KKa ONIIMA OTBeTUTh HA IIpUIJIAllleHHe U3
IIUCBbMa;
IJITAHUPOBIIMK COOBITUH;
CrelldanbHas WHIMKAIWs JIJI1 PecypcoB B CIIHMCKe
Y4aCTHUKOB COOBITUH;
yBeIoMJIeHUsI 00 U3MeHeHUM COOBITHSI C TOJIPOOHOM
vH(poOpMalell 0 BHECEHHBIX U3MEHEeHUSX;
yBeJOMJIeHUss O  HeJJOCTYIIHOCTM  pecypca C
vHbopMalveld O [aTe, BpeMeHUM U OpraHusarope
BCTPEYHOTO COOBITHS;
BO3MOXXHOCTb He YBeIOMJISITb yYaCTHUKOB COOBITHSI O
CO3[IJaHUM COOBITHSI U O BHECEHHBIX B HEr0 M3MeHeHMUsIX;
BO3MO)XHOCTb OPraHM3aTOpPy OTKAa3aTbCsl OT IOJIyYeHUs
yBeloMJieHMd 00  oTBeTax  IIOJb30BaTeslell  Ha
IIpUTJIAllleHNs] Ha CO3[JaHHOe UM COOBITHE;
yBeJloMJIeHHe O IPeBbIllIeHUH MaKCHMaJIbHOTO pa3Mepa
BJIO>KEHUS K COOBITHIO;
yBelloMJleHHe 00 OTMeHe OJHOIO U3 IOBTOPSIOIIMXCS
COOBITUH;
MO/IJIepP>XKKa BJIOXKEHWM K COOBITHIO, OTIIPaBJIEHHBIX B
dopmaTe ccpiikM Ha aill, XpaHSIIUKMCSI B CHUCTeMe
MoitOduc;
yBeJloMJIeH’e O HOBOM BJIO’KEHUH K COOBITHIO;
KHOIIKK /iyl ObICTpOro OTBeTa Ha IIpUIVIallleHue Ha
coObITHe;
yBeIOMJIeHHe O CTaTyCe OTBeTa Ha IIpUIJiallleHHe Ha
cobbiTre MonOduc

[Tonnepxka noanvcu Windows/Linux | HacTporika nomnb3oBaTesleM aBTOMaTHYeCKOH IOAINKCU
COOOIIeHUsI C KapTUHKOM, [100aB/iIsieMOM B  TeJio
coob1eHus

[TpaBuna Bxopsieit moutrbl | Windows/Linux | [Toanep:kuBaeMbie BO3BMOXKHOCTH:

aBToMaTH4eckas obpaboTka BXOISIIMX MHUCEeM COTJIaCHO
HaCTPOeHHbIM IIpaBWIaM 10JIb30BaTeIs 1o
IlepeMeleHHIO, yZaJleHuIo, IepeHarpaBJIeHHIo,
repeajipecaliviy IPUHSITOrO TUChMa;

HACTPOWKA Y yNpaBjleHWe CepBepHbIMU PAaBUWIAMH
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IToura
PyHKIHNA IInardopma P yHKIHMOHAJILHBIE 0CO0eHHOCTH
[IpoBepka Windows/Linux | IIlpoBepka opdorpaduy HamMcaHHOTO MHCbMa IS
opdorpabuu/myHKTYyallux PYCCKOT'O ¥ aHTJIMMCKOTO SI3bIKOB
[Touck Windows/Linux | IlognepskuBaembie BO3MOKHOCTH:
MIOMCK TI0 KOPIIOPaTUBHOM aJIpECHON KHUTE;
TTOMCK 3JIEKTPOHHBIX COOOIIIEHHH;
3aJ]JaHUe Pa3JIMYHbIX KPUTEpUeB Jisl TOMCKA
[TeyaTh TOKyMeHTa Windows/Linux | Iledath 371eKTPOHHOTO COOOIIIEHUS

KouTakTnl

YcraHoBka 1 0OHOBJIEHUE

Windows/Linux

OOHOBIIeHMe TTPUJIOXKEeHUsI Yepe3 cepBep 0OHOBIEeHUH

[Tonnep:kka agpecHbIX KHUT

Windows/Linux

[Topnep:xruBaeMble BOZMOXKHOCTH:
OTTIPaBKa COOOITIEHWH KOHTAKTaM M3 afipeCHOM KHUTH;
OTIIPaBKa COOOIIEHUH 0 CIIKUCKY PaCChUIOK

Pabota
KOHTAKTOB

(6{0) CITMCKOM

Windows/Linux

[Tonnep>xuBaeMble BO3MOXXHOCTH:

IPOCMOTP CIIMCKA KOHTAKTOB KOPIOPAaTUBHOM W JINYHOU
aJlpeCHOU KHUTH;

oToOpakeHHe KapTOYKKA KOHTaKTa KOPIOpPAaTMBHOW U
JINYHOW afipeCHOM KHUTH;

CO3[]aHKe U pelaKTUPOBaHMe KapTOUYKUA KOHTAKTa JIMYHOU
aJIpeCHOU KHUTU

Pabora
PacchbUIOK

Cco CITMCKOM

Windows/Linux

[Tonnep>xuBaemMble BOBMOXXHOCTH:

CO3/1aHMe U pe[JaKTUPOBaHWe CIIMCKa pPacChlIOK;
nobaBjieHre KOHTAKTOB B CIIMCOK PaCChLIKY;
yJlaJieHue CIIMCKOB PaCChUIKU

ITouck

Windows/Linux

[TonnepxuBaemMble BO3MOXXHOCTH:

TIOUCK 10 JIMYHOM aJIpDeCHOM KHUTE;

IIOMCK II0 KOHTAaKTaM M CIIUCKaM pacChLIOK;

IIOMCK afipecaroB 1o crnucky KoHTakToB GAL Exchange
IU1sl yueTHbIX 3anuced Exchange

Kanenpaps

VY craHoBka v 0GHOBIIEHHE Windows/Linux | O6HOBIIeHHe PUJIOXKeHHUs Yepe3 cepBep 0OHOBIIeHUI
Hacrporika kanenmaps Windows/Linux | IlopnepsxuBaembie BO3MOKHOCTHU:
IIPOCMOTP KaJleH/lapeil: B [JHEBHOM, HeJleIbHOM U
MeCS'YHOM BUJIE;
CO3/laHMe U OTKJIF0UeHue JIOTIOJIHUTeNIbHBIX KajleHjapel;
CKpBITHEe COOBITHI TOTO WJIM UHOTO KaJleH/1aps;
HaBUTaIMs 110 BpeMeHU BHYTPH KaJleH japs;
Mo/IJIep>KKa MUHHU-KajleHaps iyl OBICTPBIX I1epexoji0B
TI0 JjaTaM;
pellakTUpOBaHUe HAaCTPOeK MOJIKJII0UeHHOr0 KaJleHaps
Pabota c kanenmgapem Windows/Linux | ITonnep>xriBaemMmble BO3MOXXHOCTHU:
pelakTUpOBaHUe KalleH1apeu;
M3MeHeHMe Ha3BaHUs KaJleH aps;
BBIOOD 11BeTa KajieH/1apsl ¥ COOBITH;
HoJifiep>KKa M300pakeHuUH (aBaTapoB) MOJIb30BaTesIel;
MOJJIep>XKKa ~ KaJleHAaped € OOIIMM  JIOCTYTIOM,
IIPeJIOCTaB/IeHHBIM BCEeM I10JIb30BaTesIsIM OpraHu3aliuu
[Tonnepxka cobeiTuii ¥ | Windows/Linux | IlognepskuBaemble BO3MOXXHOCTH:
BCTpeY IIPOCMOTP COOBITHH B KaJleHJapsiX;
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IToura

IInaTdopma PyHKIHOHAJIbLHBIE 0CO0EHHOCTH
co3[laHue, peJaKTUPOBAHUE U y/laJIeHue HOBBIX COOLITUI
Y BCTpeY;

yKa3aHHe TeMbl COObITUSI, MeCTa, BpeMeHU;

noaepxxka pyukinu «Ha Bech 1eHbY;

nobaBiieHNe 3aMeTOK;

co37jaHue MOBTOPSIIOMIUXCS COOBITUM U HallOMUHAHUH O
COOBITHH, BCTpEYE;

MpurjamieHde y4YaCTHUKOB Ha COOBITHE HW  UX
yBeZloOMJIeHUe;

nobaBJieHe y9acTHUKA B COOBITHE;

M3MeHeHHe CTaTyCOB YYaCTHUKOB: 00sI3aTeJIbHbIM U
Heo0s13aTeNTbHbIN YIaCTHUK;

OTBeTHI Ha MpPUTJIallleHue;

NpUKpervieHre GaiyioB K COOBITUIO U UX YaJleHHUe;
HAllOMWHAHWE O COOBITUH, KOTOPOe MOXXHO OTJIOXKHUTD,
MIPeKpaTUTh, OTKIIFOYUTh;

MHCTPYMEHT TUIAHUPOBAHUS C OTOOpakeHreM 3aHSITOCTH
y4aCTHHKA COOpaHHs WIA COBellaHWs TpU BbIOOpe
MI0JIb30BATeJIs], C 0TOOpa’keHHeM KajleH/IapHOTo rpaduka
3aHSTOCTH I10JIb30BATeJIs;

IepeHoC Y OTMeHa COBeIaHHHA C YyBeJOMJIeHHeM
YYaCTHUKOB;

OpOHMpOBaHKe MeperoBOPHbIX KOMHAT U PeCyPCOB;
nobaBjieHNe BIIOXKeHUH K BCTpeye;

BHIOOD KajleH/Japsi, B KOTOpblM Oyzner pobaBieHO
coOBITHe;

BO3MOXXHOCTb ~ 3alIOMHUTH  BBIOOpD  KajieHaapsi 10
YMOJTYaHUIO, B KOTOpKIN OyieT 1o6aBieHo coObITHe IpU
OTBeTe Ha Hero;

BO3MOXXHOCTb OTKAa3aTbCsl OT yBEeIOMJIEHUN C OTBETaMH
Ha COOBITHE JIJIs YYETHBIX 3aITUCeH IPYTUX CePBUCOB
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