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AHHOTAIIUA

Bce ynmomsiHyTBIE B 3TOM JJOKYMEHTE Ha3BaHHUS MPOJYKTOB, JIOTOTHUIIBI, TOPTOBbIE MapKu H
TOBapHBIC 3HAKHU MPUHAJIEKAT UX BIIaJICIbLIaM.

ToBapusie 3naku «MoitO¢uc» u «MyOffice» npunamnexxar OOO «<HOBBIE OBJIAYHBIE
TEXHOJIOI' U ».

Hu mpu kakux oOCTOSATENbCTBAX HENB3s MCTOJIKOBBIBATH JIFOOOE CONEPKUMOE HACTOSIIETO
JOKYMEHTa KaK MpsSMOEe HJIM KOCBEHHOE MPEIOCTABICHUE JTUICH3UH WK MpaBa Ha MCIOJIb30BaHHE
TOBApHBIX 3HAKOB, JIOTOTHIIOB WJIM 3HAaKOB OOCIYXKMBaHUS, NPUBEJICHHBIX B  HEM.
JIroboe HecaHKIIMOHMPOBAHHOE HCIOJIB30BaHWE 3TUX TOBAPHBIX 3HAKOB, JIOTOTHIIOB WMJIM 3HAKOB
o0cmyXrBaHHs 0€3 MUCBMEHHOTO Pa3peleHus UX MTPaBO00IafaTeNs CTPOro 3alperieHo.
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Oo6mas napopmanus
MoitOduc CtannapTHbIN — IPOIYKT sl pabOThI ¢ O(UCHBIMU MPUIIOKEHUSIMHU B TOCYIaPCTBEHHBIX
OpraHMU3aIysIX U Ha KPYIMHBIX KOMMEPYECKUX MPEITPUITHSIX.
B cocTaB mpoaykTa BXOIAT CIEIYIOUINE TPUIIOKEHUS, TO3BOJISIONINE paboTaTh Ha ONepallMOHHBIX
cuctemax Windows, Linux u He TpeOyromue nmoakitoueHus Kk MaTepHery:
e  MoiiOduc Tekcer — penaktop aiis paboThl C TEKCTOBBIMH JIOKYMEHTaMHU, 00eCTIeUnBarONTUI

ynoOHOe U ObICTpOE CO3/]aHNe JOKYMEHTOB C MCIIOJIb30BaHUEM IIa0JIOHOB, CTUJICH U
cpeacTB (hOpMaTHPOBAHUS TEKCTA;

e  MoiiOduc Tabnuua — penakTop s MOCTPOSHUS SICKTPOHHBIX TAOJIUII U BEICHUS
9KOHOMHKO-CTATHCTUYCCKUX PACUCTOB, ITOICPKUBAIOIINN PACITUPEHHBIN HA00p hopMyIT
U CPENCTB 111 00paOOTKHU JaHHBIX;

e  MoitOduc IIpeseHranus — NpuIoKeHUEe ¢ MOTHBIM HAOOPOM UHCTPYMEHTOB AJI TPOCMOTpA
rpaduuecKux npe3eHTanui;

e MoitOduc Penakrop npe3eHTanuii — MHCTpyMEHTApHil 7151 CO3/IaHUs U PeAaKTUPOBAHUS
rpaduyuecKux mpe3eHTanui;

e  MoitOduc Iloura — npunoxeHue st OpraHu3aluy 1 BeIeHUs BHYTPEHHEH 1 BHELTHEN
MEPENUCKH 10 JIEKTPOHHOM 1M0YTE;

e  MoitOduc Kanennapp — npuiokeHue st COCTaBIEHHs pacliCaHHsi MEPOIPUSATHIH
U TJIAHUPOBAHUS pabOYMX MPOLIECCOB;

e  MoitOduc KoHTakThl — IpUIIOKEHUE [T XPAaHEHUS, YIPABICHUS U CHHXPOHU3ALUU
aJpeCHOM KHUTHU IOJIb30BATEIIS.

[lepeuenr TpeOoOBaHUI K NPOrpaMMHOMY M amnnapaTHOMY OOECIEUEHUIO TPHUBEACH B

nokymente «MoitOguc Ctanaaptabiii. CucteMHbIE TPEOOBAHUSY.
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PepakTop Tekcra

Iaardopma DYHKIUOHAIbHbIE 0COOCHHOCTH
O01mee
YcranoBka 1 0OHOBIICHHE Windows/Linux | ITognepxuBaeMbie BO3MOXKHOCTH:
MaccoBasi yCTAaHOBKA U OOHOBIICHHE;
aBTOMAaTHYeCKas yCTaHOBKa OOHOBIIEHHH B (hOHOBOM

PEKUME
S13pIKOBast MOIEPIKKA Windows/Linux | Jlokanu3anuu Ha
PYCCKOM, aHTJIMICKOM, TaTapckoM U OalKUpCKOM
S3BIKAX
dopmMaThl JOKYMEHTOB Windows/Linux | ITogaepxuBaeMbie BO3MOKHOCTH:

OTKPBITHE W PEIAKTHPOBAHHE IOKYMEHTOB (OpMATOB
DOC, DOCX, ODT, XODT u RTF;

coxpanenue B popmarax DOCX, ODT u XODT;
UMIopT U 3kcnopt B popmare TXT;

skcnopt B popmarel PDF, PDF/A-1b

[Monnepxka qucruieeB Windows/Linux | ITognepxuBaeMbie BO3MOKHOCTH:

OpPOJIMCTHIBAHKE  JOKYMEHTOB ~ Ha  YCTpOMCTBax
C CCHCOPHBIM KPAHOM;

IPOCMOTP JJOKYMEHTA B TIOJIHOOKPAHHOM PEKHME
Pabora ¢ yactabiM oOakom | Windows/Linux | I[Togaep:xuBaemMpie BO3MOXKHOCTH:

aBTOpH3anus B 4acTHOM obsiake MoitOduc;

HABUTAIMS 110 JOCTYITHBIM Pa3zieiiaM U MarKam;
OTKPBITHE CYIIECTBYIOIEH U CO3/1aHNE HOBOM IAIIKH;
OTKpBITHE, COXPAaHEHHE U CO3/IaHHE HOBOTO IOKYMEHTA,;
MPOCMOTP IPaB OOIIEro AOCTYIA K IOKYMEHTY;
U3MCHECHHUE MPaB O0IIEro J0CTYIA K TOKYMEHTY;
JIOKAJIbHOE COXPaHEeHHE TEKYIIeH BepCHU JOKyMEHTa B
Ccllydae MOTePH COSTMHEHHS C YaCTHBIM 00JIaKOM;
MOJIICPIKKa TPaBa Ha OTPaHMUYCHUE TOCTYTIA K (hailmy WiiH
narke;

yaaneHue Qaitia wim nanku;

BoccTaHoBIeHHUE (aiiina u3 Kop3uHsr,

0e3BO3BpaTHOE yaalieHue (aiina;

OTKa3 OT 00IIero JocTymna K (aiiy Wi mnarnke;

3arpy3ka (aitna u3 obnaka;

COXPaHEHUE KOITUH JIOKAIBHO;

3arpyska (aitioB B 001aKk0

Pabora ¢ nokymeHTOM Windows/Linux | ITognepxuBaemMbie BO3MOKHOCTH:

OTKpBITHE JIOKYMEHTA B JIPYTOM IIPHIIOKEHNH;

naHeNnb ucropuu Oydepa oomena

Pa6ora c¢ 3ammumennbivu | Windows [Moxnep:krBaeMbie BO3MOXKHOCTH *:
JTOKyMEHTaMH OTKPBITHE  3alIMIIEHHBIX ¢  [OMOIIBIO  MApOJIs
JOKYMEHTOB;

YCTAaHOBKA MapoJist Ha JOKYMCHT,
HU3MCHCHUC IApPOJIA;
YAAJICHUC ITapOJId

*uist 1okyMeHToB B popmarax DOCX, XODT
IloaroToBKa JOKYMEHTA
Pabora ¢ mrabionamMu | Windows/Linux | IomnepxuBaeMble BO3MOKHOCTH:
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Iaardopma

DYHKIUOHAIbHbIE 0COOCHHOCTH
pabora ¢ mabmonamu B popmare XOTT;
CO3/IaHUE HOBOT'O JIOKyMEHTa Ha OCHOBE
CYLIECTBYIOIIETO M1a0JI0Ha;
BO3MOYXHOCTh COXPAHHUTH (hailyl Kak 1madJIoH

[Tonnepxka cruneit
JIOKyMEHTa

Windows/Linux

[Toxnep:xuBaeMble BO3MOYKHOCTH:
nojfepKKka (puKcupoBaHHOTO Habopa
MPEIYCTAHOBJICHHBIX CTUJICH;
CO3JJaHUE HOBOT'O CTHIIS;

OOHOBJIEHUE CTHUJIA;

yJlaJeHUe CTUJISI TEKCTa

HacTpoiiku cTpaHuLbl

Windows/Linux

[TonnepxuBaeMble BO3MOKHOCTHU:

OTOOpaXCHHWE pa3Mepa U OPUCHTAIMH  CTPAHUIIBI,
pa3esieHrs CTPaHUIL U CEKIUI TeKCTa;

W3MCHCHHE  OPHUCHTAIIMM  CTPAHUIIBL: KHIDKHAS
(BepTuKanbHasi) U aTbOOMHAas (TOPU3OHTANIbHAS);
u3MeHeHue pasmepa crpanuibl: US Letter, US Legal, AO,
Al, A2, A3, A4, A5, A6, B4, B5, Folio, Executive;
BCTaBKa pa3pbiBa CTPAHHMII,

W3MEHEHHE OTCTYIIOB MOJIEH;

MOJJEPKKA TOPU3OHTAIIBHOM M BEPTUKAIBHOM JIMHEEK;
0TOOpaXeHHE U CKPBITHE JINHEHKH;

BCTaBKa pa3pbiBa pasJiena;

W3MEHEHHUE HACTPOEK CTPAHUIIBI 7S TEKYIEro pasjiena
JTOKYMEHTa

Hywmepanus crpanun

Windows/Linux

[TonnepxnBaeMble BO3MOKHOCTH:

0TOOpakeHHe HyMepaluu CTPAHUL] TOKYMEHTA;

BbIOOp (popmaTa, NO3ULIMU U BEIpaBHUBAHUS HyMepaliu
CTpaHUIL;

HyMepalus co BTOPOH CTPaHUIBI;

HyMepalus CTPaHMIL C YKa3aHHOIO HoMepa

Pabota ¢ KonoHTUTYTaMU

Windows/Linux

Hoz[nepx(HBaeMHe BO3MOXXHOCTH:
OTO6pa)KeHI/Ie BCPXHHUX U HUIKHUX KOJIOHTHUTYJIOB;
BCTABKa U PCAAKTUPOBAHUC KOJIOHTUTYJIOB

Hacrpotiika Windows/Linux | TTogaepxuBaeMbie BO3MOKHOCTH:

MEXTyCTPOUHOTO ABTOMATHYECKOE oTpe/IeIIiCHHE MEKTYCTPOIHBIX

HHTEpBaa HHTEPBAIOB JUIS JIOKYMEHTOB, CO3JaHHBIX B JPYTHX
penakropax;
YCTaHOBKA MEXIYCTPOYHOTO HHTEpBasia: OJMHAPHBIN,
«1,15», nonmyTOpHBIH, TBOMHOM;
YCTaHOBKa MPOU3BOJIBHOTO 3HAYCHHS MEKIYCTPOUHOTO
WHTEPBAa;
W3MEHCHHE  CBOWCTB  pa3Mepa  MEXIYCTPOYHOTO
HHTEpBaJIa: TOYHO, MUHUMYM U MHOKHTEJIb

pudTer Windows/Linux | ITogaepxuBaeMbie BO3MOKHOCTH:

noaaepKKa paboThI co BCEMU mpudTamu,
YCTAaHOBJICHHBIMHU Ha KOMIIBIOTEPE ITOJB30BaTCIA, B TOM
gucne: TrueType fonts (TTF) wu TrueType collections
(TTC), CFF, WOFF, OpenType fonts (OTF, o6a
BapHaHTa TrueType u BEpPCHUH CFF)
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DyHKnus ILnardopma DYyHKIUOHAJIbHbIE 0CO0EHHOCTH
u OpenType collections (OTC), Type 1 (PFA u PFB),

CID-keyedType 1, SFNT-basedbitmap, X11 PCF,
Windows FNT, BDF (Bkitouast crimaxxennsie), PFR, Type
42 (orpaHuyeHHast MOJIEPIKKA);

nogaepskka mpupros XO Fonts: XO Caliburn, XO
Courser, XO Thames, XO Tahion, XO Oriel, XO Windy,
XO Symbol, XO Oriel Condensed;

BbIOOp mpudTa, pasmepa wmpudTa U HAUCPTAHUS:
MOJY>KUPHBIM, KYpPCUB, MOJYEPKHYTBIN, 3a4€pKHYTHIMH,
MOJICTPOYHBIN, HAACTPOUHBIN;

W3MCHCHHE WHTEpBaja MEXIy 3HakKaMd B TPeX
BapuaHTax (opMATHPOBAHHS: PA3PEIKEHHBINA, CHKATHIN
Y HOPMAJIbHBIH;

(dbopmaTtupoBaHue TeKcTa B cTiie «Bce mponucHbIe»
[MonnepxuBaembie Windows/Linux | OtoOpakeHHe U CKPBITHE HEMeYaTaeMbIX CHMBOJIOB:
CHMBOJIBI mpoOe, CHUMBOJ TaOyNsAlUHA, CAMBOJI KOHIIA ab3ara,
CHMBOJI pa3pblBa CTPAHHUIIbI, CAMBOJI pa3pbiBa pasjelia
Y pa3pbiBa CTPOKH

dopmMaTHpOBaHKE Windows/Linux | ITogaepkrBaeMbie BO3MOKHOCTH:

COZEPKUMOTO BBIOOp CTHIIS ab3alla;

BBIOOp IIBETA TEKCTA U IIBETA 3aJIMBKH,

BBIpaBHUBAHME a03aIleB — IO JIECBOMY U IPABOMY Kparo,
LEHTPY, LIUPHUHE JIICTA;

KOIIMPOBAHKE M BCTaBKa ()OPMATUPOBAHHOTO TEKCTA;
BCTaBKa B IOKYMEHT TEKYIlIEeW JaThl U BpEMEHHU;

ouucTKa (POpMaTUPOBAHUS;

KOMMPOBaHWE W BCTaBKa TEKCTa M3  BHENIHHUX
NPUJIOKEHUH € COXpaHEHHEM  OPUTHHAIBLHOTO
dhopMaTupoBaHus

dopmar o obpaziy Windows/Linux | ITognepxuBaeMbie BO3MOKHOCTH:

¢dbopmaTupoBaHue 1o 00pasiy;

(dhopmaTupoBanue 1Mo 00pasiy A ad3ales;
¢dopmaTupoBaHue Mo oOpasily A s4eeK, €CId OHU He
cozepxaT (GopMyIT WA YUCET,

MIPUMEHEHHE CKOTTMPOBAHHOTO CTUJIS (DOPMATUPOBAHUS K
HECKOJIbKUM 00BEKTaM 110 OUEepEe/IH;

COXpaHEHHE  HCTOPHMM  Olepamuil  IpUMEHEHUs
«KHCTOUKH»

Pabota co cnuckamu Windows/Linux | ITognepxuBaeMble BOSMOKHOCTH:

CO3JIaHNE MAapPKHUPOBAHHBIX M HYMEPOBAaHHBIX CITUCKOB,
CO3JlaHME HyMEpOBaHHBIX CITUCKOB B hopmate 1.1.1.;
aBTOMATHUYECKOE CO3/IaHUE CITUCKA,;

NPOJOJDKEHHE CIMCKAa IPH BBOJE B Hadaje CTPOKH
CIIEAYIOMIETO TIO TTOPSAKY 3HAUYCHUS;

o0beIUHEHWE JBYX  CIHCKOB B Pa3HbIX  MecCTax
JOKYMEHTa Il TPOJOJDKCHHS BTOPBIM  CITUCKOM
HyMEpaluu IepBOro

Pa6ora co cceutkamu | Windows/Linux | TTognepkuBaeMbie BO3MOYKHOCTH:

Y TUNIEPCCHUIKAMHU BCTaBKa M PeIAKTUPOBAHKE TMIIEPCCHIIOK;
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Iaardopma

DYHKIUOHAIbHbIE 0COOCHHOCTH

ABTOMATHYECKOE dopmatupoBaHue CCBUIOK
1 JICKTPOHHBIX aJIPECOB KaK TUIIEPCCHIIOK

Pabota ¢ n300paxeHusMH

Windows/Linux

[Nonnep>xrBaeMble BO3MOXKHOCTH:

oToOpakeHre N300pakeHHI;

noaaepxka popmaroB PNG, JPG, JPEG, JPE, EMF,
BCTaBKa M yJaJeHUE H300paKeHUH;

HoJIepKKa  ONIMHA ~ «KOMHMPOBAaTb» U «BBIPE3ATH)»
n300pakeHue;

H3MEHEHHE pa3Mepa n300pakeHmi;

oO0TeKaHne W300paKEHU TEKCTOM CO CIEAYIOIMIUMU
CBOWCTBaMM: B TEKCTE, BOKPYT PAMKH, CBEPXY U CHH3Y, 32
TEKCTOM U TIepe]l TEKCTOM;

nepeMelieHne  M300pakeHuil B IOKYMEHTE  JIeBOU
KJIaBUIIICH MBIIIIH;

KOIMPOBaHWE W  BCTAaBKa M300paXEHUH  MEXITy
JIOKAJIbHBIMU JIOKyMEHTAMU;

BCTaBKa  paHee  CKONMPOBAaHHOIo B  Opaysepe
n300pakeHus;

oToOpakeHre H300paKeHUH, pa3BEepHYTHIX O] YIJIOM
OTHOCHTEJIBHO SIKOPHOW TOYKHU

Pabora ¢ TabnuIaMu
B TEKCTE

Windows/Linux

[TonnepxuBaeMble BO3MOKHOCTHU:

OTOOpaXeHHE TaOJIUIl, OOBCIMHEHHBIX SYECK, IIBETOB
Y BEPTUKAIBHOTO BBIPABHUBAHUS B UMIIOPTUPOBAHHBIX
JOKYMEHTAaX;

no0aBJIeHHE U ylaleHne TabIuIlbl TI000To pa3Mepa;
n00aBIICHUE U YAAJIIEHUE CTOJIOIOB U CTPOK;
00BEIMHEHNE U Pa3beIUHEHHE TUCEK;

M3MCHEHHE pa3Mepa SUeeK;

BBIJIETICHUE CTOJIOIA HIIU CTPOKH IEITUKOM;

OTMEHA BBIJIEJICHUS;

MOJAJIEPKKA  OMEepaluii  «KOMUPOBATHY», «BHIPE3ATh»
U «BCTABUTH» JJIS1 JUAMTA30HOB SUEEK;

H3MEHEHHE [BETA 3aJIUBKU STUEEK;

peIaKTHPOBAHUE TEKCTA B TAOJUIIE;

BEPTHKATbHOE BBIpAaBHHBAHHWE TEKCTa B SUYCHKE WIN
B JIMANa30HE SUSEK: 10 BEPXHEMY Kparo, 110 IIEHTPY H 110
HIUKHEMY Kparo;

TOPU30HTAJILHOC BBIPABHUBAHWE TEKCTA B sUCHKE WIIN
B IMaNa30HE SYEEK: MO JIEBOMY Kparo, MO ILEHTPY, IO
MIPaBOMY Kparo, 110 IIHPHUHE;

(hopMaTupoBaHUe TPAHUI] TYCUKH WU AUANa30Ha TYCEK:
BCE TPAHUIIBI, HET TPAHMUII, TOJICTHIC BHEITHUE TPAHUIIBI;
MOJJIEPKKA TUaroHayied B siueiKax TaOJIHUIIbI

[Tonnepxka MakpoKOMaHT

Windows/Linux

[TonnepkuBaembie BO3MOKHOCTH:

NOAACPIKKAa MAKPOKOMAaH/ Ha A3bIKEC IPOTrpaMMUPOBAHUA
Lua;

Orcpanru ¢ MaKpOKOMaHAaMU: CO31aTh, ICPCUMCHOBATD,
YAAINUTB, pCAAKTHUPOBATH U BBIIIOJIHUTD,

XPAHCHUC MAKPOKOMAH/] B JOKYMCHTC
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DYHKIUOHAIbHbIE 0COOCHHOCTH

PabGora ¢ 1oKkymMeHTOM

Orasienue

Windows/Linux

[TognepxuBaembie BO3MOKHOCTH:

CO3/IaHKE U yJaJIeHUE OTJIaBIICHUS;

HaBUTallUA 10 JOKYMCHTY U3 OIJIABJICHUSA
aBTOMAaTUYECKOE OOHOBJICHHE OIJIABJICHUS B PEXKUME
peaabHOrO BPEMEHH,

yIpaBlieHHue HacTporkamu 00bekTa «Coiepikanuey,
0TOOpaXCHHE HYMEPOBAHHBIX 3ar0JIOBKOB

ITouck u 3ameHa

Windows/Linux

[TonnepxuBaeMble BO3MOKHOCTHU:

MOKCK CJIOB WK (Ppa3 Mo BCEMY TOKYMEHTY WJIH TOJIBKO
110 OCHOBHOMY TEKCTY;

MTOWCK C 3aMEHOM, TAKKE C Y4ETOM PETUCTPA

IIposepka
opdorpaduu/myHKTyaIuu

Windows/Linux

[Tonnep>xrBaeMble BO3MOXHOCTH:

aBTOMAaTHYECKas MpPOBEpKa IPABOMUCAHMS TEKCTa Ha
PYCCKOM U aHIJIMHCKOM S3bIKaX;

MpOBEpKa IPaMMAaTUKH IJIsl PYCCKOTO SI3bIKa;

HoJIIepIKKa H0JIb30BATEIBCKOTIO ciioBaps c
BO3MOKHOCTBIO I00aBJICHUS U YAAJICHUS CJIOB;

UMIIOPT CJIOBap;

MOJICKAa3Ka BapHaHTOB HCIPAaBICHUS Opdorpadhuveckux
OLIMO0K

[IpaBku

Windows/Linux

OTMeHa MpaBOK IO OJHOMY CHMBOJIy 3a Imar (Oydep
«3anoMuHaeT» 50 mocIeHMX I11aroB)

Pexxum peneHsupoBaHust

Windows/Linux

[Monnep>xrBaeMble BO3SMOKHOCTH:

BHECEHHE U3MEHEHUH B JIOKYMEHT;

otoOpakeHre M3MEHEHHWH B IOKyMEHTAaX B TPEX BHJIAX:
UCXOAHBIM  TEKCT, TIOKa3bIBaThb H3MEHEHHsS U He
MOKa3bIBaTh N3MEHEHUS;

nepeMeIeHne Mex/ 1y HCIIPaBICHUIMHU;

NPUHATHE WM OTKJIOHCHHWE W3MEHEHHWH ISl BCETro
JOKYMEHTa MM JUId  KaXJIOro HW3MEHEHHs IO
OT/AEIbHOCTH;

oToOpakeHHE MaHeIM H3MEHEHWH, Ha KOTOpoH
3aMUCHIBAIOTCS. M3MEHEHHMS W UX aBTOPHI: J00aBiIeHHE
TEKCTa, YyAaJeHHE TeKCTa, (opMaTUpOBaHHE TEKCTa,
BCTaBKa M y/laJleHHE N300paKeHHI;

yJaJleHue TabJIUIbl B PeXKUME PELeH3UPOBAHMS;

PEKUM COBMECTHOI PabOTHI ISl JOKYMEHTOB, OTKPBITHIX
U3 yactHoro obOmaka MoitOduc, npu HaIMUUU
COOTBETCTBYIOIIMX MPAB y HOIb30BATEIS;

oToOpaxkeHHue MHGOPMalUU O JIPYrHX HOJIb30BaTENX,
OTKPBIBIIUX JOKYMEHT: HMS, I[BETOBas WHIUKAINA,
MIOJIOKEHHE Kypcopa;

0TOOpakeHHE W3MEHEHUI, BHOCHMBIX B IOKYMEHT, Y
BCEX JPYrHMX TMOJb30BaTeNeil, OTKPBIBIIMX 3TOT
TOKYMEHT;

oToOpakeHHe yIaJeHHOr0 TeKCTa

Pabota ¢ kommeHTapusIMU

Windows/Linux

[TognepxuBaeMpie BO3MOXKHOCTH:
0TOOpaXKCHHE KOMMEHTAPHEB;
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DYHKIUOHAIbHbIE 0COOCHHOCTH
HaBHTaIMsl IO KOMMEHTAPUSIM,
N00aBJICHHUE U PEIAKTUPOBAHNE KOMMEHTAPUEB;
yAaJICHHE KOMMEHTapHeB

ITognepxuBaemslie
KJIABUATypHBIE COUYETaHUS

Windows/Linux

[onnep>krBaemble TOpSYHE KIABUILIN:

CTRL + N — coznanue HoBoOTrO (haiina;

CTRL + O — otkpsiTue daiina;

CTRL + S — coxpanenue ¢aiina;

CTRL + SHIFT + P — nactpoiika mapamMeTpoB CTPaHHUIIBL;
CTRL + P — nevarp moxkymeHTa;

HOME — nepenoc yka3zaTels K Haualy CTPOKH;

END — nepeHoc ykasarens K KOHILY CTPOKH;

CTRL + RETURN/CTRL + ENTER — BcraBka pa3psiBa
CTpaHMIIbI;

ALT + P — nymepanus crpaHul;

CTRL + K — BcTaBKa CCBUIKH;

CTRL + X/SHIFT + DELETE — pyHKIust «BbIpe3aTby;
CTRL + V/SHIFT + INSERT — BcraBka;

CTRL + C — xonmupoBaHue;

SHIFT + HOME — Bbizenenne Bcero TeKcTa OT
yKa3zaTess 10 Hadajia CTPOKH;

SHIFT + END — Bblfenenue Bcero TeKCTa OT yKazaTess
710 KOHIIa CTPOKH;

SHIFT + crpenka BIpaBoO — BBIJIEIEHHE OT Kypcopa
BITPABO;

SHIFT + cTpenka BieBo — BbIAENIEHUE OT Kypcopa BIIEBO;
SHIFT + crpenka BBepX — BBIIEICHHE OT Kypcopa JIo
Hayaa CTPOKH + CTPOKa BBEPX;

SHIFT + crpenka BHU3 — BBIJICIICHHE OT Kypcopa Jo
KOHIIa CTPOKH + CTPOKa BHU3;

CTRL + A — BbIjICTIEHUE BCETO COACPIKUMOTO;

CTRL + D — ormeHa BbI6ODA;

CTRL + crpenka BIIEBO — IEPEXO] K MPEABIAYILIEMY
CIIOBY;

CTRL + crpenka BHpaBO — NEPEXO] K CIEIYIOIIEMY
CIIOBY;

CTRL + crpenka BBepX — HEPEXo] K MpPeabIAyLIEMY
a63aiy;

CTRL + crpenka BHHU3 — MEpPEXOA K CIELYIOIIEMY
a63aiy;

ALT + A — no6aBneHue CTPOKH BBEpXY TaOJIUIIBL;

ALT + B — no0GaBneHue CTpOKH CHU3Y TaOJIUIIBL;

ALT + L — BcTaBka croi01a cieBa;

ALT + R — BcTaBka cTosi0nia cripana;

CTRL + ALT + R — ynanenue cTpoku;

CTRL + ALT + U — ynanenue cTomnoa;

ALT + SHIFT + T — ynanenue TaGiuipl;

CTRL + ALT + M — 00beiHEHHE SYEEK;

ALT + SHIFT + M — pazbenuHenue siueex;

CTRL + 0 — ycranoBka ¢akruueckoro pazmepa (100%);

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'M», 2013-2018 10




Hoeble
@na YHble
TexHonormm

DyHKUUA

PepakTop Tekcra

Iaardopma

DYHKIUOHAIbHbIE 0COOCHHOCTH
F1 — BBI30B BCTPOCHHOM CIIPABKH 10 MPHUIIOKECHHUIO;
F2 — mepexon K pexXxuMy peaaKTUPOBAHUS COIACPKUMOTO
STYCHKMH;
CTRL + L — BeIpaBHUBaHHE 110 JIEBOMY Kparo;
CTRL + E — BbIpaBHUBaHHUE 110 LICHTPY;
CTRL + R — BeIpaBHHMBaHUE 110 IPABOMY Kparo;
CTRL + J — BeIpaBHMBaHUE IO IIUPUHE;
CTRL + Z — otmeHa;
CTRL + Y — noBTOp NIEHCTBHS;
CTRL + SHIFT + C — xonupoBanue opMaTHpOBAHUS;
CTRL + SHIFT + V — ¢opmaTupoBaHue BbIIEIEHHOTO
TEKCTa 1o 00pa3iy;
CTRL + B — npumeHeHue nony>KupHOro CTHIIS;
CTRL + | — npumeHeHune KypcuBa;
CTRL + U — npuMeHeHHe O JYEPKHYTOTO CTHIIS;
CTRL + SHIFT + S — npuMmeHeHue 3a4epKHYTOr0 CTHIIS;
CTRL + SHIFT + =- mnpumeHeHHe HaJCTPOYHBIX
3HAKOB;
CTRL + = — mpuMeHeHHe MOICTPOYHBIX 3HAKOB;
CTRL + SHIFT + A— npumenenue ctuist «Bce
MIPOTIMICHBIEY;
CTRL + F — nowuck;
SHIFT + TAB — ymenbmenue orcrtyma ab3arna;
TAB B si4elike — nepexo K ClIenyIoIIeH sueiike;
CTRL + SHIFT + Z — Be3oB manenu ucropuu Oydepa
o0MeHa

Paodora c

TOTOBBIM (paiijIoM

CraTucTHka J10KyMeHTa

Windows/Linux

OtoOpa’keHue KOJIMYEeCTBa CTPaHMI] B JIOKYMEHTE,
HOMeEpa TEKYIIeH CTpaHUIbl U MaclITada JOKYMEHTa Ha
CTPOKE COCTOSIHHS BHU3Y pPellaKTopa

[Tognepxka onoBenieHU M

Windows/Linux

OHOBCH.IGHI/IG npu nepexone Io INOTCHIUMAJIbHO
BPCAOHOCHBIM CCBHIJIKAM

[IeuaTs AOKYMCHTa

Windows/Linux

[ToxnepxuBaeMble BO3MOKHOCTHU:

OTITpaBKa Ha TeYaTh;

MIpeIBapUTENbHBIN MPOCMOTP JOKYMEHTA;

HACTPOWKAa MPOCMOTpa IOKYMEHTa: MO UIMpUHE, IO
pasMepy CTpaHWIbl, TO OJHON CTpaHuIle, MO JIBE
CTpaHHMIIBI, BCE CTPAHUIIBL;

BBIOOpP MaciTaba U OpUEHTAIIMH CTPAHMUIIBI;

HaBUTAIUS MEXTY CTPaHUIIAMH,

BBIOOD Mama3oHa CTPAHMII TeYaTH U YHCIIa KOTIHIA,
neJaTh BCETO JOKYMEHTA, TEKYIIeH CTpaHUIbl WIH
BBIIEIIEHHON 00JIaCTH;

BBIOOp pa3Mepa Oymaru JJis 1evaTu;

OBICTpast Mevarh;

BBIOOp YCTPOMCTBA MEeUaTH;

MeYaTh YSTHBIX/HEUETHBIX CTPAHMUII;

JIBYCTOPOHHSISI TICYaTh;
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PepakTop Tekcra

Iaardopma

DOYyHKUMOHAJIbHbIE 0COOEHHOCTH

HAcTpoiika MacimTabupoBaHus (MO pa3Mepy CTPAHUIBL,
0 IUPUHE U T.J1.);
pazOHeHHe MO KOMHUSIM

OOMeH TOKyMeHTaMu

Windows/Linux

OTHpaBKa AOKYMCHTA BJIOKCHUCM 110 IMOYTC C ITIOMOIIBIO
IIOYTOBOI'O KJIMCHTA, YCTAHOBJICHHOI'O 110 YMOJIYaHUIO

PenakTop Tadaun

ILnaTdopma

DYHKIHOHAJIBHBIE 0COOEHHOCTH
O01mee

VYcranoBka U OOHOBIICHHE

Windows/Linux

[onnep>xrBaeMble BO3SMOKHOCTH:

MaccoBasi yCTaHOBKA U OOHOBJICHUE;

aBTOMAaTHYECKasi yCTaHOBKa OOHOBIICHHI B (hOHOBOM
peKuMe

SI3bpIKOBas moaIepKKa

Windows/Linux

Jlokanu3anuu Ha
PYCCKOM,  aHTJIMICKOM, TaTapCcKoM U OalIKUPCKOM
SA3BbIKaAX

@opMaThl JOKYMEHTOB

Windows/Linux

[onnep>xrBaeMble BO3SMOKHOCTH:

OTKphITHE U pefakTupoBanue daiinos XLS, XLSX, ODS
u XODS;

coxpanenue ¢aiiioB B XLSX, ODS u XODS;

HUMITIOPT U 3KcnopT B popmare CSV;

akcnopt B popmat PDF u PDF/A-1b

[Tonnepxka nucruiees

Windows/Linux

[IponmcTeiBaHME  JOKYMEHTOB  Ha  yCTPOMCTBax
C CEHCOPHBIM 3KPaHOM

PaGota ¢ yacTHBIM 00JIaKOM

Windows/Linux

[MoanepxuBaecMbie BO3MOKHOCTH:

aBTOpH3alMs B yacTHOM obisiake MoitOduc;

HABHTAIIUS 110 TOCTYITHBIM pa3/iesiaM U MarKam;
OTKPBITHE CYIIECTBYIOLICH U CO3/1aHIe HOBOW TAITKH;
OTKPBITHE, COXPAaHEHUE U CO3/IaHUE HOBOTO JOKYMEHTA,;
MPOCMOTP MpaB OOIIETo AOCTYIA K TIOKYMEHTY;
M3MEHEHHE MpaB 00IIEero J0CTYIa K TOKYMEHTY;
JIOKaJIbHOE COXpaHEHHWE TeKylIel BEpCHU JTOKYMEHTa B
ClTydae IMOTepH COCTMHEHHS C YaCTHBIM 00JIaKoM;
MOJI/IepIKKa TTpaBa Ha OrpaHUueHHE JIOCTYIIA K (aiiiry uim
Tarnke;

ynaneHue (aiina uim namnku;

BoccTaHoBJeHUE ¢aiina u3 Kop3unsr,

0e3B03BpaTHOE yaaneHue (aina;

OTKa3 OT 0011ero 10cTymna K ¢airy uin namnke;

3arpyska Qaiina u3 obnaxa;

COXpaHEHHE KOITHH JIOKAIBHO;

3arpyska (aiinoB B 001aK0

Pabota ¢ nokymeHTOM

Windows/Linux

[TonnepxuBaempie BO3MOKHOCTH:

OTKPBITUE JOKYMEHTA B APYTOM MPUIIOKEHUU;
MOJ/IEPKKA JTOKYMEHTOB, HE COJEPXKAIUX BHIUMBIX
JINCTOB

Pabora ¢ 3amuineHHBIMU
JIOKYMEHTaMHU

Windows

[TognepxuBaeMbpie BO3MOKHOCTH™*:
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PenakTop Tadauu

Iaardopma

DYHKIUOHAIBbHbIE 0CO0EHHOCTH
OTKPBITHE  3alIUIICHHBIX C  IOMOIIBIO  IMApOJIS
JIOKYMEHTOB;
YCTaHOBKa MapoJisi Ha IOKYMEHT;
yIaJieHue MapoJis

*uist 1okymMeHTOB B (popmarax XLSX, XODS

IToaror

OBKa JOKYMCHTA

Pabora ¢ ma6ionamu

Windows/Linux

[MoxnepxuBaeMbie BO3SMOKHOCTH:

pabora ¢ mabmonamu B popmare XOTS;

cO3/1aHue HOBOTO JOKYMEHTa Ha OCHOBE
CYLIECTBYIOIIETO M1a0JI0Ha;

BO3MOYXHOCTh COXPAHHUTH (hailyl KaK 1a0JIoH

Pabora ¢ mucramu

Windows/Linux

[Tonnep>xrBaeMble BO3MOXHOCTH:

BCTaBKa HOBBIX JINCTOB;

yJaJIeHUE CYIECTBYIOLIUX JIUCTOB;

MOJICP)KKA ONIHHA «OTOOPA3UTB» M «CKPBITHY JIHCTHI
TaOJIMIIBL;

MEPEMMEHOBAaHHE JICTOB TAOJUIIBL;

co3JlaHue AyOJuKaTa JucTa TaOInLbl;

M3MEHEHHE TIOJI0KEHHUS JINCTA B CIIUCKE,

nepeMeIleHle JucTa TalluIbl B Hayajlo U B KOHEIl
CIIHCKA;

aBTOMaTHYECKOE 3aII0JHEHUE SIUeeK JINCTA;

XpaHeHne HH(OPMAIHH O YACOBOM IT0SICE OTIEPAIMOHHOM
CHCTEMBbl HAa MOMEHT CO3JIaHHsI JOKYMEHTa,;

yIpaBI€HHWE  CBOWMCTBAMH  CTPaHUIIBI:  yCTAHOBKA
TUINOBBIX pa3MepoB crpanulbl (A0, Al u T.1.), BEIOOD
anbOOMHON WJIM TOPTPETHOM OpHUEHTAlMM CTPaHMIIbI,
HACTPOWKa NOJIEH

IpudTs

Windows/Linux

[TonnepxuBaembie BO3MOXKHOCTH:

nmoajepkka  paboTel  co  BcemMu  mipudramu,
YCTaHOBJICHHBIMH Ha KOMITBIOTEPE TOJIb30BaTElIs, B TOM
gyucie: TrueType fonts (TTF) u TrueType collections
(TTC), CFF, WOFF, OpenType fonts (OTF, o6a
BapUaHTa TrueType 1 BEpCUU CFF)
u OpenType collections (OTC), Type 1 (PFA u PFB),
CID-keyedType 1, SFNT-basedbitmap, X11 PCF,
Windows FNT, BDF (Bxitouast critaxxennsie), PFR, Type
42 (orpaHuYeHHAs MOJICPKKA);

noaaepskka mpupros XO Fonts: XO Caliburn, XO
Courser, XO Thames, XO Tahion, XO Oriel, XO Windy,
XO Symbol, XO Oriel Condensed;

BbIOOp mmpudTa, pasmepa wmpudTa U HAUEPTAHUS:
MOJYKUPHBIM, KYpPCUB, MOTYEPKHYTHIN, 3a4€pKHYTHIMH,
IOJCTPOYHBIN, HAACTPOUHBIN;

W3MEHEHHE MHTEepBaja MEXIy 3HakaMH B Tpex
BapuaHTax (OpMATUPOBAHMS: PA3PEIKEHHBINA, CHKATHIN
Y HOPMAJIbHBII;

dhopMaTupoBaHue TeKCTa B cTuiie «Bce mponucHbie»
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dopmaTUpOBaAHUE
COJIEPKUMOTO

Iaardopma
Windows/Linux

DYHKIUOHAIBbHbIE 0CO0EHHOCTH
[TonnepxuBaemMbie BOZMOKHOCTH:
OTOOpaXCHHE TPAHMII U [[BETA SYCUKH, O0BEIUHECHHBIX
STYEEK;
(dhopMaTupoBaHUe TPAHUI] TYCUKH WK JUANA30HA TYCCK:
BCE I'PAaHMIIbI, HET I'PAHMUII, TOJCTHIC BHEIIIHUE TPAHUIIBI;
HM3MCHCHHE LIBETA 3aJIMBKU SUCCK;
BBIOOP MTPOM3BOJIBLHOTO IIBETA 3aJTUBKHU STUCHKH;
OTOOpaXCHHE TMEepPeHOCa TEKCTa B OJAHOW  sSUCHKe
M HaJIOKEHHME TEKCTa Ha COCETHMUE TUCHKH;
IIEPEHOC TEKCTa BHYTPHU SAYECHKH;
MOAJIEPKKA  ONIUN  «BBLACIUTHY, «CKPBITb»  WJIHU
«II0KAa3aThy CTOJOCI WIIH CTPOKY IEIIUKOM;
HCIOJIb30BaHNE (YHKIUN «KOMUPOBATHY, «BHIPE3ATH
M «BCTaBUTH» JJIS JUAIIA30HOB SYCCK;
(dbopMaTupoBaHUE YHCET B STUCHKAX;
KOIMPOBaHKE U BCTaBKa ()OPMAaTUPOBAHHOTO TEKCTA;
BEPTUKAIBHOE BBIPABHUBAHHE TEKCTA B SUCHKE WIIU
B JIMAIIa30HE S[YEEK: [0 BEPXHEMY Kparo, 110 LIEHTPY U 110
HIDKHEMY Kpario;
TOPU30HTAIILHOE BBIPABHUBAHUE TEKCTA: IO JIEBOMY
Kparo, 1Mo LUEHTPY, N0 MPaBOMY Kpato, 10 HIUPUHE;
BCTaBKa pa3phiBa CTPOKH B STUEHKY;
3aKpEIUICHUE TPOU3BOJIBHOTO KOJIMYECTBA CTPOK U STYEEK;
cOpoC Bcex CYIIECTBYIONIUX 3aKPeTICHU;
W3MEHEHHE MacIiTada TeKCTa Mo pa3Mepy sTUehKu;
BCTABKa B JIOKYMEHT TEKYIIEH 1aThl U BPEMEHU;
MOJ/IEPXKKA TMaroHaliel B sueiKax TaOIuIlbL,
OTOOpaXeHHE BEPTUKAIBLHOM OpHEHTAllUd TEKCTa B
sUeiKax,
TPYNIHPOBKA JAHHBIX B CTPOKAX U CTONOIAX;
KOMMMPOBAaHWE M BCTaBKa TEKCTa W3  BHEIIHUX
MPUIIOKEHUN v COXpaHEHHEM OPUTMHAIILHOTO
dhopMaTupoBaHus

dopwmar o o6pasiy

Windows/Linux

[MoxnepxuBaeMbie BO3SMOKHOCTHU:

dhopmaTupoBanHue Mo 00pasiy;

(dhopMaTupoBaHue o obpasity 1ist ad3alies;
dbopmaTupoBaHHe MO 00pa3Iy I SYeeK, €CIH OHU HE
cojiepkat GOpMYIT UITH YUCEIT;

MIPUMEHEHHE CKOMTUPOBAHHOTO CTHIISI (HOPMATHPOBAHUS K
HECKOJIbKUM OOBEKTaM 10 OYepeIy;

COXpaHCHHE  HCTOPHH  Olepamuii  TpPUMEHEHHUS
«KHCTOYKHU»

cDOpMElTI:I JAaHHBIX

Windows/Linux

[MognepxuBaemble BO3MOKHOCTH:

WCTIONB30BaHUE  YHUCJIOBBIX  (opmaroB:  oOmIui,
YHUCIIOBOM,  JIGHEXHBIH, (UHAHCOBBIA,  JIPOOHBIN,
SKCIMOHEHIMAIbHBINA,  JaTa, BpeMs, MPOLIEHTHBIM,
TEKCTOBBII;
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Iaardopma

DYHKIUOHAIBbHbIE 0CO0EHHOCTH

aBTOMATUYECKOE  ONpEJCIICHHEe CHMBOJIOB  pyOIs
Y JoJU1apa Mpy NMPUMEHEHHH (OPMATHPOBAHUS SUCHKU:
YHCIIOBOM;

aBTOMATHUYECKOE OIPENIEJICHUE CHMBOJIA BAJIIOTHI IS
dhopmara stueek «/leHeKHbII,

MOJIIEP>KKa PETHOHAIBHBIX CTAaHIAPTOB (hopMaTa sSUeeK:
ru RU  (Poccus), tt RU (Tarapcran), ba RU
(bamkupus), en_GB (Benmukob6puranus), en US (CHIA),
en_AU (ABcrpanus), en NZ (Hosas 3enanaus), en CA
(Kanana)

Pa6ota ¢ popmynamu

Windows/Linux

[Tonnep>xrBaeMble BO3MOXHOCTHU:

MaHeNb BCTaBKHU (POPMYIIBI;

KOIIMPOBaHUE U BCTaBKa (OpMYIT;

BBOJI ¥ BBIOOD (PYHKITHIT HA PYCCKOM SI3BIKE;

BbIOOp (OpMyIT U3 CHMCKa ITPH BBOAE (hOPMYJIbI;
oToOpa’keHHe TOJCKa30K 00 MCIOIb30BaHUH (HOPMYIIBI
rocJje ee BrIOopa;

WCTIOJIh30BaHNE MMEHOBAaHHBIX JIMANIA30HOB B (hopMyriax;
[10JICBE€YHBaHUE BCEX sYeeK, Y4aCTBYIOLIUX
B BBIYUCIICHHSX, P BBIICTICHUN STYCHKU C POPMYIIOif;
3aJjaHMe JAMana3oHa 3HAYEHUN IpU pelaKTUPOBaHUU
(bopMyIIBI Uepe3 BBIICICHHE HY)KHBIX SY€EK MBIIIBIO;
pacuet 4acTtu GOpMYIIbI

Pabota ¢ nuarpammamu

Windows/Linux

[TonnepxuBaembie BO3MOXKHOCTH:

OTOOpaXeHHE JBYXMEPHBIX JHarpaMM, THCTOTPaMM,
JIMHEWYaTBIX JIAarpaMM: C TPYIIIAPOBKOMH,
C HAKOILJIEHUEM, HOPMUPOBAHHAS C HAKOTUICHHUEM;
MOJ/IepKKAa TpadUKOB: CTAHAAPTHBIN, C HAKOIJICHUEM,
HOPMHUPOBAHHBIN C HAKOIIJICHHEM;

OTOOpaXEHHE JHarpamMm C O0JacTsIMU: CTaHJapTHas,
C HAKOILJICHUEM,  HOPMHUPOBAHHAsI  C HAKOIUICHHEM,
CTaHJapTHAsI KPyroBas;

MojepKKa rpauKoB ¢ HAKOTUIEHUEM, JIMHEHYaThIX
Jarpamm ¢ HaKOIUIEHHEM, HOPMUPOBAaHHBIX
TUHENYaThIX AUarpaMM C HAKOTUICHHUEM, B TUarPaMM C
001aCTSIMHU C HAKOIIJICHUEM;

W3MEHEHHE TUTa TUarpaMMbl;

yAaJeHue IuarpaMmm;

ABTOMATUYECKOE  TMEPECTPOEHUE  AuarpamMMm  IpHU
N3MCHEHUHU 3HAUCHUM;

CO3/J]aHUE AUarpaMMbl;

orepalyy  «KOMUPOBATh», «BCTAaBUTH», «BBIPE3ATH)
IUarpamMmmys;

MepeMeleHUE TarpaMMbl;

W3MEHEHUE pa3Mepa AruarpaMmel,

3aJlaHue HaMpaBJIeHUs psAla TuarpaMMbl;

BBO/I Ha3BaHUs UArPAMMBbI

[Tonnepxka MaKpOKOMaH

Windows/Linux

[TognepxuBaeMple BO3MOYKHOCTH:
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PenakTop Tadauu

Iaardopma

DYHKIUOHAIBbHbIE 0CO0EHHOCTH

MOJJIeP’KKa MaKpPOKOMAaH/1 Ha SI3bIKE POrpaMMHUPOBAHUS
Lua;

orepaiy ¢ MaKpOKOMaHJaMH: CO3/1aTh, IEPEUMEHOBATb,
yAIUTh, PEIAKTUPOBATH U BBHIMOJIHUTE;

XpaHEeHHE MaKPOKOMaHJ B IOKYMEHTE

@uibTpanys JaHHBIX

Windows/Linux

[MoanepxuBaeMble BO3MOKHOCTH:

NpuMeHeHne (PUIIbTpa K BBIJCIICHHOW 00J1acTH;

BBIOOD OJHOTO WJIM HECKOJNbKMX 3HAYCHUH JUIs
npuMeHeHHs GUIIbTPa, yKa3aHHe 3HAYCHUS;
oToOpaxkeHne WHPOPMAIMU O KOJIUYECTBE MOBTOPEHUI
KQXJIOTO  YHUKAJIbHOTO  3HAYCHUS B BBIICIICHHOM
o0JracTu;

BBIJICIICHUE BCEX JIOCTYITHBIX 3HAYCHUIA,

oumieHne GuiIbTpa;

npuMeHeHne QUIbTpa eIe pas;

ABTOMATHYECKOE  PACIIMPEHHE  BBUICICHHS  JIO
MaKCUMaJIbHOW 00J1acTH, COCTOSIICH W3 CMEXHBIX
HEIYCThIX TYCEK;

yKa3aHHe KOJIMYCCTBA BBIJCIICHHBIX YCCK B 00J1aCTH

CopTupoBKa JaHHBIX

Windows/Linux

[onnep>krBaeMble BO3SMOKHOCTH:

COPTHpPOBKAa  A4YE€EeK B BBLIEICHHOM  oOjactu 1O
BO3PACTaHHUIO W YOBIBAaHUIO 3HAYCHHSA, 1O aupaBUTy U
B 00OpaTHOM HalpaBlIEHUH;

MPUMEHEHHE COPTHPOBKH €IIe Pa3;

aBTOMaTMYECKOE  pacHIMpeHHe  BBIACNEHHS [0
MaKCUMaJIbHOW 00JacTH, COCTOSAIICH W3 CMEXHBIX
HEMYCTBIX SAYeeK;

yYKa3aHUe KOJIMYECTBA BBIJICIICHHBIX SUEEeK B 00J1aCTH

YcnoBHOe (hopMaTHUpOBaHUE

Windows/Linux

OTtob6pakeHue ycIoBHOrO (popMaTUPOBAHMS B SUeKax

Pabora CO CCBUIKAMHU
Y TUNIEPCCHUTKAMHU

Windows/Linux

[Monnep>xrBaeMble BO3SMOKHOCTH:

BCTaBKa M pelakKTUPOBAHHE TMIIEPCCHUIKHU;

no0aBIIeHIE THITIEPCCHUTKY K sSTYeiKe ¢ POpMYIIOii;
aBTOMaTHUYECKOE dopmatupoBaHue CCBUIOK
1 JIEKTPOHHBIX aJJPECOB KaK TUIEPCCHIIOK;
otobpaxenne cchllok B cTiiie R1C1

Pabota ¢ n3o06paxenusmu

Windows/Linux

[lonnepxrnBaeMble BO3MOKHOCTHU:

oToOpakeHre N300pakeHHi;

noanepxka popmaros PNG, JPG, JPEG, JPE, EMF;
BCTaBKa M300paXeHUH;

yAaJIeHHE U300paKeHUH;

M3MEHEHHE pa3Mepa H300pakeHHi;

(GYHKIUU ~ «BBIPE3aTh», «KOIMUPOBATH», «BCTABUTH)
M300paKeHNe MEXKIy TEKCTOBHIM U TaOIUYHBIM
JOKYMEHTaMU;

nepeMeIeHre n300pakeHus;

BCTaBKa 00BEKTOB C MOAACPXKKOM TexHooruu Drag-and-
drop;

OTOOpaKeHHE W300paKeHUH, Pa3BEPHYTHIX MO YIJIOM
OTHOCHUTEIILHO SIKOPHOU TOYKH
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Iaardopma

DYHKIUOHAIBbHbIE 0CO0EHHOCTH

PabGora ¢ 1oKkymMeHTOM

Tlouck u 3ameHa

Windows/Linux

[MoxnepxuBaeMbie BO3SMOKHOCTH:

TIOMCK CJIOB WK (ppa3;

MOMUCK C 3aMEHOM, TaKXe C Yy4eTOM pEerucTpa M ClIOBa
LEIUKOM

[TpoBepka Windows/Linux | ITognepxuBaeMbie BO3MOKHOCTH:
opdorpabun/myHKTyauu aBTOMAaTHYECKas IPOBEPKa IPABOMMCAHKUSA TEKCTa Ha
PYCCKOM M aHIJIMHCKOM SI3bIKaX;
HpOBEpKa rPaMMATUKH JUISl PYCCKOTO SI3bIKA;
HOJICPIKKA I0JIb30BaTEIbCKOTO cIIoBapsi c
BO3MOKHOCTBIO JIOOABJICHHUS U Y/IAJICHHUS CJIOB,
HUMITOPT CIIOBAps;
MOJICKa3Ka BapUAHTOB HCIpPaBieHHs opdorpapuueckux
o1nO0K
[TpaBku Windows/Linux | OtmeHa mpaBok 1o OJHOMY cuMBoily 3a mar (Oydep
«3anoMuHaeT» 50 nocaeAHMX I11aroB)
3ameTku Windows/Linux | ITognepxuBaeMbie BO3MOKHOCTH:

CO3JIaHME U yIaJICHHE 3aMETOK K sSYeiKam;
(hopMaTupoBaHUEe TEKCTa B 3aMETKE;
nojiiepkka 0ydepa oOMeHa Jij1si COIEPIKUMOTO 3aMETOK

Pexum PCLUCH3UPOBAaHUSA

Windows/Linux

[lonnep:xnBaeMble BO3MOKHOCTH:

PEXHUM COBMECTHOM pabOTHI AJisl JTOKYMEHTOB, OTKPBITHIX
u3 yactHoro oOmaka MoitOduc, npu Hanuuuu
COOTBETCTBYIOILIMX MPaB y MOJIb30BATENS;

oToOpaxkeHHue MHQPOPMalUU O JPYrHX HOJIb30BaTENAX,
OTKpBIBIIMX JOKYMEHT: MM, IIBETOBas WHIUKaIU,
MI0JIOKEHHE KypCcopa;

O0TOOpaX€HHEe M3MEHEHUH, BHOCHUMBIX B JOKYMEHT, Yy
BCEX JIpYIrHMX IIOJIb30BATEIEH, OTKPBIBIIUX  O3TOT
JOKYMEHT

[TognepxuBaemblie
KJIaBHATYPHBIE COYCTAHUS

Windows/Linux

[TonnepxnBaeMble ropsiYNe KIABUIIIU:

HOME — nepexop k mepBoii siYeiike B CTPOKE;

END — nepexon k nocienHei siueiike B CTPOKE;

SHIFT + DELETE — onmust «BBIpe3aThy;

SHIFT + INSERT - BcTaBka;

SHIFT + neBast knaBuIlla MBIIIK — BBIOOp JHara3oHa
STUCEK;

SHIFT + HOME — BeIzienieHHe BCEX siUeeK OT yKazaTess
710 HaJasa CTPOKH;

SHIFT + END — BeiienieHue BCeX SYEEK OT yKaszaTels JI0
KOHIIA CTPOKH;

CTRL + ctpenka BiIeBO — Mepexo]l K MPEIbIAYIIEMY
CIIOBY;

CTRL + ctpenka BmpaBo — MEpexo]l K CIEAYIOIIEMY
CIIOBY;

CTRL + crpenka BBepX — MEPEXoa K MNPEIbIAYLIEMY
ab3any;

CTRL + cTpenka BHU3 — MEPEXO] K CIEIYIOMEMY
ab3any;
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ALT + B — noGaBneHne HOBOI CTPOKH CHU3Y TaOIUIIBL;
F2 — mepexon K pexXxuMy peaaKTUPOBAHUS COIACPKUMOTO
STYCHKMH;

CTRL + E — BeIpaBHHBaHMHE I10 IICHTPY;

CTRL + Y — Bo3Bpart (1MOBTOp) ICHCTBHS;

CTRL + SHIFT + C — xonupoBanue popMaTHpOBaHUS;
CTRL + SHIFT + V — dopmartupoBaHue BBIJICICHHOIO
TeKcTa 1o o0pasity;

SHIFT + TAB — ymenbmienue otrctymna ad3ara;

TAB B siueiike — nepexo/l K cileyrolen sueiike

Pabora c

TOTOBBIM (pailsiomM

CraTucTHika J10KyMeHTa

Windows/Linux

[TognepxuBaembie BO3MOKHOCTH:

0TOOpakeHHe OBICTPBIX WUTOTOB B CTPOKE COCTOSHUS:
CyMMa, MHHUMaJIbHOE 3HAYECHHME, CPEIHEE 3HAYCHHE,
MakCUMaJbHOE 3HAUYEHHE U KOJMYECTBO HEMYCTHIX
STYCEK;

0TOOpaKEHHE MacIiTada JOKYMEHTA

[Teuars noKymeHTa

Windows/Linux

[TognepxuBaembie BO3MOKHOCTH:
OTIIpaBKa Ha IeYaTh;

[IpeIBAPUTEIbHBIN IIPOCMOTP JIOKyMEHTA
C BO3MOXKHOCTBIO OTOOpPa)KEHUsI PEKBU3UTOB CTPAHMIIBI,
pa3pbiBOoB,  MacmTaba,  BEpXHMX M HWKHHX
KOJIOHTUTYJIOB;

HACTpOWKa MPOCMOTpa JOKYMEHTa: MO IIHpUHE, II0
pasMepy CTpaHUIBl, 1O OJHOW CTpaHHILE, IO JBE
CTpaHHMIIBI, BCE CTPAHUIIBL;

BBIOODP MaciiTaba U OpUEHTAIIMH CTPAHMUIIBI;

HaBUTAIUS MEXTY CTPaHUIIAMH;

BBIOOD Mama3oHa CTPAHMII TeYaTH U YHCIa KOTIHIA,
MevaTh TEKYIIEro JIMCTA WK BBIIEICHHON 00J1acTH;
BbIOOp pazMepa Oymaru Ajis rnevartu;

BBIOOp MaciITabupoBaHUsS AOKYMEHTa MpU IMEeYaTu: 10
pa3Mmepy CTpaHMIIbl, 110 MIUPUHE CTPAHUIIBI U 110 BBICOTE
CTpaHULbI;

OBICTpas Mevarh;

BBIOOp YCTPOMCTBA MEUaTH;

NeYaTh YeTHBIX/HEUETHBIX CTPAHMIL;

JIBYCTOPOHHSIS TI€UaTh;

HacTpolika MaciuTaOupoBaHus (IO pa3Mepy CTpPaHHIIbI,
110 IIMPHUHE U T.[T.);

pa3zOueHue 1Mo KOMusIM,

MacIITaOUPOBaHUE CTPAHUIIBI [TPH M€YaTH JOKYMEHTa

OOMeH TOKyMeHTaMu

Windows/Linux

OTHpaBKa AOKYMCHTA BJIOKCHUCM 110 IMOYTC C ITOMOIIBIO
IMOYTOBOT'O KJIMCHTA, YCTAHOBJICHHOI'O 11O YMOJIYaHUIO

CpencTBo npocMoTpa npe3eHTanuii

ILnaTtgopma

DyHKIHOHAJbHBIE 0COOCHHOCTH
OO01mee
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ILlinargopma DOYyHKUMOHAJIbHbIE 0COOEHHOCTH
VcraHoBka Windows/Linux | ITogaepxrBaeMbie BO3MOKHOCTH:
1 OOHOBJICHHUE MaccoBasi yCTAaHOBKA ¥ OOHOBJICHUE;

ABTOMAaTHYECKasi yCTAHOBKA OOHOBJICHUH B (HOHOBOM PEXXHME
S3pikoBas mogepkka | Windows/Linux | Jlokanu3amnuu Ha

PYCCKOM, aHIJIMACKOM, TATAPCKOM U OAIIKUPCKOM sI3bIKaxX
®opmarsr gokymentoB | Windows/Linux | ITpocmotp npesenrarmii B popmarax PPT, PPTX, ODP
[MonkmroueHne Windows/Linux | ITogaepxrBaeMbie BO3MOKHOCTH:

BHEIITHHUX YCTPOICTB UCIIOJIb30BAHUE  BHELIHEr0 MyJIbTa  yIOPaBICHUS IS
MEPEKIIIOYEHHUS CIIA0B B PEKMUME MPOCMOTPA MPE3CHTALIMI;
IOAKJIIOYEHUE JIA3EPHOU YKA3KH

Pabora ¢ roroBbIM daiijiom

Pabota Windows/Linux | [ToanepxuBaeMbie BO3MOXHOCTH:

C MIPe3eHTALUSIMH IPOCMOTp IPE3EHTAINH;

HaBUTAIUA 110 ClIaiigam;

co3faHue Konuu (haiios

[ledaTh TOKyMeHTa Windows/Linux | OtnpaBka Ha re4aTh

PenaxkTop npesenrauui

DyHKuus ILnargopma DOyHKIHOHAJIBbHBIE 0COOEHHOCTH
O0mee

dopmaThl JOKYMEHTOB Windows/Linux | IToxaepxuBaeMbie BO3MOKHOCTH:
OTKpBITHE U coxpaHeHHe (aitnoB B ¢opmarax PPT,
PPTX, PPS, PPSX, POT, POTX, POTM, ODT, ODP,
STI, SXD, FODP, XML, KEY, PDF;
skcriopt B PDF
Pexxumbl mpocmoTpa Windows/Linux | Pexxumbl  mpocMOTpa:  peXHM  PHCOBaHHS, PEIKHM
NPUMCUYaHUH, PeKUM CTPYKTYPHI, PeKUM
TE3UCOB, COPTHPOBIIUK CIIAH/IOB, PEKUM JEMOHCTPAIMH
INonkmrouenne BuemHuX | Windows/Linux | TToguepkuBaeMbie BO3MOKHOCTH:
YCTPOMCTB 0TOOpakeHHE MPE3eHTALUN Ha HECKOJBKUX MOHHUTOPAX
OJTHOBPEMEHHO;
KOHTPOJIb PEKHUMa BBICTYIUICHHSI IO TaliMepy
IMoaroTroBKa 10KYMeEHTa
Pa6ora ¢ mabnonamu Windows/Linux | TTogaepxuBaeMbie BO3MOKHOCTH:
CO3/JJaHUE MPE3CHTANUH U3 MadIoHa;
CO3/aHHMe TMpe3eHTAlMii W3 MIa0JIOHOB, B TOM YHCIE
CO3JJAHHBIX B CTOPOHHEM O(HCHOM IPOTPaMMHOM
obecrnieyeHuu
Pabora ¢ noxymeHTOM Windows/Linux | ITognepxuBaemMbie BO3MOKHOCTH:
CO3JIaHUE NIPE3CHTAIU;
OTKPBITHE CYIIECTBYIOLICH PE3CHTAIIHY;
AaBTOMAaTHUYECKOE COXPAaHEHUE MPE3CHTAIHI;
3aIIMTa JOKYMEHTA C HCIIOIb30BAaHHEM TapoJis;
3alyCK JIEMOHCTPAIIMU CJIaiJI0B C MEPBOrO Claija Wiu

C TEKYIIEro
[Moanepskka cTriei Windows/Linux | ITogaepxuBaeMbie BO3MOKHOCTH:
JIOKYMEHTa PUMCHEHHE CTHJIEH;
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paboTa ¢ MacTep-ciaiiaMy U CTHISIMU

Hacrpoliku cTpanuiibl

Windows/Linux

[TognepxuBaembie BO3MOKHOCTH:

HaCTpOMKa apaMeTpOB CTPAHHUIIBI;

BCTaBKa U HACTPOMKa MOJIEH;

MO/IEPXKKA Pa3IMYHBIX (HOPMATOB CIIAKIOB;

W3MCHECHUE OPUEHTAIIMH CJIAN/IOB: aIbOOMHASI, KHUKHAS;
aBTOMAaTHYECKas HACTPOWKA 3JIEMEHTOB Cllaiila mocie
n3MeHeHus hopmara

Hym™mepanus ctpanui

Windows/Linux

BcraBka HOMepa CTpaHUIIBI B KOJIOHTUTYJIBI
C BO3MOXKHOCTBIO  YKa3aHHUSl  IIOJIOKEHUS  HOMepa
Y TOPU3OHTAJIBHOTO  BBIPABHUBAHUS ~ OTHOCHUTEIIBHO
LIEHTPA CTPAHULIbI

Pabora co cimaiimamu

Windows/Linux

[TognepxuBaemble BO3MOKHOCTH:

BCTaBKa U yJIAJICHUE CIanJa;

H3MEHEHME Tn3aliHa ciiana;

CO3/IaHME W PEJaKTHPOBaHHWE OOpas3loB (MaKETOB)
CJIaiJOB, B TOM UYHCIE C BO3MOXXHOCTBIO 3aJaHUS
(hOHOBOTO M300paKEHUS TSI BCEX MAKETOB CJIAIJIOB;
MOJJIEPHKKA CKPBITHIX CIAN0B;

MIEPEUMEHOBAHUE CIANOB;

nyOnupoBaHHe ciaiina;

H3MCHCHHE IOCJIEIOBATEIIbHOCTH ClIaigoB
B IIPE3ECHTAIINH;

TepeMenIeHUe CJIaiiI0B Ha HOBOE MECTO B MPE3EHTAINY;
CO3JJaHUE aHUMHUPOBAHHBIX NIEPEXOJOB MEXKY ClIaiiIaMU
C 3aJjaHHEeM 3BYKOBBIX s dekToB nepexoa,
JUINTEJILHOCTH TepexoJa U COOBITHS, MO KOTOPOMY
HacTymnaeT Mepexo;

n3MeHeHue 3(pQexra cMeHbI ciaiia I CIeAyIOLIEro
BBIOPAHHOTO CJIaii1a WIIM KaXI0T0 Claija B TpyIIe;
CMEHa CIaiI0B B YIPABISIEMOM I0JIb30BATEIEM PEKUME
b0 aBTOMATHYECKH Yepe3 3a/laBacMble BPEMEHHBIE
MIPOMEXYTKH;

HaBUTAIMsI MEX]y CIIali/laMu;

HacTpauBaeMasl IEMOHCTpalus CIaiioB

Pabota ¢ komonTHUTYIIAMI

Windows/Linux

[TonnepxuBaembpie BO3MOKHOCTH:

BCTaBKa U PEIAKTUPOBAHUE KOJIOHTUTYJIOB;

co37jaHUEe 0COOOTO KOJOHTHUTYJA JJIs MIEPBOM CTPAHUIIBI
JIOKYMEHTA

Hacrpoiika
MEXyCTPOUHOTO
UHTEpBaJa

Windows/Linux

[ToxnepxnBaeMbie BO3MOKHOCTH:

3alaHue  OJMHAPHOTO,  TMOJYTOPHOTO,  JBOWHOTO
MEXITYCTPOYHOTO  HMHTEpPBala, TOYHOTO  3HAYCHUS
MEXITYCTPOYHOTO UHTEpPBAa;

3HaUCHUE MEXITYCTPOYHOTO MHTEPBAJIA 10 MHOXKHUTEIIO
Y MEXJIyCTPOUHOTO MHTEPBAJIa TUTIAa MUHUMYM;

3aJlaHue OTCTYIa TIEPBOM CTPOKU;

3a/laHue MHTepBAJa Tepe]] U mocie (parMeHTOB TEKCTa,
TaOaUI, OOBEKTOB TOCPEJACTBOM YyKa3aHWs 3HAYCHHS
WHTEpBaJa
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pudTer Windows/Linux | ITogaepxuBaeMbie BO3MOKHOCTH:
u3MeHeHne mpudTa myTeM BBIOOpa M3 CIIHMCKA
YCTaHOBJICHHBIX IIPU(PTOB;
W3MCHEHHUE HauepTaHUs MIPUQTa: MOy KUPHBIH, KypCHUB,
MOAYEPKHYTHIN, 3a4epKHYTHIN;
M3MEHEHUE pa3Mepa u [BeTa mpudra;
BBIOOp THIIA JIMHUW TOAYEPKUBAHUSA U3 Habopa
NPEAONPENICIICHHBIX C BO3MOXKHOCTBIO 3a/IaHUsI I[BETa
MO TYCPKUBAHMS,
3aJaHue  MEXK3HAKOBOIO  HMHTEpBaia:  OOBIYHBIN,
pa3peKEHHbIH, YIITIOTHEHHBIN

[ToxnepxuBaeMbie Windows/Linux | IToxaepxuBaeMbie BO3MOKHOCTH:

CHMBOJIBI MOJ/IEPXKKA CHENHUAIBHBIX CHMBOJIOB;
BCTaBKa HEPa3pBIBHOIO Mpodena, UIMHHOTO THPE,
HEepa3pbIBHOTO Jeduca, MAPHBIX KaBBIYEK, CHMBOJIOB
BAIIOT,  MaTeMaTHYECKHX  CHMBOJIOB,  CHMBOJIOB
Ipeveckoro ajagaBuTa;
aBTOMATHYECKas 3aMCHA IPSMbIX KaBbIUCK HA MApHBIC

dopmarupoBanue Windows/Linux | ITognepxuBaeMbie BO3MOKHOCTH:

COICPIKUMOTO HAJIMYUE CICIUAILHON BCTaBKH;

M3MEHEHHE I[BeTa 3aJMBKUM IyTeM BbIOOpa W3 Habopa
CTaHAAPTHBIX IBCTOB WJIX ITOCPCACTBOM BBI60pa IIBE€TAa U3
CIEKTPA;

KOIIMPOBAHUC TEKCTAa, 00BEKTOB n3 CTOPOHHHUX
MPOrPaMMHBIX  MPOAYKTOB U MEXAY  Pa3lIuYHBIMU
MPOJIYKTaMH, BXOJASIIMMHU B OPUCHBIN MAKeT, U BCTaBKa
B PEIaKTOp Mpe3eHTAIHH;

TOPU30HTAILHOC BBIPABHUBAHHE TEKCTA: I10 JICBOMY
Kpato, 10 IIPaBOMY Kparo, 1o [eHTPY, 0 UTUPUHE;
CO3JIaHWE TPaHUIl BBIIEJICHHOTO TEKCTa WM ab3ara
C HACTPOUKOMW TOJIIMHBI, IBETA, THUIA TUHUHU TPAHULIBI;
HacTpoiiKa mapameTpoB ad3ara;

MOJJIEPKKA rajieper TEKCTOBBIX 2P (HEeKTOB

dopmar 1o obdpasiy

Windows/Linux

[MToxnepxiBaeMble BO3MOXKHOCTH:
¢dopmaTupoBaHue 1o oopasiy;
IPUMEHEHNE 3ar0J0BKOB 110 00pasiry

PaGora co cnuckamu

Windows/Linux

[Tonnep>xrBaeMble BO3SMOXKHOCTH:

CO3/IaHH€  MapKUPOBAHHOTO  CHHCKa ¢ Habopom
IIPEOIIpEICIIEHHBIX MapKepOB;

CO3/IaHH€ MapKHPOBAHHOTO CIHCKa C ONpeiesieHueM
COOCTBEHHOT'0 MapKepa IyTeM 3arpy3Ku pUCyHKa;
CO3/1aHH€ HYMEPOBAHHOT'O CIIUCKA;

ompeneneHue (Gopmata Mapkepa B HyMEPOBAaHHOM
CITHCKE;

CO3/1aHHE€ MHOT'OYPOBHEBOT'O CIIMCKAa C BO3MOYKHOCTBIO
W3MEHEHHUS YPOBHS TEKCTa,

ONpEAEIEHUE HOBOI'O  MHOIOYPOBHEBOTO  CIIMCKa
C BO3MOXKHOCTBIO  OIpeNeeHHs] 4YeThlpex U Ooiee
ypoBHEH c cOOCTBEHHBIMH  (hopMaTamMu  MapKepoB
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KaXIOro YpOBHSA M 3aJaHUEM OTCTyla TeKCTa Ui
Ka)KJI0r'0 YPOBHsI

Pabora CO CCBUIKaMU
)41 FI/IHepCCBIJIKaMI/I

Windows/Linux

ITonnep;xnBaeMble BO3MOKHOCTH:

BCTAaBKa U PEAAKTUPOBAHUE TUIIEPCCHUIOK;

BCTaBKa TMIIEPCCBUIOK C YKa3aHUEM aipeca THIIEPCChUIKU
Y 3aMELIAIOIIETO TEKCTa;

aBTOMaTH4Yeckoe IpeoOpa3oBaHME  ajapeca B CETH
HHTtepHeT u aapeca 3IeKTPOHHOMN ITOYTHI B TUIIEPCCHUIKY
COOTBETCTBYIOLLErO BUJA;

TUIIEPCCBHUIKM HA CIaibl U JJIEMEHTHI IPE3CHTALMH

Pabota ¢ nzo0pakeHusIMU

Windows/Linux

[Tonnep>xrBaeMble BO3MOXHOCTH:

BCTaBKa,  yJaJIeHWE,  IepeMEUICHHe, HW3MEHEHHE
nzobpaxenuii B popmarax JPEG, JPG, BMP, PNG, GIF,
TIF, TIFF, EPS;

o0TeKaHMe TEKCTOM B TEKCTE, IO KOHTYpY (BOKpyr
paMKH), CBEpXY M CHU3Y, 32 TEKCTOM, MEPe]] TEKCTOM;
oopmieHne n300paKeHUi ¢ MOMOIIBIO TEHH;

co3laHuMe TpaHul] (paMOK) pHUCYHKA C HACTPOMKOMN
TOJIIIMHBI, [IBETA, TUTIA INHUH TPAHHMIIbI,

HACTpOWKAa  PE3KOCTH,  SPKOCTH, KOHTPACTHOCTH,
MIPO3PaYHOCTH PUCYHKA;

o0pe3ka pUCyHKa;

NepeKpalIiBaHie PUCYHKA B 3aJJaHHBIH IIBET

Pa6ora ¢ o0pexkTamu

Windows/Linux

[Monnep>xrBaeMble BO3SMOKHOCTH:

BCTaBKa 00BEKTOB C MOJICPKKOI TexHonoruu Drag-and-
drop;

BCTaBKa B ClaiIbl  ayauo- ¥ BuAeodaiaoB  ans
BOCTIPOW3BEICHHSI TTPH JEMOHCTPALINHY TPE3EHTAIINY;
BCTaBKa 00BEKTOB U (puryp;

co3nanue o0beKTOB THIA «Haammcoby;

co3JlaHMe TIpaHull (paMOK) HaJmHced C HACTPOMKON
TOJIIUHBI, I[BETA, THUTIA JIMHUW TPAHUIIBL;

3aJlaHue TMPO3PAYHOCTH 3aJTUBKH (JOHA HAMMHCH;
BEIDAaBHUBAHHE TEKCTa B HAAMUCH TI0 BEPTUKAIM: IO
BEpPXHEMY KpParo, IO HIXKHEMY Kparo, IO CEPEIHHE;
BEIpAaBHUBAHHE TI0 TOPWU3OHTAJM: CIpaBa, cjeBa, IO
HEHTPY,

TPYNIAPOBKA (pa3TpyNIUpPOBKa) HAIMUCEH C APYTHUMH
HaJMUCIMH, GUTYpaMH U TUHUSMU;

M3MEHEHHE TIOJI0KECHUS HAJIIICH OTHOCUTEIFHO JAPYTHX
JJIEMEHTOB;

M3MEHEHHE HaIpaBJICHUS TEKCTa;

aBTOMAaTHYECKHI 0100p pa3mMepa HaJIHCH;

BCTaBKa PACTPOBBIX JIMHUH C BO3MOXKHOCTBIO 3aJlaHU
CTpEJIOK B KaueCTBE Hayaja U OKOHYAHUS;

BCTaBKa pacTPOBBIX (HUTYp, PaCTPOBBIX (UTYPHBIX
CTPEJIOK, paCTPOBBIX BBIHOCOK;

M3MEHEHHE TOJIOKEHHUS (PUTYp W JTMHHHA OTHOCHUTEIIBHO
JPYTUX JIEMEHTOB;
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TPYNIUPOBKA (pa3rpyInupoBka) puryp u JIMHUMK;
Co3/1aHue TpaHull (paMoK) GUTyp v TUHUHN C HACTPOUKOH
TOJILUHBI, [[BETA, TUIIA JIMHUU TPaHUIIBL;
3aJjaHie IPO3PAYHOCTH 3aJIMBKHU (oHA PUTYPHI

Pabora ¢ TabJmaMu
B TEKCTE

Windows/Linux

[Toxnep:xuBaeMble BO3MOYKHOCTH:

no0aBJIcHHE, yIAICHHE U PEIaKTUPOBAHKIE TAOJIHIL;
BCTaBKa, y/laJIeHHe CTPOK U CTOJIOIIOB B TaOJIHIIE;
pPETYIIMPOBAaHKWE IIUPUHBI, BBICOTHI U MPOMEKYTKOB
MEXIy sTYeKaMy TaOJIHIIbI,

ABTOMATUYECKUI MOJ00D BBICOTHI STYEEK B 3aBHCHMOCTH
OT COJIEP’)KUMOTO;

co3gaHue rpaHul] (paMoOK) CTPOK, SIMEEK C HACTPOMKOM
TOJIIINHBI, [IBETA, TUIIA TUHUHU TPAHUIIBI;

BO3MOXXHOCTh CO3JIaHUSl OTJAEIBHO TIPaBBIX, JICBHIX,
BEPXHUX, HIDKHHX, BHCIIIHUX, BHYTPEHHUX,
TOPU30HTAIILHBIX, BEPTUKAILHBIX TPAHUI] TAOJHIIb;
W3MEHECHUE 1IBETA STYCCK;

00beINHEHNE BEIIEICHHBIX TUeEK TaOINIbL;

pasaenieHre siueek TaONHIbl C yKa3aHWEM KOJMYecTBa
CTOJIOIIOB U CTPOK;

BEPTUKAIbHOE BBIPABHUBAHUE TEKCTa B sf4eiiKe: IO
BEPXHEMY Kparo, 110 HIDKHEMY Kparo, 10 CepeInHE;
TOPU30HTANILHOE BBIPABHUBAHUE TEKCTa B SUEHKe: IO
MIPaBOMY Kparo, IO IEHTPY, 10 JICBOMY Kparo;
W3MEHEHUe 3aJTMBKU (hOHA TaOJIUIIbI;

3a/IaHKe MPO3PAYHOCTH 3IMBKHU (PoHA TaOIUIIBI

Pabora ¢ auarpammamu

Windows/Linux

BcraBka  IBYXMEpHBIX M TPEXMEpPHBIX  TpaduKOB
U 1yarpamMm;

W3MEHEHHE JaHHBIX (MCTOYHUKA [AHHBIX) TpauKOB
U IyarpamMm;

W3MEHEHUE 1[BETA PsiJa JaHHbIX;

OTOOpaKEHHE  JIETEHJABl  JUarpaMMbl  C 3a/JIaHHEM
TMOJIOKEHUS JIET€H/Ibl OTHOCUTENBHO IMarpaMMmBbl,
3JIEMEHTOB IHMArpaMMbl C HACTPOMKOW TOJIIMHBI, [IBETA,
TUIIA JTUHUU TPAHULIBI;

3aJIUBKa 1IBETOM 3JIEMEHTOB TUarpaMMBbl;

U3MEHEeHHe  (QopMaTHpOBAaHUS  TEKcTa B o0JacTu
JarpamMmmbl;

no0aBJIeHIE Ha3BaHUS THATPAMMBI;

NepeMeleHne  JIereHAbl,  00JlacTH  TOCTPOEHUSs,
HAaUMEHOBAHMs  JUarpaMMbl B Mpefenax  o0iacTu
JarpamMmmbl;

no0aBJIeHHe MOAMKCEH TaHHBIX C 3aJaHUEM TOJIOKEHUS
MOAINUCHU JaHHBIX;

O0TOOpaXKeHHe (ckpsbITHE) TOPU30HTAJIBHOU
U BEPTUKAIBHOM OCH;

oToOpakeHHne (CKpPBITHE) MOMAMUCEH K TOPU30HTAIBLHOMN
Y BEPTUKAIBHOM OCH;
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3aJaHue BEpPXHEW W HUKHEW TpaHUIBI OCH, IIECHBI
JICJICHUSI OCH Y €IMHUI] U3MEPECHHUS;

0TOOpakeHHE (CKPBITHUE) CETKU JUATPAMMBI;
n00aBJICHHUE TMHUY TPEH 1A

[Tonnepxka aHuMau

Windows/Linux

[Monnep>krBaeMble BO3SMOKHOCTH:

BCTaBKa M HACTPOKa 3((HEeKTOB aHUMAIIHH;

CO3/JaHUE AHMMHUPOBAHHBIX A(PPEKTOB I IJIEMEHTOB
ClaiiIoB  c3agaHueM  O0JacTH,  JUIMTEIbHOCTU
Y M3MCHCHUS TIOPSIJIKa aHUMAIUH YJIEMEHTOB

PaboTta ¢ JOKyMeHTOM

ITouck u 3amena

Windows/Linux

[lonnep:xnBaeMble BO3MOKHOCTH:

IIOMCK ¥ 3aM€Ha 10 COAEPKUMOMY JIOKYMEHTA;

IIOMCK U 3aM€Ha 3aJJaHHOr'0 TEKCTA I10 TEKCTY JJOKYMEHTa;
BO3MOXXHOCTh IIOMCKa U 3aMEHbl TEKCTa C yYETOM
perucrpa;

BO3MOXKHOCTh ITOMCKA M 3aMEHBI 3a/IaHHOT0 TEKCTa, Kak
B KQUECTBE YaCTHU CJI0BA, TAK U CJIOBA LIETUKOM

[TpoBepka Windows/Linux | ITpoBepka opdorpaduu u myHKTyaIuu
opdorpabuun/myHKTyauu
[TpaBku Windows/Linux | ITomarosasi OTMeHa BHECEHHBIX H3MCHEHUI

Pexum npumMevanuii

Windows/Linux

[TognepxuBaemble BO3MOKHOCTH:

CO3/IaHME TPUMEUYAHUN K Clangam;

BO3MOXXHOCTh BBOJ]a KOMMEHTapueB (IpUMeuYaHus) K
cramnnuy;

HAJIMYAE MHCTPYMEHTA JUIsl CO3JaHHUS PYKOIMCHBIX
KOMMEHTApHUEB B PEKUME JEMOHCTpPAllMM  CIAN0B,
C HACTPOMKOM  TOJIIUHBI JMHUU U BO3MOKHOCTBIO
YJIaJ'IeHI/Iﬂ BCE€X BHCCCHHBIX I/ISMeHeHl/If/'I

ITognepxuBaemslie
KJIaBUATYPHBIE COYETAHUS

Windows/Linux

[Tonnepxka Bcex KiIaBUaTYPHBIX COYETAHUMN

Pabora ¢

roTOBBIM (hailjioM

CraTncTuka JAOKYMCHTa

Windows/Linux

Hanuune cTpokn cOCTOSHUS, B KOTOPOM OTpPa)KarOTCH:
UHQOPMAIIMOHHOE  TIOJe, HOMEp Claiija, CTHIb
CTpaHMIIbI, IPOLIEHT MacIITaOUpPOBAHUS

[Tedats noKymeHTa

Windows/Linux

[TonnepxuBaempie BO3MOKHOCTH:

1eyarth CJIaiIoB;

BBIBOJ] Ha II€4aTh HEOTPAHMYCHHOTO YHCIIa KOTHM
JIOKYMEHTA;

reyaTh BCEX CTPaHUI[ TOKYMEHTA, hara3oHa CTPaHUII,
BBIIETICHHOTO (pparMeHTa, HECKOJIbKHUX CTpPaHHUIl Ha
OJIHOM JIHCTE;

JIBYCTOPOHHSIS [1€YaTh;

1evyaTh B BUJIE OPOITIOPHI

IlouTa

ILnaTtdopma

DyHKIHOHAJBbHBIE 0COOCHHOCTH

IToura
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YcranoBka u OOHOBJICHHE

Windows/Linux

[MToxnepsxrBaeMbie BO3MOXKHOCTH:

aBTOMATHYECKass HACTPOMKa MOJKIIOYCHUS TIOYTOBOTO
KJIMCHTA,;

0OHOBJICHHME IPUJIOKEHUS Yepe3 cepBep OOHOBICHUN

SI3pIKOBAs MO/JIEPIKKA

Windows/Linux

Jlokanu3anuu Ha PyCCKOM M aHTJIMMCKOM S3bIKaX

ABTOpu3anus

Windows/Linux

ABTOpH3aIHs ¢ TOMOIIBIO y4eTHOM 3anucu MoitOduc

VYu4erHEbIe 3am1cu

Windows/Linux

[onnep>xrBaeMble BO3SMOKHOCTH:

HACTPOMKH OCHOBHOT'O U JIOTIOJIHUTEIBHBIX JIEKTPOHHBIX
aJIpecoB JIJIsl IOYTOBBIX SAIHKOB;

MOJIKJIFOYEHUE BHEIIHUX YYETHBIX 3aliCceil MOIb30BaTeNs
no nporokony IMAP u opHoBpemenHass pabora B
HECKOJIBKHUX MTOYTOBBIX SIIUKAX;

MOJKIIFOYCHUE Yy4YeTHBIX 3amucedt Mail.ru, Yandex,
Outlook.com, iCloud mpu momoru pydHO#l HaCTPOIKH
MapaMeTPOB MOAKITIOYCHHUS;

M3MEHEHHE HACTPOMKHU yYETHOM 3aIucH;

COXpaHEHHE HAaCTPOEK MPOQHIIS OTH30BATEIIS
(moAnuCh, METKU) U IOYTOBBIX (PUIBTPOB MPH BBIXOJ1E
13 CUCTEMBI U X aBTOMAaTHYeCKas 3arpy3Ka mpu
clleAyIolIel aBTOpU3aluu

[IpaBa nocryna

Windows/Linux

I[eJ'IeFI/IPOBaHI/Ie IIOYTOBOI'O AIIMKA U €ro narok

Pabora co crirckamu ncem

Windows/Linux

[Tonnep>xrBaeMble BO3MOXKHOCTH:

MIPOCMOTP CIHCKA ITUCEM;

oroOpakeHre HHpOpMAMM 00 OTHpaBUTENE, TEMBI,
1aThl 1 (J1aroB MUChMa;

IIOMCTKH T'pYIIIIbI QJICKTPOHHBIX COO6H.ICHPII>1
KaTreropusimMmn c¢ ITOMETKOM IBCTOBBIMU MAapKEpamMu, C
BO3MOXXHOCTBIO OIIPECACIICHUA KaTer OpI/Iﬁ
II0JIb30BAaTCIIEM,

MOMETKH TPYMIbl JIEKTPOHHBIX COOOIIEHUH  Kak
«BAXXHOE» M «HE BAXKHOE», «IPOYUTAHHOE» H
CHETPOYUTAHHOE;

MepeMenieHrue DJIEKTPOHHBIX COOOIIEHWH W TPy
JNEKTPOHHBIX COOOIMIeHNH Mexay mnankamu: Cram,
Kop3una u mpon3BosibHas Tarnka;

BBEIOOP HECKOJBKHUX IHUCEM H BBIMIOJHEHHWE C HUMU
JIEWCTBUIA OJJHOBPEMEHHO;

HacTpoiKa, BKJIIOUEHHE H BBIKJIIOYEHHE
aBTOMATHYECKOTO OTBETA HA BCE BXOJISIINE MUCEMa,
ABTOMATUYECKOE  apXUBHUPOBAHHE COOOIIEHUN MO
HMCTEUEHUH OTPEICTICHHOTO YCTAHOBJIEHHOTO BPEMEHHU

Pabora C DanKamMu
u (aitnamu

Windows/Linux

[ToxnepxuBaeMble BO3SMOKHOCTHU:

MPOCMOTP MarnokK (Karajora MOJIb30BaTENsl) B yUETHOM
3aMKCH ANEKTPOHHON TTOYTHI;

CO3llaHWe,  TIePEMCHOBaHMWE,  YAaJCHHE Aok
Y TIOJINATIOK;

MTOMCK U 0OTOOPAKEHHUE CHCTEMHBIX MANoK

PaGora ¢ nucemamu

Windows/Linux

HOI[IICP)KI/IBZICMBIC BO3MOXHOCTH
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MIPOCMOTP MOJTy4YEHHBIX WiIn OTIIPaBJICHHBIX
ANEKTPOHHBIX COOOIICHMIA;

MOJIy4eHUE M OTKpPBITUE (3arpy3ka) MOJYYEHHOTO WIIU
OTIIPABICHHOTO 3JIEKTPOHHOTO COOOIICHMS;

CO3/IaHH€ U OTIIpaBKa TEKCTOBOIO IHChMa C TEMOM
U TEKCTOM;

nobapiieHHe BIIOXKEHUW ((BalIoB) K DICKTPOHHOMY
COOOIIIEHHIO;

yaaJieHue BioKeHuu ((aityioB), paHee M00aBICHHBIX B
3JIEKTPOHHOE COOOIICHNE;

BCTaBKa KapTUHOK B TEJIO MHUCHhMA (HE KaK BIOKEHUE);
COXpPAaHCHHE PEIAKTHPYEeMOro TMHMChMa B KauecTBE
YepHOBUKA;

BBOJI QJIPECOB OJIEKTPOHHOW TIOYTHI MOJydaTenen
(BKJIOYasi KOIHIO M CKPBITYIO KOIHUIO) IHCbMa C
orpaxxeHueM ux ®HO;

BBIOOp ajpecoB moiydareneld (BKIIOYAs KOMHUIO H
CKPBITYIO KOIHIO) MHChbMA U3 TJI00ATbHON WU JTUYHOMN
aJIPECHON KHHTH TI0JIb30BATEIIS;

OTIIPaBKa MOYTOBBIX COOOUICHHUM C BIOXKEHHUSIMH B BUJIE
JIOKYMEHTOB HJIA TIOYTOBBIX COOOIICHMIA,

MepechUIKa JIEKTPOHHOTO COOOIICHHSI ¢ IUTUPOBAHUEM
HCXOJTHOTO AJICKTPOHHOTO COOOIICHHUS U BIOKEHUSIMU;
CO3/IaHH€ OTBETa OTHPABUTETI0 K BCEM JIPYTUM
MOJTyYaTessiM AJIEKTPOHHOTO COOOIICHHS c
[UTUPOBAHUEM HCXOIHOTO MHUCHhMA;

OTIpaBKa  COOONIGHWS  TpyINIe  TOJb30BaTelen
(pacchukn);

OTITpaBKa COOOIIEHHIA OT APYTOr0 MOJIH30BATEIS;
OTCpOUYEHHas  OTHpaBKa COOOIIEHHS  WIM  BCEX
COOOIIECHUH C YKa3aHUEM JIaThl;

MPEIOCTaBIIEHHE OTYETOB O CTAaTyCe MUCEM (IOCTaBKe
WJIM HEJIOCTABKE) OT MOJIb30BATENICH BHEITHUX ITOYTOBBIX
CUCTEM TPHU YCIOBUH MOICPKKHU TAHHOTO (DYHKITMOHATIA
CO CTOPOHBI BHEIIHEW CUCTEMBI;

MOMETKa  OTACNBHBIX  JJIEKTPOHHBIX  COOOIIEHUH
KaTeropusiMu C TMOMETKOW IIBETOBBIMH MapKepamH, C
BO3MOKHOCTBIO OTIpeeTICHUS KaTeropuit
T10JIb30BATENEM;

MOMETKa OTAENBHBIX DJJIEKTPOHHBIX COOOIIEHUN Kak
«BAXHOE» U «HE BaXHOE», «IIPOYUTAHHOE» U
«HETIPOYUTAHHOEY;

HacTpoiika OTOOpa)keHUs MHCEM IOYTOBOTO AIIUKA B
BHIE Oecen;

(hopMHpOBaHHE TEKCTa aBTOOTBETA MOJIb30BATENIEM;
MIPOCMOTP HEMOYKH COOOIIECHHIA;

nepeMeleHe NucbMa B BHIOPaHHYIO MaIlKYy;

BCTaBKa B I10JIe KOMY/KOIHsI CITMCKA email, pa3aeneHHbIx
3aMsTON WK TPoOesIoMm;
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MaccoBOE KOIIMPOBAHUE U3 TTOJISI KOMY/KOTIHS,
NepeMEIICHHUE a/IPeCcaTOB MEXKTy TOJISIMU

dopmaTUpPOBAHUE
IIncbMa

TCKCTa

Windows/Linux

[Monnep>krBaeMble BO3SMOKHOCTH:

¢dopmatupoBaHue  TEKCTa  NPH  CO3JAaHMU U
pEeaKTUPOBAHHUH JIEKTPOHHOTO COOOIICHUS;
BbIOOp opmara abzara;

BBIOOp mIpudTa, pa3Mepa u 1BeTa mpudra;
BBIICJICHUE  TEKCTa  TOJY)KUPHBIM,
MOTYCPKUBAHUEM;

BbIpAaBHUBAHME TEKCTA: IO JIEBOMY Kparo, 1O LEHTPY, 1O
MIPaBOMY Kparo, Mo HIHMPUHE;
no0aBlieHUE U yJalIeHHE OTCTYIIOB;
noOaBiieHUE U y/IaJICHHUE

1 HYMCPOBAHHBIX CIIMCKOB

KYPCHBOM,

MapKHUpOBAaHHBIX

[Tognepxka COOBITHH

U BCTpeY

Windows/Linux

[TognepxuBaeMbple BO3MOYKHOCTH:

MIPOCMOTP JACTANCH COOBITHS WIH BCTPCUU;

MOJJICpXKKA OIIMKM OTBETUTh Ha TMPHUIJIAICHHE U3
MMMCHEMa,

TJIAHUPOBIIMK COOBITUI

[Tonnepxka moanucu

Windows/Linux

Hactpoiika mnosib3oBarenemM aBTOMATUYECKON IOIMKUCH
coOOIIeHUsT C KapTHUHKOW, J00aBiseMOil B  TeJO
COOOIIIeHNS

[IpaBuna Bxoasuen moyTel

Windows/Linux

[TognepxuBaemble BO3MOKHOCTH:
aBTOMaTH4ecKkas 00paboTKa BXOJSAIIUX MHUCEM COTJIACHO

HACTPOCHHBIM HpaBUIaM T0JIb30BaTEIS o
MepEeMEIICHHIO, yIaJIeHUIO, TIepeHAIpPaBJICHHIO,
nepeajipecaluy MPUHATOrO MUChMa;

HACTPOWKA U YIIPABJICHHUE CEPBEPHBIMHU MPABUIIAMHA

[TpoBepka Windows/Linux | IIpoBepka opdorpagun HamucaHHOrO WHChMA JUIS

opdorpaduun/myHkryanuu PYCCKOT'O M aHIJIMHCKOTO S3bIKOB

[Mouck Windows/Linux | ITognepxuBaeMbie BO3MOKHOCTH:

MOUCK IO KOPITOPATUBHOW aJIPECHON KHUTE;
MOHMCK 3JIEKTPOHHBIX COOOIIIEHUH;
3aJ]aHuE PA3JIMYHBIX KPUTEPHUEB ISl TOMCKA

Ileuats JOKYMCHTA

Windows/Linux

[Teyath PIEKTPOHHOTO COOOIICHHSI

KoHTaKThI

VYcranoBka U OOHOBIIEHUE

Windows/Linux

OO6HOBNIEHNE PUIIOKEHHSI Yepe3 cepBep OOHOBIECHUIN

[Mognepxka agpecHbIX KHUT

Windows/Linux

ITonnepxuBaeMble BO3MOKHOCTH:
OTIIpaBKa COOOIIEHNUN KOHTaKTaM U3 aJipeCHON KHUTH;
OTIIPaBKa COOOIIECHHH MO0 CIMCKY PAaCChUIOK

Pabora
KOHTAaKTOB

CO CIIMCKOM

Windows/Linux

[TonnepkuBaembie BO3MOKHOCTH:

MPOCMOTP CIHCKA KOHTAKTOB KOPIIOPATUBHOM U JIMUYHOMN
aJpECHON KHUTH;

O0TOOpaXKeHHE KapTOYKHM KOHTAaKTa KOPHMOPATUBHOW U
JIMYHOM aJIPECHOMN KHUTH;

CO3/IaHUE U PETAKTUPOBAHUE KAPTOUKU KOHTAKTA JIMYHOU
aJPECHON KHUTH
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Pa6Gora co crmmckom | Windows/Linux | IToanep:kuBaeMble BO3MOXKHOCTH:

PacChUIOK CO3JIaHUE U PEIaKTUPOBAHUE CIIMCKA PACCHLIOK;
n00aBJIeHHe KOHTAKTOB B CIIUCOK PACCHLIKY;
yIaJICHHE CITUCKOB PACCHUIKH

ITouck Windows/Linux | ITogaepxuBaeMbie BO3MOKHOCTH:

IIOMCK I10 JIMYHOM aJPECHON KHUIE;

IIOMCK I10 KOHTaKTaM M CIINCKAM PacChUIOK;

MOMCK a/ipecaToB No crnucky KoHTakToB GAL Exchange
JUTsl y9eTHBIX 3anuceit Exchange

Kanennaps

VYcraHoBka ¥ OOHOBJICHHE

Windows/Linux

OO6HOBNIEHNE IPUIIOKEHHSI Yepe3 cepBep OOHOBIECHUN

Hacrpoiika xanennaps

Windows/Linux

[TonnepxkuBaempie BOZMOKHOCTH:

MPOCMOTp KajJeHAapel: B JHEBHOM, HEIEIbHOM U
MECSTYHOM BHJIE;

CO3JJaHUE U OTKJIFOYEHUE IOMIOJIHUTENIbHBIX KaJIeHAapen;
CKPBITHE COOBITHI TOTO UJIM UHOTO KaJleHIapsi;
HaBUIalKs 10 BPEMEHU BHYTPH KaJeHAAps;

MOJIJIEP’)KKa MHUHU-KaJICHAAps JIsi OBICTPBIX MEPEXO0JI0B
110 JaTam;

pEIaKTUPOBAHKME HACTPOEK MOJKJIKYEHHOIO KaJeH1aps

PaGora c xanengapem

Windows/Linux

[TognepxuBaemble BO3MOKHOCTH:
pEIaKTUPOBAHKE KAJICHIApEN;
M3MEHEHUE Ha3BaHUs KaJleHaaps,
BBIOOD 11BE€TA KaJICH1apsl U COOBITUH

ITonnepxka COOBITHIA
U BCTpEY

Windows/Linux

[ToxnepxuBaeMble BO3MOKHOCTHU:

MIPOCMOTP COOBITHH B KaJleHIaPsIX;

CO3/1aHHe, peJaKTUPOBAHNE U YAalleHUE HOBBIX COOBITHI
Y BCTpEY;

yKa3aHHe TeMbl COOBITHS, MECTa, BpEMEHHU;

noajepxkka pynkuuu «Ha Bech qeHbY;

no0aBJICHHE 3aMETOK;

CO3/IaHUE TIOBTOPSIIOIINXCS COOBITHI M HATOMUHAHUHN O
COOBITHH, BCTPEYUE;

MpUrjalleHue y4YyaCTHHUKOB Ha  COOBITHE M HX
YBEIOMJICHHUE;

n00aBJICHHE YIaCTHUKA B COOBITHE;

W3MEHEHHE CTAaTyCOB YYaCTHUKOB: OOS3aTENbHBIA U
HeoOs3aTeNbHbIN YYaCTHUK;

OTBETHI HA MIPUTJIAIICHHUE;

npuKperieHue (HanaoB K COOBITHIO U UX yIaJICHUE;
HallOMHHAHUE O COOBITUU, KOTOPOE MOXKHO OTJIOXKHTb,
MIPEKPATUTh, OTKIIIOYUTH;

WHCTPYMEHT TJIAHUPOBAHUS C OTOOpaKEHHEM 3aHITOCTH
y4acTHUKAa COOpaHUs WJIM COBEHIaHUS TpU BBIOOpE
TMOJIb30BaTeNsl, C OTOOpakeHHeM KalleHAapHOTo rpaduka
3aHSITOCTH MOJIb30BATENS;

MEePeHOC Y OTMEHA COBEIIAHUW C YBEIOMIICHHEM
Y4aCTHUKOB;

OpOHMPOBAHUE NMEPETOBOPHBIX KOMHAT M PECYPCOB;
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MOJIKJIIOUEHHUE O0IIEeOCTYITHBIX KaJlleHJapen;
no0aBlieHHE BJIOXKCHHUN K BCTpede
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