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9D GHEeKTUBHBIM HHCTPYMEHT, Ha KOTOPBIM BBl MOXKETE MOI0KUTHLCS, KOTAa Aeno
OOXOOUT OO yIpaBIeHUs JOKyYMeHTaMu U uXx comepxkuMbiM, Kutools for Word
BKJTIOYAET B Ce0s PO MOITHEIX (YHKIIMN U HaCTPOEK, KOTOPHIE MO3BOJISIOT
II0JIb30BATEIISIM BBHIIIOJIHATh PA3/IMYHLIE ONEPAIliy OOHUM IIeTYKOM MBIIIH, YTO
3KOHOMHT HUX BpeMs U JeHbI'd. B 4aCTHOCTH, OH IIPENOCTABIISET II0JIb30BATEIISIM
crenymomye QYHKIIMY, KOTOPLIe OYOYT IIOJIE3HEI U ITO3BOJISAT 3HAYUTEIHHO
COKOHOMUTE BpeMsi: BEIOOP OT pyKu: mporpaMMa IpefasaraeT IOOIePKKY
BEIIEeIeHNUs a03alleB UM TEKCTOB OT PYKH. BHIOpaTh HECKOJIBKO: IPUJIOKEHNE
MOZKHO HCIIOJIh30BaTh [JIsI BEIOOpa HECKONBKUX KOMIIOHEHTOB NOKYMEHTA,
BKJTI04Yas ab3a1fel, TaOMUIIE, TEKCT UM JaXKe ILeJible MOKYMEHTHI, BCETO OTHUM
e TYKOM MBI, ABTOTEKCT: HHCTPYMEHT IIPEOOCTaBISIET I0Ib30BaTEIAM
BO3MOXKHOCTh aBTOMaTH4Y€CKH BCTABIATh CJIOBA B IOKYMEHT Ha OCHOBE
3ajaHHBIX I1Ta0I0HOB (hpa3 UIU KIIIOUEBBIX CJI0B. ABTOMaTHUUeCKas 3aKJlajKa:
IIpOrpaMMy MOXKHO MCII0JIb30BaTh AJIS aBTOMAaTU4YeCKOM BCTaBKM 3aKJIaJKH B
BHITIeJIeHHBLIE TeKCTH UK ab3allbl, a TaKxXKe B openeeHHbIe Pa3feIbl Uik
CTPOKU B Tabnuilax. Co3maBaiiTe CCHIIKKM Ha MHTEepHEeT: 9TOT ImapaMeTp I10JIe3eH
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OJIs CO30aHUS CCHIIOK B OKYMEHTaX, KOTOPhIE MOIb30BaTEIA MOTYT
nyOJIMKOBaTh UM OTIIPABISATH APYTUM I10/Ib30BaTeIIM. KpoMe TOro, 3Ta Onuus
II03BOJISIET II0JIb30BATEISIM JIETKO M00aBISITh BeO-CTPAHUITE B 3aKIaAKU, YTO
MOXKHO CIejlaTh C IOMOILbI0 HafgCTPOUKU. CTUIIb PaCIIMPEHHOI0 TEKCTA:
II0JIb30BaTEIN MOTYT BKITIOUKThL (POPMaTHPOBAHKWE PACIIMPEHHOTO TEKCTA, YTOOBI
TEKCT B UX JJOKYMEHTax BHITJIsAAeN jIyulie. KpoMe TOro, HaaCTpouKa TaKxKe
MMeeT CIIEAVIOIIe BO3MOXKHOCTHU, KOTOPBIE IPEAOCTaBAT I10JIb30BaTEIIAM
IIPOCThIE BO3MOXKHOCTH yHpaBiaeHus: CHUMOK JOKYMEHTa: 3Ta QYHKIMSI
II03BOJISET OIb30BaTENISAM OejlaTh CHUMOK TEKYIIero COCTOSHUS HOKYMEeHTa U
COXPaHSATh €ro B YKa3aHHOM MecTe. Ero MOXKHO MCIO0Ib30BaTh AJIS COXPaHEHUS
MI00BIX U3MEHEHN, BHECEHHEIX B HOKYMEHT, a 3aTEM IIPEIOCTABUTh
II0JIb30BATEIISAM CIIMCOK BCEX U3MeHeHu. [lole aBTOMaTA4eCKOro BBOJa TEKCTa:
3Ta (QYHKIUS O3BOJISAET IMOIb30BaTEIIM BCTaBIATh OIPEOeIeHHOE CJIOBO UJIH
(bpal3y He3aBUCUMO OT TOTO, HAXOOUTCS JIX OHO B TEKCTOBOM (aliie, TabIuile
WIIM BHYTPH CloBa. [laHenb HHCTPYMEHTOB (pOpMaTHpPOBaHUS TEKCTa: 3TOT
MHCTPYMEHT IIOMOTa€eT II0JIb30BaTeNAM (OPMaTUPOBATh TEKCT HECKOJIBKUMU
crioco0amu, HalIpuMepP, U3MEHSITh €ro IMPUQT, pa3Mep, IIBET, BLIPaBHUBAHUE WU
naxe qo0aBIATh MOMYKUPHBINA MIPUQPT, KYPCUB UK IOAYEePKUBaHUE.
BcTpoeHHOE CpeCcTBO IPOCMOTPa TaOIHUII: C ITOMOIILIO0 3TOM (GPYHKINHU
II0JTb30BATE/IM MOTYT JIETKO MPOCMATPHBAThL BCE CTOJIOLE U CTPOKH B TabIHIlE,
YTO II03BOJIAET UM BHOCUTH B HE€ U3MEHEHH S, a TaKXKe KOIIMPOBATh €€ B HOBBIU
OOKyMeHT. BcTpoeHHas pyHKIMS mpeoOpa30BaHus TEKCTA B PeUb: PyHKIMSI
IpeoOpa30BaHUs TEKCTa B Pedb MPeNOoCTaBIIsET II0Ib30BaTEISIM BO3MOXKHOCTD
IpeoOpa30BLIBaTh TEKCT JOKYMEHTOB B Pe4b, KOTOPYIO IIOIb30BATENIh MOXKET
IIPOCIYIINBATh IPU PeaKTUPOBAaHUHU IOKYMeHTa. ECcTh 1 Kakue-nu0o
OOIIOJTHUTENIbHBIE (PYHKIINHM, KOTOPBIe BaM HpaBaTcsa B Kutools for Word?
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Kutools for Word — 510 HamgcTpoiika Microsoft Word, koTopas nmpemocTaBiseT
II0JIb30BaTENAM P BO3MOXKHOCTEH yIIpaBileHus ¢ariaMu, HEJOCTYIIHBIX B
caMOM Oo(puIIMaIbHOM NPUI0oKeHNN. OYHKIINY, BKIIOYEHHEIE B 9Ty IIPOTPaMMy,
OOCTYIIHBEI Yepe3 OOIOIHUTENbHYIO BKIIagKy, KOTOPYIO OHA pa3MellaeT B
neHTOYHOM uHTepdence Microsoft Word. JIlerko ynpaBnsaTe COOePKUMBIM
nokyMeHTa HagcTpolika Oblia pa3paboTaHa, YTOOB IIOMOYb II0JIb30BATEISIM
YVIIPaBISATh COOEPKMUMBIM CBOMX HOKYMEHTOB HAMHOTO IIPOIIEe, YEM PaHbIIIE,
Onaromapsi TaKuM (QYHKIMSIM, KaK MOMEHTAIbHBIN CHUMOK TOKYMEHTA,
aBTOMaTUYECKUHU TEKCT U IIoaaepkKKa 3akiagok. [IporpaMma mo3Bosser
II0JTb30BATEIISIM BCTABJIATDh U yOaIATh 3aKIagKd BCETO HECKOJIBKAMU I[eT9YKaMu
MEIIIIN, a TaKXKe YIPOIIaeT HOCTYII K ITaHeIU 3aKJIafoK OIS JOMOIHUTETbHEIX
ITapaMeTpoB yrupasjieHusd. C IOMOIIbI0 3TOM HaACTPOMUKHU I10Ib30BATEJIM MOT'YT
OJHOBPEMEHHO KOIIMPOBATh HECKOIBKO HOKYMEHTOB, €CJIA OHU YK€ OTKPHITHI B
Word. OH TakxXe mpenaraeT ObICTPHIM JOCTYH K MECTOIIOJIOXKEHUI0 HOKYMEHTa
WJIM MECTOIIOI0KEHUIO COXPaHEHHUS 10 YMOTYaHUIO. YIIpaBleHWe Pa3pPhiBaMu
cTpaHuIll ¥ Tabnunamu [IpunoxkeHne IMOCTABISETCS C PANOM PyHKIMK
yIIPpaBIe€HUS Pa3phIBaMU 1 IIO3BOJISET MOJIb30BATENISIM JIETKO VOAIITE JII00BIE
HEHYXKHEIE Pa3PhIBE, HE3aBUCUMO OT TOTO, SIBISIIOTCS I OHU Pa3phEIBaMU
CTPaHUII UK CTOIOIIOB. bosee TOro, ero MOKHO MCIIOIb30BATh AJIS YAaTIeHUS
Pa3pBIBOB CO BCETO MOKYMEHTA UK TOJBKO C OIPENeIeHHOr0 pa3faena.
[Tonmb30BaTeNSIM IIPENOCTABISIETCS BO3MOXKHOCTh BRIOMPATh BCE TAOIHUITHL B
OOKYMEHTE OMHUM II[eTYKOM MBEIIIH, @ TaKXKe OHM MOTYT BEIOMPATh TOJIBKO
TAOIHITEI C OQHOM CTPOKOM, OMHOM SYEeMKON WK OJMHUM cToj01oM. KpoMe TorO,
IIporpaMMa MOXKEeT BEIOMPATh TOJIBKO ONpefesIeHHbIE CTPOKU UJIM CTOJIOLBI U3
BCeX TaOJIHII [IJI PacIIMPEeHuss BO3MOXKHOCTEN yIIpaBiIeHus. B momonHeHue K
pPa3IUYHEIM BO3MOXKHOCTSIM PaA3PHIBOB U YIIPaBlIeHUs TabIUIlaMU, IIPOrpaMMy
MOZKHO MCIIOJIb30BaTh [JIsI BEIOOpa a03alleB OJHUM IETYKOM MBIIIM Ha OCHOBE



3alaHHbIX CBOKCTB. HacmaxpanuTech GyHKIUSIME IIPeo0pa30BaHus TEKCTA
HapcTporKy MOXKHO KCIIOIb30BAaTh [IJI BRIMIOIHEHUS PsAAa OImepalui
IIpeo0pa30BaHusI TEKCTA, YTO II03BOJISET II0JIb30BATEIISIM OBICTPO
IIpeo0pa30BLIBaTh TAOIUITE B CBOUX MOKYMEHTaX B OOBIYHEIN TEKCT.KpoMe Toro,
OH BKJIIOYaeT MOAIePKKY IpeoOdpa30BaHus CIIMCKOB B TEKCT OOHUM IIIETYKOM
MBIIIIH, YTO MOXKET COKOHOMMUTH I10JIb30BATEIISIM MHOTO BpeMeHH. B 11e1oM,
Kutools for Word mpepncraBnsieT co00l MPOCTYIO B UCIIOJIb30BaHNY HAICTPOUKY
Microsoft Word, koTopas pacmupsieT BO3MOXKHOCTH IIPHUI0KEHUS C IIOMOIIBIO
Pa3IUYHBIX BO3MOXKHOCTEHN VIIPABIEeHUs NOKYMEHTaMU U KOHTEHTOM, ITO3BOJISS
II0JTb30BATEJISIM BBHIIOJIHATE P/ OIlepaluil OGHUM IIEeTYKOM MBI, TeM CaMbIM
COXPaHS$S UX BaKHEIE BpeMs U OeHbru. COMyTCTBYIOIIEE MPOrpaMMHOe
obecreyeHue ..., u 0onee. DTO IpeajaraeT I0Ib30BaTe/IsIM HaCTpauBaTh AU3alH
1 CTHJIb CBOEro Beb-caliTa, COBEPIIATh IJIaTeKu B UHTepHeTe, HHTETrPHUPOBATh
MynbTuMenua u T. [I. IIporpaMMa mo3BoJseT MOIb30BATENSAM CO3[laBaTh OOUH U
TOT XKe BebO-calT [Jis cBoero OM3Heca B HECKOJIBKO KIHMKOB. [IporpaMma
IIOAepKUBaeT BCe MoABUKHEIE TN 1eaed4ebcO
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-------------------------------- [Tonb30BaTe I MOTYT UCIOJIb30BAaTh 3TOT KOMIIOHEHT
Windows, 4TOOBI C TETKOCTBIO VIIPABIATh COOEPAKUMBIM HOKYMEHTA, Pa3phiBaMu
cTpanul u Tabnunamu. eDiscovery SuiteOnucanue: eDiscovery Suite — BaxkHas
YaCTb KOMIIJIEKCHOTO TTaKeTa, UCIIOIb3YeMOro [Ji ITIOATOTOBKKU OCHOBHI OIS
cymeOHOro pa3bupaTenbcTBa. CyIeCTBYIOIINYM BapUaHT IPOrPaMMbl BKIIOYAET B
ce0s psig KOMIIOHEHTOB, KOTOPBIE MOXKHO UCIIOIb30BaTh [JIS1 3aBEPIIEHUS
IIPOLIEYPLI BOCCTAHOBJIEHUS HaHHBIX. eDiscovery Suite Bepcuu 2.00mnucanue:
3alliiTa JaHHBIX ABJISETCS BaKHOM YaCThI0 KOMIIJIEKCHOTO ITaKeTa Mep I10
yIIpaBIIEHUIO CyIeOHBIMU pa30upaTenbCcTBaMu. [lepen iopuandyecKuMu pupMamu
CTOUT 3ajiadya He TOJIbKO CIIEAUTH 3a 3aBEPIIEeHHBIM BOCCTAHOBIIEHUEM [JAHHBIX,
HO U CIIEJUTH 3a TeM, YTOOHI ITIOBPEXKIEHHbIE TaHHbIE He ObITA 00HapyKEeHH B
oymyieM. eDiscovery Suite Bepcum 2.00nucanue: Ilepen :0pugu4eCKUMHU
bupMamMy CTOUT 3aada He TOJIbKO CIeOUTh 3a 3aBePIIeHHBIM BOCCTAHOBIEHUEM
OAHHBIX, HO ¥ CJIEIUTh 3a TeM, YTOOBI MOBPEXKNEHHEIE TaHHEIE He ObIIH
oOHapyXkeHH B OynyiieM. eDiscovery Suite Bepcuu 2.00nucanue: eDiscovery
Suite — BaXHas 4aCTh KOMIIJIEKCHOTO ITaKeTa, UCIOIb3YEMOT0 /i IIOATOTOBKU
OCHOBEHI IJ151 Cyme0OHOro pa3buparenbcTBa. CyIeCTBYIOIIMY BapHaHT IIPOTrPaMMEbL
BKJII04YaeT B ce0s psil KOMIIOHEHTOB, KOTOPhIE MOXKHO MCIIOIb30BaTh OJIS
3aBepIllIeHud IPOLeAyPEl BOCCTAHOBIIEHUS OaHHLIX. eDiscovery Suite Bepcun
2.00nucanue: 3aluTa JaHHBIX SBISETCSA BaXXKHOM YaCThI0 KOMIIJIEKCHOTO ITaKeTa
Mep II0 yIIpaBIeHuI0 CyneOHbIMU pa30upaTenbCTBaMu. [lepeq pUandeCKUMU
dbupMamMy CTOUT 3afada He TOIbKO CIeOUTh 3a 3aBePIIeHHLIM BOCCTAHOBIEHUEM
OAHHBIX, HO U CJIEIUTh 3a TeM, YTOOBI MOBPEXKNEHHEIE TaHHEIEe He ObIIH
oOHapyxkeHH B OyaymeM. eDiscovery Suite Bepcuu 2.00mnucanue: [lepen
IOPUOAYECKUMU (PpMaMu CTOUT 3afaya He TOJIbKO CJIEOUTh 3a 3aBEPIIEHHBIM
BOCCTAHOBJIEHMEM [TaHHBIX, HO ¥ CIIEIUTD 3a TEM, YTOOHI IIOBPEXKIEHHLIE TaHHLIE
He ObITM OOHapyXKeHH B OymyieM. eDiscovery SuiteBepcus 2.00nucanue:



3alIiTa JaHHBIX SBISETCS BaKHOM YaCThi0 KOMIIJIEKCHOTO ITaKeTa Mep II0
yIpaBiIeHUI0 CymeOHbIMY pa30upaTenbcTBaMu.[lepeq opuauiyecKuMu pupMamMu
CTOUT 3ajlaya He TOJIBKO CJIEAUThH 3a 3aBEPILIEHHBIM BOCCTAHOBIEHUEM [AHHBEIX,
HO ¥ CJIeOUTh 3a TeM, YTOOBI IOBPEeXKAeHHBIE faHHbIe He OblI 00HapyKEHHI B
oymyieMm. eDiscovery Suite Bepcun 2.00nucanue: 3ammra JaHHBIX SBISETCS
BaKHOM YaCThI0 KOMIIJIEKCHOTO MTaKeTa Mep I10 YIPaBIeHUI0 CyneOHbMU
pa30upaTenbCcTBaMu. [lepeq I0pugriYecKUMy pUpMaMu CTOUT 3afada He TOJIbKO
CIIeduTh 3a 3aBEePIIeHHLIM BOCCTAHOBIEHUEM [AaHHLIX, HO ¥ CIIEIUTH 3a TEM,
yTOOHI ITOBPEXIEHHLIE MaHHbEIE He OblIM OOHapyKeHH B OymyiieM. Filtraciones
3.0 MDOmnucanue: Filtraciones 3.0 MD no3BoJisieT 3arpyxkaTh HECKOJIbKO
(dal0B B BUAE OMHOTI0 UIx HeCKOoNbKuX (aumnos .RAR, .SIS, .ISO B omHOM

What's New In?

OTOT UHCTPYMEHT UMEET CJIeNyIoIue 0COOEHHOCTH: * BO3MOXKHOCTh COXPAHUTD
(daiin co BceM (hopMaTUPOBAaHUEM, HOOABUTL BEPXHUE U HUKHNE KOJTOHTUTYIIE U
pacredaraTh €ro. * Bo3M0OXHOCTL 0TOOpaxKaTh BECh JOKYMEHT IS
penakTupoBaHud. * OTIMYHASA DOOOePKKa MeXIYHAPOOHEIX SI3LIKOB. ®
BO3MOXKHOCTh M00OABUTh 3aKIAfIKy K JOKYMEHTY, TPOAyOInupoBaTh €T0 U
N3MEeHHUTh uMs Qarinia. * Bo3M0OXHOCTb KOIMPOBAHUS JaHHBIX U3 OTHOTO
OOKYMEHTa B IPYyrou. * Bo3amMoxkHOCTL 00HapyxKeHus opdorpadruieckKux ommOOoK
M UX UCIIPaBiIeHUs. * BO3MOXKHOCTE BRIOEIUTEL OOJMBIINYIO YaCTh JOKYMEHTa. *
B03MOXHOCTE IIPEABAPUTEILHOTI0 IIPOCMOTPA HJOKYMEHTOB. * BO3MOXKHOCTE
BEIOOpa CcTpaHuIl. * Bo3MoxXHOCTh BcTaBKu Tabnuil B Microsoft Word. ¢
B03MOXHOCTh U3MEHSTH II0JIS ¥ pa3Mep. * Bo3MOXKHOCTh pefaKTUPOBaHUS
TEKCTa. * BO3MOXHOCTb CMEHE KAaPTUHKHU. * BO3MOXKHOCTEL OTIIPABUTh



3JIEKTPOHHOE MHCHEMO CO BCEM MK BHIOpaHHOU MHGOpPManuen. * BEICTPHIM ITOKUCK
1 BO3MOKHOCTB 3aTrPy3KH OOJIBIIIOT0 KONMMYecTBa (HaitoB. * Bo3MOXKHOCTh
OTKPBIBaTh HECKOJIBKO OKOH OOHOBPEMEHHO. * BO3MOXKHOCTh KOHBEPTHUPOBATh
daun DOC B ¢popmatsl TXT, PPT, PPTX u PDF. « Bo3M0XHOCTh PEIaKTUPOBATH
BOISIHOM 3HaK 171 ¢aioB DOC. * Bo3M0XHOCTL 100aBUTh IPUMeEYaHUE K
OOKYMEHTY. * BO3MOXHOCTH COXPAHUTh KOIIUI0 JOKYMEHTA B TEKYIIYIO UJIH
OPYTYIO Manky. * Bo3MOXHOCTE BCTAaBKM 1 3aMeHHI TaHHBIX B (pariiax PDF. ¢
B03MOXHOCTE JOOABIIATE U yOAIATh N300paXeHus. * ABTOMaTUYECKHU
dbopMaTUPOBATh TEKCT B TaOmuIlaxX. * BO3MOXHOCTh KOIIMPOBAHUS 13 OTHOTO
OOKYMEHTA B IPYroi. * Bo3MOXKHOCTh BCTaBKM HECKOJIBKUX TAOIHII B OIUH
OOKYMEHT. * BO3MOXKHOCTb OTKPHIBAaTh HECKOIBKO (aryiOB ODHOBPEMEHHO. °
Bo3M0xkHOCTh KOHBepTHPOBaTh parii DOC B HTML. ¢ Bo3MOXHOCTh OTKPEIBATh
HECKOJIbKO (haujioB B OJHOM IIporpaMMe. * Bo3MOKHOCTL COXPaHEHUST
OOKYMEHTa B pa3HbIX opMaTax. * Bo3aMoxKHOCT: 0oOaBIeHUS TETOB
0e30IMacHOCTH JOKYMEHTOB. * BO3MOXKHOCTDb CO3[aBaTh U PEIAaKTUPOBATh
3aKJagKu. * BO3MOXHOCTD mo0aBIeHus Pa3aenoB. * Bo3aM0XKHOCTh CKOIIMPOBATh
BHIJIEJIEHHE B IPYTOM JOKYMEHT. * BO3MOXKHOCTh OTKPHIBATh U COXPAHATh DAkl
DOC, PDF u XLSX. * Bo3MOKHOCTb OTKPHIBATL X COXPAHATEL (pauiiibl ORICTPee. *
B03MOXHOCTh YCTAHOBUTDH IPUHTEP 110 YMOIYaHUI0. * BO3MOXHOCTE CHelaTh
BECbh TEKCT XKHUPHBIM UJIA KYPCUBOM. ®* BO3MOXKHOCTH pelaKTUPOBATh Teru
(daiina. * Bo3aMoXHOCThE U3MeHeHus HacTpoeK Word. * Bo3MOXKHOCTb U3MEHUTH
11BET OYKB. *



System Requirements:

9TO PYKOBOACTBO HE CTOIBKO O TPeOOBaHUAX K 000PyIOBaHUI0, CKOIIBKO O TOM,
KaKoe IIporpaMMHoe obecredyeHre HeoOX0muMO IS UT'PH M HacJlaX[IeHus
JTYyYIINMHY ITyTEPaMU OT IePBOTO auIa. Eciiu y Bac eCTh KaKre-n1u00 COMHEHHU S
UJIM BaM HYXKHa IIOMOILb B HACTPOUKE Ballley CUCTEMEI, I0XKaJIyUCTa, He
CTeCHSIUTeCh oOpaImaThCcs KO MHe, 5 Bcerga pan nomoys. [IPUMEYAHUE. 4
Oyoy oOHOBJISITh 3TO PYKOBOACTBO IO Mepe BHIITYCKa HOBBLIX BEPCHUM MHCTPYMEHTA
TWNPaint. Pemaktop TWNPaint mocTynesn ans 6ecriaTHON 3arpy3Ku B
Mara3uHe Desura, Kak u Bepcus o Windows, ¢ YcranoBka TWNPaint
TOBOJIBHO



