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Bo3MoXHOCTM NpoayKTa

ContentReader PDF — MHOrogyHKunoHanbHbi pegakTop ¢ UM-accucTteHTOM* A NoBCeAHEBHOM
pa6oTtbi ¢c PDF, koTopbiii noBbiwaeT 3¢p¢peKTUBHOCTb COTPYAHUKOB: MPOCMOTP, MOUCK,
peAakTUpoBaHUe, KOHBepTaLuus u nposepka 3l Tenepb CTaHOBATCA TAKUMM XKe NPOCTbIMMU,

Kak paboTa ¢ 06bI4HbIMM TEKCTOBbIMU AOKYMEHTaMMU.

ContentReader PDF BkntoueH B peecTp oTeyecTBeHHOro MO U NoIHOCTbIO NOAXOAUT
ANa umnopTo3amMeLleHus. MpunoxxeHune aBnseTca Kpocc-nnaTtGopMeHHbIM U JOCTYMHO
ana OC Ha 6a3e Linux n gna OC Windows.

OTkpbiTHE U npocMmoTp PDF-poKkymeHTOB

¢ PaboTanTe c Heckonbkumu PDF-goKyMeHTaMy OAHOBPEMEHHO B O4HOM OKHe.

* pocmaTpuBanTe JOKYMeHTbI B y006HOM BUAE - NOBEPHUTE NtOGYIO OTAENbHYIO CTPaHULY MM LOKYMEHT LieSIMKOM,
perynupynte MacwTtab, HacTpavBanTe pexum oTobpaxeHusl, NepexoanTe cpasy K HyXHOW CTpaHuLie.

* OTkpbiBanTe n npocmaTpuBanTe PDF-00KyMeHTbI, 3aliuLleHHble NaposieMm.

* OTKpblBaWTe BHeLIHWe ccbinkn B PDF-goKyMeHTax HenocpeAcTBeHHO B Gpay3epe.

¢ [pocmaTpuBanTe KOMMEHTapuUK, MeTafaHHbIe.

PepakTupoBaHue LOKYMEHTOB

* MeHsnTe cTpyKTYypy PDF-poKyMeHTa: yaananTe CTpaHULbl, U3MEHANTe NOpsifOK UX CiefoBaHUA NepeTacknuBaHueMm,
a Takxe fo6aBnsinTe HOBble CTPaHULbI.
¢ [lo6aBnsanTe cTpaHULbl CO CKaHepa, U3 Pa3fInyHbIX UCTOYHMKOB (M306paxeHwii, haitnoB oUCHbIX pefakTopoB, Apyrux PDF-caiinos.).
* WcnpaBnsnte onevaTku n olwnbkm B TekcTe PDF, oTCKaHMPOBaHHbIX JOKYMEHTaX, peAakTupyiTe ab3aLbl C COXpaHeHWeM CTPYKTYpbl.
* BobigenaiTe BaxHble (oparMeHTbl C MOMOLLBIO «<MapKepa» U OCTaBASINTE K HIM KOMMEHTapuu.
* No6aBnanTte dannbl nto6oro Tuna BHYTpb PDF-foKyMeHTa 1 ynpaBnsiiTe BAOXeHHbIMU dainiamu U3 oTKpbiTbix PDF.
* Pa6oTa c u3o6paxeHUssMU Ha CTpaHULLe fOKYMeHTa (LobaBneHue, yaaneHue, UaMeHeHne pasMmepa/nepemeLleHme).
* B03MOXHOCTb aBTOMAaTMYeCKOro UCMpaBfieHNs UCKaXeHU n306paxeHnin cTpaHnL;
TpaneuneBnAHbIE UCKAXEHWS, BbINPSIMIIEHME CTPOK, UCMIPaBfiIeHNs APKOCTU N KOHTpacTa.
* Bo3MoOXHOCTb co3faHusa 3ameTok B PDF.
* CospaBaliTe aHHOTaLWM MPY NOMOLLM MHCTPYMEHTOB «pyyKa» U «NpocTble uUrypbi».
* Ypanante HepeneBaTHblE WM HeaKTyaJslbHble aHHOTaLMN.
* YpansinTe MeTafaHHble U CKPbITbIE faHHble (CCbUTKM, OPMbI, 3aKNaKK, BNOXEHHbIe hainibl U ap.),
4yTOoObI 06ecneunTb 3anUTy OT CllyYaiiHbIX yTeuyek KoHduaeHLManbHon nHchopmalmm.
* BbibupainTe onpefeneHHbI MHTepBan CTPaHWL, B MHOTOCTPaHUYHOM [OKYMEHTE U COXpaHsnTe
nx B Buge otaenbHoro PDF-cbaina 6e3 M3MeHeHUsA UCXO[HOro fOKYMEHTA.
* [o6aBnaiiTe BOAHbIe 3HaKK U3 306paxeHus, 4ToObl 3alMTUTL MHADOPMAaLIUIO OT KONMMPOBAHUSA NPU PacnpoCcTpaHeHUu.
* [o6GaBnsiiTe, pefakTUpynTe 1 yaansnTe BHELWHWE rMNePCChIIKK, YTOObI CO3aBaTb UHTEPAKTUBHbIE [OKYMEHTbI
1 yao6HO NepexoaunTb Ha HYXHble CalTbl NPSMO U3 [OKYMEeHTa.
* [pocTaBnsAnTe WTaMMbl HA OAHY WK Cpa3y HECKONbKO CTPaHUL, B JOKYMEHTe — co3[aBaniTe CBOU COBCTBEHHbIE LWTaMnbl
WJIM UCMONb3YWTE rOTOBbIE.

Mouck u konupoeaHue uHdopmalum

* OKOHOMbTe BpeMs 3a cYeT noucka uHdgopmauuu B nto6oM PDF-oKyMeHTe: ckaHe, dhoTorpachuu, TEKCTOBOM chaiine unv Tabnuue.

* BbICTPO NepeHocUTe TEKCT U3 OTCKaHMPOBAHHOIO JOKYMEHTa B UCXOLHOM KayecTBe.

* KonupyiiTe Tabnuubl 3 PDF-[0KYMeHTa ¢ COXpaHeHWeM CTPYKTYpbl. N3BnekanTe Tabnuubl M3 n306paxeHuii
M UCnosb3yinTe HcpopMaL Mo B ApYruX NPUNOXEHUSIX.

* MwmuTe TeKCT faxe B OTCKaHUPOBaHHbIX JOKYMeEHTax 6e3 TEKCTOBOIO CJIOs C MOMOLLbIO (DYHKLMM ONTUYECKOrO
pacnosHaBaHus cumonos (OCR).

* KonupoBaHue n306paxeHuit U3 OKYMeHTa.

* CospaBaiiTe 3aK/NafK1 B HyXHbIX MecTax BHyTPY JOKYMEHTa s yNpOLLEHUs NouUcKa.

* OcyLlecTBASANTE NPOCMOTP M HABUTaLMIO MO 3aKNIafKaM U BHYTPEHHUM CCbISIKaM B AJOKYMeHTax 6osiblioro 06beMa,
YTOObI COKPATUTb BPEMS Ha MOUCK HYXHOI MH OpMaLK.

* TpoBoauTe CpaBHEHWE [JOKYMEHTOB U HAXOAUTE Aaxe CaMble HE3HAUMTENbHbIE OTIMYUS MeX Ay dhannamu.



Co3paHue PDF, koHBepTauua u ckaHupoBaHue

* KoHnepTtupynte PDF B ochucHble chopmaThl: DOCX, XLSX, PPTX, ODT, RTF u HTML.
9Ta onuus yaobHa AN AasbHeillero pefakTMpoBaHusa AoKYMeHTa B 0OUCHbIX NporpaMMax.

* CoxpaHsinTe foKyMeHTbl B (oopMaTe PDF/A gns AMTENbHOrO apXMBHOIO XpaHeHUs.

* lNopnepxuBaroTcsa pasHoBuaHOCTM chopmMarta: 13, 1b, 2a, 2b, 2u, 3a, 3b, 3u.

* CoxpaHsiiTe BeCb JOKYMEHT UM OTAeNbHble CTPaHULbl B BUAe N306paxeHUi.

* Nlo6aBnsiTe TEKCTOBbIN CNOIN Npu coxpaHeHun PDF.

* OO6pesaliTe cTpaHULbl A1st NOAYYEHUS ONPATHbBIX, NPOheCcCMOHaNbHO BbIMAAALWMX [OKYMEHTOB.
* ABTOMAaTM4eCKU KOHBEPTUPYIiTE JOKYMEHTbI 3afaBaeMbliM 06pa3oM ¢ nomolubto HotFolder.
* YMeHbLwanTe paamep PDF-A0KYMEHTOB AJif OTNPaBKM MO MOYTE WX apXUBUPOBAHMUS.

¢ CospaBanTe PDF-foKyMeHTbI MPSAMO CO CKaHepa.

* CKaHMpy#iTe MHOroCTpaHWYHble JOKYMEHTbI NMPU MOMOLLM MAAHLLETHbIX CKAHEepOB.

* O6benuHANTE U KOHBEPTUPYNTe chalsibl NPSAMO U3 KOHTEKCTHOIO MEHHO.

* [peobpasoebiBainTe B hopmaT PDF Bnoxexus B MS Outlook.

CospaHue u 3anonHeHue PDF-¢dopm

* Jlerko co3paBanTe u 3anonHsanTe dopMbl B PDF. 0T 3asiBOK M aHKeT A0 BHYTPEHHUX AOKYMEHTOB.
* [NobGaBnanTte pasnuyHble NOMs: TEKCT, PaCKpbIBaOLLMECA CNUCKK, YeKBOKCbI U NepekntoyaTeny.

* CBobofHO pefakTUpyinTe paHee co3gaHHble PDF-copMbl: MeHsITE UX pacnonioxeHne, pa3mMep, fobasnsnte
WM yaansinTe BapuaHTbl OTBeTA.

3awuta v nognucb PDF

* YcTaHoBuTe napoJib Ha OTKPbITUE, peaakTupoBaHue, KonnmpoBaHue nin nevyaTb JOKYMEHTa, 4YTOGbI OrpaHUynTb OOCTYN K AaHHbIM.

* MopnucbiBainTe fOKYMeHTbI AM (3NeKTPOHHOWM NOANMUCHIO) Yepes UHTErpaLuto ¢ NporpaMMHbIM obecnedeHmem KpuntollPO®
1 NpoBepsiTe ee Ha NOAJIMHHOCTb.

* [No6aBnaiTe B PDF ckaHMpoBaHHYyto nofanuch (chakcumumne), 4Tobbl GbICTPO cOrnacoBaTb AOKYMEHT.

YpaneHue gaHHbIX

* YpansiTe onpegeneHHble YacTu TeKCTa MU U306paxeHns U3 AOKYMEHTa C MOMOLLbH (hYHKLMM YepHOro MapKepa.
9TO None3Ho A 3alWUTbl KOHPUAEHLMANBHOCTHM U YaaneHns IMYHOW MHAOpMaLmMu nepe nepeaayei [OKyMeHTa TpeTbUM NULaM.

anaBneHue JIMLEH3NAMHU

* ALMVHUCTpATOPbl MOTYT Pe3epBUPOBaTb JIMLIEH3UN AN1F KOHKPETHbIX pabounx MecT No UMeHaM UX XOCTOB
Yyepes Be6-MeHeaXep NULEH3UN.

¢ B0O3MOXHOCTb pe3epBMPOBAHUS JIMLEH3MI HA CMIUCOK NMOJib30BaTeNeN.

* [MBKO ynpaBnanTe NULEH3USMU faxe NpU HECTabUIIbHOM UHTEPHET-COeMHEHNM, @ TaKXe NErko nepepacnpenensinre
JIMLLEH3UKN ONsi COTPYLHUKOB, KOTOPbIe NepuoguYecku OTKIIHOYaOTCS OT CETU KOMMaHUW.

* HactpauaiTe nuueH3un ¢ o6si3aTenbHON NpUBSA3KON K paboyemy MecTy.

Pa6oTta ¢ U-accucteHTOM*

M yl'lpOLLl,aIZTe pa60Ty C MHOroCcTpaHU4YHbIMU OOKYMEHTaAMMU: 3ap,aBa171Te BOMpPOCbI MO COAEPXNMOMY NOKYMEHTa
BCTPOEHHOMY MM-aCCMCTeHTy, a Takxe 3anpau.w|Bal7|Te KpaTKoe coaep>XXaHue noKyMeHTa.
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