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MonOdwuc

Bce ymoMsiHyTBIE B 3TOM JIOKyMeHTe Ha3BaHMS MPOJYKTOB, JIOTOTUIIBI, TOPrOBble MapKH M
TOBApHbBIE 3HAKY IPUHAJIJIEXXAT UX BJIaJIe/TbIIaM.

ToBapubie 3Haku «MorOducy n «MyOffice» npunammexxar OO0 «HOBBIE OBJIAYHBIE
TEXHOJIOT'MWN».

Hu npu kakux 06CTOSATENbCTBAX HEJb3sl MCTOJIKOBBIBATH JII0O0E COIepKMMOe HaCTOSIIero
JIOKyMEHTa KaK NpsMOe WM KOCBEHHOe Ipe[0CTaB/IeHre JIMIIeH3WH WM TpaBa Ha HCIOJIb30BaHUE
TOBApHBIX 3HAKOB, JIOTOTHUIIOB WJIM 3HAKOB OOCITy>KWBaHHS, MpUBEJeHHbIX B HeM. Jlo6oe
HECAHKIIMOHUPOBAHHOE  WCIIOJIb30BaHWe JOTHX TOBAapHBIX 3HAKOB, JIOTOTHUIIOB WM  3HAKOB

obcry>kuBaHUs 6e3 MUChbMEHHOTO pPa3peleHus UX MpaBoobJyiafaTelist CTPOTO 3aIpereHo.
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MonOdwuc

1 ObIIASI UH®OPMAIIUA

MyOffice Document API — xommiekT OMOIMOTEK C MpPOrpaMMHBIMU HHTepdeiicaMu Ha
s3pikax C#, C++ u Python. [lpegnaznaueHn mjis aBTOMAaTH3allMy CO3JaHUS W PEIAKTHPOBAHMS

TCKCTOBBIX JOKYMCHTOB U 3JICKTPOHHBIX T3.6J'II/II_I Bo BHemHUX UT-cucremax.

[Tepeuenr TpeOOBaHMI K IPOTPaMMHOMY M ammapaTHOMy obecriedeHHIO INIpUBeJleH B

nokymenTe «MoiOduc Komrekc cpencts pazpabotku (SDK). CucreMHbie TpeOOBaHUS.
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2 ®OPMATHBI JOKYMEHTOB

HOI[,HEP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— OTKpBbITHE U pefakTupoBaHue ¢daiyioB B popmatax DOCX, XLSX, XLSM, PPTX, ODT,
ODS, ODP, XODT, XODS, XODP;

— coxpaHeHMe uaMeHeHU# [ijis daitioB B popmaTtax XODT, DOCX, ODT;

— 3KCHopT JokymeHTa B dopmatsl PDF/A.
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3 PABOTA C JOKYMEHTOM

HOHI{EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— CO37JaH¥e HOBOT'O TeKCTOBOT'O WX TabJIMYHOIO JJOKYMEHTAa;

— OTKPBITHE CYIIECTBYIOIIEr0 TeKCTOBOI'O MJIM TaOJIMYHOTO JJOKYMEeHTa;

— coXpaHeHHe JJOKYMeHTa;

— BKCIIOPT JOKYMEHTa;

— ympaBJieHHe HaCTPOWKaMHU pas3fiesioB B JIOKYMEHTe;

— JIOCTYT K KOJIJIEKIIMY Pa3/ielioB B IOKyMeHTe;

— BO3BpaT pasjiesia JOKyMeHTa, Cojiep>Kalllero yKa3aHHbIN OJI0K;

— ompeJieJieHe OpYUeHTAIluU CTPaHUI] U pa3fiesioB IOKYMEHTa;

— YCTAaHOBKA OpPUeHTAIlMY CTPaHUIIbI UJIK pa3jiena;

— BO3BpaT OpUEeHTAIlUU CTPAHUIIbI JIOKYMEHTa;

— MeTOJI [JIs JOCTYTIa K KOJIIeKI[MU KOJIOHTUTYJIOB B pasfiejie JOKYMEHTa;
— MeTo[ibl Ji71s1 paboThl ¢ GyHKIIMEeHN 3alUThl GparMeHTa I0KyMeHTa;

— ympaBiieHue HaCTpoWKaMHU nepecdeTra ¢popMyJl B TaOJIMYHOM JIOKYMEHTe;

— paborTa ¢ 3aIUTON CTPYKTYPhI TabJIUIHOTO JIOKYMEeHTa.
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4 PABOTA C TEKCTOM

HOI[I[EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— JIOCTYTI K TEKCTy ab3aria;

— ¢dopmarrpoBaHUe TeKcTa ab3ara:
® yCTAHOBKA pa3Mepa MpuPTa;
® yCTAaHOBKAa HayepTaHUs MPUPTa, I[BeTa U GOHA TeKCTa;
® HACTPOMKAa BbIDaBHUBAHUS;
® yCTaHOBKA MeX/1yCTPOYHOI'O MHTepBaJa;
® HACTpPOMKa OTCTYIIOB;
® yCTAHOBKA CTHUJIEH.

— HaBUTallusl B TEKCTe;

— BCTaBKa U yaJIeHHUe TeKCTa;

— KOIIMPOBaHMe U llepeMellleHre TeKCTa;

— BCTAdBKaA U I10JIy4YeHHe CHOCOK.
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5 PABOTA CO CIIMCKAMH
[TonnepxuBaemMble BO3MOXKHOCTH:

— MpeoOpa3oBaHKWe OIHOTO WM KOJUIeKI[MM ab3aleB B 3jIeMeHTbl HYMEepPOBAaHHOTO WU

MapKHMPOBAHHOT'O CIIUCKa;
— yIpaBJieHHe YPOBHEM BJIOKeHHOCTHU 3JIeMeHTa CIIMCKa;

— IoJIy4eHHe AOCTyTa K uHpopMaruu 06 aieMeHTe CIHCKA.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MH», 2013-2026



MonOdwuc

6 PABOTA C 3ARJIAIKAMUA

HOI[,HEP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— BCTdBKd 3dKJIdJIKH B YKd3dHHO€ MeCTOIIOJIOKEHUE;
— yAajieHHe 3daKJIaJKH C 3dIdHHbIM UMEeHeM;

— IIOHMCK 3dKJIaJJKH I1I0 UMEeHH,

— 3dMeHda TeKCTOBOI'O COAEepP>XUMOTI'0O 3aKJIdJIKH,

— BCTdBKd T€KCTd B 3dKJId[IKY;

— yAaajieHHe COOep>XUMOTI'0O 3aKJIdJIKH,

— IIoJjiydyeHue TeKCTOBOI'o COAEPXXUMOTI'O 3aKJId[IKH;

— BCTaBKa Ta6HI/IHbI B 3dKJIaJIKYy.
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7 PABOTA C TABJIMIIAMHA B TEKCTE

HOHI{EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— BCTaBKa U y/iajieHue TabJullbl;

— BBIOOP pa3Mepa TabJIUITbI U UMEHU TPH BCTABKE;

— BCTaBKa CTPOK U CTOJIOIOB;

— yZIajieHue CTPOK U CTOJIOIIOB;

— ¢dopMaTvpoBaHUe T'PaHUIBI SYEWKU WIM Aualla30Ha sueeKk: BCe TIPaHUIlbl, HET I'paHHUI],
TOJICThIe BHeIlIHWe I'DAHUIIbl, BHyTpeHHHE I'PaHUIlbl, BHYTPEHHsIS] TOPU30HTAJIbHAS JIMHUS,
BHYTPEHHSISI BepTHKaJibHasl JIMHUS, BOCXOJIasl AWaroHalib, JjieBasi IPaHMUIlA, BepXHsS
TpaHuIla, paBas I'paHuIla, HWKHSIS FPaHUIA, HUCXO/ISIAs IMaroHalb;

— M3MeHeHUe THUIla JINHUY;

— M3MeHeHUe I[BeTa T'PaHMIl;

— ¢dopmaTrpoBaHUe COJIeP>KUMOTO sSUeeK WK IMaa30Ha sJeek;

— M3MeHeHUe I[BeTa 3a/IUBKU siueek B TabiuIle;

— FOPU30HTAJIbHOE BbIpaBHUBAHUeE TeKCTa B siuelike 0 JIeBOMY Kparo, 110 IIeHTPY, 110 IIPaBOMY
Kparo U 110 MIUPUHE SYEeUKU;

— BepTHKaJbHOe BbIpaBHMBAHWE TEeKCTA B siueiikax TabJIUIIbL: 110 BepxHeMy Kpalo, 110 IeHTpYy
Y 110 HWXKHEMY Kpalo;

— oToOpakeHHe popMaTUPOBaHUS IOBEPHYTOI'O TEKCTA B sTUeMKax;

— obbeHEeHMe U pa3fiefieHue siueek;

— pabora ¢ TabnMIamMu B KOJIOHTUTYJIAX;

— JeJieHre STYerKHr Ta6J'II/II_IbI 110 BepTHUKaJIk UJIKN TOPU30HTAJIH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MH», 2013-2026

10



MonOdwuc

8 PABOTA CO CBOJHBbIMU TABJINIIAMU

HOHI{EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

oToOpa’keHWe CBOJIHBIX TAOJHIT;

yYaajienue CBOJHOM Ta6HHHbI OeJInKOM;,

— OOHOBJIPHUE TAHHBIX CBOLHOM TaOIUIILL;

COPTHPOBKA JIAHHBIX CBOJIHOM TaOJIUITLI TI0 HA3BAHUSM CTPOK/CTOJIOIOB, 3HAYEHHUSIM STYeeK,

ITOJILITOTAM U OOIIMM UTOTaM;

— NpuMeHeHre GUILTPOB K JJaHHBIM CBOJTHOH TaO TUIIBI;

— NPUMeHeHHe YCJIOBHBIX (WIBTPOB IO MOJANMWCH W IO 3HAYEHUIO K JaHHBIM CBOJIHOM
TaOJIMIIHL;

— cOpocC MpUMeHeHHBIX GUIIBTPOB;

— CTaTyCHBIe yBeJIOMJIeHHs 00 OIepanusx C JaHHBIMA CBOAHOM TabJTUITGI;

— yBeIOMJIeHHS TP BO3HUKHOBEHWH CJIEAYIONIUX OINMMOOK: UCTOYHHMK JIAHHBIX He HalJIeH,

HMCTOYHUK JIAHHBIX COJEPXKUT TOJBKO OJHY CTPOKY, IIPU OOHOBJIEHWH WA W3MEeHeHUU

CBOJIHOM TaOJIMIIBI B TIEPBOM CTPOKE UCTOYHHKA JIAHHBIX OOHAPY>KEHBI ITyCThIe TYeHKH;

— OOHOBJIeHME BLIYUCIIIeMBIX IT0JIeH,
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9 PABOTA CJIMCTAMMU TAB/IMYHOI'O JOKYMEHTA

HOI[I[EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— BCTaBKa HOBBIX JIUCTOB U UX YaJIeHHE;
— CKpBITHe U 0TOOpakeHue JINCTOB;

— M3MeHeHHe Ha3BaHUS JIUCTA TaOJIUIIbI;

— M3MeHeHHe IBeTa SPJIbIKA JIMCTa TaOJIUIbL;

— co3JiaHue y0JiMKaTa JINCTA TaOJIHUIThI;

— M3MeHeHHe TIOJIOXKEeHHUSI JINCTa;

— TepeMelneHue JIMCTa B Ha4aJlo WA KOHeIl CITHUCKA;
— aBTOMaTHYEeCKOe 3aI0JTHEeHHe ST9eeK JIUCTa;

— yIIpaBJIeHWe 3alllUTOM JINCTA.
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10 PABOTA C SYEMKAMMW TABJIUIILI

HOHI{EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— JIOCTYII K 3HaYeHUIO STYEHKHU;
— opMaTrpoBaHue COJIePKUMOTO STYENKHU:
® yCTAHOBKA TUIIA TYEUKHU;
® ycTaHOBKa ¢popMara 3Ha4eHus;
® yCTAHOBKA pasMepa MpuQTa;
® yCTAaHOBKAa HayepTaHUs MPUPTa, I[BeTa U GOHA TeKCTa;
® HACTpPOMKA BbIPABHUBAHUY;
® HACTpPOMKa OTCTYIIOB.
— O4YMCTKa popMaTa, CTWIS U 3HAaUeHUS TUeNKH;
— COPTUPOBKA 4eeK;
— KOIIMPOBaHUe S4eeK;
— IIPOBepKa JJaHHBIX B gYeiKax;
— JIOCTYII K HaCTpOMKaM GpOpPMaTUPOBAHUS COIEPKUMOTO STYeHKH;
— MOJIy4YeHHe UCI0JIb3yeMOro uala3oHa 149eex;
— MOJJIep)KKa UMEeHOBAHHBIX IMAlla30HOB;
— [I0JIy4YeHHe, YCTaHOBKA U yJaJleHhe 3aMeTOK;
— BCTaBKa U yJlajleHHe s49eeK CO CABUIOM;
— yIaJleHHWe 3aJaHHOI'0 KOJIMYeCTBa CUMBOJIOB CJleBa OT I103ULIUH;
— yIaJjleHHe 33JJaHHOr'0 KOJIMYeCTBa CUMBOJIOB CIIpaBa OT I103UIIUH;
— JIOCTYII K pa3MepaM s4eex;
— [OJIy4YeHHe aJipeca Mala3oHa s4eek;
— IlepecyeT 3Ha4eHus1 POPMYJIbI B STYEHKe;

— yIIpaBJIeHUe HACTPOUKAMMU 3allIUTHI SYEUKU.
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11 PABOTA C ITPABW/IAMMU YCJIOBHOI'O ®OPMATHUPOBAHUA
[TonnepxuBaemMble BO3MOXKHOCTH:

— ToJIy4eHre BCex MpaBul YCIOBHOTO GOpMaTUPOBaHUS B IOKYMeHTe WK JIUCTE;

— M3MeHeHUe MOpsJIKa MTPaBWJI yCJIOBHOTO pOPMATUPOBAHMUS;

— yZajieHue MpaBUI U3 IOKyMeHTa, JIUCTA WK JIMana3oHa siueek;

— pellakTUpOBaHMe U M3MeHeHUe TUIla IIPaBuJ;

— CO37JaHMie HOBBIX IIPaBWI CJIE[YIOIIMX THWIIOB: OOBIYHOEe BbIJleJIeHHe, IIBeTOBast

TUCTOT'paMMa U 3HAYKH.
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12 PABOTA C JUATPAMMAMM

HOI[I[EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— TepevrcIIeHre CIIMCKA ANarpamm;
— yCTaHOBKa THIIA TUarPaMMBblI;

— TmepeMelneHre JUarpaMMbl Ha JIUCTe;

— M3MeHeHHe THIA JUarpaMMBbl;

— M3MeHeHHe 00JIaCTH UCXOIHBIX JAHHBIX IMarpaMMBbl;
— M3MeHeHHe Pa3MepoB JIMarpaMMBbl;

— BCTaBKa JIarpaMM;

— M3MeHeHHe JIMala30Ha JaHHbIX JIMarpaMMBbl;

— M3MeHeHHe 3arojIoBKa JUarpaMMmBbl;

— M3MeHeHWe HallpaBJIeHUs! PSIOB JaHHBIX;

— BO3MOXKHOCTb YKa3dTb JdHHbIe IJid ITOAIMMCHU Ha KOOPAWMHATHBIX OCAX.
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13 PABOTA C UIBOBPAKEHUAMMU

HOI[I[EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— BCTaBKa U300pakeHUH B TEKCTOBBIA U TAOJIMYHBIN JOKYMEHT;

— IepeyrciieHre U300paXkeHuH B IOKyMeHTe;

— M3MeHeHUe PacIoyoXeHUs! U300paskeHnH;

— obTekaHHe U300paKeHUI: B TeKCTe, BOKPYT PaMKH, CBepXy W CHHU3Y, 32 TeKCTOM M Ieper
TEKCTOM;

— U3MeHeHHe MaciirTaba U300pakeHus;

— 3aMeHa M300paXkeHuH B IOKyMeHTe.
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14 PABOTA C DJIEMEHTAMM YIIPABJIEHUA
[TonnepxuBaemMble BO3MOXKHOCTH:

— IIoJTy4eHHre CITMCKa 3JIeMeHTOB YIIpaBJIeHHs B TEKCTOBOM JJOKYMEHTE;
— IIOMCK 3JIEMEHTOB YIIpaBJIeHUS 110 Ha3BAHHUIO,

— IIOoJTy4YeHHe U 3alaHre 3HA4YEHWH 3JIEMEeHTOB YIIpaBJIEHHUA.
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15 IIOAAEPKKA MAKPOKOMAH/I

HOI[I[EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— JIOCTYT K CIIMCKY MaKpOKOMaH/I B JJOKYMeHTe;
— nobaBjieHue B JOKyMeHT MaKpPOKOMAH/IbI C 33JJaHHbIM UMeHEeM U TeKCTOM;
— WCIIOJIHeHVe MaKpPOKOMaH/Ibl;

— yZajeHre MaKpOKOMaH/Ibl;

— JIOCTYII K criicKy VBA MakpokoMaH]I B JIOKyMEHTe;

— ToJIy4yeHHe Ha3BaHUs U Koja VBA MakpoKOMaH/IbI;

— coxpaHeHHe JlokyMeHTa ¢ VBA makpokomanmamu (.xlsm).
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16 IIOUCK

HO)II[EP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— IIOMCK BO BCeM JIOKyYMeHTe;
— IIOHUCK B OTeJIbHBbIX 6JI0Kax JNOKYMeHTa,

— IIOMCK B Tabyuiax u d4emkax.
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17 PEXKMM PEIIEH3UMPOBAHMUA
[TonnepxuBaemMble BO3MOXKHOCTH:

— JOCTyIl KO BCeM BHECeHHbIM H3MeHeHHSIM U I/IHCl)OpMaI_II/II/I O KOHKPETHOM H3MEeHeHHH,
BKJIIOYasd TUIT U3MeHeHNs, aBTOPad U 1aTy BHeCeHUs U3MeHeHNd,
— BO3MOXXHOCTb BKIIIOYHUTL WJIM BBIKIIIOYHUTL PEeXXHM peleH3MPOBaHKSA OOKYMEHTd, d TadKiKe

MIPOBEPUTH ero TeKyIee COCTOSTHUE.
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18 CPABHEHHME JOKYMEHTOB

HOI[,HEP)KI/IBEIEMBIE BO3MOXXHOCTH.:

— CIMsIHUe [BYX JIOKyMEHTOB C IIOCJIe[YIOIIMM OIlpefiefieHueM pasiiMuiidl MexIy HX

COIEPXXHMBIM.
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19 ITIEYATDH JOKYMEHTA
[TonnepxuBaemMble BO3MOXKHOCTH:

— BBIOOP HACTPOEK I1eYaTH JJOKYMeHTa;
— 3aJlaHre CKBO3HBIX CTPOK U CTOJIOIOB JIs [1e4YaTy;

— meyvaThb JOKyMeHTa B ¢ai1 B popmare PDF.
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