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Bce ynomsiHyTBIe B 3TOM JIOKyMeHTe Ha3BaHMs IPOJYKTOB, JIOTOTUIIBI, TOPIOBble MapKu U
TOBapHble 3HaKH IPUHA/IJIEXXaT UX BilafielblaM.

ToBapuble 3Haku «MoitOduc» u «MyOffice» npunamiexxar OOO «HOBBIE OBJIAYHBIE
TEXHOJIOT'UW».

Hu npu xakux obcTOsTENIbCTBAaX HeJsb3sl UCTOJIKOBBIBATH JII0O0E COoflepXXMMOe HaCTOSIero
JNOKYMEHTa Kak IIpsIMOe MM KOCBEHHOe IIpefIoCTaB/IeHre JIMIIeH3UH WM IIpaBa Ha UCIIOJIb30BaHKe
TOBapHBbIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB O0OC/Iy)XMBaHMs, IIpUBelleHHbIX B HeM. Jlroboe
HECAHKI[MOHMPOBAHHOe WCIIOJIb30BaHMEe OJTUX TOBAapHBIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB

obciy>xuBaHus 6e3 MUCbMEeHHOT0 pa3pellleHys KX IIPaBoobiafaTesst CTPOTO 3alpeleHo.
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1 OBIIAI UTH®OPMAIIUA

MyOffice Document APl — komruiekr OMOMMOTEK ¢ MpOrpaMMHBIME HHTep(deiicaMu Ha
sseikax C#, C++ um Python. IlpegnasnaueH st aBTOMaTH3alMd CO3JAHUST M PEAAKTUPOBAHUS
TEKCTOBBIX IOKYMEHTOB U 3JIEKTPOHHBIX Ta0nwil Bo BHeITHUX M T-cucremax.

[lepeyenb TpeOoOBaHMII K IMPOTPAaMMHOMY UM alllapaTHOMY oO0OecliedeHUIO IIpUBefieH B

nokymenTe « MortOduc Kommiekc cpenictB pa3pabotku (SDK). CuctemHbie TpeGOBaHUSS.
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2 POPMATBI JOKYMEHTOB

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— OTKpBITHE U peflakThpoBaHue daiioB B popmatax DOCX, XLSX, ODT, ODS, XODT,
XODS;

— coxpaHeHMe M3MeHeHuH Jyis ¢aitsioB B popmatax XODT, DOCX, ODT;

— OKCIIOPT JIoKyMeHTa B popmatel PDF/A.
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3 PABOTA C ITAIIKAMU U ®PAVNJTIAMU

HonnepmHBaeMme BO3MO>KHOCTH.

— MeToJI /I7Isl BbI30Ba OKHA BbIbopa ¢aiia Jjisl OTKPBITHS;
— MeToJI /IJIsl BbI30Ba OKHA COXpaHeHHs daia;

— MeTO/J 1JIs1 BbI30Bd OKHA BbIﬁOpa I1aIIKH.
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4 PABOTA C JOKYMEHTOM

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— CO3/1aHHe HOBOT'O TeKCTOBOTO WM TaOJIMIHOTO JJIOKYMEHTa;

— OTKPBITHE CYIIECTBYIOIIEro TeKCTOBOTO WIX TaOJIMYHOTO JOKYMEHTa;
— COXpaHeHHe JIOKyMeHTa;

— DKCTIOPT JIOKYMEHTa;

— yIIpaBJieHHe HaCTPOWKaMH pa3fieioB B JOKyMeHTe;

— JIOCTYTI K KOJUIeKIIMY pa3/ielioB B IOKYMeHTe;

— BO3Bpar pas/iesia IOKyMeHTa, Cojiep Kalliero yKa3aHHbIN OJ10K;

— oIpefieJieHre OpHeHTallu CTPaHUII U pa3/ieioB JOKYMeHTa;

— yCTaHOBKA OpMeHTAIY CTPaHMIIbI WIK pa3fiena;

— BO3BpAT OPHEHTAIlUX CTPAHHUIIbI JIOKYMEHTa;

— MeTOJI /I7Is IOCTYyIIAa K KOJIJIeKIIUM KOJIOHTUTYJIOB B pa3zielie JOKyMeHTa;

— MeToJIbl Jy1s paboThl C PyHKIIMEHN 3alIUThl pparMeHTa JOKyMeHTa.
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5 PABOTA C TEKCTOM

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— JIOCTYII K TeKCTy ab3aria;
— ¢opmaTrpoBaHMe TeKkcTa ab3aria:
® YCTAaHOBKA pa3Mepa LIpUPTa;
" yCTAHOBKA HauepTaHWs WIpUPTa, I[BeTa U GOHA TeKCTa;
" HACTPOUKA BbIpaBHUBAHU;
" yCTAHOBKA MeXX]lyCTPOYHOI'O MHTEpBaJa;
" HACTPOMKA OTCTYIIOB

— BCTABKa U yidJIeHre TeKCTd.
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6 PABOTA CO CIITMCKAMUA

HonnepmHBaeMme BO3MO>KHOCTH.

— npeobpa3oBaHue OJHOIO WIM KOJUIeKIMM abs3aleB B 3JIeMeHThl HyMepOBaHHOIO WIN
MapKUPOBaHHOTO CITUCKa;
— yIpaBjieHHe YPOBHEM BJIOXKeHHOCTH 3JIeMeHTa CITUCKa;

— IoJTy4eHue JI0CTyIa K MHpopManuy ob 35ieMeHTe CIIHCKA.
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7 PABOTA C 3AKJIAIKAMH

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— BCTdBKd 3dKJIdJIKU B YKda3dHHO€ MeCTOIIOJIOKeHHUe;
— YHAdJjieHue 3aKJIa[JKU C 3d/JaHHbIM UMEeHeM;

— IIOMCK 3aKJIaJJKH I10 UMEHH,

— 3aMeHa TeKCTOBOI'0 COOep>KUMOI'0 3aKIdIKH,

— BCTdBKd TeKCTa B 3dK/Id[IKY;

— YyHAdjieHue COAep>KUMOr'0o 3dKJIaIKU;

— IIoJTy49eHHre TeKCTOBOT'O COAEPKUMOTI'O 3dKJIdJIKH;

— BCTaBKa Ta6J'II/IHbI B 3dKJId[IKy.
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8 PABOTA C TABJIMIIAMU B TEKCTE

HOHHQP)KI/IBaeMI)Ie BO3MO>KHOCTH.

— BCTaBKa U ydJieHre Ta6JII/ILII)I;

— BBIOOP pa3Mepa TabIMIIbI U UMEeHU IIPU BCTaBKe;

— BCTaBKa CTPOK U CTOJIOIIOB;

— yZJaJieHWe CTPOK U CTOJIOIIOB;

— ¢popmMaTMpOBaHKe T'PAHMIIBI SSUEMKM WIM JIMalla30Ha syeeK: BCe T'PaHUIbl, HET T'PaHUII,
TOJICTbIe BHeEIIHHe I'PaHWIlbl, BHYyTPeHHHWe I'PdHUIbI, BHYTPeHHSs IOPU30HTA/IbHAA JIMHUA,
BHYTPeHHAs BepTHUKAJIbHAA JIMHW, BOCXOOAIlAdsA OWAl'OHAJIb, JieBasd TI'PdHHIIA, BEpPXHIA
'paHUIIa, IIPpaBasd 'PaHUlld, HUXKHAA I'PAHUIA, HUCXOOAlad AWalrOHaJlb,

— U3MeHeHHe TUIla JINHUU,

— M3MeHeHHe IBeTd I'PaHUI];

— dbopMaTUpOBaHHUe COJIEPXKUMOTO sTUeeK WM JUara3oHa syeek;

— M3MeHeHHe I1BeTa 3aJIMBKU sS9eek B Tabuile;

— 'OPU30HTAJIbHOE BbIPABHHBdHHE TEKCTa B sSJeliKke IIo JIeBOMY Kpalo, II0 HOeHTpy, IIo
MPaBOMY Kpalo U T10 IIUPHHEe STYeKY;

— BepTHKaJIbHOe BbIpaBHMBAHKeE TeKCTa B siYeiikaX TaOJIUIbl: 110 BepXHEMY Kpalo, 10 IIeHTPY
Y 110 HWKHEeMY Kpalo;

— otobpakeHre GOpMaTUPOBAHUS TIOBEPHYTOrO TEKCTa B sTYeHKaX;

— oObeTMHeHre U pa3JieieHre sueek;

— pabota ¢ TabauIamMu B KOJIOHTUTYJIAX;

— JleJleHHe STYerKU Ta6JII/IHbI 110 BePTHUKaJI1 WUIIKN TOPHU30HTAJIN.
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9 PABOTA CO CBOJHBIMU TABJIMITAMMU

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— oTobpa)keHue CBOAHBIX TabJIuII;

— yIlaJleHHe CBO/THOU TaOJIUIThI IIEJTUKOM;

— obHOBIIeHUE JAdHHBIX CBOHHOﬁ TaGJII/IHI)I;

— npuMeHeHre GUILTPOB K JIAHHBIM CBO/THOM TabOJIUIIbI;

— CTaTyCHbIe yBeJIoMJIeHUs 00 olepaliysx C JJAHHBIMU CBOJHOM TaOJIUIIbI;

— yBeaoMJIeHHd TIPpY BO3HMKHOBEHHHU CJIeYIOIIUX OIIIMOOK: MUCTOYHUK JAdHHBIX He H&I:I)IGH,

HNCTOYHUK [OAHHBIX COIEpPXXHWUT TOJIbKO OJHY CTPOKY, IIpU OOHOBJIGHUM WIHM W3MEeHeHUH

CBOJIHOM TabJIUITBI B IIePBOY CTPOKEe UCTOYHMKA JJAHHBIX 0OHAPY>KeHBI ITyCThle STYeHKY;

— OOHOBJICHHE BBIYHUCISIEMBIX MOJIeH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'UW», 2013-2024

13



10 PABOTA C JIMCTAMMU TABJIMYHOI'O JOKYMEHTA

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— BCTaBKa HOBBIX JINCTOB U UX y/IaJIeHHUE;
— CKpBbITHE U 0TOOpaXkeHue JINCTOB;

— W3MeHeHue Ha3BaHMS JIUCTA TaOJIUIIbI;

— co3fjaHMe NyOsrKaTa JIMcTa Tabuib;

— U3MeHeHUe TI0JI0XKeHUsI JIUCTa;

— I[epeMellleHue JINCTa B HAYaJlo WIK KOHell CITUCKa;

— dBTOMdTH4YeCKOe 3daII0JIHeHHe g49eeK JIMCTA.
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11 PABOTA C SYEMKAMMU TABJIAIILI

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— JOCTYII K 3HAUYEeHUIO STYeUKH;
— ¢popmMaTHpOBaHKe COJIEPKUMOTO STYeHKHU:
® yCTAHOBKA THUIIA STYEHKU;
® yCTaHOBKA ¢opmMaTa 3Ha4eHUS;
® YCTAaHOBKA pa3Mepa LIpUQPTa;
® YCTAaHOBKA HauepTaHMs MPUPTa, [1BeTa U GOHA TEeKCTa;
" HACTPOUKA BbIpaBHUBAHU;
® HACTPOMKA OTCTYIIOB
— OYMCTKA JAaHHBbIX SYEeMKHU;
— MeTOJ1 JIsl AOCTYIIa K HACTPOMKaM pOpPMaTUPOBAHHUS COJIEPKHUMOIO STYeUKY;
— HOJiIepKKa UMEHOBAHHBIX JUAIla30HOB;

— MeTOoJ Id yAaJIeHHs 3aJaHHOT'O KOJINYeCTBd CMMBOJIOB CJjieBa OT ITIO3UIIWH;

— MeTOoJ I yAaJIeHHs 3aJaHHOT'O KOJINYeCTBd CMUMBOJIOB CITPABd OT IIO3HWIHH.
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12 PABOTA C JUATPAMMAMMU

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— I[epedurciieHre CIIMCKa JUarpaMMm;

— YCTAHOBKAa THIId AUAT'PaMMBbI;

— [epeMenieHue IuarpaMmal Ha JINCTE;

— W3MeHeHHe TUIld TUaI'PdMMBI,

— U3MeHeHHe 00J1aCTH HNCXOOHbIX NAHHbIX NUAI'PAMMEBI,
— M3MeHeHHe pa3MepoOB JUdI'PAMMBbI;

— BCTABKa JHUAI'PaAMM,

— W3MeHeHHe [1alla30Ha JdHHbIX JUdI'PAMMBI,

— M3MeHeHHe 3daI0JIOBKA AUarpdMMBbI;

— M3MeHeHHe HallpaBJIeHWs PAO0B JaHHBIX;

— BO3MOKHOCTD YKa3dTb OIdHHbIE JJId IOAIINMCH Ha KOOPDAWHATHBIX OCHX.
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13 PABOTA C U30BPATKEHUSAMUA

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— BCTaBKa U300pakeHul B TEKCTOBBIM JIOKyMEHT;

— nepevyucieHre n3o06pakeHuH B JIOKYMEHTE;

— U3MeHeHHe PACIoJIoXKeHUs] U300pakeHnH;

— obTekaHue M300pa’keHUI: B TEKCTe, BOKPYT paMKH, CBepPXy U CHH3Y, 32 TEKCTOM U Tepe]
TEeKCTOM,;

— M3MeHeHUe MaclliTaba n3obpaxkeHusl.
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14 TIOJJEPKKA MAKPOKOMAH/]]

HonnepmHBaeMme BO3MO>KHOCTH.

— AOCTYII K CIIMCKY MdKPOKOMAaH/] B TOKYMEHTe;
- )IOG&BJIQHI/IQ B IOKYMEHT MdKPOKOMaH/IbI C 3aIdHHBIM UMEHEM U TEKCTOM;
— HUCIIOJTHeHHe MdKPOKOMaH/IbI;

— YHdaJieHhe MdaKpPOKOMdH/bI.
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MownOdomc

15 IIOUCK

HO)I)Iep)KI/IBHEMI)Ie BO3MO>KHOCTH.

— IIOMCK BO BCEM JIOKYMEHTE;
— IIOCHK B OTAeJIbHBIX 6y10Kax JOKYMEHTa,

— IIOHCK B Taﬁnuax U STYerKax.
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16 PEXXMM PEIIEH3MPOBAHUA

Honnepnﬂ/IBaeMme BO3MO>KHOCTH.

— AOCTyIl KO BCeéM BHECEHHbIM HU3MEHEHUSIM U I/IHq)OpMaLII/II/I O KOHKPETHOM H3MEHEeHHH,
BKJIIOYasd THUII U3MeHeHUs, aBTOpd U JIaTy BHEeCeHHs U3MeHEeHU s,

— BO3MOXHOCTb BKIIIOYWTH WJIM BBIKIIIOUYUTDL pPEXHWM peleH3MPOBAHHA JOKYMEeHTd, a4 TaKXKe

ITPOBEPUTH ero TeKyIIee COCTOsSIHHUE.
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MonOdoumc

17 CPABHEHHME JOKYMEHTOB

HOH}Iep)KI/IBHEMbIe BO3MO>KHOCTH.

— amdgHye [BYX JOKYMEeHTOB C IIOCJIeAYIOIIKUM OIlpelie/IeHrneM paannqm?l MeXxay Hux

COIepPXKUMBIM;
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MonOdoumc

18 IIEYATH JOKYMEHTA

HOH}Iep)KI/IBHEMbIe BO3MO>KHOCTH.

- BbI60p HACTPOeK I1e4aTHh NOKYMEHTA;
— [1e4aTb NOKYMEHTA;

— IevaTthb JOKyMeHTa B ¢aiin B popmate PDF;
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