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Bce ynoMsHyTbIe B 3TOM JIOKyMeHTe Ha3BaHUS MTPOAYKTOB, JIOTOTHUIIBI, TOPTOBbIE MapKH U
TOBApHbBIE 3HAKW MTPUHAIIeXAT UX BIIa/ieJbIlaM.

Tosapuble 3Haku «MoitOducy u «MyOffice» npunamiexxatr OO0 «HOBbBIE OBJIAYHBIE
TEXHOJIOTHW».

Hu mipu kakuX 0OCTOSITeNTbCTBAX HeJb3sl UCTOJIKOBLIBATH JIFO00E COMIepKUMOe HACTOSIIEro
JOKYMEHTa Kak MpsSMoe WIIM KOCBEHHOe Tpe/IoCTaBJIeHre JIMIeH3WH WM TTpaBa Ha HCIIOJIb30BaHUE
TOBApPHBIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB OOCTYyXXMBaHUS, TPUBEJEHHLIX B HeM. JIioboe
HEeCAHKIIMOHHWPOBAHHOE HCIIOJIb30BAHME OJTHX TOBAPHLIX 3HAKOB, JIOTOTHUIIOB WJIIM 3HAKOB

O6CJ'IY)KI/IBEIHI/IH 0e3 TMCbMEeHHOT'0 pa3pelieHnusa nx HpaBOO6HaI[aTeJ'I$I CTPOI'0O 3dllpenieHo.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 3



COJEPKAHUE

| RCAA o) 7 (@ 6] % (ol = o > SRRSO 5
| 4 02 (=) 0100 1<) Z (RSOOSR PO PPPPPO 5
1.2 PABOTA C JTOKYMEHTOM .....vveiiuirieiuieeeasteeesstesessseeeastessassessassessasseesanseessseesneeesaneeesabeeesnbeeesnneesnnneas 5
G TR0 =117 550 25 T 5
) 11y 0) S ST TP P PSPPSR 6
| ISR 1 0007 (0 0 % G =1 (=) - PSS 6
G 1 =3 - s SR 7
|G ] 203 1 (0] o 1 NPT OTRRROPRPPR 7
| T 00 040132 TSROSO 7

AR 0) 2 (@ Li0) % (ol I (0017 01 €= ) O PP PTPPRPTPP 8
B B 2 <) 071 1<) (o PSPPSR ORTPRPTP 8
B 0§y 0) 2 (PP PT TP 8
G T o) 11 24 % S PSPPSRI 9
P N 0037 (03 0 7 e 1 (=) - SRR 9
o B L - & 2SR 9
BT ) ) 1 () 1 PO PP PRSPPI 9
A O} 140132 E PSRRI 10

CIRCANY o) 7 (@ T62) % (ol B §Tcic =i c s 111762 1 SRS RTRTPIN 11
T B 22 <) 0701 1<) (o ST EPPOTRPP TP PP 11
IV o (T v: Mol (0)247 Y (53 £ 1 X0 ) ST ST PP PR 11
TG 2 ) ) 1 () 1 PPN 11
G TR 1 =L - o 2SR 11
0T 05 14521 3 - TP PR PR 11

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 4



1 <MOUOPUC TEKCT»

1.1 UnTepdeiic

H3menenus B uHTepdeiice NpuiioKeHUs:

— I1pu pabore ¢ purypoii Ha MaHeI UHCTPYMEHTOB, B KOMaHIHOM MeHIO, B KOHTEKCTHOM MEHIO
paspeliieHbl YIIpaBJISOIIMe 3JIeMeHThl U KOMaH/[Ibl, CBSI3aHHbIEe C M3MeHeHHeM I[BeTa 3aJIMBKH,
HACTPOWKY I'PaHUI], U3MEHeHUs pa3MepoB GUTYPHI.

— [Ipu pabore c ¢purypoit Ha naHeiau UHCTPYMEHTOB, B KOMaHJJHOM MeHIO, B KOHTEeKCTHOM MeHIO
paspeliieHbl YIIPABJISIONIe 3JIeMeHThl U KOMaH/Ibl, OTHOCSIIHECS K paboTe C TeKCTOM.

— Ha maHenu WHCTPYMEHTOB MOSIBUJIACh KHOIIKA ISl aBTOMATHYeCKOr0 M3MeHeHMs! pa3MepoB
$uUrypsl OJ1 TEKCTOBOE COJIEP>KUMOE.

— Ha maHenu HWHCTPYMEHTOB M B KOHTEKCTHOM MeHIO TabiuIel jobOaBjeHa KHOMKA IJis
yTIpaBJIeHUs! CBOMCTBAMH TaOJIUIIBI.

— Ha BobiaBuraroieiicss maHenu CBOWCTB TabiMIlbl A0OaBiIeHbl WHCTPYMEHTBI Uil HAaCTPOMKHU
o0TekaHUs TEKCTOM TaOJIUIIBL.

— M3menuioch oTobpaskeHue Kypcopa Ipu paboTe ¢ purypamu.

— V3MeHMI0Ch OKHO HACTPOEK TeyYaTH JOKYMeHTa.
1.2 PaboTa c mokymeHTOM

HoBble BO3MOKHOCTH:
— OGHOBJIEH BUJI Kypcopa B 3aBUCUMOCTH OT 00BeKTa, HaJl KOTOPhIM OH HaXxoauTcs. Mcnomnbiyercs
TP BHUJa Kypcopa:
" 110 YMOJTYAHHIO, TP OTCYTCTBHUU OOBEKTA MO KyPCOPOM;
® TeKCTOBBIW, IIPU MePeKII0YeHUH B PeXXUM PeIaKTUPOBAHUS TEKCTa;

® KypCOp IIpH HaBeleHUH Ha QUI'YPY U IIpY IlepeTaCKuBaHUU QUTYPHI.

1.3 Taome1

HoBrblIe B03MOKHOCTH:

— JJobaBiieHa BO3MOXHOCTbL OOTeKaHWs TeKCToM Tabmuiibl. O6TekaeMbld TeKCT HaXOOUTCS Ha
3a/ITaHHOM PACCTOSIHUH OT I'PAHMI] TaOJIUITHI.

— B mpaByto nmanesnb fo6aBiieH [uaor Ajis HaCTPOMKYA 00TeKaHus TeKCTOM TabIuIl.

— B xomaniHOe MeHI0 fjo0aBJieHa KHOIKA JIJIsl YIIpPaBJieHusl CBOMCTBAMHU TaOIMITHI.

— B xoHTeKCTHOE MeHI0 J106aByieHa KOMaH/ia ISl yIIpaBJIeHUs! CBOMCTBaMM TabJIMUIThI.

(@)
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Orpannyenust:

— He peanuzoBana nojjiepkka Tabiuil ¢ 00TekaHueM B KOJIOHTUTYJIAX.

— IIpy BKIIIOUEHUH/BBIKIIIOUEHUN pexrMa «BKIounTh oOTekaHwe TeKCTOM» 3Ha4yeHHUs IoJied
OTCTYIIOB TepsItOTCSL.

— He peanu3oBaH BBOJ YMCJIOBBIX I10JIEH IO MacKe.

— Uxkonka c npeaynpexieHrueM 0 TOM, YTO Tabyuila He IOMEeCTUTCS Ha CTpaHHUIly, He paboTaeT B
city4yae o0TeKaeMOW TaOIUIbI.

— He peanuzoBan BBIOOp CTPOK U sideek BHYTPU TabOIMIbI C oOTekaHWeM, Hejb3sl BbIJEISITh

TabJIMIly BMeCTe C IPyTUMH 00BeKTaMH.

1.4 Purypsl

HoBbie BO3MOXKHOCTH:

— JlobaBiieHa BO3MOXXHOCTb 3aJjaBaTh GOpMaTUpPOBaHUe U pa3Mep GUTyp U TeKCTOBBIX OJIOKOB.

— JlobaBjieHa BO3MOXKHOCTb 33/]aBaTh I1BeT 3aIMBKU QUI'YPHI.

— Jlo6aBiieHa BO3MOXKHOCTb HACTPOWKH I'paHuI] GUI'YPHI: IBET, TOJIIMHA, TUII JIMHUH.

— JlobaBsieHa BO3MO>XHOCTb U3MeHeHMsl pa3MepoB UTYPHI.

— JlobaByieHa BO3MOXKHOCTh peJJaKTHpOBaHHWs TekcTa BHyTpu ¢uryp. [Ipu pabore c durypon
yIpaBJSIOIIMe 3JIeMeHThl Ul peNaKTHPOBaHMUs TeKCTa OCTAaroTCs akTUBHBIMU. Ecimm ¢okyc
yCTaHOBJIeH Ha ¢uUrype, ojb30BaTellb UMeeT BO3MOXHOCTb HabUPpaTh TeKCT.

— Jl1st paboThI € TeKCTOM GUTYPbI OOHOBJIEHBI TyJI0ap, OKHO BCTABKH, @ Tak)Xe KOHTEKCTHOe MeHIO.

- HO6HBJ’I€Ha BO3MO>XHOCTBb dBTOMATHN4eCKOI'O N3MeHeHH S BBICOTEL Cl)I/Il"ypr 100 TEeKCT.

Orpanuyenus:
— WameHeHue BbICOTHI GUTYPHI 110J] TEKCT KOPPEKTHO paboTaeT TOJIbKO B MPSIMOYTOJIbHUKAX.

— Uamenenue BbICOTHI QUTYPHI 11OJ] TEKCT He paboTaeT /i TPyIIOBLIX GUTYD.
1.5 ITouck u 3ameHna

HoBrle BO3MOXKHOCTH:
— B pexxume npocmoTpa JoKyMeHTa [0 YMOJTYaHUIO BKITFOUEeHA BO3MOXKHOCTb ITOKCKa.
Orpanuuenust:

— Ecnu konmrdectBo pesynbraTtoB moucka oosbirie 100, oTobpaskaercs Tekct «Pesymbrat: 100+,
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1.6 IleuaTn

HoBbie BO3MOXKHOCTH:
— OOHOBJIEH MexXaHW3M TevYaTh, 00eCcriedYMBarOIUi MTOJTHOIeHHYIO ITeYaTh JIOKYMEeHTOB 0e3 moTepu
0OBEeKTOB.

— OGHOBJIEHO IMAJIOrOBOE OKHO ITe4aTy JOKyMeHTOB.
1.7 OxcmopT

HoBbie BO3MOXKHOCTH:
— JlobaBiieHa BO3MOXKHOCTh CkaurBaHus ¢aiiia B popmare XO B pexxuMe IPOCMOTpa.
— JlobaBjieHa BO3MOXXHOCTb ckaurBaHus ¢aitia B popmare X O B pexxruMe peJlakKTHPOBaHUSI.

— JlobaBsieHa BO3MOXXHOCTb coxpaHeHus ¢aina (Save As) B popmat XO.
1.8 CopaBka

O6HOoBJIEHa cripaBKa 0 paboTe NMPUIOXKeHWsI B COOTBETCTBUM C Bepcueit 2.8.
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2 «<MONOPUC TABJIULIA»

2.1 UnTepdeiic

H3menenus B uHTepdeiice NpuiioKeHUs:

— [Ipu pabore c ¢urypoit Ha naHeiau UHCTPYMEHTOB, B KOMaHJHOM MeHIO, B KOHTEeKCTHOM MeHIO
paspellieHbl yIPaBJISIIOIIMe 3/1eMeHThl U KOMaH/[Ibl, CBs3aHHble C M3MeHeHMeM I[BeTa 3aJIMBKH,
HaCTPOMKM I'PaHUIl, U3MeHeHUs Pa3MepoB QUI'YPHI.

— ITpu pabore ¢ ¢urypoii Ha naHeaIu UHCTPYMEHTOB, B KOMaHIHOM MeHIO, B KOHTEKCTHOM MeHIO
paspellieHb! YIIpaBJISIOIIe 3JIleMeHThbl U KOMaH/Ibl, OTHOCSIIMeCs K paboTe C TeKCTOM.

— Ha naHenu WMHCTpyMeHTOB NOSIBUJIaCh KHOIIKA Il aBTOMaTHMYeCKOro H3MeHeHMs pa3MepoB
burypel 1oJl TEeKCTOBOe COJIepXKUMOe.

— U3menwuicsa nuanor popMHUpOBaHUS CCHUIOK, J100aBjleHa BO3MOXKHOCTb YCTaHOBUTBH CCBIJIKY Ha
JIUCT TaOJIUIIBL.

— Mi3MeHUIIO0Ch OKHO HACTPOeK Ie4aTH JOKyMeHTa.
2.2 durypsl

HogBrblie BO3MOKHOCTH:

— JlobaBsieHa BO3MOXHOCTb 3aJjlaBaTh GOpMaTUPOBaHUe U pa3Mep GUTyD U TEKCTOBBIX OJIOKOB.

— JlobaBsieHa BO3MOXKHOCTb 33]aBaTh I1BeT 3aIMBKU QUI'YPHI.

— Jlo6aBiieHa BO3MOXKHOCTb HACTPOWKU I'PaHUI] GUIYPBI: [IBET, TOJIIMHA, TUII JIMHUN.

— JlobaBsieHa BO3MO>XXHOCTb U3MeHeHMsl pa3MepoB QUIYPHL.

— JlobaByieHa BO3MOXKHOCTb pelJaKTHpOBaHHWs TekcTa BHyTpu ¢uryp. [Ipu pabore c durypon
yIpaBJISIOIIMe 3JIEMEHTBl Il PeaKTUPOBAHUs TeKCTa OCTAlOTCS aKTUBHBIMHU. Ecmm ¢okyc
yCTaHOBJIeH Ha ¢urype, ojab30BaTellb UMeeT BO3MOXXHOCTb HabUpaTh TeKCT.

— Jlnst paboThl € TeKCTOM GUT'Yphl OOHOBJIEHBI TYJI0ap, OKHO BCTaBKH, a TakXe KOHTeKCTHOe MeHI0.

- H06aBneHa BO3MO>XHOCTBb dBTOMATHU4YeCKOI'O N3MeHEeHH S BBICOTEIL Cl)I/IprI)I 100 TEKCT.

Orpannuenus:

— HM3MeHeHue BbICOTHI GUTYPBI TTOJ] TEKCT KOPPEKTHO paboTaeT TOIbKO B MPSIMOYTOJIbHUKAX.

— HM3meHeHue BbICOTHI GUTYPHI TIOJ] TEKCT He paboTaeT Jijis TPYNIIOBbIX GUTYP.

— He Bumen kypcop kosuiaboparopa BHYTpU GUIyphl, BblOpaHHas KoJilabopaTopoM o00/1acTb
OTPHCOBBIBAETCS, KaK BbIOOP TeKYIIero moJjib30BaTetsl.

— OrpanunyeHus B pelakKTUPOBAHUM TUIIEPCCHUIOK BHYTPH QUTYP.

— He pabotaet nouck 1o Tekcry B purypax.
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— [Ipy nHamuuuu O6onbIIOTO KOJMYecTBa TIpaduky Ha JMcTe OyleT OLIyHaTbCs IpocagKa
IIPOM3BOJUTEIbHOCTH.

— OTK/II04YeHO peJJaKkTHpOBaHMe TeKCTa BHYTPU I10BEPHYTHIX QUTYP.

— JIJI IOKYyMeHTOB B peXXrMe IIPOCMOTpA Bbl/lelleHHe TeKCTa BHYTpU GUIyp Ha JaHHBIA MOMEHT

He paboTaer.

2.3 CcpLiIKn

HoBbie BO3MOXKHOCTH:
— JlobaBiieHa nojiiepKa IMIepcChbIOK Ha JIMCThI TaOJIMYHOTO AOKYMeHTa. [1pyu co3manum cchuiku

I10JIB30BAaTe/Ib UMeeT BO3MO>XHOCTb BbI6paTb JIMCT TeKyliero 10KyMeHTd.

Orpannuenus:
— Het coobiienyst 0 HeBO3MOXXHOCTH I1epexoa 10 CChIJIKe Ha CKPBITHIMN JIUCT.
— ITpu co3paHuy CCBITIKM Ha JIMCT MOXKHO MCIIOJIb30BaTh TOJIBKO BhINAfAONMK ciircok. Her BBoza

TeKCTa U [IOUCKA 10 UMEHHU.
2.4 ITouck u 3aMeHa

HoBble BO3MOKHOCTH:

— B pexxuime mpocMOTpa JIOKYMeHTa 110 yMOJIYaHUIO BKJIIOUeHA BO3MOXKHOCTD ITOMCKa.
Orpannyenust:

— Ecnu B sidelike TabIUITBI HECKOJIBKO Pe3ysIbTaTOB TOMCKA, TO OHU OYAYT CUUTATHCS KaK OJIMH.

— Ecimu xonnuecTtBO pe3ynbraToB noucka bosbiie 100, orobpakaercs TekcT «Pesympratr: 100+».
2.5 IleuaTsb

HoBrbIe B03MOKHOCTH:
— O0OHOBJIEH MexaHW3M MevYaTH, 00ecreYrBaloIMi MMOJTHOIeHHYIO ITeyaTh JIOKYMEeHTOB 0e3 moTepu
0OLeKTOB.

— O0GHOBJIEHO IMAJIOTOBOE OKHO ITeyaTH JOKYMEeHTOB.

Orpannuenus:

— JloKyMeHTBI B TaOJIMYHOM peIaKTOpe MedaTaroTcsl 6e3 CeTKU M0 YMOJTYaHHUIO.
2.6 OxcopTt

HoBble B0O3MOKHOCTH:

— JlobaBiieHa BO3MOXXHOCTh CkaurBaHus ¢aiiia B popmare XO B pexxuMe IIPOCMOTpa.
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MonOdumc

— JlobaBiieHa BO3MO>XKHOCTh CkaurBaHus ¢aiiia B popmare XO B pexkuMe peJaKTUPOBAHUSI.

— JlobaByieHa BO3MOXXHOCTb coxpaHeHus daita (Save As) B dopmar XO.

2.7 CnpaBka

O6HOBJIeHa crTpaBKa 0 paboTe MPUJIOXKEHWs] B COOTBETCTBUM C Bepcueit 2.8.
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3 «<MOHOPUC ITPE3EHTAIIVSA»

3.1 UnTepdeiic

H3menenus B uHTepdeiice NpuiioKeHUs:
— U3menunock otobpakeHue Kypcopa pu pabote ¢ GpuUrypamu.

— M3MeHMIIOCh OKHO HACTPOEeK MeyaTH JIOKyMeHTa.
3.2 Pabora c J0KyMeHTOM

HoBrbIe B03MO0KHOCTH:
— O6HOBJIEH BU KypCcopa B 3aBUCUMOCTU OT 06beKTa, HaJl KOTOPbIM OH HaxoauTcs. Mcnomnb3yercs
TPHY BUJIA Kypcopa:
® 110 YMOJIYAHUIO, TP OTCYTCTBHUU 0OBEKTa O] KYpCOPOM;
® TeKCTOBBIW, IPH MEPEeKJII0UeHUH B PeXXUM PeIaKTUPOBAHMSI TEKCTa;

® KypCOp IIpH HaBeleHUH Ha GUI'YPY U IIpY llepeTaCKUBaHUU QUTYPHI.

3.3 OkcnopT

HoBbie BO3MOXKHOCTH:
— JlobaBiieHa BO3MOXKHOCTh CkaurBaHus ¢aiiia B popmare XO B pexxuMe IIPOCMOTpa.
— JlobaBjieHa BO3MOXXHOCTb ckaurBaHus ¢aitia B popmare XO B pexxruMe peJlakKTHPOBaHUSI.

— JlobaBiieHa BO3MO>XXHOCTb coxpaHeHus ¢aina (Save As) B popmat XO.
3.4 Ileuarn

HoBrbIe B03MOKHOCTH:
— O0OHOBJIEH MexaHW3M MevYaTH, 00ecreYrBaloIMi MMOJTHOIeHHYIO ITeyaTh JIOKYMEeHTOB 0e3 moTepu
0OLeKTOB.

— O0GHOBJIEHO IMAJIOTOBOE OKHO ITeyaTH JOKYMEeHTOB.
3.5 CopaBka

O6HOoBJIEHa cripaBKa 0 paboTe MPUIOXKeHHWsI B COOTBETCTBUM C Bepcueit 2.8.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT W », 2013-2024 11



	Содержание
	«МойОфис Текст»
	Интерфейс
	Работа с документом
	Таблицы
	Фигуры
	Поиск и замена
	Печать
	Экспорт
	Справка

	«МойОфис Таблица»
	Интерфейс
	Фигуры
	Ссылки
	Поиск и замена
	Печать
	Экспорт
	Справка

	«МойОфис Презентация»
	Интерфейс
	Работа с документом
	Экспорт
	Печать
	Справка


