Editorul de texte
Microsoft WORD
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> Salvarea documentelor
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> Lucrul cu hyperlink-uri
o Listare

» Elemente de baza in Word
> Crearea unui document nou
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Cuprins

» Lucrul in Word

o

[e]

o

Modificarea formatului paginii
Lucrul cu imagini

Lucrul pe coloane si ordonarea
Header-e si footer-e

Tabele

Grafice SmartArt

Utilizarea indentarilor si a tab-ului
Aplicarea de stiluri si teme
Editarea ecuatiilor




Introducere in Word

Autori: Bogdan Gherman, Calin Vaida, Doina Pisla
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Mediul de lucru

The Ribbon
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Mediul Word cuprinde:

Butonul Microsoft Office

Bara de comenzi rapide (Quick Access Toolbar)
The ribbon (meniul interactiv)




Mediul de lucru
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Mediul de lucru

Bara de comenzi rapide (Quick Access Toolbar)
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Mediul de lucru
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1) Tabs (meniuri principale) - cuprind colectii de functii
pentru o anumita activitate

2) Groups (grupuri) - seturi de comenzi inrudite,
reprezentate cu elemente vizuale pentru acces rapid

3) Comenzile - sunt aranjate in grupuri. Ele cuprind,
butoane, meniuri sau casute de text (textbox).



Setari de baza pentru text

[ e e e e e Inserare

- Stergere

T Selectare

: Copy / Paste
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Acesta-este-un-texty e Insert Page Layout
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Clipboard M= !l_ Font

Copy (Ctrl+C)

Copy the selection and put it on
the Clipboard.




Salvarea documentelor

@Hﬂvuﬂ : Eiﬂq'uﬂ;
[t Recent Documents j Save a copy of the document
1 testcodes i_:.‘ = Word Document

- E Save the document in the default file

> Open 2 Cowver Letter Open farmat. Q-
o 3 Printing w | Word Template
‘ | I Save 5 Save the document as a template that can
‘ﬁ Save As B |

be used to format future documents.

Word 97-2003 Document

Save a copy of the dooument that is fully
compatible with Word 97 -2003.

=]
oint b Q PDF of XPS
B

Save As | B

Publish a copy of the document as a PDF or
XPS file,

Other Formats

Open the Save As dialog box to select from
all possible file types.

Prepare *

@ @ AL G

Send bk

* doc versus *.docx




Corectarea textului introdus

CDCEECERL

Home Insert Page L

Ay & Research [~

O Thesaurus B =
l'i, Translate ﬁ Com
Proofing

Spelling &

Grawar

Spelling & Grammar (F7)

Check the spelling and grammar of
text in the document.

&= Microsott

TAB: Review

Download Center

Products Categories

Security

Support

Shop

ﬂ Microsoft Office Proofing Tools 2007/ Service Pack 2

(SP2)

Select Language:

Romanian

Service Pack 2 prg
Proofing Tools 20

@ Details

Partuguese (Portugal)
@ System Requi Romanian

@ Install Instruction

Hebrew

Hindi

Hungarian

Italian

Japanese

Kazakh

Kaorean

Latvian

Lithuanian
Morwegian (Bokmal)
Polish

Portuguese (Brazil)

Russian
Serbian (Latin)
Slovak
Slovenian
Spanish
Swedish

m

ites to Microsoft Office

Fi




Lucrul cu hyperlink-uri

TAB: 77?
15 View Add-Ins
E_.,I*ly'peri
féﬂw,,,&;k j J Hyperlink-ul se poate defini ca un
) Cross-reference il text sau o imagine intr-un document
Links Header & Fox electronic care poate conecta

utilizatorii la o alta portiune a

| Insert Hyperlink (Ctrl+K) _ _
documentului sau la o lata pagina

Create a link to a Web page, a .

picture, an e-mail address, or a web. De asemenea, se poate folosi

program. . . .
pentru a deschide clientul de mail.

&4 Press F1 for more help.




Lucrul cu hyperlink-uri

y =
Insert Hyperlink M

Link to: Text to display: | | SaeenTip...
i s = =
Egisﬁr@ile - Look in: ’ | My Documents El
Web Page . 3DMark 11 - Beokmark...
Current |, Corel
& Falder | I FIFA 11 ﬁ Target Frame...
Place in This W FIFA 12
Document Browsed | . MATLAB
Pages | || My Palettes
¥R | My Received Files
Create New Recent | Outlook Files
Document Files . pm_api
|, print_submit =
Address: || IZI
E-mail Address

Sincerely,

Jane Doe

*’anedoe@mzemail.com

My Portfolio




Listare

eg'

Z L
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Qpen

Save

Save As

Print

Prepare

Send

Publish

Close

b

Preview and print the decument

4_b Print

T Select a printer, number of copies, and
other printing options before printing.

gvi Quick Print
L Send the document directly to the default
printer without making changes.

Print Preview

Preview and make changes to pages before
printing.

| 2] Word Options ] {X Exit Word

s

g NRG MP 2000L Properties

S

Setup | Paper | Advanced | Print Qualty |

Copies:
(I
— Duplex
~ of
" @pentoLeft
" @pentoTop

" Magazine
" Booklet

Restare !efaultsl

— Orientation
' Partrait

" Landscape

— Layout

|1 Page per Sheet ZI

Fage Brder |

IDpen to Left

;I ™" Draw Frame Border

[ ok || cancel || Hep




Elemente de baza in Word
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Crearea unui document nou

Templates ha l |m
[ ‘Blank and recent ]
Installed Templates Blank and recent

[ >

ky templates...

New from existing...

1111

Microsoft Office Online

Featured

Agendas

Award certificates

Brochures Newsletter

o] —
Budgets : _ =
Business cards R ':

- w:
Calendars e
Contracts —— .
Newsletter wizard Equity Resume

Diagrams
Envelopes

Expense reports _|': ‘\
— I _L A




Formatarea textului
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Alegerea dimensiunii textului
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Paste
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Clipboard ™

| Home | Insert Page Layout References

Flyer

Mailings

Lucida Calligraphy Bz& - |;.f A’||%\ |EEZ* iE:-
.

Theme Fonts

Camhbria {Headings)
Calibri {Body)
Recently Used Fonts
T Arial

i Luctda Calligraphy

T Lucida Hoandwriting
T Eras Medium ITC

T Garamond

T Times New Roman
All Fonts

T Agency M
& Albertus MT

Alegerea Fontului

i

und

AN




Formatarea textului

Page Layout

References

Mailings Review

Vie
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ST . Automatic l
Theme Colors
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Standard Colors

Second Anm = mEEEEfQ
Recent Colors

Breaj ) More Colors... |, _5
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Alegerea culorii textului
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Home Insert Page Layout References
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J
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Calibri
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Font L |

Bold (Ctrl+B)

Make the selected text bold.

r_

g

Utilizarea comenzilor Bold,
/talic si Underline




Formatarea textului

e Insert Fage Layout References Mailings Mailings Review View Add-Ins

Calibri -l - |A *|| | T — :
i= - 8= - |2 4|24 9| | aapocene
B I U -aex, X Aa||%- A-| |E== :
= == | t=- - T
Font Sentence case, |ﬁ|5 = Elll@ = | } T Normal

lowercase l Paragraph n J

UPPERCASE
[ Align Text Left (Ctri+L)
Capitalize Each Word
Align text to the left,
tOGGLE cASE

Modul de scriere al cuvintelor Alinierea textului in pagina




Lucrul cu textbox-uri

j J IL & Quick Parts - | % Signature Line = || JT Equation
= L # ) wordart - (5], Date & Time £ symbol *
Footer Page Tedt | = i

»  Number~ || Box~ |25 Drop Cap~ Mg Object -

ader &

Built-In
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Simple Text Box

Alphabet Quote

Alphabet Sidebar

Annual Quote
Diraw Text Box

=

Annual Sidebar

Austere Quote

Pentru scoaterea in
evidenta a unei portiuni
de text, cu diferite efecte
vizuale se poate folosi
optiunea de Text Box.



Lucrul cu textbox-uri

Flyer [Compatibility Mode] - Microsoft Word Text Box Tools
Page Layout References Mailings Review View Add-Ins Format
3 shape Fill = | l il = ]
. . . ~ | 7 Shape Outline - L2 O
_ Shadow 0 3-D Paosition
™ LY change Shape ~ || Efects = i Effects= | =
Text Box Styles [ Shadow Effects

Definirea stilului de lucru

!{”?5, \id -0 A3 )= Flyer [Compatibility Mode] - Microsoft Word
~ - Home Insert Page Layout References Mailings Review View Add-Ins
A—| 25 Text Direction 2 shape Fill = |:| ml
&2 Create Link . . . - [ shape Outline - +|_:| % E_‘_,,
forta;.:jx 3':: Ereak Link — ]| L_l? Change Shape - éﬂiiﬂ L,
Text | Text Box SWIER | Shadow Effects
| More

Choose an overall visual style for
the text box.

Alegerea unui nou stil, cu
previzualizare in timp real




Lucrul cu textbox-uri

Page Layout & Mailings Review  View Addns
[ beerne] | )| o
U O I Tomeco o%a
H EEENEN o,
Text Box Styles I ‘ﬁ Effects
Standard Colors
N EEEEN
Mo Fill
i8  More Fill Colars...
SEQ@ peure.. UNDRZ
E Gradient »
=

Breas® .. T AN

Alegerea fundalului (culoare simpla, gadiente, texturi,
imagini externe)




Lucrul cu text

Page Layout References Mailings Review

View
by shape Fill - ( I
.J . . : |D) Shape —

box-uri

Theme Colors %
Text Box Styles H EEETENR

All Presenters pleas

All Media Personne| Standard Colors
] EEEEE

Mo Cutline

:% | Mare Qutline Caolars..

Alegerea conturului textbox-

||Ii||||||

Add-Ins Format
Hg L,
3-D Position
¥ Effecis = & [
fv Effects
i8€ area.
BallroomF.
ului




Lucrul cu textbox-uri

atibility Mode] - Microsoft Word

Mailings Review View Add-Ins
. b3 shape Fill - | l i
- L& shape Outline - L2 O
_ Shadow
= [@ Change Shape *I Effects ~ D;

Text Box Tools
Format

@ T
3-D Paosition LEa:

Effects~| -~ 28

25

EC

5

Basic Shapes

OOMOCOGANOCODT

—H\I[j Traezuid { }

Block Arrows

DAL TRLPRI S
¢ dvADDD>BHIN
Hoa

Flowchart

OO0l Jd<=Ca
ORI E ¢ AVED
QEO0O

SER for

(AT T

Alegerea formei textbox-ului

[Type a quote from
the document or the
summary of an
interesting point.
You can position the
text box anywhere
in the document.
Use the Drawing
Tools tab to change
the formatting of

the pull quote text
hnw 1

Exemplu



Inserarea unui Clip Art

(Ea) H9-064 + Flyer [Compatiility
‘-,»L-°

Home |Insert ' Page Layout References Mailings Review Vie

L’J Cover Page ~

L_:A [I:—\P E ﬁ &, Hyperlink

|_] Blank Page A Bookmark _’% Clip Art v x
= Table Picture Cllp Shapes SmartArt Chart -
¥=, Page Break ~ kﬁl’t - ['#] Cross-reference ‘ . Search for:
| Pages | Tables Tlustrations ' Links (awareness | [ce |
I Clip Art — Search in:
Insert Clip Art into the document, IAII collections v |
including drawings, movies, ,
sounds, or stock photography to il el Lt
illustrate a specific concept. lSeIected media file types V]
<
a/
Insert i

Copy

Delete from Clip Qrganizer

Make Available Offline...

Lz B X W

Move to Collection...
Edit Keywords...
Find Similar Style

Preview/Properties
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Utilizarea unor elemente
geometrice predefinite

O B2 - 084 7 Documentl - Microsoft Word
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Utilizarea unor elemente
geometrice predefinite

Flyer [Compatibility Mode] - Microsoft Word Drawing Tools
Page Layout References Mailings Review View Add-Ins| Format
Shadow 3-0 Pasition
' Effects ~ Effects ~ -
Shape Styles '3 Shadow Effects 3-0 Eﬂ’ects

Formatarea elementului geometric




Utilizarea unor elemente pi
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Utilizarea template-urilor
(formatari predefinite)

Tempiates ) [Search Micros Un template este un document
| Blank and recent | snstated remptates preformatat care poate fi utilizat ca
ﬁalledﬁ:mplate

| baza pentru documente noi, care vor
oo e Lot empiate respecta acelasi format. Toate setarile
Microsoft Office Onfine | || (margini, font, text, spatiere etc.) sunt
R preluate din template.

Agendas

My templates...

Award certificat
ward certificates New Blog Post

Erochures

[

Budaets ‘

Urban Fax

— —

Create new: () Document () Template

£

L%Create ][ Cancel




Utilizarea template-urilor
(formatari predefinite)

[Select the Date]

[Type your oddress]

[Type your phone number]
[Type your e-mail address]
[Type your website address)

OBJECTIVES
[Type your objectives]

EDUCATION

[Type the completion date]
[Type list of degrees, awards and accomplishments]

EXPERIENCE

[Type the start date] - [Type the end date]
[Type list of job responsibilities)

SKILLS
O [Type list of skills]

To obtain a Graphic Design position where advanced graphic
results for agency customers.

Tag and highlighted text
indicate the placeholder
text is selected.

|_1[Type. the degree]ll [Tvpe the completion date])

F [Type list of accomplishments]

Campurile predefinite pot fi
editate prin click pe textul
predefinit si apoi inlocuirea
lui cu textul utilizatorului.



Personalizarea editorului Word

| Poputar N |

a
;3 Change the most popular options in Word.

Display

Proofing Top options for working with Word
Save Show Mini Toolbar on selection
. Enable Live Preview

[} show Developer tab in the Ribbon
Custemize Abways use ClearType

Add-Ins Open e-mail attachments in Full Screen Reading view

Color scheme: [EIue v
Trust Center

ScreenTip style: ‘ Show feature descriptions in ScreenTips v

Resources

Personalize your copy of Microsoft Otfice

User name: IJane Coe

[% nitials:  [j¢ |




Utilizarea listelor

e

w - [& &2 [EHECEIEEENT] peco s

W Aa-|| - &q
]
T
[Type the objectives]

B.S., Computer Gr

» o GPA4.0/4.0
¥ Member of Hon

[Type the job title| &

[Type the company

[Type job responsibi

I— . i
Recegtly Used
Bullets

® command
Bullet Library
Mome I:I Y

+ o
000 V o V/

Document Bullets

Define New Bullet...

Humbering
command

O

+

Mor

Listele permit enumerarea
unor elemente, proprietati sau
a unor informatii descriptive.

Separarea lor se poate face
prin numerotare sau unilizarea
unui element despartitor
pozitionat la inceputul fiecarei
element nou.



Utilizarea listelor

Exemplu de lista

1. Element 1
a. Subelement 1.1
b.  Subelement 1.2
2. Element 2

Decrease ‘ G
lndent .......

Increase

Indent
3. Element 3
a.
Lista / Exemplu de lista
humerotata

¢ Flement 1
o Subelement 1.1

) / o Subelement 1.2
Lista cu

] . ¢ Element 2
simboluri

¢ Flement 3



Spatierea liniilor si a paragrafelor

Un element important in realizarea
documentelor il reprezinta design-ul
acestora. Spatiul si formatarea textului
poate evidentia anumite paragrafe sau
sublinia anumite secvente de text, dand si
o0 imagine de ansamblu asupra
documentului.

= | |
fi=~| & - 5 - T Normal | T No

| 0
g: 1[%

1.15
J 15
V| 20
25
3.0

Line Spacing Options...
.*: Add S5pace Before Paragraph

= Remove Space After Paragraph

Spatiul intre liniile de
text

Paragraph

Indents and Spacing | Line and Page Breaks |

General
Alignrment: |LEFI: w |
Cutline lewel; |Ei|:|dy Texk w |

Indentation

Left: Special: By
Right: | (none) w | | $

[ Mirror indents

Spacing

Befare: Line spacing: Ak
After: | Double w | || S

[ ] Don't add space between paragraphs of the same skyle

Presview

S T Sy Tt S T S T Scamyci Tkt Sy T S Tl Saemichs Tt Semci Tacet

S T Sy Tt S T S T Scamyci Tkt Sy T S Tl Saemichs Tt Semci Tacet

S T S Tt S Tacet

[ Tabs... ] [ Default, .. ] [ (8] 4 l[ Zancel




Spatierea liniilor si a paragrafelor

Mailings Review View Add-Ins

N == "_|.. | Indents and Spacing | Line and Page Breaks |
= : AaBbCcDc | AaBb( 1
(zenera
|§.§ = =|[8=-||&- & -] || 1Nomal |1NosE -
Algrment: Left w
1.0 : '
Parag Outline level: | Body Text w
\ 7 \ 115
- 15 Indent ation
V| 20 Left: o B Special: By:
25 mobt: 00 3 [(none) W[ &
3.0 [] Mieror indenits
Line 5pacing Cptions...
é: Add 5Space Before Paragraph | Spadng : -
— Before: IS A Li irg: Ak:
* h}lemo\re Space After Paragraph ol h .r_ﬂmng - )
After: opt % Double ¥ | v
[] bon't add spage betwem raphs of the same styls

Preview

Erras Teet B Vet e Tt R T emae Tae Semaee Taet Bemas Teet Bemas Teet s Tt

S e Sar e " bew e "ee S e el Tisan 4, Tiam 4 Tmar T

B T e e L Tt

Spatiul intre paragrafele |
de text [(1ebs.. | [oefak. | [ ok | [ concel




Lucrul in Word

P



Modificarea formatului paginii

. » Insert Page Layout References Mailings
Microsoft Word 2007 || TAB-ul Page Layout
_I __‘.Oﬂtn-tatlnl'l - 4= Breaks - A Wate
- tﬁ = - || &
I E% L H : 'J it " Murqms B ine Numbers - || < Page
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Home Insert Page Layout m J 85 x ill:l.l"! *11in ra :t
] ) acl
B H  [QyOrientation * = Breaks * : y - g Legal 8 1/2 x 14 in S
|:i:|: ) A J 85 x14" '
b 2 [} Size * #ALine Numbers * |
e | BS 182 x 257 mm
- il - E= Columns = w2 Hyphenation = 17 % 10.02"
Themes Page Setup r~
- — . A4 210 x 297 mm
J 827" w1169 L
Executive 7 1/4 x 10 172 in
| 725w0s
A5 148 x 210 mm
|| ssxsar
o T e H Folio 8 1/2 x 13 i
o) d 9 04 Orientarea | faeax
o Home Insert | Page Layout | References pagln” '] (5 1/2x8 2 in L
= Wi 55 xE.5" vy
A E- |2y Orientation = | W=, Breaks ~ =) it
....‘?.l L] - 73/4 Envelope 3 /BT L/2in  |nsb,
~ ine Mumbers - 288 x 7.5
Themes Marglns l Purtrant _ -cDb . mt{.
& @' yphenation ~ 8 Envelope 3 T/Bx 8 1/8 in il
Themes | | ] 388" x 8487 .
Landscape |
Eg ! v L P More Paper Sizes...

The Farent Teacher Association 15 holding s an

Alegerea dimeniunii paginii




Modificarea formatului paginii

Pape Selup |h?| E

Alegerea _ -

® Imsert Page Layout References

=

L'y Orientation = P:_—jﬂraaki = Y . . . Margre | Paper | Layout |
(e [Ssaer Edunenumbers - & dimensiunilor s
FQ_ EE Columns = b Hyphenation = || H Top: [ 5| powom: r ;
Last Custom Setting Pz C h enaru I ul Left: 1 = Right: IS T
N || Top: 17 Bottom: 17 = - -
kel Lefe  1° Right: 1 E pe ntru text Gutter:  |0F 5| Gytter posbion: | Left -
o L Cmientation
Mormal

Top: 1" Bottom: 17 b
Lt 1" Emght:  1° A
g Format &

Maaiow

—
Top: 05" Bottom: 0.5" C d f H
lefe 05 rght: 05" N pl‘e erinit Poges
—x [ukiple pages: Hormnal b
MMaoderate
Top: 1 Bottom: 17
Lafr: .75 Right:  0.75° Preview
o
1 Wide
T 1" Bottom: 17
Left: r Right: 27

"""" K Format

C nered 007
LY 2=, G S2nT definit de
Ot 2003 Detak - utilizator

| Lt 125 Rght 125 Lo [ come |

Custom Marging...

FACher Associanon 15 nokdil




Setarea unitatilor de masural!!!

Poputar 7] Use geatt tomtt in Draft and Outline wews

Oisplay
Prooting

Sisid I Font Subsbtution.

- Advancea | Display

Customze Show thet number of Recent Documents: 0 -
Add-ins Show peatsrements in units of: Mllimeters W

Trust Center Style aga pane wickh in Draft and Outline wews: | Inches
] Show peels for HIML features Cantmeters

s ] Show ak in the Taskbae o
ow all yendows in the Tas Points

Ficas
¥] Show horigontal soroll bar
] Show yertscal soroll bar
[¥] Show vertigal ruler in Print Layout view
7] Optimize character postsoning for lagout ratter than readabibty

U] Use anaft guality

¥] Print in packground

] Print pages i peverse arder

[ Print ML tags
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Utilizate pentru transmiterea vizuala a
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Utilizarea indentarilor si a tab-ului

The tab options are:

¢ First Line Indent @: Inserts the indent marker on the ruler and indents the first line of text in a
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Bar Tab E]: Draws a vertical line on the document.
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Utilizarea indentarilor si a tab-ului

Setarea unui TAB pentru diferite pozitii ale textului
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Ecuatii

f1(Xp,Yp,Zp,y,0) =a% — (X —Xp, )*=(Ya, —Yp,)* = (0 —Zp )* =0

f2(Xp.Yp,Zp,y,0)=a° —(Xp, —Xp )*=(Ya, =Yp,)* —(42 —Zp,)* =0
f3(Xp,Yp, Zp,y,0) =a° = (X o, =X, )? ~(Yp, —Y5,)? — (45 —Zp,)* =0
f4(Xp.Yp,Zp,y,0)=2Z) —04=0
f5(Xp.Yp,Zp,y,0)=Zp, —05 =0

J\




Ecuatii

X% + 2

y = lim

x—»0 X+ 6




Realizarea cuprinsului

1. Utilizarea stilurilor in text

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

Ny - el Y A I
16 -|A A M- B i=-i=-Pe &3 2l T aapbcede AaBbCeDe | AaBbC(| AaBbCel —
x. x° A-¥-A-=E=== =- H-E- T Mormal T Mo Spac... Hpadlng‘[:} Heading2 &
Font & Paragraph N Styles F
Chap‘ter 1 FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS

% T‘j Add Text = ﬂ'\Bl ﬁ‘]lnser‘c Endnaote @ E‘,,Manage Sources

v
DIU date Tahble AE Next Footnote = ER style: |MLA -
Table of P Insert 5 Insert ,E‘ o

Contents - Footnote (= Show Notes Citation -~ £ Bibliography
Built-In ions & Bibliography
Automatic Table 1
2. Introducerea ToC
(Table of Contents) it . I \
i H“dl:a. ......... i

Automatic Table 2

lable of Contents




Realizarea cuprinsului
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