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4. pielikums. Mat emUt i.s.k.o..i.zt.ei.ksmji252 strukt
= T 1o o PP PUPP PP 253
S T0) ] | AP PP PP PPPPPPP 254
RAICAL. ...ttt 254
INEEGIAl ... e 255
=0 [T @ 01T = o (PP 256
2] = (o 1= P PPPRRPS 257
FUNCHION. ... s et e e et e e e e e e e e e e e e e s smme e e e e eeens 258
ACCEINL .. et annne e e aee 259
T 71 0= VT I 1o T R PPRRS 260
L@ 01T 2= (o PP PTRRRSPPPPP 260
Y = L1 5 PR PPP PP 261

5. pielikums. MatemUtisko si mbo.l.u..26t omUt i sk
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IEVADS

Ar datora palodzobu var izveidot dagUd:u
at skaiti u. warigmantagkiUmh on oil 4 sktarmJd Ut aj Um t ek ¢
p i e mUNotapad MicrosoftWord, LotusWord Pro, Corel Word Perfect OpenOffice

Write, BurtNieksun Tildes Rakstvedis

TekstapstrUdes lietotne par ddzglathaa it e kisit
dafbd ekst apshbfpideedsUelgipedtjut kontr ol Ut i evac
un maindgt tU0 izskkad uald qbdwr onj eknuy (att
u.c.) iekNauganu dokumentU un tomekNa |
DatorizUtai teksta apstrUdei ir virkne
9 var Utri wuzrakstot viegli salasUmu tek
9 var Urti izlabot pieNaauttlas pkaNTed azsr a(kdspt:
programma);

9 var Urti redigUt (labot, papildinUOt, pcC
T var viegl:i mai ngt teksta dokumenta i zs
T var organizUt ievad¢oet! dajkadephas koapd J
dokumentu no citu JietotUju piekNigana

J&Ot zomUdatprdadt Os takstapstrUdes triku
T1lietotUjam jUprot strU0dUOt ar I|ietotni:;
T opagi ripdogi jUveic ievadotU nekazaudld
9 jUnodrogina dokumentu aizsardz9dba pret
T darbU ar dokumentiem probl Umas var r ad
Li et oietétigarasmUc i es p @jp @i$ 2 mazn tNolJjkamUs tekst a
pi edUOvUt Usnaike sipgmhtdit Dsun jo tikai tU var i
Microsoft Word 2010( t u r p MMork) ir viena nopop Wk Bjf Um t ek st ¢
| i et antanttvrar vei kt gUdas darbobas:

7 izveidot jaunu dokumentu;

T redigUt jau izveidotu dokdmgtdus phb¢ei
diagrammas, tabulas);

9 pUrbauddot pareizrakstobu dokument U;

T noformUt izveidoto dokument u;

T veidot dokumentu sUrijas (piemUram, vU

T veidot tabulas ar skaitNiem un citu in

9 organi zUt d#dokhdmembdbui eemmm un informUcijas
izmantot ep ast u, I ai apmaingtos ar dokumen
vei kt Us i zmai Aas;

f ai zsargUt izveidoto dokumentu no nevUl :

Ar Wordvar veikt neit k a i mi nUt os, bet ar 9o daudzus

Tekstapst rMkmhsok Wddi2@ ot n e 9
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BITEKSTAPSTRUDEIMSNH,I EIMIG ATVNRGANA U
Al ZVURGANA

3.1.1.MSWordat vUr gan a

Lai uzs Ukt u Woedr htwlag nelrkireiovarizaldwa it Okos vei dos
pi emUr am:

I izpildot komanduStart / All Programs / Microsoft Office / Microsoft Word 2010.
GUds koman d as i @ipeéaldahkisht gsb un osreltddab u :

iplesmwﬁat

¢Cizpil da|’ All Programs llz

Eno pi esardltsailz WJ| | Microsoft Office |-

api edOv Ot aj O ilzveM MicosoftWerd2010 |5 |k gt ()

"1 Solitaire Chicken Invaders Google Chrome
9 Colony Hewlett-Packard
*g] MahjongMCE Corel PaintShop Photo Pro X3 1, HP Share-to-Web
CyberLink PowerDVD IffanView
@ Coloqy Dart'm Up Jasc Software
Games Kaspersky Anti-Virus 2010
Adobe Reader 9 . Google Chrome Kyodai Mahjongg
Hewlett-Packard . Maintenance
Jasc Paint Shop Pro8 HP Share-to-Web Microsoft Office
. IfanView @ Microsoft Access 2010
@ Windows Media Center : Jasc Software (] Microsoft Excel 2010
— Kaspersky Anti-Virus 2010 [ﬂ Microsoft InfoPath Designer 2010
s WinRAR R Kyodai Mahjongg [ﬂ Microsoft InfoPath Filler 2010
Maintenance @ Microsoft OneNote 2010
# Tildes Rakstvedis [ @) Microsoft Office N ] 0| Microsoft Outlook 2010
Mouzilla Firefox L_l Microsoft PowerPoint 2010
.“ Ndkepad R Mp3 File Editor _] Mlcfosoft Publlsher 2010
- Nero Al
D <D NetStorm ‘b ]:I Microsoft Word 2010
"ex ex
Nokia Microsof ice ools
©) PN Programs N 1 Back 1  Back
l Search programs and files ,0' H_~ G files ,O’ ’l.‘:‘c‘:' progroms and files »

B&

T izpil dot dwWhndolvdddehviisrhagdgsktopukonas@iagel®w  a t U t ur
atroday,

i atverot jaunu vai jau izveidotYord dokumentu.

P Uletotnesa k t i vi z Ug an aWordklawa sideu m edarmamazs Okt tekst

un/vai redigUganu

Tekstuparasti ev ad a, i zmabdloy mdinett@sw &tulrr t.i ks i evad:

rakstzome, nor |ldaR atkeskts@gaatndakss tsgoariktur sors pUr v

10 Teksta redaktorMlicrosoft Word 2003
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i ievadgtajam tekstam.
ta kursoru novietojot t

Tekstapst rMkmhsok Wddi2@ ot n e 11



TEKSTAPSTRUDESEL

| ETS AT Wi RRGAZNAI RGANA

3.1.2.Word darba logs

Microsoft Word poga

Cilne File

Atras piekluves

/—] Cilne
oA

Virsrakstjosla

Logavadibas pogas [""\

rikjosla

Dex

wmentd - Ycrosoft Woed ==

Peles raditajs

!

4
Pagelofl
L

o

Worde 7 | (34 Latwan 4 inzen

inzent F:ge/'.n,:-.n References Madng Fevewn View A0d.dns
ooy , EejEetiE R 2
CatbiBody) ~'11 ~ A" A" Aa~ 4 Exam ‘s AaBbCcl¢ | Aa8bCcd¢ AaBbCi | %
[’A'.'.' s B 7 U * e x, x' -®.A- - m- 80§ T Neemad | TNO Spac. Headingl ")v‘:;l [‘Jﬂ.w'l
g ] Patageaur / - /
. 1 ' g Zl'v‘_l""'( {
Uiida Dokumenta loga
I° Mérjoslas sadaliSanas poga
- J \
| i
- |
B Teksta apstrades betotnes Word 2010 dorba logs.) i Me'rjOS‘U I :
s paradisanas/paslépSanas ¥~
poga

Teksta kursors

Ritjoslas
Dokumenta
.Skirstisanas”

pogas

[

+

.

,] .Jg’,/ o 100N (-

Doku

Stavokla josla '—

3.1.2.1.Virsrakstjosla

menta skatu pogas ‘—‘/

Talummainas lodzins
Talummainas riks

akti

Vv

Virsrakstp s | U redzams atvUrtU dokumenta wun
lietotnUWordi r at vUrts dok WDotement2 ar nosaukumu
Virsrakstjoslas labajU pusU

(pretippdStk | i k g g i) Womlogn vag a s

Pireslpieetgootn e o gdu

 ximinimizUt
T ¥2k imaksi:mi zUt
f d@iatjaunot
1 »3miai zvUrt .

Il epr

iekgUj 0O i zmUr O

SavukUrt virsrakstjos!| au, kku parastiafeidmanpus U atr
Piespiegot to, tiek atvUrta izvUlne ar 1l oga
uz tUs, lietotne tiek aizvUrta.
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3.1.2.2 Lente

Zem virsrakstjoslas atrodéesnte (ribbon), t.i,p | at a | o snlad ULega i aung
var sadal geiNAW ijvsd kata)N'Upssse ci | nes | ap

/] Cilne File /'] Cilne /1 Cilnu josla
s Insert Page Layour Revew lew Add-n l o ?)

Cabri(Body) ~ 11 ~ A" A" A~ 4 : "

AaBbCede. AaBbC: AaBb( é’\

o B 7 U -aex x B AN L > T Normal Heading!  Heading 2 Change Editing
y A ST

\‘1 Cilnes lappuse

Cilne (tab) ir neliela”a u s't, i Ad e oilbes mppusea uma!l U, uz kur a
t Uhesaukums.

LendiONAu |I(talppagds Uisr t emat i ski apvienotas
funkcionUl Us iespUjas (komana&d ) kngi | n
atbilstogUs Saan@rm|NAUn¢$slwppuses ko
gr upUuUm, wiines hdine ppusesy r u Ratdgraph ir apvienotaskomands

ri ndkopu n‘@rrunraasUgaoaaukums r e dJa paviabi np o s |
grupas nosaukumia pogal (d i a | o gikona} tad &l i k g ¢ itieka z s U rUts
komandu grwpchaloglactdaznkﬁagﬁo@dau; precizUt gr
izpil di un piedUvU plagUkas i ewiplj a&sl.i kG

uz komandai aikohas)l st ogUs pogas
At karogbU no l'ietotnes | oga pl at esneakatain/
var atggirties, piemUram:
fja loga platums ir pietiekams, katr U n
Home Insert Page Layout References Mailings Review View Add-Ins
= 5 i 1 ki ¥ g | = -iiE" | AR 1
B alibri (Body) 1 A A A 5 B | e AaBbCcDc | A
gt =l = = =
Pafte ¥ B 7 U ~abe x, X - 87 A~ By« 5w |4 q T Normal | He
Clipboa.., T Font - Paragraph
f samazinoties | oga platumam,,vlaw anraQ n\Qit
vai daNa tUs elememtDunear ppgkt aizst Ut
Home | Insert Page Layout References Mailings Review View Add-Ins & Q
=51 ) Calibri (Bod 11~ —_
E (Body) : | = A 33
2 B I U ~abe x, x* | & , =
Pafte j . W, é Al A‘ K Paragraph Sty.le, Edltmg
Clipboard 1 Font
f 1loga platumu var samazinUt aro tU, ka

LietotUja Urtobas tligbasd Ulpdntaik t YarrJs micn il n
redzamu ti kTaa warNAmzdaorsd&(ermmzethepFRlbeb@pt p
kasat odas | entes auggUjU |l abajU stiro.

Tekstapst rMktohsok Wdrd28l0ot ne 13
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Ja lente ir minimizUOta, tad, lai piekNitu I
atbil stogRPldc ckdmaemsdas izvUles vai citas darhb

Kad | ente milal(Mnimzé&theaRibbamangima izskatu un nosaukumu
uz|= | (Expand the Ribbon). Pi espi egot go pogu, |l ente atka

Bl akus | entes minimizUganas (atjaunoganas) f
aktivi z U@aMierasoftphord ielp).
3.1.2.3.Cilne File

Ar k| _i kggFileuize kci & Mierssoft @ffité Backstage skats, kura

navi gUGgpieejanas koméntasdarbam ar dokumentun cilnes kuru Iappusl S
atrodamalnforarpLaaljatvUrto daeniktiagmianpWlbditdj O m
dokumentos k fiekmir @taUe Ghp Pp k at Q0 tl iuent omaniersgti est at 0j un
Lai a iMicresoft Qffice Backstageskatuun at gri ezt osizpfdav U dokun

k| i kzgigpdcines pi ekdineamj piespieg .statTras tau
31.24utr Us piekNuves rokjosl a

Par ast. virs vai zem | ent e®uick Accessdaolbjet ot a Ut |
H9-0 |7 kur O ir apvienotas visbi,egUk izn
pi e mUBagnUndo, Redo Pi es pi e ¢~ t(Cuspomigeu Quick Access
Toolbar), ti ek atvWUrtwvearsaraksts, kur
@‘ H LR = F
Homet T%ustomize Quick Access Toolbar
iy ! t | New
_] 1 Open
Pavste }Format V| save
|‘,b——-- E-mail
Quick Print

Print Preview and Print
Spelling & Grammar
v | Undo
v | Redo
Draw Table

Open Recent File

More Commands..,

Show Below the Ribbon
 pievienotn o A e mt rokj osl agicotpolglui Kg&dimamduat bil sto
nosaukuma;
 pievienotn o Aemt r 0 kj o sitpidot komanbudarer Comnpandg. .y
T mainot UtrUs piekNuves rokjoslas novietojurt

. Show Below theRibbon (novieto zem lentes);
. Show Above the Ribbon(novieto virs lentes)
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3.1.255t UvokNa josl a

St Uvok Nat jrosi af ar mUMordﬂokpmenHUvUBt OWse k Né
i nf o asrdpjonuj i etvoatrUjlsszI Uties no koabelitsa g
i zpil dot gestekl il kgds pp st UvokNa josl as

Page: 1 of 1 \VW'ords:7 | ;’,a Latvian \Vlnsert\ \Elifﬂﬁﬂ :E.E 100% (= +
Att Ul U redzams:
f Page:loflil appuse, kurU atrodas teksta kur

T Words7ivUrdu skaits dokument U;

f Latvianiparei zrakstobas pUrbaudes valoda

1 i estisertd € $,0 M

{ dokumenta skatu pogds a r kl i kggi uz dokumenta s
dagUdus dokumenta | appugu skatus:

1 [Eidrukas i zkPribtjLayous); skat u (

T E7l as d g a nFalsScreekReading); (

1 EiWebi zkl Uj uWweblLaydu;t u (

1T Zikont 1 rostkn@)t u (

= 1 parasto skatuJraft);

T t Ol umniaoidkwoelig kur U redtamgreke U hbetag i
klikggi uz gailad bmgizdbmiunv @i kat v Ot ummai Au

9t 0l ummaiii= U #;p0r vi @t0d jucatma irfp k', b g d
dokumenta lappiwart uv i nUt .Toaiv arUd ipgndlasrpd te g o't t U
rQ;kogJ+(tuvat) wi=ri(t phoWtr) .katru pogas pies
t Ul u mapam@%. A a

|l zpil dot peles | abUsospoagsas tkileikk gagtiv Ut rat

var norUdot, kUdu informUciju attUlot (
3.1.3.Dokumentalogs

Dokumentd ogU atrodas dokuments wun roki, k a

pUrV|etoganu, plemUr"@gnlr&‘tp@t@gaonsmLarSJosdoalsi

redzamUs dokumenta daNas i zmUru var m ¢

apskates veidu, piespiegot atbilstogo d

3.1.3.1.Tekstakursorsunpe | es r 0Udot Uj s

Teksta kursorsparasti ir pul sljloagsa wer®daOviaet
i evadodsimbhol.k a m

Peles ri0domdjistora ekrUna el ement s, ku
pUrvietojot peli. T,amp'ivm@:@rkﬁﬁ.m,j@kglt—]d{asa_p
regomU tas parastvigtirdZ'bdaa®alim ko beegi k BE
bl oka kursoru. Peles rUdgtUju var i zmar
novieto vietU, uz kuru ivzUlialsd.ap Wkrlviikegtdoit

Teksta kursoru, |zma|ntpprSbuUde&UjuaU\s
dokumenta teksta apgabala daNU, kurU ja

Tekstapst rMktohsok Wdrd28l0ot ne 15
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Gad¢j adndJk u me ntklu rtseokrsst & WhwlléteW,0 var izmant ot
Click and Type, kas Nauj ievadot tei.kpdluesjuerblddigtuujl

novietoi z vdljl Wtyvp elt dJs i e G G O o OIE—m:@Im; 1) un
izpilda dubultklikggi

3.132Hori zont Ul UmUnj eerai kUI U

MUr j oedtaddislapuss br gvo malu izmUri, izvUlI UtUOs
izmantotot a b wnas pigtaru veids un izvietojumsUr j os | a's var pievieno
pi espi eflotkagsogast rodas virs vertikUlUs ritjosl|

3.133Hori zont Ul Oritosta verti kU0l U

Ar ritjoslu palgdzgogbu var pUrvietoties pa do
daNu, |l etfTws augguenos | eju, pa | abi un pa |
neblt redzamaz phedohmmepi $n0 pl at umO.

3.1.3.4.Dokumenta"g g is t 0'gp@gasm s

GO s zaorgaanst oi, | ai pUrV|etotos pa dokumentu va
vV ai nOkamo izvUI Uto obJektpmslu(:)IAerklkukgnguz p
vidUj Us no tpoqgubiat@ritcs:bganas

Browse by Page
il AR =
el i) | @3 Q

unizpildotk | i kadibi lzvdfbes elzo'fé iVt a"'®Fektan as
.7/ (BrowsebyEditidokumenta teksta redigUganas vi e
1 |*= (Browse byHeading) i virsrakstu;

q (Browse byGraphic)iat t Ul u;

71 [ (Browse byTable) i tabulu;

q i@ (Browse byField)i lauku;

1 il (Browse by Endnote)i bei gu v Ur i ;

q (Browse byFootnote)i v Ur i

¢ & (Browse byCommen)i k o ment Ur u;

T “2(Browse bySection) i sekciju;

¢ 0 (Browse byPage i lappusi

Ar k1l i kgg # (Bind) tpioegkasad it & o ¢ Fira chadi Répace cilnes
Find lappusaunvarveikt e k st a me3638Upp.anu ( s k.

Ar ki kg —* (GoTo)tp cegkaashit & |Ua gHind dnd RefilaceciinesGo
Tolappuseunvanor Ud 9ot konkr Utu dokumenta objektu, [
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PiemlevUIUtamIappueeD éBkowvse by Pagg t Ut ad dokun
"ggi'rpsat dtappus Um.

3.1.3.5.Poga dokumentalogas adal 0 ganali
Dokument a | oga nUarbjaojsU umwmlm@emMasm

atrodamapogar=1 dokumentdogas a d a | dhigvabsai daNUs , Kur vi ¢
viena dokumentalivasd adjaJs daNas. AbUm dokumearn@ |
atggirogus dokumenta apskates regomus
Lai sadal gtu dokumenta | ogu

A peles modwioetlf uuz s c=dtall,o glaani azskam= giaesg i t u
Aizpilda gdubul tkl i kg

WdnE S E S T WD NN bty 190000+ Murett Meed -
] - ' 9

e v P =3 A 8 = Y 38 A RSL 2 3500 3ALLL AaSSCE AaSbCe

Logs sadal ptekuduvUseharfMlpseviair pnlarivnidett:oj ot
eles r0dotU0Oju novieto uz |l ogasdaNu at
i espieg pel es kartedaslod tplbjglud nuinj up Uor Qici evt ao

Lai atsauktu dokumenta | oga sadal dgganu,

Tizpilda dubultkI(Ikgglsadahogalbwalmljd&bna
auggUj Us dafNas informUcija)

9 ar pelatd8tpeddkdwonguy u(l ogu ai zpilda ap
9 ar peli pUrvelk atdal otUjloniju uz | ej
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3.1.4MSWordai zvUr gana
At v iMordlUi et ot nU var veikt darbu ar teksta dok
1 izveidot jaunus dokunmgus;
T redigUt jau esogus dokument us:

M sagl abUt vYakumanngos dokumentu \skiOdu un sacq
Ipp.);

T izdrukUt (dkodkipppent us

Kad darbs ar dokumentiem pagts, i et ot ni . v dmo & ivzav Utk aorsotvei dos

pi emUr am:

1 arcilnesFile Backstageskatan a v i g U ckonpaads Ed Bit g
T piespiiegmtt nes | oghtds Cps®eUr ganas pog
1.vingrinUj ums

1. Akt i vi z Word2010et ot ni

2.l epaz gt i edarbavideslelensehtiont. n e s

3. PUr baaiWwagiddar ba | ogU redzamas mUrjosl as.
4.Ja mUrjoslas nav redzamas, par Udot t Us,

parUdoganas/ pasl Upganas pogu
5. At vUrt | VWiewtlappusi.ci | nes

6. Pasl Upt, pUc tam patr UDathe Urmidhsjappesesase s i z ma
grupasShow poguRuler.

7.At vUrt | Elomeleppusici | nes

8. PUrbaudot, vai stUvokNa | drsdrtvertypedzama i nf

regomu. Ja nav, parUdot to.

9. Apskat ot dagUdus dokumentd zkapppuéga skatu
(Print Layout).

10l epazoties ar t Ul ummai Aas roka darbobu. I
11.P0Ur bauddt , Clickeand Typer @ @dmdgtsa nav, iesl Ugt
12.Ai z v Ur tMSMWore 2000t n i
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32TEKSTA | EVADGREDNGIUENNA

321.Teksts, r andlopaz Q me un

DarbU ar teksta apstrUdes I|lietotni svar
rakstzgogme un rindkopa.

Tekstsi r viena no formUm, kurU dators va
informUcija ir cilvUOkam uztveramaskluwmasa
mUksl ggU valodU

Rakstezpmédurt s, cipars \oaizmjaebburlgwfb'rmﬂ
grafiskai att Ul oganai vV ai thdqumal ath
kodUj uma parast:. datora atmi AU aizAem v
MicrosoftWord 2010 z mant o UNI COQDE kOpdU¢ umuena r a
divusbaitus.

Rindkopairte k st a rindu kopums (argQ viena rint
satur Radadai tekstapstrUdes programmas
ko var atl asodot uatUnm prsitmr dRakdipt tekatu gene vndkpgui  n

ho iepriebgespsecalE®Eltausti Au
3.2.2.Teksta ievade

Teksta rakstzgogmju ievadei parast. I zman
Tastatiras tausti Aj ir Noti viegli dar
Tausti Ag jUpi espd etgaustkiaAu utzurQ spi ebsrpiide s.
atbilstogU rakstz9ome.

Tekst a noforngana|Wc1ndrp|reeidilengUgJanalesmUma
Wordkomankiasluzmetota$en_t\AlsblegUk l i etoto koma
G rUs eod ekdNkjyos!l U. Ja komhmidaspipeosgtaa,i rt (
i etonUta un taipiemBpaml kts rUmoti s

f nepiespiesm poga B |;

1 piespieta pogec B
Rakstot tekstu, var bit noderogi ¢gUdi p

T 1lai uzrakst 0,t u Unmizadsptibdrgatjuasm burtam at |
T 1 ai uzrakstQtLbuIrlteaIdsauksuntALgs bUpi es piea
pUOr darbobai iete
tur plesmdplesplesunatalstb&ujrta tausti Au,
atlalsm)austlAu
T ja jUraksta garUks t,aadkdpi & s poruerdt osenllagjaii el
C - -
LEgﬁ,tastatlru var pUnRKIsUoggaams | ( el i bh
VUl reiz piespiegotel gobpagu taegsdmsAu, e
tastatlras regQmuCagpsaliogks t k asnotr iUella il esnlp!
regogmU un izslUgta, ja lielo burtu re
starp lielajiem bubti «kiddone maegoi éeguamsu,
j OUpiespieg, turf@i pi espiestu tausti Au
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T 1lai wuzrakstotu burtus @i r b akmijtaidgloaj00nd uz
piespieganas piespieg un atlaig papildu t:
| at vi s koograannansa spri est at oj umiem (to mUdz sauk
mUmo tausti Au |l atviskoganas [t agsainhAls pet
vi spUrogU gadeumU t as v@(tildei,p.enb.kurg t au

TalM$ Windowp i ed Uv U:
T Il atviegu

T lietot | at vi
mUmU t ausantui Aa

pi eNauj ama

> al fabUt a
l abaj U pusUEdsogpi ¢apiseddu
egu

atstarpes(atakattpz{ﬂumﬂ@)g
pUrej a

T at st ar p e seraksi@ pisns pudktaj komata, kola, semikola un to

athbi
al fabUt a
i etog

jaunU rindU

noteiktirakstap Uco m pi et up ize@mWma m:

nepareizi

pareizi

er gonomi

Atstarpes rakstzimi teksta lieto tikai tur
.kur pielaujama pareja jauna rinda
:atstarpes rakstzimi neraksta pirms
punkta,komata, kola, semikola unto
noteiktiraksta péc Sim pieturzimem.

Atstarpes rakstzimi teksta lieto tikai tur,
kur pielaujama pareja jauna rinda:
atstarpes rakstzimi neraksta pirms
punkta, komata, kola, semikolaun to
noteiktiraksta péc Sim pieturzimem.

st
at
pi
at

arp

r ms
veroglisavas

(akavPwdi AGmPs i ek ut ) t
st ar pe derakstalkag tzz ganiielavas(galksv Ur Ujup Udi AUm)
a | iekavas( ageUr Upeth datelktlcah:a)a pirms

(at wtraljzp U daiigzUetvas g U

(aizvUOr Uj pl im0l m)m

nepareizi

pareizi

ekNauto

Atstarpes rakstzimi | tausting H

Jtekstalieto tikai tur, kur pielaujama
parejajaunarinda.

Atstarpes rakstzimi (tausting H}

tekstalieto tikai tur, kur pielaujama
parejajaunarinda.

starp

at kUpes no_
tekstapstrUdes |

programmap at i or gani

pUrietu

ja nepieciegams

dzejoli, kura katrs pants ir rindkopa), izmamao s t i Au
i (hestingoeatgried); m
dokument a

ndas
sakUrtotu

ti,r i

T I ai

vOrdiem atst Uj
hapad

‘ne vairUk
ma Vv &imd o

etotnes
z U

ar
pi

JaunU
k {

pUriet roi

tekstu u

speci Ul Us (sk24.kpp)t,z opriessmUr a m

T 0 do mu z(BmDash;
. é daudzpunktéEllipsis);
1

- nedd UmU dNenbréakirey Hyphen

k U

atstarpes
edUv Ut Us

t e k sttaau sc@qmjiam lai
j aulniCe troi ntditk,aiberti ntdok op as

n

stogo

t didtos tikal tur, kur

sko

b ur t,dusot pespiestii aasktra ttli rseksaj U

bur

tekstu

Vi

enu

at

i espUj

ri

bei gUs

d0

p i
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1T = nedal UmU(Noalresking Sppee kas geit att Ul ot
nedrukUjanp rakstzgomi)

1T citas speci Ulas zomes, piemUram:

1 E Copyright

1 E Registered

1 E Trademark

s ASectionf paragr Ufa z9ome) u.c.;
fja tekstU redzami krUsaini pasvotroju
kontrole un pasvQotroga®&hlpp. i emesl i var

3.2.2.1.Lapas skata veids
Uzrakst gtU teksta izskatu vawordiagdrsoOv
joarUkl i kggi wuz atbilstogUs pogas var i

BhRE z2 =

Drukas izklajuma skats ‘_/ \_4 Parastais skats
Las15anas skats Kontarskats

Web izklajuma skats

T drukas i zkIPont bayoa) ,s klaumug (par Uda dokume
izskat osies izdrukUts uz papora | apas;

| as Qg anfulScedn&eading{ kurg parUda dokumen:
pi el UgomU;

T Webi zkl Uj umaeb kayaajt,u k(utlUga paokumentu gl
dokumenta for mU;

kont | rOstkngt,u k(ur g parUda dokumenta strul

parasto skatuNorma) , kur g par Uda tekstu vienkU
rakstoganu un pUrvietoganos pa dokumen

Parastdr wskkasUdiUz kPrifitLayaula s kat U (
Dokumenta skatu [eregdresView amisesgna spPotamedt

0l B (= (=

Print |Full Screen Web Outline Draft
Layout| Reading Layout

=

= =4

Document Views

lJa st a

rp vOrdiem ievietota haedal piUndebt seekat
netiek da

1 ot .
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3.2.2.2.Dokumentalappusest Ul u mmai Aa

Lai apskatQtu dokumenta | appuses atseviggas
nepi ecmeigngts | appuses attUlojuma | ielumu. Gi
| 0dzekNi

Dokumentu var tuvinUt/ttOlinUt vairUOkos veido
T izmantoj ot stOvokNa josl = v Hoto tOIu
palielinUjumu var maingt:

1 piespie-oailt)og
1 pUr vitelloyomayikka s odni
o> peles rUdot U] ummaykifa oo dudza
piespieg peles kreiso pogu;
o pUrvieto bthdIhiaimpaplabi(winaei si (
Dokumentd appuses pealtansblakusm Ul wmma)iklaars
novietogjU liodddzpi e 100%r/arm,pel es krei sUs pogas kil
var di aUogZoony z ikthlrIGu mmair Auei kt precozUk
 arlentes cilned/iew lappusegrupaszoomk o ma n d U m:

o

O } ] One Page
\ Lad g3 :
{4 Two Pages
Zoom 100%
- = Page Width

Zoom
1 arkomanduios: il appuses attUla |ielums 100 %;
1 arkomandl Jonerageliuz ekr Una viena | appuse:;
1 arkomandidmworagesi uz ekr Una divas | appuses;
1 arkomandU=jragewidth|i | appuses attUls visa ekrUna pl
'8 )
\ )
T a kl i kg ¢zom aterdp @ad @gZoond z i A
Zoom M
[2aems
| 200% Pag= width Many pages:
| OIC;IS‘;,@E Text width
T 5% Whole page ‘.7
Percent: [100% 5
Freview
— | AaBbccodeexxyyzz
AaBbCcDdEexxYyZz
AaBbCcDdEeXxYyZz
‘ N ——— A3BbCcDdEeXxYyZt
ok | [ concel

7 ardi al og bropdsZookao r adi o @6% A60%, 200% un ]
i zvUbdePerdenti est ata vajadzogo tUlinUjumu;
7 dial o@l otdized kA piedUOvUtas ar¢ tuvinUjuma
papil di espUj as, | ai paruUdot u:

22 Teksta redaktorMicrosoft Word 2A.0



TEKSTA | EVADAGGEGANSIGHANA

A Page Width- visu lappuses platumu;

A Text Width - visu teksta platumu;

A Whole Page- visu lappusi;

A ManyPages- vair Uk ass, |liazpwiueteot as vienu |

3223NedrukUjamUs rakstzgmes

Uzr ak sakgreradf €k st U atrodamas ne tikai no
ar 9 +iUdkarkest z d mj u, ko ievades procesU a
|l i etotne. esGogparmaxktsitzgamv redzamas uz mo
dokumenta izdrukU, tUpUc tUs sauc par n

Veico t k| i Kegt€si cilnesdome lappuses grupasParagraph pogas Al
(Show/Hide,nedr uk Uj amWNIrsak stexdl@memsas, pi emUr a

M Arindkopas bEElas (tausti Ag

T «inestingrUsonmet grekzed espi edu (tgpwsteij AL

k omb i il Ete);
1 .iatstae st ar pasvtCarrdpiCegma fasl)t austi Ag
¢ »itabul Ocijas zomEitabul Ocijas taust i
Pi emUr s:

bl
POtwvejini,dzendaivinu,+
Aizdzenmani-Kurzemea)

1

Nedr uk O akmsltsz g mes wllrrepas!iUpgi,| dot|M] kI i
(Show/Hide).

3.2.2.4 . Teksta atlase

Lai varUtu darboties ne tikai ar atsevi

atl asa. Atl asQts teksts atggiras imani fon

simboli uz baltafonahetat | as ot U teksta fons ir ieton
Neatlasits teksts Atlasits teksts

Atl asogto teksta apgabalu var i zmest (d

darbobas, piemUram, format Ut .

Teksta apgabalus var atlasQggabalisetbfjoat
piespiegot j erbakkusrtiz @mast Aul rast | asot ai s
piespiestajam tausti Aam atbilstogo raks

Jbkura garuma tekstat [(vasigt Okigesnpn eriradkasst m 0
f ar tasusitithas t a
G novieto teksta kapgamlesrUk uantU; as Um0 t ek st

G piespieg un tulEhtlhhi espiestu tausti Au
G ar bultiAu tausti Ai em vada atlasi | Qi
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f aamstatirasnpelausti Ai em

G izpilda kI ik @dgabala UkasmOm0 teksta

a piespp’;ie@tuumusti,&u

G izpilda Kkl i k@ggabalaei gf8mU tekst a
1 arpel:

G novieto peles r Gugal@dPDkuemtl asUmU tekst a

U piespteagounpiespiestu peles kreiso pogu,
atl asUmphabaldlesimgd var Tawmobet gUdti uz sUkumu) ;
r peli @Y a&nms & bvesalatgktia rinda®):a i
piespieg peles kreiso pogu;
turot to piespiestu, apgabalaeil kdgm.r atl as Uma |
Paréiattlaseszonusaucjoslu pakreisinoteksttl kup e |l es r Udot Uj s mai n
uz 4.

Lai atlasotmpvidauduBbobdukli kggi uz atl asU0UmU

=
[ =N <N}

Lai atl asgtpuelwisenulditrddjw novieto atlases z
atl asUmaj ai rindai
Lai atlasdgtyu warmmdkhdkioc&ope:i dos, pi emUr am
T ar peli izpilda trogskUrgu klikggi jebkurUO
T peles r lhaoovtikjtw atl ases zonU pretdo gai rindko
Lai atlasotvavisgkbpekesuvairUkos veidos, pie
T arkl i kggi ciIrg_ezHorheéapmJ£$grupaEditing komandisSelectb ul t i Aas
atver i zvUIl niSelecbAltl i et o komandu
g Select =
5 Select Al

g Gelect Objects
Select Text with Similar Formatting

1y Selection Pane...

q art austi Au (&l nOcij u

 arpebest r 9skUr gu klikggi atlases zonU jebkuru
323Teksta redigUgana

3.23.1Speci Ul o riankbsotlzud)ymjiue s(pst augan a

No tastatiras ne vienmUr var ievadgt visas 1
al fabUta burtus, bultiAas wun citas specifis
rakstzomju bibliotUkU.

Lai rakst z omi i evietotu tekst U:

A novieb teksta kursoru vietU, kur tiks i evadot
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<2

. . Symbol
A arlentes cilnednsert lappuseggrupasSymbolskomandu_ - atver | odz

bi eigffmant otaj Um rakstzdmUm:
ONONONON-
£ © & ™
£ # = = =
I T
€2 More Symbals..,

1T ja vajadzoga kUda no piedUvUtajUm r al
T ja vajadzdoga cit ail Moresymbos. Gatwaerd i alr o gkl oonda

Symbol:

[ symbol |2 fomem)
Symbols | Specal Characters | Piedavatas rakstzimes
e i g m’%' > ] Pédejas izmantotas
2 I T 6 O R I < 3 RO B R A N rakstzimes
AlAJA|A[A|E|c|E|EIE|EM|i]I]1|D
N[0[6]|6]0]6] = |o|U]B{T|0]Y|p|8]a~ {Rakstszeskods
alalaldla|e|¢ é//é/ elelili|i[#]0 . || Taustinu kombinacija izvéletas
Recently used symbols: rakstszefs. i_zsal{ké'fmaj (ja
1/4| a ’_,‘ 3| - mﬁlfmfﬁ' ﬂ| fﬂ’ rakstzimei tada ir piekartota)
Plus-Minus Sign Character code: [0081 < 1 | Rakstzimes kodgjuma
AutoCorrect... | [ Shortautkey... | Shortautkey: At+0177 veids

(=) (o )

o di al o gdinesBynibdstappuses ar a k s Fanto & z iUA @ s
rakstzo@exIpp)pnt u

o> sarakstbubsetl zv B0as rakstzomju grupu,
krievuu.c.r akst z g mes ; )

o kad vajadzogU rakst zadrmeviagmumasnoa,p ak

Arakstzompi eastpiagu
A izpildadubul t kl i kggr aksgeszédmi et oj amUs

Ja ievietojamU rakstzQgimespvihjjdamsz dga Uk ar
ievietoganu izdarnbdulvli@tnu reizi, bet puU

:Jebkururﬂakste&mtﬂ var ievietountnocimanu pi
tastatlrasakseradeait o gpdChar&cterd tsode kas atrodams

di al o g$ymblz ia A gBymbdls

U
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Griegu alfabUta burti ucdagtdantymbbealbi kas s
dagudi gr af{fonsogWingdingsiumysebdings
Di al ogl&yrdbrallcvﬁnas Special Characters | appusU var atrast !

rakss zoamet Um tpaluesktUr,BIuotktJosmblrnaJI«:stjlza&gssmpelsaramkur U
i evietot tdksat OgSymebai Rer ot

£ Y
Symbol - (2 S
;é\;@;i Seecidl Characters |

gxﬂter S — sborta.rlbey —
-
- En Dash Ctrl+hum -
Nonbreaking Hyphen Clrl+Shift+_
- Optional Hyphen Ctrl4-
Em Space
En Space
1/4 Em Space
s Nonbreaking Space Ctrl+Shift+Space £
®© Copynght Alt+Ctrl+C

1 ® Regstered Alt+Ctrl+R

™ Trademark Alt+Ctrl+T

§ Section

< Paragraph

2 Elipss Alt+Ctrl+. |
> Single Opening Quote Crl+" "

| 4 Single Closing Quote Cul+',

al Double Opening Quote Cul+" "
AutoCorrect.., ( S'nrtmt&cy...;
| Insert I I Cancel
" e = == ="
3232Rakstzgogmju dzUgana, aizvietogana un i e

32321Rakstzomju dzUgana
Nevaj adsztozgoumir arko t ekst a ,vapri edzUksatm (i zmest) d:

f novietojot teksta kursoraizt Us un pi e e got tausti Au

rakstakTme raks&Tme

f novietojot teksta kursorpirmst Us  un pi e é@e got tausti Au

raksthzime rakstkTme

32322Rakstzogmju aizvietogana un iespraugana

Lai aizvietotu kUdu teksta rakstzggmi ar citu
atkarobU no t U, kUdlnsertd/aaD\teererleegsqtnast Oit @s IsU grtesg
parastiir e d z a ms sthokNa josl U

Page: 26 of 247 | Words:7/29498 | <& latvian - iesl&gts rezims Insert

Page: 26 of 247 | Words: 7/29498 | <& Latvian ' - ieslgts rezims Overtype

Reg(pmq n olrsextu kespraustOfertype i r a k st Q _pL"Jri) raksturo
Re g olnsert no tastatiras ievadotU rakstzome tie
pozocijU un pUrUjais teksts no kursora pa
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Re g Owelypeno t ast at | ragmd eawiazd\itdt a arkaskst z 0
ti., jauraisteksst i ek viak®lpoti €®kg uzrakstgtajam te

Insert/Overtyper e § 0 mu var izvUl Uties ar dagUdi e

T regomu pUrsl Odz, atkOrtleti piespiegot
T ja stUvokNa josl U InserdQuetygper e dd mu mUckejpaa
Insert vai Overtype) , tad ar Kl i kggi uz atbil st
preit Ujo
 izmanto lietotne®Vordi e s t ad 94 luanglVarddOptiors:
G atver cilnesrile Backstageskatu;
G ar komandU:] options| atverd i a | o g\WarddOptiors;
G di al o gdineshdvandeslg r uBditihg optionsiestataOvertyper e § 0 mu ,

a z gomdy Ul e s|[¥] useorertype mode ; laj atsaukttOvertypeu n i est at o
Insertr e § oinzuv, Ul es r 1 ti Aa(si zaptizlgdnaU gkal ni uk; gagtis
PiearJekst U izlaists burts, kas jUiespr:
piespieg iespraugamUs rakstz9omes taust.i

T regmselr akst 2t0imek filkkespr ausg aviker 8ora no

raktzime rakstzime

T reg Ouettype raks t z § thai AAki et o "r kak atrodas) pai labi ns
kursora:

raptzime raktzime

l eteicams izvUlI Uties dneert, Olertypd) knokonsetvensi b i e
to lietot (pierast)! Parasti taslitsertr € § § ms .

Lai iespraustu tekstu:

¢

iestatalnsertr e § 0 mu ;
tekstak ur soru novieto vietU, kur jUiespra

p14

A ievada jauno tekstu.

Lai t eks tjdlnuirirdisopur a ust u

A iestatalnsertr e g 0 mu ;

Ateksta kursoru novieto vietU, kur jUie
Apiespield™anst rheai dot aj U jnalusrkopadrieksta n d |
ievadi.

Lai iespraustu tekstu dokGliokeandtTgpe t ukkagsU N
ievadot tekstu jtiepé&ue &unobeph@pas/ieay avdizetgl,j |
unizpidad ubul t. k1l i kggi

3233Teksta dzUgana

laidzUstu (izmestu) teksta apgabalu
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A atlasad z U ¢ teksto
A tekst a vawekedleggathdui , : pi emUr am

3234Tekst a
3.

1T piespiedittdit austi Au

+ Badopace

T piespie

;usti Au

Uzrakstita teksta var darboties
ne tikai ar atseviskiem teksta
simboliem, vardiem, teikumiem,
rindkopam.

Ja vajadzigs, var stradat ar visu
tekstuvai ta brivi izveletu dalu

2341Tekst a

Lai izgrieztu teksta apgabalu:

A
A

atl as a

izgrieg tekst

kopUgana
izgriegana

v a | mabaly) g o

t e
u ar \Y

un

Uzrakstita teksta var darboties
ne tikai ar atseviskiem teksta
simboliem, vardiem, teikumiem,
rindkopam.

ksta a
ienu no

T ark | i kzdedtes cilnesHome lappusegrupasClipboard pogas ;

1 ar konteksta komandkartes komar &

Cut |-

9 ar tausti Ak @hbi nOciju

zgriezums ti

Pi emUr am:

Uzrakstita teksta var darboties
ne tikai ar atseviskiem teksta
simboliem, vardiem, teikumiem,

adzigs, var stradat ar
vai ta brivi izvelet

e k

sagl allipboard.d at or a

Uzrakstita teksta var darboties
ne tikai ar atsevitkiem teksta
simboliem, vardiem, teikumiem,
rindkopam.

Ja vajadzigs, var stradat ar visu
tekstu vaita brivi izveletu dalu

} starpliktuve (clipboard)

pUrvietogana

at mi AU

&At ggir Délade( s taspa GuUaksit)auinzgried

Deleteat | as Qt o , unetdssvairs nad pidéjgms (véietot tikai komandas
k o tredo),dhet Cwt aait | psgquo
tur pmUkai

a

sta pl i ktuvU
3.

L
A

p>14

tcel ganas

2342Tekst a
kopUtu
atl asa dokume
kopUganu veic

ai

1T ar

tekst a

kopUgana

nt a
ar

ap
k U

i zmant oganali

apgabal u:

gabal u, kuru

du no

k Lizilektes gilnesHome lappusegrupasClipboard pogasl:| ;

tekstu

vUIl as
paAUmi eni em,
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T ar

Uzrakstita teksta var darboties
ne tikai ar atseviSkiem teksta
simboliem, vardiem, teikumiem,
rindkopam.

adzigs, var stradat ar
vai ta brivi izvelet

1 ar konteksta komandkartes komar=a Copy| ;

tausti AfitlkfChobi nOci j u

Uzrakstrta teksta var darboties
ne tikai ar atseviskiem teksta
simboliem, vardiem, teikumiem,
rindkopam.

Ja vajadzigs, var stradat ar visu
tekstu vai ta briviizveletu dalu

Ja vajadzigs, var stradat ar visu

tekstu vaita brivi izveletu dalu starpliktuve (cfipboard)

kopija tiek
kopUj amais teksts

Teksta
l zgrieganas

3.2343Tekst a

i evi elipboarda , dbhebr at g
pal i ek be

i el omUgana

-
Ja vajadzigs, var stradat ar visu

starpliktuve (clipboard) T T
tekstu vaita brivi izveletu dalu

A

. Uzrakstita teksta var darboties
I |t ne tikai ar atseviSkiem teksta
= simboliem, vardiem, teikumiem,
5 O T rindkopam.
Paste la vajadzigs, var stradat ar visu
- tekstu vai ta briviizveletu dalu

Uzrakstita teksta var darboties
ne tikai ar atseviSkiem teksta
simboliem, vardiem, teikumiem,
rindkopam.

Lai st acliphbardk teasvdJgqd tekstu iel omUtu dokut
A novieto kursoru vietU, kur tekstu vUl a
AizvUlas vienu no ielomUganas met odUm:

T ar k| i kgléntes cilnesHome lappusesgrupas Clipboard pogas Paste
bul ti Aas

| Paste

Paste Options:
=2 % A

Paste Special...

Set Default Paste...

f ar konteksta komandkartes komariRhste Options
[[%, Paste Options:

& %A
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9 ar tausti ARk @dhbi nOciju

l zvUl oties i el @astd@ptiomau(lentes cinedlomehdppuses grupU
Clipboard a r kIl i kgd@astemul tpidjeassk ont eksta komandkar:t
papil du iespUja izvUlUties ieldmUganas veidu

q ?,{(KeepSource Formatting(K))i ari el g mUj amU teksta format Uj
1 % (Merge Formatting (M))i bezi el o mUj amU taksta format Uj un
T A (Keep TextOnly(T))i i e | 6keitekstu.

At karobU no iel ¢gmUjamUs teksta daNtk sastUOva

piedOvUOti vUI citi ieldmUganas veidi, piemUr
i (Continue List(C))ii ek | oumpi,not numurUtu sarakstu;
1 = (NewlList(N)ii el wre@td,oj ot jaunu numurUtu saraks:
1 [= (Cell Contents(N))ii el o mkWai tabulas ¢glilnas saturu;

¢ | (EntirecCell (C))7i el gmBu tabul as glnu:

1 & (PictureU)ii el amitibez format Uj uma.

Novietojot peles rU0dogtUju uz kUdas no iel ¢gm
i zskatogsies ielogmUtais teksts. IlelodmUganu pa
ikonas.

Ja i el 9 mUKlain kzjeftes icineHame lappusegyrupasClipboard pogas
Pastevaiart aust i Au Holwddn Oauf amOtiski tiek izvUl
piedUvUtajiem ielomUganas veidiem.

Pi emUr U traerdpzlainkst usv Uei emUgatlas ekeral t Uts at kart

veida:

|l‘ Brindiums
&._. N A
Armindiums :i>

Bridinajums

A > Bridinajums

Teksta ielomUganu var atkUrtot tik reidgu, c
nav izmests no starpliktuves.

Parasti tiek ieldmUts pUdUjais kopastais vai
gadojumU pirms ievietoganas no starpliktuves

32344Teksta pUrvietogana
Lai pUrvietotu teksta fragmentu, tas jUizgri

vi et U:

A atlasa pUrvietojamo teksta apgabal u;
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A i zgrkste;g t e
A novieto kursoru vietU, wuz kuru tiks pC
AielogmU izgriezto tekstu.
PiemUram, ja tekstU jUsamaina vietUm di
Aizgrieg 2. rindkopu un ievieto to star
A novieto teksta kursorupirms 1.rkibpas un i el ogmU 2.. rindl
Uzrakstita teksta var darboties Uzrakstrta tekstavar darboties
ne tikai ar atseviSkiem teksta ne tikai ar atseviskiem teksta
simboliem, vardiem, teikumiem, simboliem, vardiem, teikumiem,
rindkopam rindkopam.
Jaxajadzigs, var stradat ar
te vai ta brivi izvelet
. 5ta rpliktuve (clipboard)
Ja vajadzigs, var stradat ar visu
tekstu vaita brivi izveletu dalu
-
|Uzrak5ﬁtétek5tévar darboties _ _ J zigs, var strada isu
ne tikai ar atseviskiem teksta K [Eesicliwivnry tekstu vai ta brivi izvéletu dafu
simboliem, vardiem, teikumiem, o Uzrakstita tekstavar darboties
rindkopam. J + ne tikai ar atseviskiem teksta
Paste simboliem, vardiem, teikumiem,
- rindkopam.
32345Teksta dubl Ugana
Lai dubl Utu tekstu, tas jUielomU jaunU
A atlasa dubl Ujamo teksta apgabal u;
A kopU atlasgto tekstu;
Anovieto kursoru viettksts;skurU tiks dubl C
AielodgmU kopUto tekstu.
PiemUram, ja teksta 2. rindkopa jUdubl U
A kopU 2. rindkopu starpliktuvU:
A novieto teksta kursoru pirms 1. rindko
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Uzrakstita teksta var darboties
ne tikai ar atsevitkiem teksta
simboliem, vardiem, teikumiem,
rindkopam.

Ja vajadzigs, var stradat ar visu
tekstu vai ta brivi izveletu dalu

Uzrakstita teksta var darboties
ne tikai ar atseviskiem teksta
simboliem, vardiem, teikumiem,
rindkopam.

adzigs, var stradat ar
vai ta brivi izveélet

. sta rpliktuve (clipboard)

Ja vajadzigs, var stradat ar visu
tekstu vaita brivi izvéletu dalu

A
|Uzrak5ﬁtétek5tévar darboties J z1gs, var strada isu
ne tikai ar atseviskiem teksta [} Paste Options: tekstu vai ta brivi izveletu dafu
simbaoliem, vardiem, teikumiem, Ty Uzrakstita teksta var darboties
rindkopam. j + ne tikai ar atseviskiem teksta
Ja vajadzigs, var stradat ar visu Paste simboliem, vardiem, teikumiem,
tekstuwvaita brivi izveletu dalu x rindkopam.

Ja vajadzigs, var stradat ar visu
tekstuvaita brivi izveletu dalu

3.2.3.4.6 Office starpliktuve (Office clipboard
Li et ot AuMicrpsafk @fficedsat or a at mi A@fice digbaampil i kt uve

rezervUts atmi Aas apgabals, kurU var saglab
Starpliktuvi var nosacQt. iedomUtmeas kU skaj
saglabUt vienu izgriezto vai kopUto dokument
izpildot i zgrieganas Vvai kopUganas komandas.
Lai apskatoQtu starpliktuves saturu:
A pi e slentescinesiome lappusegrupasClipboard pogul’/;
A uzdevumr idti ¢a | aotgClgmvdardi A g
2 of 24 - Clipboard v X
@ Paste All | [ Clear Al |
Click an item to paste:
@j Starpliktuvi var nosaditi S
iedomaties k3 skapi ar 24
plauktiniem,
U @
Options v \
TU virsraksta daNU norUdgts, cik no 24 plal
redzams, kas novietots aizAemtajos plaukti Ac

i evietots tekisMoaddk mmenetn®d si, ewitetlot s att Ul s.

Pi es pdieajloa g Cliptward pogu (Paste All), visu starpliktuves
pl aukti Au saturs secogi tiks ievietots dokum
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Pi espi e (3de=alp(Glgau All) , var izt Qr ot ( fuzes u k ¢
pl aukti Aus.

Ar pel epodka = iusdUisikggil Ut U tastl iaak t i dwai estad tus
teksta kursora atraganUs vietO

Arpeleslah}spogas kUlzkgglvUIUtU plahktkg‘glepUpr/b
bulti Aas iavedbhbOubaplabki UOAmarOdi vkn pies

h!__l.] Starpliktuvi var nosacdti
iedom&ties k3 skapi ar 2

plauktiniem

[, Paste
7‘.' Delete

1 lietojot komandu = Baste starpliktuves pl aukt

dokument U teksta kursora atraganUs vie

1 lietojot komandu % Delete st arpliktuves plaukti Aa
32347Teksta pUvaiekogBgana ar peli

Dagreiz ir Urti atlas@gto teksta daNu ne
vienkUrgi ar peli pUrvilkt.
Lai pUrvietotu atlasgto tekstu:
A atlasa tekstu, kuru vUlas pUrvietot;
A novietopeles Ud awtzUjat | asot U teksthy t0O, lai ta
A piespieg un tur piespiestu peles kreis
Avelk atlasgto ebetasuszgtU;%ﬂbeﬂn@mnalt
pUrvietojam0O teksta av@kurmea Ouiletsw on ori Rd
Daéireiz ir erti atlasito tekstadalu Daéreiz ir erti atlasito tekstadalu
nevisizgriezt vai kopetun ielimet @: nevis izgriezt vai kopetun ielimet I&
jaunajavieta, betvienkarsi ar peli jaunajavieta, betvienkaesiar peli
parvilkt. parvilkt.
A alai g peles kreiso pogu

Daéreiz ir erti atlasito tekstadalu

vienkarsiar peli parvilkt nevis izgriezt

vai kopetun ieimet jaunajavieta,

betvienkarsiar peli parvilkt.
Lai dubl Utu atlasdoto tekstu:
A atlasa tekstu, kuru vUlas dubl Ut ;
Anovieto peles kursoru uz a%tlasot0O teks
Apiespiedg un tufrlpi espiestu tausti Au
A piespieg un tur pi,espiestu peles kreis
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A velk atls 9t o
dubl Ut U

tekstu
tekst a

Daireiz ir erti atlasito teksta dalu
nevisizgriezt vai kopetun ielimét
jaunajavieta, betvienkarsi ar peli

o N
upeliesavnddot j “m, édung i zs}
sUkuma vietu norUda verti kUlI

DaZreiz ir erti atlasito teksta daju
nevis izgriezt vai kopet un ielimet

jaunajavieta, betvienkarsi ar peli

A atlai g peles kreiso pogu;
Aatlaiglrllausti Au

PUrvel kot vai

32351 zpi Il dot Us
Ja gadgdgjusi es

vV ai izmest s,
pi ekNuves rQ0Kkj

Daireiz ir erti atlasito tekstadalu
vienkarsiar peli parvilkt nevisizgriezt
vai kopet un ielimet jaunaja vieta,
betvienkarSiar peli parvilkt.

dubl Uj ot ar peli, teksts starp
dar baythatss au lksqqairkggyana un
k NT me un, piemUram, kUds teks:

neparaf z & luil poga§ ~ " yUndoja r Utart Bsa u k t

osl U.

|l zpi | douz pwasiUkdg diul t i Aas, kNIist pieejams pUd!
saraksts.
(]
e - _ ‘
Font Formatting GajU sarakstU var samekl| C
Pasti atsaukt to. Ja kUdu dar bogl
Z darbgbas, kas izpildgtas p
oo At saukganu var auéRbdb), i zn
Paste
Undo 2 Actions
3236Teksta mekl Ugana un aizvietogana

DagkUrt darbU0U ar dokumentiem rodas vajadzgba
vai vUrdu kopu un to redigUt vai nomaingt. F
nosaukuns, kas dokumentU pieminUts daudzkUrt. Ja
grl tobas.

LietotnesWord 2010p i e caidtekstame k | g adpakds i esp Uj u UOtri atra
vUrduurkowajadzogbas gadojumU aizvietot to ar
Mekl Ut uwmaai nei ¢i @dtai tekstu, bet ard tekst a
rakstzomes un citus dokumenta objektus.
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3.236.1Tekst a

Ar lentes ciles Home lappusesgrupas Editing komandu dafind- var at v Ur

me k |

Ugana, izmantojot navigU

naV|chNa1v|gaaBonkaB j Ttami atvieglo un pau
mek!|l Uganu.
Ja lentes ciles View lappuses g r u pShow i r at zomUt a Iz
Smnl T navigUcijabsenhdsi gUciajtaStanthat s
Document v a r ierak§t(pt me ku Uj&hnofraJ_kstz(mej
apst'y,Udé&as visU dokumenta tekstU tiiek
- R = I;-l gg ﬁ ~ . E B .
tekstaapstrade. Ar navi gUc|= = rvlatrs imgoglUnut i es
i nfor.mUci ju
| - redzami atverta 30 - redzami dokumenta B | o atrasts
dokumenta virsraksti un lappusu siktéli, kuros mekl&jama teksta fragmenti:
atzimétas dokumenta atzimétas mekl€jama teksta .
sadalas, kurds atrasts atraanas vietas: Navigation ¥R
meklgjamais teksts: —— teksta apstrade =
Navigation v X
Navigation v X 1 of 7 matches
teksta apstréde X - i
teksta apstride x 4 130 | & oW
1 of 7 matches
1 of 7 matches Teksta apstrades lietotnes
< | oa | & a v pledivs ari dazidu objektu
_J 31 j N (attély, diagrammu, tabulu)
~ = iekfauianu tekstd
levads .:_-7:
4 3.1, Tekstapstrdes lietotn... % Datorizétai teksta apstrade: ir
. m— vitkne prieksrocibu
3.1.1. MS Word atvéria... =2 -
3.1.2. Word darba logs == h;';;';{; lietotdjam ir jJdprot stradat ar
3.1.3. Peles rdditdjs un ... lietotni, kura tiek izmantota
: teksta apstradei
4 3.2, Teksta levadidana unr... T
HEA: TEPES EaRsme 2 o Microsoft Word 2010 ir viena
4 3.2.2. Teksta ievade 1 no jaudigikazdm teksta
3.2.2.1. Lapas skata ... apstrédes lietotném,
3.2.2.2. Dokumenta ... SR
— SInEATST peli, Tam var bOt dazddas
3.2.2.3. Nedruksjam.. e eestenapei formas. Teksta apstrades
3.2.2.4. Teksta atiase et relimd tas parasti izskatss k8
< vertikdia
4 323, Teksta redigéiana
3.23.1. Teksta mekl.., B Darbs ar teksta apstrides
Z lietotni svarigi ir saprast tidus
At ti ercQll i laggi uz virsraksta, al apgpruspse
katram atseviggam teksta mekl Ujganas rez
Ar inkgg| uz bultiAdAas navigUcijagkurDts
precizUt ekl Uganas nosacQj umus

Tekstapst rMiobsok Wdrd28l0ot n e
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Mavigation * X
Search Document = ‘%
oo | = DOptions...
E oo | =

ﬂ‘ﬂ Advanced Find...
You can search for text i| »ac Replace...
your document by typin = GoT
in the search box above =0 18-
Find:
Click the Magnifying Glz .
button to find command 8~ Graphics
to search for objects, su Tabl
as Graphics, Tables, j ~anies
Equations, or Comment! J[ Equations

AB'  Footnotes/Endnotes

A Comments 2

Pi e mUrkamandu@ptions..vei ¢ teksta mekblLnbgaguss redoma

Find komanddm i zdvolkluanse nt U mek!| Uj amos obj ekt us:

1 Graphics (grafika);

i Tables(tabulas)

1 Equations (formulas)

f Footnotes/Endnote v Ur es/ bei gu vUres)

3.2.3.6.2Tekstapad zin li a mek | Ugana

Lai veiktu padzi NinUtu informUcijas mekl Ugan

A a komanduAdvanced Find... (atrodamalentes cilnesHome lappusesg r u p U

Edingvai navigUcijadirall tog Finolzaw iREpmteyiines at ver
Find lappusi:

-
Find and Replace

Ffrd | Reglace | GoTo

Find what: teksta apstrade t'j
Options: Search Down

[ dore>> | | Readng ighight ~ | | Frdin- | [ Endtet | | cance

~

A lo d z FinfdWhat: ievadame k| Uj amo rakstzomju kopu
Apiespie[\Iorde(‘gth'_Jrszeeksttiaek mek!l Ut a dokume
to atrod, tU tiek atlasdota un atbilstogi p

vajadzggo;s | aboj umus

lai turpinUOtu me_kIUgat]laDrmte«tlina'mE]srﬁiré_Jg

dokumenta tekstrWnmav i &kr agivadous e®kzi Aoj um

b1
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Microsoft Word - o — p— N &3 l

o Word has fruched searching the selection. The search item was not found. Do you want to search the remainder of the document?

Yes | Mo Help

Alai pUrtrauktu maklalgparimddand Fegacez v Pr e 8 p i
pogu Cancel |

Piespieg  More >> ocglualog)ltodzkl,ﬁpar UthaSeamblman
Options, kas Nauj preci zUfsk38dphst a mekl Ugana

Mek!l Ut Us teksta fr UzEim what, e kn os akgu rasb Uv as
iepriekg mekl Ut o tekwdiuktvatio odtjlelrtuotpur
lietotni Word, sarakstéind whatt i ek dz Ust s.

32363Teksta aizvietogana

Bi egir ovdiaesn vjag wmdupowaksmént00 nomaingt kU
(vUrdu vai frUzi): ar citu tekstu. PiemU

T kUda abretvelsti Uaj Uaisd)st ((LRidatvijgs Rdpublika n o s
MST Microsoft speckurss s peci Ul s; kurss u. c.)

f dokumenta sagatavoganas l ai kU maingjie
nosaukum¥ ai atrgganUs vieta

T ir precizUtpakBidaasvegkBtdhas veids un

Jasagatavotaisdokumesi r i zvi etots uz vali rUkpUrrre cl gazpe

atragana un a|ztslt(ﬂUgeazngaanardaMDrUtpwa'edldp(glgae

ai zvietoganas iespUju.

Laivei ktu vienas frUzes aizvietoganu ar c

A ar komanduReplace (atrodamalentes cilnesHome lappusesg r u fpdiiing vai
navigUcijayatverit al o g Rinddaad(Heplace cilnes Replace

lappus;
A lodz Fiddiwvhatvar ierakstot vai izvUl Uties
( pi einsnbdly;
A lo d z Réblace withvari er akst gt vai izvUlIUties nc
kurUm jUaizvieto atrinak8kszomksta frUze
Find and Replace — - - [_B’_iﬂ
! Fnd Reglace :goTo A
Find what: simbols E]
Cpbons: Search Down
Replace with:  rakstzme 3
i
Mote >>  Repisce | [ Regisce st | [ Bodnet | [ cance "

Nor UdotfUsUz ek sdiazvi etoganu var veikt di\

f mekl Ut dokumenta tekstU aizvietojamo |

tekstu, pi RED'EEE&"bgot pogu
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T mekl Ut dokumenta tekstU visas aizvietojamU
aizvietog@g®douiczxdhedt

G ja atrasto teksta frUOzi vUl al Beeee |vietot a

Notiek aizvienOdklaseam sumetk s Ugiamids

G pi espi el Repeceal hwiguU t ek st U otrilledkelts asntalk | Ut a

ar nqgruUdoto

G ja atrasto teksta frUzi konkrUtajU vietOU

piespiel et hognek! O nOkamo frUzes atraganC

Lai pUrtrauktu teksta mekdU@géangFmdaaiaAzvieto
Replace pi es p| Canc bog?uaksttek)mtes)( ar kurUOm jOaiz

teksta frUzes, t Repldce veita g Inaob Uk tarsa swaarakist WUI Ut
il zmantoto tekstu vali objektu paraugus un vei
lietotni Word, sarakstReplacewith tiekddJs t s .
3.236.4Me k|l Uganas un aizvietoganas iestatoj umi
Ja teksta mekl Uganai izmanto navigUcijas ri
di al o YFira dptions, ko atver ar komand®ptions... i z v UlnU pie navi gl
rits lodzi Aa
rFrndOp!ions . aiﬂ
Match case Match prefiy -
Find whole words oy | Match suffix
| Use wiccards | Ignore punctuation characters
Scunds lige (Engish) Ignore whitespace characters
Find ol word forms {Engish)
[¥] Higraghe at

7| Ingemental frd

Set As Default | Lok || cenesd |

Ja veic teksetkd UgadaiolNiFimdmiRepmcec i NFikdiun

Replacel appus Us, p i| More >> @IO&|Opr|gC11JdEZEII|4.Adpta grupa
SearchOptionsarpapi | du palramalsrU\lalu:;valreszt tekst
aizvietoganas darbgbu
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(] l ey xR
Find and Replace S X
Ffnd | Reglace | GoTo
Find what: 7]
|
\ <<less | - . Cancel
Search Oplions
Searchy A ; I
Match ey Match prefix
D
Find W a1 v Match suffix
Use wildcards
Sounds Fee (Engish) | Ignore punctuation characters
|
'I Find al woed forms {Engksh) Ignore white -space characters |
Find
Formatr | | Specal v |

GrupasSearchOptionss ar ak s Sdachw air AUzv Ul Uties mekl U

f DownisUkot no teksta kursora, | 90dz doku
f UpisUkot no teksta kurspra, | 0dz dokume
f AlisUkot no teksta kursora, visU dokume
Ja nepieciegams, dmd&lki| Bga ndeosk uvnem t at Ipd g §&

ti kai dokumenta atlasdotaj U daNOU.

Ar grupasSearchOptionsi zv Ul es rTti AUm var precizUO
mekl Uganas nosacdoj umus:

Match case mekIUt, Aemot vUruU I|lielo

Find whole words only me Kk | Ut nakbd8taodmju ~kopu
pi emUr am, j'"a meékiod " ked de
rakstzomj"w Uk adpws", Mka'd kialda

u.c.
Use wildcards gaj U regomU atsyrggUmsp
nozome, piemUr am:

T mekl Uj ot 'ytlsrad u afsg ? d"sw Uii"gl
figddmscit,ti.,? vietU pi e Niana
rakst zome;

T mekl Uj ot vOrduksisatrmal
Askr'gmbias'k u dirs & &g, aina v
pi eNauj anisa g jieabkksutrzgd mf.sk. *
vi etall ar 9 neblt neviena

Sounds like (English) parametrs nodergQgs, ja n

veids. At zgmUj ot gp vBwvillesa
kU to dWdrdradut ountdt i ski s a
vUrdu (tikai angNu valod
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Find all word forms (English) mek | Ut vi sas vUrda gr an
val odas vUrdi em)

Match prefix mekl Ut vUrdu kU priedUklI

Match suffix mekl Ut vUrdu kU piedUkI:i

Ignore punctuation characters | mMe k | Uj ot ignorU pieturz?9

324Teksta pareizrakstobas pUrbaudes
Teksta apstWotdders ileikeNaouttraU vi r kne parei zrakst

Tie var kontrol Ut vUOUrdu pareizrakstobu, gram
i zvUl Uties sinongmus un antongmus, aut omUt i
aut omUt i ski  kteksti. gUt un ievieto

Svarggi ir izvUlUties tekstam atbilstogo val
val odU wvar noti kt tikai tad, ja datorU ir
pareizrakstobas pUrbaudes | 0dzekNi

Par stilu, sinongmiem un anton9gmiem teiktai
Teksta | atvi egu val odas kontrol ei i zmant oj i
p i e mUlildesBjrojs

Atkar_(pr no iestatQgjumiem telk&saapamn&iszoglas
| ai kO vai ar 9 pUrbaudot pareizrakstobu pUc |
Vei cot parei zrakstobas pUrbaudl, Vi si t ekst
ierakstotajiem. Bez pamatvUrancas var tik
viddnocas, pi emUr am, opagvUrdu vai dagUdu sp
vUrdnocUs neatrod, tiek atzomUts kU kNidains
Pareizrakstdobas kNidas tiek pasvQtrotas ar s

kNT d@as zaNu vi NAatswot poj pms f@el wipnmUr noz

pareizraksthz‘as‘kNIda |l espUj ams, ka pasvot
nepareizi izvUl Uta valoda.

Pareizrakstobas pUrb_audes programma neparU(_ja
irlietotsnepaei zU kontekstU, piemMUrbkhms ubrduskop¥

kopas fmMmeigat @,ar\sUetdise ki bmasskat 0ts par kNI daint
3241Aut omUt i skU pareizrakstobas pUrbaude

Ja rakstot automUti skKidapUvbagldia mpamaitariaket
izlabot.

KNT dai ni uzirpaakssvtogttrioet ivUarrdisar kanu vi NAotu |9
|l abo pogu uz k NT drad 2@ rwdlk fdms & ks teak kaamdrdhkaar t
piedUOvUti vUrda | aboganas varianti, piemUram

40 Teksta redaktorMicrosoft Word 2A.0



TEKSTA | EVADAGGEGANSIGHANA

RILAN
Ml

Times Me = 12+ A" A7 E_E
B I UE¥-A- f
Dokumenta atrastas pareizrakstibas Ewﬁggtiek pasvitrotas ar sarkanu vilnotu Thiju

klodas

klidas

Ludas

knudas

Ignare

Ignore All

Add to Dictionary

AutoCorrect

Language

A.f? Spelling...

Look Up

{2, Paste Options:
= 5 [%] A

Additional Actions »

Ar peles k ei sUs pogas klikggnt aks tat bk B v roahs

T
T

=4 =4 4 -

E ]

X T G

aboganas variantu vai ar9o :kUdu no pied
Ignore-i gnor Ut (nekontrol Ut) ¢go vUrdu;
Ignore All -i gnor Ut (nekontrol Ut) go wUwvdetd
tekst U;

Add to Dictionary i pi evi enot go vUrdu |lietotUja
AutoCorrectit ur pmUk vei kt gos kNidas aut omOU1
Languagei mai nQt parei zrakstdbas kontrol es
Spelling...i at vdUratl o g$pellthg andGrammar: Latvian( par ei zr ak

un gramatika;nor Udota akt ullla® r ovdaa noadsa ) p a pkiulr
pareizrakstobas | aboganai ;

Look up...iat vUrt uReteanch{mpUittoigana), kurU pi e
dagUdas papil du |espUja$kvaUrddaogjathaas u

a tekstU atrodavnlNAaBvaIthujuml(gtramanﬂ\llu
ogas klikggi oz examwNWJa$@lg)mtakmdjkmnjharte
ur U pkbNHdaweganas varianti, pi emUr am:
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Times Ne » 12 = A" A7 = &£
B/ UEY-A-Y
Dokumenta atrastas_gramatikas kludas tiek pasvitrotas ar zalu vilnotu liniju

Aizvietot tukSumzimes ar vienu tukSumzimi

Ignore Sentence

& Grammar...

Look Up

[, Paste Options:
o=
Additional Actions

Arpeleskr ei sUs popge®BlUédsi kggikomandkaambdganasdUv
s

variantemv ai ar 9 kUdu no piedUvUtajUm papildu i(
T IgnoreSentence i gnor Ut tei kumu;

1 Grammar.. i atvUdt al ogl SpekirgdndGrammar: Latvian
(pareizrakstgoba un gramati ka; norUdota ak
i espUjas kNIdas | aboganai

Ja konteksta komandkartU | aboganas varianti
nav i zmantojami un neti ek asmokomandkdrtesssarar Q ci t
i ziet, piespiegot peles kreiso .u Urpus ko

3242Parei zrakstobas pUrbaude pUc lietotUja
Lai pUrbauddtu dokumenta vai tU daNas pareiz

Ateksta kursoru novi otUc baakgment Ovaikuvartul aw@l

tekstu;
¥

. ) . | Spelling & . . . .
A lentescilnesReviewlappuseg r uRsodfingp i e s pi | Gammar v @U pi espi eg

tastatirEek tausti Au

Ja atrastas parelzrakaltq@&)ellmgkaNd\@re&nmar ti ek at
Latvian (parei zr akmdatQiblaa ; unnogrrUtha aktuUOl U valo
kNI dai ni uzrakstotais vUrds, piemdirraadi s par e
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Vards uzrakstits kludaini un pasvitrots ar sarkanu vilnainu [iniju

~ =
Spelling and Grammar: Latvian [M

Not in Dictionary:
Vards uzrakstits kludainijun pasvitrots ar sarkanu ~ + L Ignore Once ]
ilnai i [
vilnainu finiju 4 [ T ‘
& [ Add to Dictionary ]
Suggestions:
Wodaini ... |p [ Change ]
[ Change All ‘
4 [ AutoCorrect ]

ionary language: |Latvian El

Dicti
[¥| Check grammar

Options... [ Cancel ]
y
Ja vUlas pUrbaudot ar o ¥chekgamart j ku, atzom

3243Pareizrakstobas kNidu | abogana
L

Di al ogl Speling Aral Gramar pogas | 1onereonce ] | Iooreal ]

| 4dd to Dictonary | | AutoCorrect latbilst i epriekg apskat §t
komandkart U, i z k rDictiooaty dangaiagesi akonzakdaittahgoadie i A g
(sk40. Ipp.).

Sar ak s tNbtondDictiodaty redzamizceltspar kNl dai nu atzgt
atrast s, saw larkdsn @ngmstlonsﬂ(ub riek gitrodaknu/rhhr)d i, k as

piedUOvUOti kNidainU vUOrda aizstUganai

Ar ki igogasl == |\NT dainais vOrds,kasi ekslla®w

no piedeﬁth}gl'qomL Change Al | 5 i zvUl Ut o vUrc
atrastais kNldainais wun bez jautUganas
vUrdi

Ar kil po@t i ektsait & 100 g WarddOptiodsgkura cilnes

Proofing | a p p u sall zomUj ot atbil siestapls piazeUlze s
pUrbaudes redgomu

3244Parei zrakstobas pUrbaudes regoma i

Di al o gWord @ptioks v ar at wdlnegFile Backstageskatan avi gUc i
rits k| [ Optons y
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-
Word Cptions

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ABC|
iy_d Change how Waord corrects and formats your text,

AutoCorrect options

Change how Word corrects and formats text as you type: AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numpers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

|:| Suggest from main dictionary only

LCustom Dictionaries..,

French modes: | Traditional and new spellings EI

Spanish modes: | Tuteo verb forms only El

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling
Show readability statistics

Writing Style: | Main [~ |
Recheck Document

@] woRD2010_2 E

|:| Hide spelling errars in this document only

Exceptions for:

|:| Hide grammar errors in this document only

[ OK ][ Cancel ]

Di al o g tilnedPrdofih@l a p p u s évhengarrecpny spelling in Microsoft
Office programms:
A ar izvUles r1tiAUm nosaka pareizrakstobas |

Ignore words in UPPERCASE
Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

Mekontrolgt vardus, kas uzrakstiti ar lielajiem burtiem
Mekontrolgt vardus, kas satur ciparus

Mekontrolét interneta un failu adreses

Atziméet atkartotus vardus

Labojumus piedavat tikai no lietotdja vardnicam

|:| suggest from main dictionary only

A ar pogu[ Lustom Dictionaries.. ] atverd i a | o g CustehzDictonaries,  knuor rd)J d N
i zmant dji@amdd Uj aun vdkdaHogaj U Lasgaagavarst | odzi Al
izvUl Uties valodu.

Proofingl a p p u s aVhen garreciingspellingand grammar in Word:

A ar kontr ol

i zv UlpersecriiztU Alam ei zr akst O0bas es r
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Parbaudit pareizrakstibu, rakstot dokumentu J| Check spelling as you type
Lietot konteksta pareizrakstibu #| Use coptextual spelling
Atziméet gramatikas klddas, rakstot dokumentu | Mark grammar errors as you type
_ o Pﬂrbal'.ldn gram_atlku pec_lz_r!_lnaa | Check grammar with spelling
Paradit tekstalasamibas un stila statistisko novert&jumu - o
| Show readability statistics
Laiat vUrt aj O edsd kbugmeuntvtai i zsl Ugtu aut omOt
pUr baudi

A Proofing lappusess ar a k s tExceptians fold i zv Ul as at vUrt(
nosaukumu;

AatzogmU vai notgra izvUles ritkRhdagpni
gaj U dokument U) :

Hide spelling errors in this document only

Hide grammar errors in this document only
Lai visiem turpmUk veidojamiem jaunaj
aut omUti sko pareizrakstgbas un gramati k
A s ar ak s ExceptibzsifoAiUz v BIl Neve Documents
A atzomU vai notora izvUles rltiAas:

Hide spelling errors in this document only

Hide grammar errors in this document only

3245Jaunu vUrdu pievienogana pareizrak
Pareizrakstgbas pUrbaudotUjs salgdzina
vUrdngcU, kurU ir iekNauti visbiegUk se
vUrdi, tehniskit.telbani npar @akzoalpsnti ¢ buats |
vUrdnocU neiekNautos vUrdus neat zomUtu
Jaunus {p&qadluiad tvolrUd vap mesiénop ar ei zr akst gbas
| aboganas | ai k U, Adid mnbictiohaoyj (kohtekska okameamdiartes

komanda vai pogi Add to Dictionary | dialo g Spelithg and Grammar: Latvian),
bett os v arv UredraapkgsUtedetat kar 0 g i no pareizrak

laiak ual i zUtu (iespUjotu) opagUs un I|ieto

A ar cilnes File Backstage skatanavi gUci j as 2] Options | &iverma n ¢
di al o gWadQptiors;
A di al o g kilnes Proofiry | a p p us e Wherg coueptidg spelling and

grammar in Word a r kli kg d Custom Dictionaries.. baaverd ialoglod
Custom Dictionary a r opago v Uritiodgary Wist suanr asktszt gumU
vUrdnocas, kuras vUlas izmantot:
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Custom Dictionaries | 7 28 |
Dictionary List Edit Word List...
All Languages: -
CUSTOM.DIC (Default) Change Default
Remove
File path: | c:\Users\User\AppData\RoamingMicrosoftiUProof
Dictionary lanquage: | All Languages: El
0K ] [ Cancel ]

Apiespil o Jjgu
Ja

| Remove || var izveidot ar¢ jaunwwdrwaiociuzdz Us't

nepieci egams, gl mewm. |z ad. |otun

Ar pogu [Edtwordist. | var atvUOrt vOrdngcUO ievi
pievienot vai dzUst, piemUr am:
f 1 ai pievienot CUSTOMAOIGY @ri SaulkbBlmed n o ¢ a i

u

e e e

[

e e e

[N

pogas

etoto

Ur du

etoto

vUrdnocu sarakstU atlasa vajadzogUs vUr
pi espilEdtwodist. lun atdregc U Urevietoto v
| od 2Mord(§)i er aksta pievienojamo vUrdu
piespil ak. Ju
piespil % jgu
[ cusTomic [ERRC)
Word(s):
Saulkalne
Dictionary:
Add |
[ ok || cancel |
ai i zdZAStukanen v Ug glarg U EUSTAM.DIG: § ¢ a s
vUOrdnocu sarakstU atlasa vajadzogUs vUr
pi espi|edtwodist. jJun atver vUOrdnocUO ievi
vaj adzogo v UrDittibnagytslaa sa& slt &ddzi Aa
piespil beete hgu
piespil % jgu
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o = Y
CUSTOM.DIC |2 [t

Word(s):

Dictionary:

add | [ pelete | [ Deleteal |

o) (o

Ja jUlabo jau ievadots vUrds, to izdzUg

Ar Kkl ikg[pdeea |[vaogasdzUst visus vOrdngca
32461l evades valodas mai Aa
Pareizrakstobas kontr ol es Rewelvlapbusesgrapas i e

LanguagepoguLanguage

o . .,La;‘guage . .

Aar klikgd - =zmtwegad zvUI ni
}a;guage

v

{ @ Set Proofing Language... l}

Language Preferences...

A ari z v kbrmardsSet Proofing Language..atverd i a | o gllangdage A
Language M

Mark selected text as:

& English (U.S.) ~
s il
Russian

Afrikaans

Albanian

Alsatian

Amharic

Arabic (Algeria) -

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

[7] Do not check spelling or grammar
[ Detect language automatically

| set s Defauit | [ ok [ cance |
AizvUl as pareizrakantQljas vk SstAsDefai |gstatagooagluo
kU nokl usUto
A ar izvUlpeasecriiztd Abmtroles regdma iestal
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neparbaudit pareizrakstibu vai gramatiku - ||| Do not check speling or grammar
noteikt valodu automatiski- ||| Detect language automatically

Pareizrakstobas kontroles val bdboganamai ad kU

izmantojot komandu_anguage konteksta komandka']dtvai i zkoéanogkutl odzi A
Dictionary languaged i a | o gS$pelltgandiGrammar: Latvian.

Nok | us @yadem@r eid i g Uadpdunvaasr) i e sWadtdgpgci gqmug i zvUl es
di al o gWarddoptions:

A atverd i al o gdineslangudgel appusi . To var izdarot di v

1 ar cilnes File Backstageskatan avi gUci j as | [ Optiens  gtverman d u
di al o gWadQptiods unp Uc cilneshanguagelappusi
T ar ciIne_sReviewIappuses grupdsanguagepogulanguageat ver i zv Ul ni

g_

|Language

v

! ’f} Set Proofing Language... %

L Pref - s
anguage Preferences unlieto komandW. a n guages Preferencesé

A grupasChoose Editing Languagev a | o d u sarakstU ar klikggi u
rindi Aas atlasa valodu, kuru vUlas i zmanto
valodu;

A piespe ¢ p|5etasgefamt; poga aktova tikali tad, ja at
bijusi noklusUjuma ievades (redigUganas) Vvz¢

Alai tiktu ievUrotas izmaiAas ievades (red
atkUrtotiWadver | ietotni

2vingrinUjums

1. At v U rutdokjinsentun
2. Uzrakstot abas dotU teksta ritndkopas (ar Vi

Informacijas tehnologija (Information Technelogy - IT) ir(zins metozuy,
panemienu un@prﬂmjuma kopums, kas ar dato akaru lidzeklu
starpniecibu nodrosina jebkuras infurmﬁcija@ glabasanu un izplatisanu.

(E’ég%és) informacijas tehnologijai biezi min aricKomunikciD (communication)
i \ . - . o e ) e

te naln ir saistita ar informacijas apmainu, izmantojot specialas sakaru

ierices.

3.1zl abot apzinUti pieNautUs kNidas un aro n:
4. Dokumentu sagl aindgd02. ar nosaukumu
5. Ai zvUrt dokument u.

vingrinUOjums

1. AtvUrt iepriekgUjU vinungrioa.Uj umOUO i zveidoto ¢
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2.Ai z abUm wuzrakstotaj Um un divagjhuads tekstaj U n
rindkopas:

Ar athildibu par pasauli sasirdzis,
vins neredzeja, ka nogrimst maja,
kura bij piedzimis, kura bij audazis,
del kuras to pasaule uzrunaja.

(1. Peters)

PUrbauddt uzrakstoto tekstu un izl abot
PUr | i e c ipedkhotais dzejas pamts ir viena rindkopa.
Dokumentu sagl aindgd03. ar nosaukumu

o 0 kW

Ai zvUrt dokument u.

vingrinUjums

1. At vUrt dvingrOnent u

2. POrliecinUties, ka pievienotais teks:

il epriekgUjo vingrinUjumu.

3. Apskat ot dokumentu dagUdos skatos:
fparastU skat U;

fdrukas izkl Ujuma skat U;
T Webi zkl Uj uma skat U;
fTatgrieztPristdayquiviea)s t Ik gt U.

4. Dokumenta drukas izklUjuma skatUO izv

apskat oot wun sal ¢tduz, i ni ztmadnot kou noetn ttauliiznslkj au n
200%

75%;

10%:;

Page Width;

Text Width;

Whole Page

Two Pages

i zvUrt dmgk@Bmemesiagl abUj ot i zmai Aas.

T _a s _a _a _a _a _a

vingrinUOjums
1. At vUrt jaunu dokument u.
2.l evadogt tekstu:
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Matematike Ada Lavleisa Carlza BebidZa analitiskajai mainai
radija pirmo programmu, tadejadi vina bieii tiek uwzskatita par
pirmo programmetaju.

3. Vei kt parplUrzbakasit.0bas

4. Ja par kNidainiem tiek atzoti vUOr,di,
LavleisaunB e i _b,i dtgiae acomredzot nav atrast.i

5. Pi evienot gos vUrdus opagajai vUrdnocai
6.1 zdzUst pUedusnpobodpagUs vUrdnocas.
7.Ai zvUrt dokumentu bez saglabUganas.

vingrinUj ums

1. AtvUrt iepriekgUjos vinvngrioaUj umos
2.1 zmest (izdzUst) teksta 3. un 4.
3.StrUdUj ot ar t ek sldkamerdapeistub al i em, i

Informacijas tehnologija {Information Technology - 1T) ir zinasanu, metoful, panémienw®
un tehniska aprikojumakopums, kas @ ar datoru un sakaru idzeklu starpniecibu
nodrodina jebkuru informacijas ieghianu, glaba3anu un izplatiBanu®.

Lidzas informacijas tehnologijai bieZi min arm komunikaciju (communication)tehnologiju,
kas ir saistita ar informacijas apmainu, izmantojot specialas sakaru ierices.

mai ngt vietUm vUOrdus 1 un 2;
A pUrvietot vUridu kopu 3 uz vietu

p14

Informacijas tehnologija (Information Technology - IT) ir zinaSanu, panémienu , metoiu
un tehniska aprikojuma kopums, kas nodrosina jebkuru informacijas iegusanu,
glabasanu unizplatidanu ar datoru un sakaru idzeklu starpniecibu.

Lidzas informacijas tehnologijai bieZi min ar komunikaciju {communication) tehnologiju,

kas ir saistita ar informacijas apmainu, izmantojot specialas sakaru ierices.

A samaingot viet:Um abas rindkopas

Lidzas informacijas tehnologijai bieZi min an komunikaciju (communication) tehnologiju,
kas ir saistita ar informacijas apmainu, izmantojot specialas sakaru ierices.

Informacijas tehnologija (Information Technology - IT) ir zinasanu, panemienu, metoiu
un tehniska aprikojuma kopums, kas nodro3ina jebkuru informacijasiegusanu,
glabasanu unizplatizanu ar datoru un sakaru idzek|u starpniecibu.

A otro rindkopu pieviienot vUlreiz teksta
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Informacijas tehnologija (Information Technology - 1T} ir zindSanu, panémienu, metoZu
un tehniska aprikojuma kopums, kas nodrosina jebkuru informacijas iegusanu,
glabasanu unizplatizanu ar datoru un sakaru dzek|u starpniecibu.

Lidzas informacijas tehnologijai bieZi min ar komunikaciju {communication)tehnologiju,
kas ir saistita ar informacijas apmainu, izmantojot specialas sakaru ierices.

Informacijas tehnologija (Information Technology - 1T) ir zina3anu, panemienu, metoiu
un tehniska aprikojuma kopums, kas nodro3ina jebkuru informacijas iegusanu,
glabasanu unizplatizanu ar datoru un sakaru dzek|u starpniecibu.

4, PUrveidoto tekstuvingceDg! abUt ar nosaukun
5. Ai zvUrt dirgk@ment u
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33RAKSTZOMIJU FORMATIUGA

331Rakstzomju formatUganas el ement .
Fontsi r burtveidols, kUdU tiek rUdotas rakstzd

Times New Romanvai Arial. Katr ai fontu sai mei Ir atgg
atseviggas rakstzomes, piemUr am:
Times New Roman;
Arial;
Calibri
Fraktur TL
Elephant.
Fonta masndka, cik liels ir katrs burts. Font
1 punkts (pt) =7i2 collas; 1 colla=2,54 cm.
Fontastisnosaka izcUlumu, kUdU tiek rUdoti burti
Fonta stil aka izcal . kada tiek
# standartveidd (Regular); rﬁc:iI;tiab?.Ji‘tiS_ nosaka 1zeeitm, kada te
Fonta stil. ka izcélumu, kadda tiek
. slTprakstE (l!a!lg) r;ﬂ?’;ﬁ E]-S'Eﬂ‘; Fasa LZCeILm L o e
_ Fonta stils nosaka izcélumu, kada
* treknraksta (Bold): tiek raditi burti.
o treknraksta slipraksta Fonta stils nosaka izcélumu, kada nek
(Bold Italic): rdadi burii.
Fonta stils nosaka izc8lumu, kida tiek
raditi burti.
Fonta stils nosaka izc8lumu. kida tiek
o pasvirotu (Underline). M
Fonta stils nosaka izcElumu. kida tiek
1admi burti,
u.c
KrUsas un BpapietsefvaektdiinUt vai akcentUt tek

Rakstzomju f or maéntdsgilaesHome lappusekdmanuagnupuo t
Fontvaima z o r (8kk5). pis). u
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332 For mat Ug a nanesHomelagposese 8 g U m

Rakstzomju formatUganas &loesHomelappusess g ap Us
Font:
Times NewRom ~ 14 ~ A" A" | Aa~ | 4
B 7 U - abe x, X° - ® . A -
i Font
Lai mai ngtu atlasotU teksta fontu un fc
s ar ak s tTimesMewFRom~ 14 -
Lai mai ngtu teksta fontu:
A atlasa tekstu, kuram vUlas maingot font
A ar kKl i kggi uz fontu sarakst‘lodzi,&a bu
|l i etoganai tam ir trdgs sadaNas:
s Themefonts( nokl usUj uma fonti);
1 RecentlyUsedFonts (nesen lietotie fonti);
1 All Fonts (visi fonti);
Atl asotU tekista fonts ir izcelts
ﬁmesNewRum'jH -
ThemanntsL\} -
Cambria (Headings) | _
Calibri (Body) |
Recently Used Fonts
(F Sroktur 2€
() Brask Serier 727
() Backpdasr 55
(} Times New Roman
All Fonts
T feakm En gaedLET
{ lgency B
¢ Aharoni 111 TN
( ALGERIAN
O inais 3 syl
_ {} sngsana Hew AT
A jauno fontu izvUlas .ar klikggi uz tU nc
Lai mai ngtu rakstzomju i zmUru:
A atlasa tekstu, kuram vUlas maindt raks
A ar kKl i kggi uz rakstzomju i zmUr u sar a
sarakstu
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1zE

I3 -

9

10

{11

|12

14

16

13

20

22

4 |¥
AizvUl as jauno rizpildaktl 2 kmjgs uzm®rldu un
Ja rakstzomju izmUru iszamlarkas,t ltoad zv &0 inawa d@t
Lai to izdarQgtu:
A atlasa lodzi AU redzamo rakstzomju izmUru;
A no tastatlras ievada vajadzogo i zmUru;
Apiespieftldausti Au
Teksta rakstzq@gmju iz AN var mai nQgt arQ ar p
T ar klikggA (Gow pootpasat| atsayt Daksetkmsomj u i zmOUr
palielinUts | 0dz nUkamajam sarakstU piedUvl
T ar k!l i kg A (Shink Fgtdigaatsbi $ amani nUt s .
Fonta stila not efokgogas B £ U "manto grupas

treknraksts B (Bold) > treknraksts
slipraksts | 5 (Italic) > sfipraksts
pasvitrojums | U vlfUnderlineg> pasvitrojums

Ar k1l i kgl " buwlzt iphggsasvamsadDvUojudagUeidp sar a

tU0 izvUlI Uties vajadzoggo:
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More Underlines..,

'd Underline Colot

Lentes cilnes Home lappusesk o mandu Faptr atpiJo d a ma s ar Q

ahe X, x°

format Ug: pogas

parsvitrotas rakstzimes | abe (Striketruugh}:> s Rre S rakstETes

teksts apaksraksts | x, (Subscript) :> teksts padrmn

teksts augsraksts | x* |(Superscript) :> teksts gkt

Pogas B £ U~ yn # % X gt 0d0 iKkB stUaeiotaj am t

gi s formatUgapnaesggueltdss |tradb|jp||sesp|egot
Ja atlasotajU teksta apgabal U daNai t ek

pogas darbdobas efekts atkardogs no pirmU

Tekst a margUg n E”? \Teext Highlmimh @atot ) 0. t Svoogtur i A a
ir izvU0Ol OtajO k Us U.

Laimar Ut u tekstu
A atl asa vajadzggo teksta apgabal u;

Aar klikg.: 2 - hul tpiokas at veirz (kirlObsez K lozdie KAl
kr UOsas kvadrUOti Aa
[a7]]

s

1
AEEEE
EEE BN

Mo Color
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(Text

Teksta fonakrasu var mainit | ®7 - Highlight

Tekstafonakrasu var mainit
Color) '

Ja tekstamarggathas potra™ " i eepintbgrggathas regoms), ku
i egl st 4.z sPkiaetsupi egot un turot mivaensari,eBttu pel
pUrvel kot tam pUri Murigaptad i 2gkmukalrlkwt Darzu
i i ol
piespie t pogu

- A - . .
Teksta rakstzomju krUs = |(FennGolorRai Svartri Amant
pogasn o r Ud adklruks

Lai iekrUsotu rakstzogmes:

A atl asa vajadzggo teksta apgabal u;

. .AT . & = = . &
A ar klikg™= hul tpiofjmass at ver akhutbBouwbodzi Au un
[Alz]

—
. Automatic

! Theme Colors

Standard Colors

LB EEEEN
Recent Colors

L]

i1 More Colors...

[ gcradient g

- - - Font - - -
Rakstzimju krasu var mainit | A - L:;ﬂ Rakstzimju krasu var mainit

Ar lentes cilnesHome lappusesy r uFortd novietoto pogu 7 (Text Effects) var
atvUrt logu, kurU piedUvUti dagUdi rakst zQmj

e

;-/- Outline
Shadow
Reflechan

Glow
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Ar | oga apakgdaNU Ouling, Shado)waqﬂehttmn Glovnvarn d Ur
atvUrt vOBrkus@ragiisitdoujileom nof or mUj uma vei di

l zvUl Uto noformUjuma efektu atlasgtUm r
paraugaPi e mtr am

— Burtu tzskats

A [ A
A A A

Qutiine

)
A ——BURTU IZSKATS

Shadow =

Retlectson

— : T~Burtu izskats

Ja nepieciegams, Vvisus tekstam pi elmdseno

Home lappusegrupasFont pogu o (Clear Formatting):
A atlasaf o r maekstit o

b

pi espi i-;ilf,pk)gsl noAem visus for mat fdginu mu s
texd:

. 060 Cl .
Sorm\ucrs teRStE | &) i‘o:::ning) Formatéts teksts

333.For mat Ug an a mazorzdnka notsol juo t

Atlasot tekstu, automUtiski parUd@dk] puls
To Urti var izmantot visu iepri &HKopta,aps
rakstzomju izmUra, fonta stilu, rakstz?9

PiemUrakisst U atrlaakssdttzasgmjkiNidst redzamaz (pu:
rokj osl a:

A = =

radas puscaux:.pidiga LiL]o:.la ko sauc pa_r
i apskatfto formata$ands 1idzekbrpiclietosa
. rakstzimju kr3sas un rakstzimju fona kris

Ja uz r
aprakst g
komandu pogas:

okjoslas novieto peles aidqteb;
tajiem paAUmieniem var i zmant o
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TimesNe» 12~ A" A" iE i=

A
B I UER-A-Y
Bez jau apskmapagBPospgUmpar kudrarast ickd asuy
tur pmUKkK.

@ Li etmazddjokj osl u nevar maindgt un pf|el Ugot!

334Format Uganadi abk mgFRantd g b A

Ar k 1 i Kentgsi cilnestHome lappusesgrupas Font pogas var atv _Ur t
di al ogFootdxiiaAl o ¢JI adzidd vas | appuses, kurUs ti
iespUjas rakstzomju izskata noformUganai

[ Font | % -t

Foat | Advanced |

Font: Font style; Swe:
Timas Ne'w Roman Regular 12
[syffaen - e
|Symbof Ttakc 9
|Tahome 503 0
|Tempus Sans [TC Boid Itah Ll
T - L v (. |
Font golor: Underine style;
Automatic = } (neos) lvj
Effects
| Strikethrough Small caps
| Double strkethrough | Al caps
| Supersapt ridden
| Subscrpt
Preview

Times New Roman

This i8 & TrueType fant. This font vwill be usad on bath printer and sareen,

| SetAsDefait | | TextEffects... | [ o« ][ concs |
||

& d

CilnesFontlappus U vgalrd uise sftoartmpatt Uj umu s :
 sar ak s Fonte tbmti; A U
f sar ak s EontSyle-ifoktd stilu:
f Regulari parasts;
1 ltalic T s praksts
1 Boldi treknraksts;
f Bold Italic i treknrakstas | 0 pr akst s
S
S
S

ar aks Sitebrdak AtUz 0 mj u i zmUr u;
ar aks Eontedoziirfalk st zomj u kr Usu;
ar aks Uddelnestyld Upasvdotroganas veidu:
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nderling skwle:

Mav pasvitrots {nons) M
[none) -
Arvienu svitru pasvitro katru vardu —— Wards anly

atseviski (bez atstarpes Zimém)

Piedavati dazadi pasvitroSanas veidi, no
kuriem var izvEl&ties vajadzigo (apskates | |-
turpindsanai izmanto mﬂﬂgjﬁ} pieméram """"""""""""

raksumderlmezooléruarlszIpHSNeserJuma kr Usu
k a tad, ja izvUlUts kUds no pasvotr

Di al ogIFomiz;llneégont | appuseEffecgrviap 0 i zv Ul Uti e
rakstzomju noformUjuma efektus:

Strikethrough i pY+siy 0t r o't

Double strikethroughi p9+sv8t+ ot i ar dubul tsvotru
Superscripti a u g g 5% |

1T sa
ti

Subscripti a p a k gnddis ai s

Small capsi KAPI TEP ELIQMGISI BURTI VIEALBERTI Ku

Allcapsi KAPI T U L BUR BURTI(LIELIE);

Hiddenis| Upt Us .rakst z0omes

Ja rakstzomes formatUtas kU sl Uptas, tU

= =4 4 -4 -4 -—a -2

Ar cilnesFile Backstageskatan a v i ¢ Uci j a sOptioh ateeroté b emb o g u o d
Word Options unt UilnesDisplay | a p p u s efAdwayg showp tl:iese‘ormattlng

marks on the screenat z ¢ md jesdJd r T|¥ Hidden text | sl Up t
rakstzomes var padar gt redzamas uz ekrU
i esl Ugts nedrukUjamo raksTromju parUdog

Teksta redzama dala [qr Tekstaredzamadalaf

Teksta redzama3 dala Pasleptstekstsy

Tekstatedzamadala¥]

Ardi al o gHout diIr_aeisE&ra lappusegpogu| Text Effects... |v ar at \Fd}imat I o
TextEffects kur U atrodamas papildu iespUjas

7 T e Y
Format Text Effects % ip!.&-}

Text Fill
e fil

@ Sobd il
Gradient £l

Fil Coler

coor: 7]

I [ oose |

Pi e mUQekstam,BURTU IZSKATS ar i zvéibdmtUt gUdu
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BURTU IZSKATS

Di al o g FootatilnésAdaanced lappusegrupJCharacter Spacingv a r  fieg v Ul U

atl asgogtU teksta rakstzgogmju savstarpUjo izvie
7 ~ 2
Font 1.2 -t
L Font Adyarved
Character Spacng
Scala: 100% 3
Spadng: |Normal ,r:] 8y:
Position: | Normad ﬂ Y
Kerning for fonts: +- Paints and above
OpenTyps Feahres
Lgatires: Nooe [T
Number spaang: | Default E
Number forms:  Defaut i-:
Stistic sets: Default E
| Use Contextusl Alternates
B | Preview
- sleptas
This s a TrueType font. This font il be uzed on both printer and sceen,
ers== (]|
Seths Defout | | TextEfiect... Lo || Coned |

1 sar aks6daleid zikA®a i zvUrganu vai saspieganu p|
1Tteksts izvUrsts par 125 %
1 teksts saspiests par 75%

f sar aks Sdaondizait’d arpi starp rakstzomUm, kas v
T Normalinor mUI a:
1 Expandedipal i e;l i nUt a

1 Condensed samazi nUt a
turkl Ut divos pUdUjRysvavariizaridtl dg i lsakuwd li ed 2
samazinUganas |lielumu punktos (pt);
f sar aks tPtdosibonzathl0asdot U teksta nowméektOj umbsmart
rindu:

1 Normali n o r ndkdtss
1 Raisedi paceltstekst§

T Loweredi p gq z e mtekstélt s
turkl Ot divos pUdUj Bgvarari antUb8tibdsakpaked

pazeminOUOganas Iielumu punk¥8u(spetip - At ggi r
paceltU unegaszamrabstzomju |ielums nemainU:
1T a i_ZVUIWEerningFDrFDntS:Iiﬁad, SUI«IlE' =] pantsandabove | A ()
norUdgto fonta izmUru, visas rakstzQgmes ti
tUm ir vienUdmsamtt Ul ums, piem
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TAVA VASARA
TAVA VASARA

[V Kerning for fonts: |12 5}>

Di al og chmtcbimésﬂch{gnse_dlappusesg r u@péhtype Featuresvar izmantot
lietotnesword 201 aunUkUs rakstzomju format Ugana

Fonti Calibri, Cambria, Candara, Consolas Constantia, Corbelun j aun Uk a i
Gabriola pieder pieMicrosoft ClearTypeCollectionun dod i espUju i
i estr UdUtUisg ditidgragul rvassi (vairUku burtu ra
pi emUramm, frid@w|a.) un 1lietot e skompiasd Uvk
i zvUl Uties ciparuonabkst phasi thioAEKp® k) Panaa
kas ir piemUrotas angNu valodai

Abudi al ogHRomtdiz NAp pusUs a|Defaut. ima poga

&Pi es ppogu Defaut.. | vi si i &Nt stt 0 jpumjem,ni.pavérat|s U
jaunudokumentu, ek st i fiths | salbgti I em i est atf 0 L

335For mat Ugana,butuz mghsoj mai Au
Lai mai ongriaacb Urited ol i et oganu tekst U:
atlasa tekstu, kurU vUlas mainodot |lielo

I I

i zpil da Kehtésk ainigs Home Zappuses grupas Font pogas Aa~
(ChangeCasebul ti Aas

A piedUOvUtajU sarbhketb/ macvbl asrviuehiuenog
Az~
Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

1 SentenceCasét ei kuma pir mai simhagg t pi EEmBt ams
Teikuma pirmais burts lielais, pargjie —mazie. .

1 lowercasei t e kvisitbliiti maziepi e mUr am

teksta visi burti mazie. |.
1 UPERCASEI t e kvisitbiiti lielie,p i e mUr a m
TEKSTA VIS| BURTI LIELIE. -

1 Capitalize Each Wordi kat ra vUrda pis maUsmabaiet s
pi emUr am

VisusWardus Sakt Ar Lielo Burtu ;

T tOGGLE cASE i tekstal i el i e burti tiek nomaing@
lielajiem, pi emUr am
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Teikuma pirmais burts lielais = tEIKUMA PIRMAIS BURTS LIELAIS
VisusVardus Sakt Ar Lielo Burtu = vISUS vARDUS sAKT aR IELO bURTU
TEKSTA VISIBURTILIELIE = teksta visi burti lielie

tekstavisi burti mazie = TEKSTA VISI BURTI MAZIE

336LRakstzomju formUta kopUgana
Rakst g mUu uf var ko p [ FFormatpainter 3 lpd airpdaméentpso g u
cilnesHomelappuseg r uQipboard u n kanteksta o k j( #3.1 U

Lai kopUtu rakstzomju formUtu:

A atlasa tekstu, kura formUtu vUlas kopUt, v
pogu fFormatfainter | pe| es r UdotAljs maina izskatu
A turot piespiestu peles kreiso pogu, pel es

t Uds pats for mUt s;
atbrovojot peles kreiso pogu, peles ruUdot Uj

Teksta fo-rm.a‘.:l—w vour holkopét izmantojot komandas Format Painter pogu.

Teksta fermdhe var hekopéf, izmantojot & komandas Format Painter pogu.

Teksta formadu vor nokeopdtf, izmantojot kewmadrdas Format Painter pogu.

p14

Ja formUts | Uk aguz poga J Format Painter | jvzipeitl (sa, dtubul t k1 i

Atbrogvojot peles kreiso pogu pUc pirmUs fo
formUta kopWgankaep Ugzasnkuat war t ur,paitrkWtr.t oKopUg
izpildotk | i kz¢pdgas J Format Painter .

vingrinUjums

1.At viladanu dokumentu un ievadogt tekstu:

Lai mainitu atlasita teksta fontu un fontaizmeru, var izmantot lentes cilnes Home
lappuses grupas Font fontu un rakstzimju izmeru sarakstlodzinus. Fonta stila noteikSanai
var izmantot 5is grupas komandu pogas.

A ar kUdu no iepriekg apskatotajiem paAUmieni
A nomaingt f cAnal u un ufbnta lielumu uz 13 pt;
i zmantot fontu un fonta |ielumu sarakstl od

13ptfonta zmUr s sarakstU netiek piedUvUts
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Lal mainttu atlastta teksta fontu un fonta izméru, var izmantot lentes
cilnes Home lappuses grupas Font fontu un rakstzimju izméru
sarakstlodzinus. Fonta stila noteikSanai var izmantot 51s grupas
komandu pogas.

A at | as §"teksta Ontil u s
Aizcelt go vUrdu kopu ar trekninUjumu:

Lai mainttu atlastta teksta fontu un fonta izméru, var izmantot lentes
cilnes Home lappuses grupas Font fontu un rakstzimju izméru
sarakstlodzinus. Fonta stila noteikSanai var izmantot Sis grupas
komandu pogas.

A atl asdftontelkksuru rakstzogmjsu i zmUru sar ak
Aizcelt go tekstu ar sl Qoprakstu:

Lal mainitu atlasita teksta fontu un fonta izméru, var izmantot lentes
cilnes Home lappuses grupas Font fontu un rakstzimju izmeru
sarakstlodzinus. Fonta stila noteikSanai var izmantot Sis grupas
komandu pogas.

N

.TurpinUt teksta forFormatPan@mu, i zmantoj o
vOrdu'floop@w"fieambatuUt treknrakst U;

vUr du"Fentapstidit r eknr akst U;
AvUOrdu'gbspgrupas "Kksmapdaksblgas
3.Ai z Wdkartenty nesagl abUj ot izmai Aas.

> I

8.vingrisnUj um

1.At vUrt iepriekgUjos viningrioaUj umos i zve
22Atl asot brovi izvUIUtus teksta fragm
piemUram, dagUdus pasvotrojumus, pUrsyv
3.Ai zvUrt dokumentAasnesagl abUjot izmai

vingrinUjums
At vUrt dvingrwihent u
.Pievienot dokumentam tros tU abu rindk

N -

Pirmaoi j U maindt dokumenta rakstzdmj

izmantojot lentes cilnesHome lappuses grupasFont komandu A&~
(ChangeCass.

A Otrount r ekgoopi j u no‘form[‘Jt atggir
i zmantoj ot iespUjas maindgt fo

b1
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f ot kofja- fontsCalibri, i zmUr s 14:

Lidzas informacijas tehnologijai biezi min arT komunikaciju
(communication) tehnologiju, kas ir saistita ar informacijas apmainu,
izmantojot specialas sakaru ierices.

Informacijas tehnologija (Information Technology - 1T) ir zinasanu,
panémienu , metozu un tehniska aprikojuma kopums, kas nodrosina
jebkuruinformacijas iegtidanu, glabasanu un izplatidanu ar datoru un

sakaru lidzek|u starpniecibu.

Ttr é&pifd-fonts un rakstzomju i zmUr s,
pi emUr am:

Ltdzas unformacijastehunolodijar brezl min art ko kaeifu
(commenication tthnolodiju, kas iy saistttn ar Unformacijos
AL, Lzimando]ot specidlas sadar Lertoes

Informaciias tehnolodin (inrmetion fectmoiggy- IT) ir 2inaiamy,_psnemismy,
mstoiy wrn tehminka spritgfums kopums kes modroling fabivry informaciies

fggiiany giebiiany un Eplefiany o detery uvn sekary ldesfly stonpnisciba

3.Sagl abUt dokumeingr ®@ ar nosaukumu

vingrinUjums

(fonts i Calibri, i zimi)rkatra veida nosaukumn o f or mUj o't
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Rakstzimju stili:
parasts;

trekninats;
shpraksts;

treknindts slipraksts.

Pasvitrosanas veidi:
nav pasvitrots;
pasvitroti tikai vardi;

daZadi pasvitrojumaveidivisam tekstam;

dazadi pasvitrojumaveidivisam tekstam.

Rakstzimju noforméjuma efekti:

augigjais "=
apak3EJais induks:-

tonéjums; )
Labakai uzskatamibai —
mkgtﬂm@g ar k@ﬂtﬂ:ﬂﬁ"g_]m} \ Eanksttzimju lielums izvEléts
PL;

VISIBURTI (ARI MAZIE) VEIDOTIKA LIELIE;
VISIBURTILIELIE.

normali izversts teksts;
par 150% izvérsts teksts;
par 80% izvérsts teksts;

atstarpe starp rakstzimem normals;
atstarpe starp rakstzimém palielinata par 2 pt;

astape stap reksamem savadnate parl2 ot

teksts novietots normali;

teksts pacelts par 6 pt, salidzinot ar normalu;

teksts pazeminats par 3 pt, salidzinot ar normalu.

2.Sagl abUt dokumeingr 10 ar nosaukumu

Tekstapst rMktohsok Wdrd28l0ot ne

65



RI NDKOPU FORMATUiGANA

34RI NDKOPU FORMATUOGANA

Rindkopavarpi ek Urt ot dagUdus format Uj umus

T rindkopas tekstu centrUt vai izl dgdzi
T veidot atkUpes no | apas mal Um;

T veidot atggirdogu rUpmidkopas pirmUs r
T izvUl Uties atstarpes starp teksta r
T izvUl Uties atstarpes pirms un pUc r
T izvUl Uties apmales (ierUmUjumu) un/
Vienas_‘_ rir_rlndkopas format Uganai nav

f or matringkeprdU novi et ot s teksta Kursor s.
vienlaikus, tUs jUatl asa.
Rindkouf or mat Uganai var i zmantot:

1 lentescilnesHome lappusekomands;

T mazo rQokjosl u;

T h
1 d

orizornoswl o mUr
i al o gPamgraph. A

341Ri ndkopas for m aitnd$ Blane lappusas
pogUm

indas at
i ndUm;

i ndkopas:s
vali i et c
nepi eci e
Lai f

ent es

Rindkopas formatUganas komdomelaspp us esa kglru pol
Paragraph:

ig iE

i
10

i
-

I
[l
I
1
4

Paragraph

3411Rindkopas | o0dzinUgana

Lai

1 k

1 1

|l 0dzinUGtu rindkopu pUc

reimalsas, pi  (Aligre Teext lpefd)g u

Teksts sastav no rindkopam. Rindkopas
sastav no teikumiem. Teikumus veido
vardi.

a bmalssp i e s pi | = (Aligo Text Right):

Teksts sastav no rindkopam. Rindkopas

sastav no teikumiem. Teikumus veido
vardi.
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9 abUmal Pmespi = Quystdy) u

Teksts sastav no rindkopam. Rindko-

pas sastav no teikumiem. Teikumus
veido vardi.

Laic e nt nindkopu,pi es pi | = | (Centeq:u

Teksts sastav no rindkopam. Rindko-
pas sastav no teikumiem. Teikumus
veido vardi.

3412At statums starp teksta rindUm
Ja nepirmaii@®@satmst umu starp tekstcénesHimed Um

lappusegrupasParagraph pogas “= | (Line Spacing b ul t i Aas atver
un izvUlas vajadzogo rindu atstatumu:

Ly ™

=

11%
1.5

Teksts sastav no rindkopam. 7l 20

Rindkopas sastav no teikumiem 2% Rindkopas sastav no teikumiem
Teikumus veido vardi. :

Teksts sastav no rindkopam

3 Optisns Teikumus veido vardi.

3413Teksta atkUpes no |l apas mal Um
Laimai mdtnWkopas teksta atkUpi nHomegmupas s Us

Paragraph pogas * (Increaselndent) un| == | (Decrease Indenk

1 at kldgpliiel i nUt
Teksts sastav no rindkopam.
Rindkopas sastav no teikumiem.
Teikumus veido vardi.

Teksts sastav no rindkopam.
Rindkopas sastav no
teikumiem. Teikumus veido
vardi.

f at kdgpmazi nUOt

Teksts sastav no
rindkopam.
Rindkopas sastav no
teikumiem. Teikumus
veido vardi.

Teksta sastav no rindkopam.
Rindkopas sastav no
teikumiem. Teikumus veido
vardi.

Ar katru kIZ < @ngreasednzentpvai gogas E_E (Decrease Indeny
rindkopas atkUpe no kreisUs malas tiek
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nokl ug@bwrhadlganas pDefadlttab siopsy, kasptr to @ Ir Wondn U(
parasti r | col |l as = , 27 c¢cm, talu lietotUjs to

1
342For mat Ugana, i zmantojot mazo r0kj
Times Me = 12 - A" 57 iE i
Mazaj 0 B ZUSE¥

format Uganas poga

T

- >
n |

tiek piedUOvUtas gUdas ri

(Center);

1 = (Decreasdndent);

1 = (Increase Inden).

TUs var i zknlantaout itelppratek g aprakstots.

343Hor i zemWlj dzlmasnt ogana rindkopas
format Uganali

Rindkopas teksta atkUpes no kreisUs wun | abU
pUr vel koltdmtjostasmao gti & r us .

KreisUs pu@ -2 i1 -2 1-jr trgs element.

augiejais kreisais trissturis [First Line Indent)
apaks&jais kreisais trsstiris (Hanging Indent)

taisnsturis (Left Indent)

~

A ar auggUjo trosstiri nosaka rindkopas pir ml
A ar apakgUjo trogsstiri nosaka rindkopas Vvis
malas;
A ar tainosatklarivisas rindkopas atkUpi no kre
attUlumu starp abiem trodosstlriem.
LabUs puse 15 M8 10 |jrjjans elements

[,‘/—{ apaksejais labais trissturis (Right Indent
Ar |l abo trosstilri nosaka rindkopas teksta at
Lai pUrbodotu marlfd cetrij ae | semeeinlten s(, p epled se sr d o't
mUrj os| &dsljitziskaast s) j Onovieto precogzi trossti
peles kreiso pogu, no el ementa wuz | eju vis.

| gniij &as nortWdai embogumua Turot peles kreiso
var pUrvietot pUc vajadzobas.

Lai main@tu rindkopas teksta un rindkopas pi
rindkopU (ja atkUpes grib attieciopst uz vai
atlasa) un ai eprapkakst ot ajiem paAUmieniesn pUrbdd
mUr j omargserus
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Pi emUr am, amUdslasmiaz griteWli@m izveidotas t
| aukumai kmadiUsmaj U pusl, & aom, Kl@bajd rind
at kiUop76 cm (no rindkopas teksta malas)

3-I-1-I-1-|-|-|-1'|-/\-|?E-I-4-I-E-I-5-I-_-"-I-S-I-E-I-1:l-I-11-I-12-I-}'G,-I-14-I|-15-I-16-I-1?-I-
it T T T T g T T T T

I_a| mainitu rindkopas teksta un rindkopas pirmas rindas atkapes
'teksta kursoru novieto rindkopa (ja atkapes grib attiecinat uz
valrakam rindkopam vienlaikus, 5is rindkopas atlasa) un ar |epr|eks
aprakshtajlem panémieniem parbida atbilsto3os horizontala I|nea|a
marlg.lerus

344.For mat Ugana,diiad marPtradgjaghtA

Ar k1 i kg gdilnesiHome llappnsesgrspas Paragraph pogas/:/ v a r at vl
di al ogPamgraph.Bi al od)l edzidAvas | appuses

Di al o g Paragraph dilaes Indents and Spacingla p p u s © s v rEntdkopts
foomatU g anas plordzedtigawredzams or mat Ut Us r:i ndkop

Paragraph iM

Indents and Spacng | Line and page Breaks |

Genaral
Algnment; !_T]
Qutine leved: | Body Text ﬂ

Indantaten
Left: 0.05am-< Specal: By: !
Right: Oem . Hangng B 0.35emS j |
|
Spading |
Before: Opt = Line spaang: At
After: opt srge [+]

Don't add spage betweaen paragraphs of the same style ‘

Preniew

skl S s ~w saonl sdhaTen bk o i v

| gebs.. | [setmspetsr | [ ok | [ cance

§
=

f sar aksAlignmdntv AU i est at ot rindkopas teks

péc kreisas mala Left

centret Centered

E)éc la_bés ma_las\R,ght
péc abam malam ——Justified

f gr ulpdéhtatonvar iestatot rindkopas teksta

1 Leftikrei sUs mal as;
1 Rightil abUs mal as;
T sar aks SpedataNiahg veadaUpdppaguai rindko
attiecwdbsWnprpetr Uj Um rindUm, aBykUpes |
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specidlas atkapes nav
atkape no kreisas malas noteikia rindkopas pirmajai rindal —— |5 ot jine

pirmas rindas parkare, jo ~———Hanging

atkape noteikta visdm paréjam rindkopas rindam

Ja at z¢mUt a¥Mroindenis| e or i rnidtkiodaas teksta atkUpes
no | apas kreisUs un | abUs masidgs, umetUrgnan aso
(Outside) , at ggirogi nepUra un pUra | appusUm.

Pi eamdr

Rindkopabez Teksts sastav no rindkopam. Rindkopas sastav no
specialas teikumiem. Teikumus veido vardi. Teksts sastav no
atkapes rindkopam. Rindkopas sastav no teikumiem. Teikumus
veido vardi. Teksts sastav no rindkopam. Rindkopas
sastav no teikumiem. Teikumus veido vardi.

Atk3pe Teksts sastav no rindkopam. Rindkopas sastav no

rindkopas teikumiem.TEilfumuS veidovardi. Teksts sastav no r_indl-r.npém.

1. rindas atkape Rindkopas sastav no teikumiem. Teikumus veido vardi. Teksts

—0,5cm sastav no rindkopam. Rindkopas sastav no teikumiem.
Teikumus veido vardi.

Parkare Teksts sastav no rindkopam. Rindkopas sastav no teikumiem.

Teikumus veido vardi. Teksts sastav no rindkopam. Rindkopas
sastav no teikumiem. Teikumus veido vardi. Teksts sastav no
rindkopam. Rindkopas sastav no teikumiem. Teikumus veido
vardi.

rindkopas visu
parejorindu
atkape
—0.5cm

~atstarpes pirms

Sad8spadihgi espUj ams i zvUl Uties
ndUm:

starp rindkopas teksta ri
1 | o d Befdkel atstarpe pirms rindkopas (punktos);
T 1 odAfteAitat st arpe pUc rindkopas (punktos);
; ]

| od ZineASpacingno saraksta var izvUlUties kUdu
rindu atstarpj Wtiveeriadkisetnp tv asie vl ovdazjiaAdlz g go at s
izvUrgamU saraksta izvUlUties aptuvenu vai

parasta atstarpe Single

usotra atstar| .
P pa— 1,5 lines
dubuita atstarpe —_ |5 e
atstarpe ir ne mazaka par lodzina At redzamo lielumu——At least

atstarpe tiesi vienada lodzina At redzamajam Iielumam-ﬂ""Exa‘:dy
’ £ Muitiple
daudzkarsota atstarpe/

Ja atstarpeodnaiatdedbagat at,pi ampeamkBtj aal odzi
redzams cipars,3adat st arpe. i r troskUr ga
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Di al o g Pavadraph of'qussLine and Page Breakda p p grsplsPagination
izvUles rltiAas var izmantot rindkopu u

rﬂaragraph 2 ‘ﬁ;_“

Indents and Spacng | Une and Page Sreaks

Pagination
V] dow forphan contral}
Keep with next
Keep lnes togather
Page break before

Formattng exceptions
Suppress Ine numbers
Don't hyphenate

Texthox options

Tight weap:

5 sy Titen S sreml Bt s winn T o woew Iy s edisge

$UT0 il e d ) v e e b s e Dl e L g g ade

|
|
frlm e |

Tobs... |

| setpsperodt | | o || coced ||

1 jaat z grmiUttWadow/Orphan control,tadnav at Nauts pUrnes
tikair i ndkopas pUdUjo rindu (atraitArindi
rindkopas pirmo rindu (bUreArindiAu) ;

f jaat Vg mi t Kekpwith next, tad rindkopa nav at
rindkopas. Gis formUts ieteappmsesibs
pUdUj U rinda;

1 jaat z g mUt Kedpalines togethey r i ndkopas vi saisjarin
kUdai rindkopas rindai nepietiek vieta
rindkopa;

f jaat z ormUttHagedreak before airngdkopu ti ek sUOkta |

At z gotrgtupasFormatting exceptionsi z v Ul eBonmd tt i Aypdlenme ret
var aizliegz i | bj dal es i zmantoganu.

345VUr du dal o0gana zilbUs un pUOrr
VUrdu dal gganai zil bUs wmakpOidesjadmai | a

Gai rakstzomei ir tros veidi

T parastU defise, kas dokumenta veidoga
rakstzgmes un paliek savU vietU redz
i er aksalgitkat u vUriduvdtdal pgdanaganmai ;

T neobligUtU defise ir rakstzdme, ko iz
bei gUs, bet nav redzama, ja sadal ot ai ¢
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i evadgganai izmantfstbieﬁtu tkoo mba m Ut ey ad g
speci Ul Optisnal kiypteeh (sk.I app us UppNr . 24

T neatdal Umo defisi i zmantad dgalniakt. u VWO rddis , u rk
neatdal UmU defi se, par ast. nedala pUrnega
MI r-Mlsr ni ek s . Neatdal UmUs defises ievadodogan
[Cu]) + ([shif]) + (=, bet to var ievadQNonbreakigg kU spec
Hyphen(sk| appus UppNr . 24

VOrdu dal gganu zilbUs un pUrneganu jaunU ri

Wordpi edUv Ut Us irecsw Uglarsne gaon aiadt ivkls i zmantot a

Lai veidotu vUrdu dalogganu un pUrneganu, at

cilnesPageLayout lappuseg) r uPade Setup i e s p i |b¢ Hyphenation - .

Insert Page Layout References
J _\jOnentatlon e 1Breab Y.
Sl-e v _J Line Numbers ~
Margms EE Columns *  |bE~ Hyphenation =
— PagesSetup None
v | Automatic
Manual
be~ Hyphenation Options...
Ja vUIl as Urdu pUr negan oese&lanentdatomaacut o mUt i s ki |,
Ja vUlas precizUt vUrdu dal gganas un pOr
Hyphenation Options...at ver di aHyphgnatioh: odzi Au

fi Hyphenation lil-a_s-r

[V]:Automatically hyphenate document:
[¥] Hyphenate words in CAPS

Hyphenation zone: 0.63cm =

Limit consecutive hyphens to: |No limit

l Manual... l l OK J l Cancel l

. 4

A atzomU i z vypheease wordstin A8S ja vUlas pUrnest v
rakst oot ibudiem; | i el aj i em

A | od HypBedationzonenor Uda vUrda pUrneganai vajadzy
rindas gal U;

A | o d dimifiddnsecutive hyphenstov ar nor Udgt, ci k rindUs pU
vUrdu pUrnesums, | a ¢ blolimitinideu opbkeagav). u v Ul as i

PUdUjo divu parametru optimUla izvUle nodrog

|l asgganu.

Ja vUlas pUOrnesumu veidd ¥ena. | Tadpid katal Ot , pi e

pUrnesuma diedldolyl adadamli Hyphenation: Latvian ( nor Udgt a

ak uOI' 0 valoda) tiks parUdots vUrda sadal ¢jum
|l ietotUjs var apstiprinUt vai noraidogt.

72 Teksta redaktorMicrosoft Word 2A.0



RI NDKOPU FORMATUiGANA

Manual Hyphenation: Latvian |M

Hyphenate at: {pafél:ﬂts

[ Yes ] { No ] [ Cancel |

PiemUranmparW@radds | gtpar @otudUsar pul sUjogu
pi edUv Ut s p Otraseitbesp a d@drt du ai z

LietotUjs gUdu pUrnesumu fes @ psvtaiiprmam
atteikties, No l.piegot pogu
3.4.6.Rindkopas gpmales i eUnota rindkopa

Rindkopas (ar9 dokumenta | apu) Umafuear mU
l zmantojot gU formatUganas veida iespU
sUkumU, beigUs, kreisajU vai | abajU pus
Gnjoums ir zomUjums vai krUsa, ko var i z\y
Pi eamdr

1 rindkopa ar apmali:

Izmantojot 53 formatesanas veida iespejas, var novilkt linijas rindkopas vai lapas sa-
kuma, beigas, kreisaja vai labaja puse, ka ari veidot apmali vienai rindkopai vai lapai.

T rindkopa, kas izcelta ar daNUju apmali

T rindkopa ar apmalin U njuwnu:

Izmantojot 3a formatesanas veida iespejas, var novilkt linijas rindkopas vai lapas sa-
kuma, beigas, kreisaja vai labaja puse, ka ari veidot apmali vienai rindkopai vai lapai.

Lai veidotu apmali vall njou mu , vi spirms izvUIl apisvietoe k s
apmale valJ njums:

9 ja tU i tadkursonvdkavipt@j ebkur U vietU gaj U ri
Tja tUs ir vairUkas rindkopas vai cits
ApmaNUnamu veidoganai var izmantot:

1 lentes cilnes Home lappuseskomandu grupasParagraph pogas

&~} (shading) un|3 "| (Borders and Shading)

T di al o gBodlerand hading

346.1ApmaNue YJruonu vei do g almaHomealapdusesi t e s
komandUm

k{hv

Lai pievier‘lotu‘tekstarﬁ] mwnu, ar kIl buurzi pagastver

un i Dwjdms kr Usu:
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(&

Theme Colors

Standard Colors
| B | EEEREN

Mo Colar

i) More Colors..,

Ja nepipiceéee E'Dflgmf-“ More Colors... v r

Lai pievienotu tekstanapmales ar klikUd

kUds cits no sarakstUO pi
vajadzgdggo:

i+ Bottom Border
Top Border
Left Border
Right Border

i Mo Border
All Borders
QOutside Borders

== Inside Borders

— Inside Horizontal Border

L Inside Vertical Border

Harizontal Line
Draw Table
View Gridlines

Borders and Shading...

3462ApmaNiueln
Bordersand Shading

ib

pi e

uul 2
edU

kNIt plagUkai ki

i Afagag pogai var

vUtajiem

u veidogandaal ommadzojot

Ar k1 i kg g cilnesuHomellapputesgripas Paragraph pogas 0| atver

di al o gBomersanddShading

Di al o grhBodiers aAdsShadingi r tr os | appuses:

9 cilnesBorderslappusé rindkopuun ci tu t ekst a

f cilnesPage Borderslappusé | appugu apmaNu

i zskat

apgabal u apma

veidoganai ;
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f cilnesShadinglappusé Unoj umu vei doganai
3.4.6.21Di al| o g BBardkms and @hadingilnes Borderslappuse

— Ty
rE«'.)rdc:r‘; and Shading | 7 ]

Borders | Page Border | Shading |
Seteng: Style: Preview

Chek on diagram below or use
buttans to apply borders

(1]
g

a Shacow T e S T {:’

(&)

|
| | Appiy to: .

Horzontal Line... \ | K | | Concel

. v

Lappuseg) r uSetihgi zv Ul as apmales veidu:

Nonei apmales nav;
Box i pilna apmale;
Shadowi a p ma | ejumarr  Un

= =4 -4 -

3-D T telpiska apmale;
f Custominevi endabdga (kombinUta) apmal e.
l zmant oj ot <Swle &kos unWidthz i Awsy Ul as apmal ei

veidu, krUsu un platumu.

GrupPreviewar pg Um nor Uda, kuru malu pievieno
Applytonor,Udkkam domUts veiktais apmaNu ies:
u.tml.).
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3.46.22Di al o g BBardkrs and @hadingilnes Shadinglappuse

fm“;gwshwing T e [.@ ﬂ o |
| gordss | page sorder | Shading| |
Fl Preview
Mocokr  [+]
Patterns [
stée: ([ Cear :v]
Color Automatc 7-_] AaBch‘g’:.lZz
Apply to:
Text EI
.l_-_ioﬂzmwun...: [ o ][ conce |
LappusegrupJ &ill unPatternsi z v Ohjeusma kr Usu un rakst u
No Colori U njuma nav.
GrupasPatternss ar a k s €dlooidrz i fAigeej ams ti kai tad, | a

saraksstylodzi AO

5] stye: [] 5% E]

o Color: Automatic B
M soic (100%) (= &
[ 5% - W iutomatic
D 10% Theme Colors
[] 12.5% B EEEEEEN
15% :
2% 'l
“E || 1111
Standard Colors
| ] ' HEEER

19 More Colors..,

Ar pogu | @ MeEClet T yara t vdliral o g Catoszi Kas dod papil du
Unwna kr Usu izvUI U.
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Colors 'M f

Stendard || Custom | —T—

Current

4

Di al o g kilnes Shadawal appuzsrUaksrgAppl)dttal Akwar0 i zv Ul
kamtikspi el i et ot s i z(we iedmlraains, taotn (hjswmsam t e

Sar akstAbp&ycﬂozpll,ﬁead U vd( j au nosg Boeddrg andShadingvisu ¢ i N A ¢
IappursaUskar QQgs n o kursoradlna)l\/mgltampgisasm,&a
atvUrganmg&obkotdoUsnsituUcijas uz ekrUna

347A1i zzomUts saraksts, numur Ut s
Sarakstu veidoganai i zmanto rindkopu ai
aizzimeéts saraksts Rindkopu aizziméZanu un numuréianu izmanto sarakstu iz-

veidosanai. Saraksti var bat:
& pneaizzimeti;
& gizzimeti.

numurets saraksts Rindkopu aizziméZanu un numuréianu izmanto sarakstu iz-
veidoSanai. Saraksti var bit:

1. nenumureti;
2. numureti.

Vei doj ot sarakstus, var rokoties dagUdi
f ievaddt sarakstu, pUc tam to aizzdmUt
G vispirms ievada tekstu, kurU katra r|i

G atl asa visu sar =7 5Buletsylnaipites paiezyz prat

i= "/ (Numbering),| ai numur Ut u;
§ sarakstwarai z z Q mUt jawrakstotu mur Ut
uievada rakstzgmi * (zvaigznote), | ai

sUktu numur Utu sarakstu;

0 piespief_tlkspacti Awi tabul[[Efa&mMds tt awdtz
pirmU ai zz9ome v a# (AutoCGomectOptions); vi edt ags
G ievada saraksta pirmU elementa tekst:
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G pi espi e,aulsaii Api evienotu saraksta nUkam

tiek ievietots nUkamais numurs vai aizz9om
G lai sarakstu pabeigtd,i vr ei z pi Besdlvayg paespi Ag tausti
Rl 1 ai dzUstu saraksta pUdUjo aizzomi
Ja, sUkot rindkopu ar * vai 1., nevUl as t

# (AutoCorrect Options) un ar komandu |} UndoAutomatic Bullets | 5iq5,c
automUti sko mumzoWth@agmamu vai
? b
¥} Undo Automatic Bullets
Stop Automnatically Creating Bulleted Lists

¢ Control AutoFormat Options...

Ja kUds no saraksta elementiem satur vairUk.

vajadzggs tikali pirmajai no t Um. Lai i zvali

veidoganUs, var:

T izmantot taus {Eit]ua(lEnelh kes iturpida fekstu jad r i nd 0,
nevei doj ot | aunul jaunusardksiapelementn; | dz ar to

T atsaukt rindkopu nevajadz9dogo aizzomUganu v
apgabalus uni z pi | dotat kil li ktga@g i ui=- Bulletg) vaiU g an as
numur U=~ (Narsbering) pogas (izsl Udzot to):;

T ar taﬂmmé\n[]st nevajadzqggo aizzomi vai numt

Ar pogu |:=°| (Bullets) vai =" (Numbering) i zsl Ugganu var ar

formatUganas veidu un pabeigt saraksta veido
8471Ai zzomju un numuru formatUgana

Lai mai noftour naa tzGjoumpw:

A atlasa aizzomes, kuras vUlas formatUUt;

Aar klikgdgi=" uzulpodas zidecersly UsddoBullets k ur U
redzamas piedUvUtUs aizz9dmes
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Recently Used Buliets

Bullet Library
\/
Nome ® O | + A %4
» \/
Document Bullets

oo—b.*D
¥ B o

~-  Change List Level

A i zv Ul asizpidakzlzigkmgig i( u z .tUs).
Ar komanduChange List Levelv ar ma i ajapnisaakst tlemedim pi ek Ur -
| O meni

Ar komanduDefine New Bullet..v ar dt a U p gDefing KewBullet
rDeﬁne MNew Bullet l 7 &1

Bullet character

Alignment:

Left E

Preview

OK I[ Cancel I

n definUt jaunu aizzomUganas for mUt u:

c

izmantojotpoga[ Symbol... ]unl Bicture... ‘,i zvUl as aizzomes si
A sar aks Alignmdntii AWUIl as ai zzgmes izl odzinUj
A

p i espiLﬂ,_J.gu

Jaunaii zGHamas formUts tiek pievienots a
atrodas kursors

b1

Lai mai ngtu numuru formatUj umu:
A atlasa numurus, kurus vUlas format Ut ;
A ar kIl i kg =" buzl tpveidadssubdlimberingLibrary, kur U r ec
piedUvUtie numurUganas for mUti
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'WJ\;%QV‘”Q Uibeacy
1 1)
None 2 2)
3 3)
. A a)
Il B o)
- -| | C.- C)-
a. i
0. Ii.
O e Il
Document Number Formats
1. a) a.
2— - D)~ b
3 ) [
i 1)
Il -| | 2)
il = - 3)
o Change List Level
Qefine New Number Format,,,
;;f Set Humbenng Value..
AizvUl as numurzpildakn a « gfgor m@t a 0Q .

Ar komanduDefine New Number Format..at v er

kurU wvar

numuru izskatu;

p>14

Jaunai s
atrodas

veidot jaun

us

-
Define New Number Format

Number format
Peumber styks:
1, 2,3,
Number format:
|E.

=] |

Algrment:
Left

Preview

Eont...

o

i zmant oj diumbér&tyle Nufnbes format un pogul

pi espi.gu

numur Uganas
kursor s, un

ti
ft 0 reroU tbu k N &

for mUt s

g:-k
w

t Uda daghogbsdnmk Ama
numur Uganas

f or mUt us:

i zvUIl as

pievienot:
d.arQ numur
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Veidojot numurUtus sarakstus, var rast
numer Uciju sadal ot atseviggi novietotU
numer Ucija jUsUk ar 1.

Ar lod za Mumbering Library komanduSet Numbering Value..at v erp atglad a
nosaukumal i al og:l odzi A

>
Set Numbering Value M

9 Startnew st
Contirwe from previous kst

Set vaiue to:
1
Preview: L

o] (o

. 4

A ar radi '?'E_tartne'f\' list m( s Uk t ) j aunu (7 Continue from previous list ) ur
(turpinUt iepriekgUjo sar gkustpui)n Ut z v @lf
sarakstu vai veidot jauu

A sar aks Bdt\atietoi Z Ul as numura sUkumvUrtob
A piespi oK .gu

Ja vUlas maindt atstarpi starp sarakst a
A novieto kursoru pretg atbilstogajai sa
A ar peles |l abUs pogas klikggi atver kon

p14

ar komandwAdjust List Indents...at ver t Uda giaogledi dos aukur
rAd;ust List Indents 12 fm

Bulet position:
0.62aom
Text hdent:
1.27¢m
Foloy number wath:
Tab charactes H
Add tab stop at:

A maina dUral @ lgAdmd lasilddants| 0dzi nUj uma regul |

f Bullet positoniai zz Qo mes vai numura pozodciija;
1 Textindentit eksta at kUpe;
f Follow numberwithinumur am vai:aizzgmei seko
tabuléSanas rakstzime ar zemak noradi-
to attlumu no teksta kreisds malas Tab character :

tukiumzime

nekas, ja nav paredz&ta atstarpe starp
aizzZimém vai numuriem un tekstu

Apiespil_% Jgu

Pi eanl)r
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I -|Q1-L-é-|-3-|-:-|-5-|-5-|_-'-|5-|5-|-1:-|11-|-12
i Eo I;ai?_:r:l'rnéta saraksta elements; Adjust ListIndents | © |
i i- Ihiz:al'rméta saraksta elements; Bullet positian:
e Aizgiméta saraksta elements . 0.63 cm -
i i i i Text indent:
MR 2. 2
e —+| Textindent (2 cm) Follow rumber with:
L :—A—| - Tabcharacter (1,5 cm) Tab character I~
b o | Add tab stop at:
oo L—i Bullet position (0,63 cm) -
1 1 : 1 1,5cm —
" 1 [ .......................... G K .......................... ] | Canml |
Ai zzgmesumurus var formatUt no saraksta teks
A atlasa aizzomes vai numurus, kuriem vUlas
o . . - . A - - . :
A nomaina aizz9dmju vai == Uru krUsu, izmantoj
348Ri ndkopu atdal @gana un apvienogar
pUrtraukgana
3481Ri ndkopu atdal 0gana
Lai telgstU_atdaIth jaunu rindkopu, ieteica
nedrukUjamUs lappssoipjsKku@R8lboru novieto pir ms
rindkopas pirmUs rakquﬂrsnrﬂlaspUdgtaJaUs
i evietota iepriekgUjUs [|nﬂkmmaa[¢@h@wgmeMaw
rindkopas teksts tiek pUrnests nUkamajU rind
Lai- atdalitu- jaunu-rindkopu,- kursoru- Lai- atdalitu- jaunu-rindkopu,- kursoru-
novieto- pirms. jaunas- rindkopas: novieto- pirms- jaunas: rindkopas-
pirmas- rakstzimes- un- piespiei- pirmas- rakstzimes- un- piespiei-
tau5tir,1u-.-tl<ur50ra- noradrtaja- 4|\ taustinu I Ll
vieta- tiek- ievietota- iepriekigjas- E"'ter Kursora- noraditaja- vieta- tiek-
rindkopas-  beigu-  nedrukajama- |~ | ievietota- iepriek3ejas- rindkopas-
rakstzime- (f)- un- jaunas- rindkopas- beigu-nedrukajama-rakstzime-(9)-un-
teksts-tiek-parnests-auna-rinda. jaunastindkopasteksts-tiek-parnests.
jauna-rinda.
3.48.2Rindkopuapvi enogana
Lai apvienotu vairUkas rindkopas vienU, nev
simbolus atlasa un izdzUg:
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Kursora- noraditaja- vietad- tiek-
ievietota- iepriekSgjas- rindkopas-
beigu-nedrukajama-rakstzime-(9])-un-
jaunastyindkopasteksts-tiek-parnests-
Jauna-rinda. g

Lai- apvienotu- wvairakas- rindkopas-
viena,- nevajadzigos- rindkopu- beigu-
simbolus-atlasa-un-izdzes.

3.4.8.3Ri

Ri
ja

ndas

ndas

vUl as pUriet

viens pants ir viena rindkopa:

Ja-Cetri-balti-kreklis
Irjaunam<ilvekam,+
Tas-izietwvar-caur-dzivie
Bezdielam-pardomam.f]

1

Undikai-reiz-pa-reizei
Kadsatgadinawvinam,+

Kursora- noraditaja- vieta- tiek-
ievietota- iepriekSejas- rindkopas-
beigu-nedrukajama-rakstzime-(1])-un-
jaunastyindkopasteksts-tiek-parnests-
jauna- rinda.- Lai- apvienotu- vairakas-
rindkopas- wiena,- newvajadzigos-
rindkopu- beigu- simbolus- atlasa- un-
izdzes.

pUrtraukuma

Ka-dziesmanav-parkrekliem,+

Bet-ir-par-sirdsapzinam. "

zQmes

rindU, nemai

(Maris-Caklais.-Dziesmapar-tetriem-baltiem-krekliem)

not

il evi et oga
pUrtraukuman g dcrewsk i pnaf—$0ssi et igati e ztee
jaunU

r

Rindas pUrtravadaa ae o mia u gahifl) AFte]k da mibdasn O c

pUrtraukuma zQgme nav vajadzgga, to wvar

| appusUppNr. 26

11.vi ngrisnUj um

1.At vUrt jawnu dokument

2UzrakstoQgt tekstu:

iTekﬁtarindknpuvarnnfnrmét,izmantajntdaiédaﬁtekﬁtaizﬁdzinéﬁanaﬁieméjaﬁ i

i un mainot teksta atkapino lapas malam. i

3.Dubl Ut _gzrakst(gto rindkopu 5 reizes,

rindkopUm.

4. Format Ut katru rindkopu atggirogi
 Lrindkopaii zI §dzi nUta teksta kreisU mal a;
9 2.rindkopaii z| dzinUta teksta | abU mal a;

q 3.rindkopai i zI1 §dzi nUtas abas teksta mal as;
q 4.rindkopait eksts centr Ut s:
M 5.rindkopai pal i el inUts atstatums starp tek
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T 6.rindkopai i z1 gdzinUta teksta kreisU mala un p
kreisUs mal as.

5 Sagl abUt i zv e indsaukumwidgo kKlu ment u ar

vingrinUjums
1.AtvUrt iepriekgUjU0 vinwgrildUj um0O i zveidoto d
22PapildinUt teksta nofor mUjumu:
fvisa teksta atikRtmpe no | abUs mal as
fvisu rindkopu pgii,5amUs rindas atkUpe
fatstarpe pilbpt, ri ndkopUm
T p Ud Windkbpas rindu atstargiel,5.
3.Sagl abUt pUrveidotovigrol2ument u ar nosaukumu

13.vi ngrisnUj um

14.

1.At vUrt jaunu dokumentu un izveidot aizzomUt

Stradajot ar teksta apgabaliem, var atlasit

vienuvardu;

vienu teksta rindu;
vienu rindkopu;
jebkura garuma tekstu;

¥ ¥ ¥ ¥V ¥

visu tekstu.
Atlasito tekstu var

* jzmest|dzest);
* parvietol;

* kopet.

22Dokumentu sagl ainddtl3. ar nosaukumu

vingrinUjums
1. AtvUOrt iepriekgUjU vinwgil80jumU izveidoto ¢
2.PUrveidot aizzogmUtos sarakstus par numur Ut i
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Stradajot ar teksta apgabaliem, var atlasit

1
2
3.
4
3

vienuvardu;

vienu tekstarindu;
vienu rindkopu;
jebkuragaruma tekstu;
visu tekstu.

Atlasito tekstuwvar

1) izmest(dzest);
2) parvietot;
3) kopet.

3.Sagl abUt dokumeingr 4.

ar

nosaukumu
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3.5DOKUMENTS
351Jauna dokumenta veidogana, dokume
Jaunu dokume n tilnes FileaBackstaeskétant a vairg Uc komamdu r 1 t s

New. () komanda

l i etder ggi
KomandaNew p i e ddlbvk(li me n t &emplatd sdekstu, np kuravair z v Ul Ut i es

par ast.i i

nepi e cueidng(Bemmate:

Available Templates

3 Home
J % = f’
Blank Blog post Recent Sample My templates  New from
document templates templates existing
Office.com Templates ce.co
) ) I e R I B
Q‘ = = :
Agendas Awerd Brochures Budgets $iness Calendars
certificates cards
L o Iy
Expense Faxes Flyers Form Gift Greeting
reports certificates cards
Z - Y 5
EE| - K
Y
Job Labels Letters Lists Memes Minutes
descriptions
< Ear -= -=
Receipts Reports New resume  Resumesand  Schedules

vietas ar
t UdUj Udi

Jebkura |

Statements

r pietiekapogu (Newii
pievienot )

ar Q

/ °.
%9

o

= n g

Contracts Diagrams
0

Inventories I 0
v

Newsletters Plans

Stationery Time sheets

Utr Us

pi ekNuves

Blank document

Create

Planners

More

categories

Veidnei rablojs vai forma, ko tekstapt r iUzitdant o k U

uz met umu,

vajadzgghksti a@mdmlmi yasak & pltldi neerm
atvieglojotwuatkUrtotu

auna doku

ment a

pamat U

uzdevumu r

ir Vel

ai

dne.

l i et ot «

r ok

z

S i
V

nosaukuma p adptk wigdotm) Cujp ukoms i E] PUc noklusUgan
programmu atverot vai veidojot jaurtu u k dpkumentu ar pogt _1‘ (New), tiek
arnedbdlementaBlank dodliment

izmantota veidné&lormal.dotm

k as
atvUrtu

(Blank document);

j aunu

t ukgu

dokument u:

TUpUc, 1| ai
Blank

A | z v  document
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]

Create
A piespi e [ U
Lai dokumenta pamatam jzrrdazraitg&tmd_JLAvailabile_tu
Templatesv ar i zwajadlzWtgioe svei AU rgringuwer ngudh  pi

Office.com Templatesy a r at r sdeskumedtwavgidhdsa

Wordpi edUv Ut ar a®t id nies aprogrdhmaTides| Boogsili, e d Gy U
virkni v e ArkdmandiiTédes\BirogsRd08/Ve i dnes un avart Ul
at vplretd doWtument a vei dAu sarakstu:

Daokumentu veidnes &

Akti (5)
Atzauksmes, rekomendacijas un pretenzijas (5)
Atslaites ()
W, autobiografija (4)
Dazadi aprékini (5]
Fakss (2]
Ieldgumi un aicingjumi (2]

H Iesniegumi (10)
Izraksti, izzinas un deklardcijas (5)
Kursa darbs (1)
LEmumi, =lEdzieni (2)

B Ligumi (23]
Molikkumi, pldni un instrukcijas (3)
Mostipringjuma ldgumi (10)
Paskaidrojumi (2]
Pazipojumi (3)
Filnvaras un galvojumi (3)
Prezentdcijas (7)
Prasibas un pieteikumi (4)
Protokoli (2]
Rikojumi (6]
UznEmuma dibind2anas dokumenti (4)
VEstules, atgadindjumi un atteikurm (&)
Zinojurmi (2]

l zvUl oties, [f@k==20r amekvei dd&s Ut as divas

Fakss
Fakss ar uznémuma Fakss tabulas veid3
rekvizitiem
VeidneFakss t ab i bagatavotedekurdettaf or ma, kur O dzel
| auki j Uai zpiinlfdoar maUc ivjajj:adz g go
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[izdu 47, Ries, LV-1020
17123456

Kax levai Liepinai No: Pétera Kalnina
Fakss: 27222999 Lpp: [1]

Talr. 27121212 Datums: 2008.gadal8. aprli
Tema: [Paseskopija] Kopija:

O Steidzams [ Izskati¥anai O Lidzu, komentgjiet O Ludzu,athildiet O Atkartotaiizm.

[Musu gimenes pases kopijas].

Ar ciequ,
Péteris Kalnins

LietotUjs arg pats varuni zssatgrladUkt stelvs.vaj adzd

@
o

My templates

Vei dAu s alAvaiable Tempptespipe s pi e _lgutiek atvUOrt:

| i etotUja veidAu lIsiaertaoktsljsa, n ikguargeidhbsUtoldsa ma s
352Jauesogu dokumentu atvUrgana un ai

Dokumentu atvUrgana

Jau i zvei dotu un s a g | artrilhésFile Backstage skata u var a

navigUcijas=%n s komandu

Go komandu ir lietderggi ppogu— ©pen)t ar o Utr Us

Ar komandwOpena v Urdti ajl © Opend z i A

A norUda dokumenta atraganUs vietu:;

A atl asa dokumenta nosaukumu vai vairUkus nos:s
vienlaikus;

Apiespil e Ivhgu
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(] Open .

m [« My Documents » Mani dokumenti ch Mani dokumenti
e
New folder = v

Bl Desktop -
# Downloads

Dokumenta
atrasanas vieta

Name

&) vingr_01
4. Recent Places 2] ving.

1 @_] vingrin
_M

= Pictures

Dokumenta
nosaukums
+ Documents
o' Music

E Videos

This file can't be previewed because

m

of an error in the Microsoft Word

previewer

|| «& Homegroup

1% Computer
ﬁ.’. Local Disk (C:)
u Local Disk (D)
o KINGSTON(F) ~ | i | L

File name: vingrin v {All Files

Tools ~ [ Open I'] | Cancel ]

Lai atl asQtu
| dz Us:

vienl ai kus at v evietotimiensdimaknu me

A atlasa vienu no tiem;

A piesppetu asrt at 1 @y tausti Au

A ar klikggi wuvuz dokumentu nosaukumiem at
Nesen sagl abalttwUrdgoaknuame nvtaur i zmant ot

| cilnesFile Backstages k at a navi g (Redentlappuersi i 1 f oir mJe s

a ar kIl i k gHEgléatvarBackstageskatu;s
G izpilda klikggi lRecenhavi gUci jas rlts
il save
Recent Documents Recent Places
B saveas
i @ vingr_01 - = Mani dokumenti
i Open ll My DocumentsiMani dokumenti € &' C\Users\User\Documents\Mani dokumenti
[ Close > Word2010
@..j vingrin = =/  D:\DARBLWord2010
= My Documents\Mani dokumenti
info : i > Word2007
M].j WORD2010_66 & £ DADARBNWord2007
; e ?’ Word 2010
@ A WORD20105 = = H\Word_2010
New I D:\DARBN\Word2010 o AM3.2007
@a darba_lapa = 2 DA\DARBAWord2007\AM3_2007
; : I D:\DARENWord2010
Print 4 S > Music
[ AM3_2007_gat - o/ C\Users\User\Music
- I DADARBNWord2007
Save & Send ot > 1025
L\_vj.j. WORD2007 9 L7 D:\4661911443fcad 86 d6d610240bb45\1025
Help =1 D:\DARBI\Word2010 o G
[@W]® WORD20106 ” & G
z] Options = DA\DARENWord2010
>  Documents
B ext @41 WORD2010_1 = L C\Users\User\Documents
= D\DARENWoerd2010
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u  sarakstofRecentDocuments(nesen lietae dokument) un Recent Places
nhesen | i s amdlsl thapajsadzogo dokumentu un i
nosaukuma;

1 poga ¥ (Start)pi ek Urtoto informUciju

G i zpilda klISttggi wuz pogas
G izpilda klikggi UMicrodoft Wardi 2418; s T #pedzamik o mand a s
nesen izmapt_oto qQkum_e_r_lt_u n_clsaukumi

Fz

=

‘ W‘ Microsoft Word 2010 > hlese ynnatate
|

— HnY @) WORD_2010_labots 040910
@] WORD_2010_labots_040910

'l‘,.‘ Pasjanss
= ] old_p_Fakss veidlapa

Xj Microsoft Excel 2010 4 ggu old_p_Faks_vienk
> @J WORD_2010_labots_030910
|  MahjongMCE .
% L"_}au Bleg
Jasc Paint Shop Pro 8 Rl E-mail checklist
] old_p_ielugums
Adobe Reader 9 » B old_p_aicinajums

@ Adjacencyletter

@ Windows Media Center 4

@ WinRAR ,

.P_Z"] Microsoft PowerPoint 2010 >

m HP Photo & Imaging

»  Visas programmas

‘|'-':'-"z:::3-*~:.7";7""r'v:7: un failus p e } | Izslégt | » |

G vaj adz 0goaterak uié noasadukumar z  t
Dokumentu aizvUrgana

Ja dokuments izveidots vienreizUjai |lietogan
izdrukUt wun aizvUrt (novUkt no ekrUna), dat
dokumenis v Ul ams sagl abUt, |l ai tos varUtu at kUr

Dokumentu var aizvUrt:

1 arcilnesFile Backstages k at a n a v komdidu| . @ose - ¢ | t s
f arkl i kggi uz |l ietotrwss |l oga aizvUrganas pog:

a pirms dokument a qiszrganas nav sagl ab Ut
t dedramédodizialig Uj umu, Vali vUIl aties sagl
i .

90 Teksta redaktorMicrosoft Word 2A.0



DOKUMENTS

r ™Y
Microsoft Word a

e N T

"" Do you want to save changes you made to WORD2010_67

If you dick Don't Save”, a recent copy of this file wil be temporarily available,

Leamn more
[_seve ] [Dontsave | [ conce |
Di al od)| pdzishi eg pogu:
q , ja vUlas sagl abidti dm&iuAh@mgt u ar
q , ja nevUlas saglabUt dokument U |
1 , ja dokumenta aizvUrganas proced]l

353Darbs ar vairUkiem vienlaikusc
PUOrvietoganUs starp atvUrtiem dokumenti

Ja vienlaikus atvUrtpi tveinr Okaitni., kipsdouvareentt o
novietot un dagUdas ddag Wdiobsarws Novepojotipelest p

rudot Uju uzdevunmijord kédnbs =547, | ikeNlosttn elte d z a
dokumentu soktUli, piemUram:

Qe | /ld e T
Uz vajadz9ygard kumsdetkibbt k § § i uz atbilsto

Dokumenta daNu dubl Ugana un pUrvietogan
dokumentiem

l epriekg apskatoto t ek sErar Boakmdkgnatmefined n p
lpp.) var vei kt ne tikai viena dmkanm‘eli::'lrttai
dokumentiem, pi €opRat riazsg ChtpepjlhonaarsaPgs@Ug ar
kursoru novietojdtzvdjjlitvseodU dokument a

354Dokumenta saglabUgana
Ja dokument u sagl abdi aplicrgﬁawed\géiét&ajiokumenwd a

saglabU atkUrtoti, tU pUdUjU versija ti
nor Udgto nosaukumu.

Dokumentam, kuru saglabUO pirmo reizi, v
k Wvord dokumentu (datnes tipé/ord Documenftad n@ auk umam aut omU
pievienots .doaplJaagimdgausumu dokumentam |
lietotheiWords a gl abUj amU dokumenta identificUg

Talu, izmantojot identifiraBgdresi pdokdar
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f dokumenta nosaukums var bit Noti garg (! 0d:
f dokumenta nosamasmskuvmbd sedauN&uot as. rakstzon
Dokumenta saglabUgana ar to pagu nosaukumu t

Lai_sa(ingQLbrﬁ]amtu, kuram jau ir pieggirts nosa

pagU mapU:
T piespieg UtrUs plda%dbu,vejsa rtogltd a stl wars ipro;gu

9 lieto cilnesFile Backstages k at a n a v kogdnauld sae | ¢ | t s

Kad dokuments ir s aegdzaabmbt sl,o gtaU vniorssaruakkusnisa ijro
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Rokojas ¢guUdi
A a cilnes File Backstage skatanav i g L'_Jcikjoraa:sndu@'SE““"”‘5 atver
di al og%aveddz i A
A dial ogYacedsiaka kst | odaj thappgv Ul as

92 Teksta redaktorMicrosoft Word 2A.0



DOKUMENTS

A ierakstad o k ument a no_saitngMmtha@edAB"v@tada I
i zvidhas i z k akdsttol gochiezsam a

Ano izkr gt ogBavesastypksw U mgedBRyment a
formUt u

Save astype |Word Document
Word Document
Word Macro-Enabled Document
Word 97-2002 Document
Word Template
Word Macro-Enabled Template

Word 97-2003 Template

PDF
#PS

Document

Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Word 2003 XML Docurment
OpenDocurnent Text
Works 6 - 9 Document

Apiespil %= bgu

odzi

sagl

BiegUk izmantotie saglabUganas for mUt i
F2NNndg LI LX

Word Document .docx | Word 2010dokuments
WordR 2 | dzY Sy G & WoBlLeniu $Vprdar en2

Word 972003 .doc Word200% T 2 NV n i n

Word Template .dotx | Word2010dokumenta veidne
PortableDocumentormato LJ2 NI | i 0o & R2
{Fr3flron R21dzyYSyidl F2NXIGT2

PDF pdf [RNHzZln22d t5C F2N¥nil Fl Af dz
F2NYI léT?dZYé.(? CHAtL R H (ndza O
FATEASIG NBRAFTG FrAfdz
VienfailaWebf I LJLJdzAa S5 { dzNJ @A Syn ¥

bt | R21dzYSy Gl St SYSyGAasz ASaltla

Single File Web Pagge

y2anitod OA&dlIR2q 1dzYBy 22 dzYidz

MRt | o N nGdz 661 neernetExpI@ENG Y Y |
2l dzyn{ta dna OSNEAZ2I &
bty | WeDE P LLIdzA ST 1 dNJ &l Ftlondd 9
Web Page him | LINE I NWerddzy Weldbvo 1€ n T 3INI FALL
GAS] ASOASG2GA FGoltadl Yt
Webf | LILJdza S {F&a al ddzNJ GA{ Il A
12 RdzZ  dzy WyrBa2 B RO IGHNI TA{ I &
AN ASGASG20A Fdoktadt YI LT
. html [t NB 3 NWerdtnd | n NI 2 Wablappiist Easigkusi
WebPage, Filtered | pimy |at 3t ondl FACGNTGn | cal[ s

AN g~ A

& 3t on 2l WadfooRi SRluGaa FI A€ |
ASaliTelyazr yS@FENJTa AT YEy(2

Webf I LILJdza A ASGSAOlIYa al 3t o

Tekstapst rMktohsok Wdrd28l0ot ne 93



DOKUMENTS

NERAf TOl vy I WarsNipabeigtaY Y n
RichTextFormato 6  3ndGAynida GdS1adl
. GA&ALINNJ 24 uélédl- LA GdNhRSa 7
Rich Text Format Ml a8 adr LA G ND RSa LINBINI YYI O
LASYTNY YXZ GFodzZ Fa dzy G4S1ad
. Yn y2NhRI y2a&al dzl dzYikadieksiupbez F
Plain Text txt FT2NNFGTONYF &
L ai darbU ar teksta apstrUdes |ietotni iz
pazaudUganas nejaugobUm, ieteicams:

T iestat 0dokumentsda utUd miUt i sk Usedgambappgabadr. 91
Ipp.);

'ﬂIa|a|zm|rstmtejmamg)haazmujthtu dokument a redlgUg
i zmai Aas, iz Waerdh 2000p i ¢ d Bv Ot o e § aluanp pnuls i mNr .( s k
247247 lpp.).

355. Dokumenta izdrukUgana

Lai izdrukUtu dokume n tFileBacaskateskatdihjawrmay Urceé § @m0,

- . Print ‘
r | dilreesPrintl appusU p| A5 2g pogu

Gajl@dppusU sakopoti ar¢ roki dokumenta druka:
korigUganai un izdrukUganas regdoma iestatoga

94 Teksta redaktorMicrosoft Word 2A.0



DOKUMENTS

. — R — - T— R
e o ) T TR T — e
- Y
ol e o=
o o "
o .
2 Cwes R Detmunss pposes whts sgnan

fak vt -t Ah e

o Lot b (e A et W e ———
W Dt E90 e = s g L e
- - 4
o Siabes - oppn T pbmaw Bad wom logs Bus Ja
o b e - % EEacE S
R e S
oy NPT s v g v s
o Bl wh! wnw Toh Dogn prgi el rdl oot pongeet o pe
Q- . -
P e Ao
- T PRSI SN PSS S P o
i s Beaderdlome Tosh Do prgw Opsss ol e v s 4
. ampeet gl on W bty 45 Myt
oy - e e phms w Mes e e e
Lo tana we g vmes am Vi raee
':..*..:.": Bl Tune Tk Doge prgw Che pge
o
Lappuses iestatijuma o b Abmn v gy st
korigésanas un
izdrukasanas rezima Witn b Mttt
iestatiSanas riki
LA B "™ - / r
LY . —
Dokumenta Dokumenta lappuses Prieksskatijuma
priek$skatjuma izdrukas lappuses
lappusu "SkirstiSana" priekSskatijums talummainisana

3551Dokumenta priekgapskate pirms tU d
CilnesPrint | ap vias U a k Yk altoktument s i zskatosi es
papora | apas, un, ja nepiecargagesst pio&d
roki em.
r
t

GrtOkam darbam var izvUlUties palukaelki pd
(t Ul ummaiiskild.s Irpopk.y) Ur &b jradgrdoz 0 go | appusi
Dokumenta | appuses formUta korigUganai

Tekstapst rMiobsok Wdrd28l0ot n e 95



DOKUMENTS

Print

s ‘

= Copies: 1 S

Prin
Printer

/ HP Desklet 970Cse <

Printer Prope

Settings

4 Prnt All Pages

Pages:

Prnt One Sided

Collated & it Sy oy
kel . ~ | Lappuses crientacijas izvéle

| Portrait Orientation * | Lappuses izméra izvéle

Ad
Lappuses malu iestatiSana

5 Margins = : -
e Lappu$u skaits uz papira lapas

W

| 1 Page Per Sheet v Poga dialoglodzina Page Setup atvérianai

Ja vajadzogas plagUkas | appleeesuw| afvegr mOt a |
di al o gPagedSetupgak.100. Ipp.).

3552Printera izvUle un izdrukUganas regdma
Laii zdmudk Kt ment u,cinesPrinttl (h pdpauNsu0 i zv Ul as printer .
regomu, kU aro iestata drukUganas procesa re
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Print

Printer

Drukas iekartas izvéle

= o /—I Kopiju skaits
aa) Copies: 1 &

) HP Desklet 970Cse
‘m Ready

Printer Properties

Settings Drukas iekartas iestatijumi

_‘] Print All Pages -— Dokumenta drukajamais apgabals
Print the entire document 5 z
e : (viss vai dala no dokumenta)
Pages: '

] Print One Sided S Drukasanas reZims (uz vienas vai abam
l):Qaly prink on ooe side of the page papira lapas pusém)

1 Collated & LAY it
BN, 53 192 193 /“‘_1 Lappusu sakartojums kopijas

_J Portrait Orientation

Custom Margins
J 1 Page Per Sheet
Page Sctup

Printera izvUl e
Ar k| ipkogggais RujmeruaptOr er : i zv Ul ni

l / HP Desklet 970Cse N
i@ Ready k

Fax
Ready

[ | HP DeskJet970Cse
’ ;ﬁ Ready
. HP LaserJet 1100 (MS)
%" Ready

, Microsoft XPS Document Writer
{

w Ready

. Send To OneNote 2010
g’/ Ready

Add Printer...
Print to File

J datoram ir piesildwglliUtviae g Okaj pdd pdern
Izmantojot komandédd Printer...,var instal Ut jaunu print
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&Jav U | doleimentuar komandwPrint to File vari zvadgt dat nU

, nevi s

talzwaiddt Us datnes izdrukUgana prasa [speci Ul a
Kad izdar ¢gta dr uk alfinterPropertes fvtaars i fzavllblgel, o dazri Ap o gu
i zvUIl UtU printeraamodeNat dgaka&diganas regom
Dokumenta drukUjamais apgabals
Ar grupasSettingsk o ma nidAJssUld ok ument a dr:ukUj amo apgabal
[ L Print All Pages l
j Print the entire document l"\5 M
Document
Print All Pages
j Print the entire document
Print Current Page
j Only print the current page
Print Custom Range
_]J'ﬂ Enterspecificpaggs or sections to print
Document Properties
Document Properties
Table of properties and values
List of Markup
List of markup only
Styles
List of styles used in document
AutoText Entries
List of AutoText available
Key Assignments
List of customized shortout keys
v | Print Markup
Only Print Odd Pages
Only Print Even Pages
Var druk Ut :
1 visas dokumentppusesHrint All Pages);
T at | as ¢ Prnt Seleckior);t u  (
T aktuUIl o dok WwPimeQutremt Paga)p pusi (
T brovi i zvUl Ut RrinttCestos Rangda,p gadmlk fovietotaj U
nor Udot drukUjamUs | appuses vai teksta apg:
1 1,3512iti ks izdrukUBas dokomeBtal @dz 12. I pp
1 plsl,pls2,plsd8s3it i ks i zdrukUtas dokumenta 1. s e
1. I pp. un teksta apgabals nmno 3. sekcijas
T ti kai dokumenta pUra | appuses:
T ti kai dokumenta nepUra | appuses:;

Mf nevis dokumenta tekstu,
u.c.

bet
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DrukUganas regodoms

[ J Print One Sided |
-
| Only print on one side of the page I/\\s
L Print One Sided
Only print on one side of the page

|  Print on Both Sides
! Flip pages on long edge

Print on Both Sides
J Flip pages on short edge

. Manually Print on Both Sides
x .}';:I Reload paper when prompted to print the second side

Var izvUIlIUties:

T drukUt tikali uz VvRrietOrResSidgg)ap Oora | apas pu
T drukUt uz abUm prinpod Bath Sldegp,a sj a umrlinn t(e r i
drukUgana uz abUm pap@ra pusUm:
T pUrggirot | apuFlipgages dhsongedye Uk o mal u (
T pUrggirot | ap Flippgoestorhertedggg;Uk o mal u (

kOt wuz abUm papora | apaekopup@mgr
kUganas uz.papOra otras puses

)l

|l zdrukUt o kopiju | appugu sakUrtoj ums
[ Collated |
lJlJ]._.E_B 1,23 123 % 7
Collated

ElE| 123 123 123

Uncollated

JI.J
15
EF 111 222 333

Var drukUt :

f visas viena eksempl Ura | apa€allate)Uc t am
f pa |lapUm, katru | apu izdr Whetllpter)t at bi | s
Kad vi si iestatgojumi veikti, ar Kklikggi
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3.6 DOKUMENTA LAPPUSES | EKURT OJ UMS

361lLappuses iekUrtojuma jUdzieni un
Dokumenta teksts ir Il zvietots Iap‘pusUs. Kat
(i zm)p unulappuses:)rlentu c i, J u emaluaptatniu, par edagalyénei vi et u
(Header) unk Uj e(Foeter) |, kvquaUrrrﬁa nepi eci egams, var nol
katrai jaunai nodaNai , var paredzUt ar g roi

i erUmUj umus.

l zdrukUj ot Tdoksikme nitrusnorbUdot, vaipap@akdts ti
| apasipasUoh mlummrepda a fapmaglUgana.

Lappuses i ekUrtojums
/—{ Galvene
H@ader:f':_,____l i | II—GP

_‘;1’
Guner/

—tw . w—  Pamatteksts —a o j—

7 N\

Leﬁ/ Right
Vere

_L_ e \ ] “I:;Ea:mm

Footer-_-
_T \—‘ Kijene

362Lappuses parametru joslasv Ul e, I zmant

Lapas skaiaym.khrosriehiczratrrlals teksta atdéftPymes no | a
| abRight) ( mal as, aprose &k s k&l at kUpes Topp | apas a
un apakBgtmoma)l as (

| zmant ojl@at mMBksta at kUpes no | apas mal Um va
Apeles rUdqtolji lzapdili eaﬂJotde(rsUIUU | ai tas atroc
mal as un tekstam atvUl UtU | audikmraeirodjeldas

(Left Margin) un Right M_argﬂw) ( mal O v‘@lauggm'lb)mt)u (
Margin)u n a p a(BajtomaMaldin );

A piespiegot peles kreiso pogu, pel es r0dogt
sniedzas | 9dz ekrUna apakgmal ai Vali pUr.i \
paIde novUrt Ut atkUpes_IieIumu un novietoj
atkkUpeguropkeeilUsamU mal U:
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201 =L ] y O

363Lappuses parametrdi akzogPage zi 2
Setup
Di al o glPagd Setupatver a r Kl i kggi Page layout tagpssesc i |
grupas Page Setupd i al o g lkandsZz:. Ra al o grh Pabe Selupi r tro
lappuses

1 cilnesMargins lappuse;

1 cilnesPaperlappuse;

1 cilnesLayout lappuse.
Cilnes Margins lappuse

r ™
Page Setup PR X
Margns ‘ Paper Layout
Margng
Top: 2.54am = Bottom: 2.54cm
Left: 3.5om 3 Right: 3.17¢cm
Gutter: 0cm Gutter position: Left F]
Qrientation
Portrait  Landscape
Pages
Multiple pages: Normal F]
Preview
A —
Apply to: | This secton A4 ]
[ SetAs efauit | [ ok ][ canc |

G 0 appubegrupdMarginsvarn o rplée k st a at k Upes no | apas

1 Topino auggmal as;

i Bottomino apakgmal as;

 Leftino kreisUs mal as;

! Rightino | abUs mal as;

1 Gutter positoni mal a | appus®ar a kesstGlaaydpositdn(ar ‘
norudot, kur j Ualtappigs ecilefllr aviessd jedppgngalij
mal U.

Gr u@rigntationi zvUl as | apas orientbOcipaotlci jka

att Ul a:

Y PortratiportretorientUcija (lapas augstum
f Landscapeiai navorientUcija (lapas pl at ums
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GrupasPagess ar a k s Mlltipledpagedvlar i zv Ul Uties | appugu dr t

T

Mormal

Mirror margins
2 pages per sheet
Book fold

red Mimdmargins pUra un nepUra lappusUm tiks vei
bl tiski, japadprlqwkalasuaoua;wlmm Ja izvUlas spogu
ka | appugu |Ine|dkepUpUsIUmﬂJpeUgletledebasr(V|e nUda
pl atuma neatkar ggi no tU, vai | appuses ir |
; lappusu rgjasmalas

(Outside)

lappuiuiekigjizsmalas

(Inside)
reg@pedes persheet z vi enas papor adivasdopumsentat i k s nov
| appuses. Lapas sadal 0jums atkardoggs no tUs

ainavorientdcija portretorientacija

reg @ooklfold uz vienepapor a | apas p uigsasdokumhenta s novi e
| appuses un ir paredzUta drukUgana uz abUm
kaudzgtes salocQgganas ieglst broglras tipa
|l appusUm. i i ) .
Go regomul iieettoeti ctaimlisa i taddi viamppugdmuk Uavze

di al og Prond gruriAl%age rangei z v (Cureest page vai Pages tiek

i zdrukUOta nor UdomEK al nalpsp ulsaep puuns esUl kas ti ek
pagas papoQora | apas.

Ja |szIBaodxfoIdgganglésparUdUs j aunSheesspara kst | odz
booklett kur U var Bookfildddtuikelsi armeog dnmalppugu skaitu
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Multiple pages: Book fold IEI
Sheets per booklet: |8 -
Auto s
All —
4 |=|
E
12
16 o
Go izvUle ir bitiska, jo ietekmU | appug
GrupJPreviewv ar apsgamgtl es rezul t Utus.
Sarakst®ppytbnoAUOda i estatdto parametru da
. ) - This section H
£33 (aktualajd) dokumenta sekcija : :
Eie o LR {This point forward
no iis vietas uz priek3u Whole document
visd dokuments
Ja pi es,potgiuek piedUvUta iespUja iz
nokl usUjuma parametrus.
&Nokl usUjuma parametrus nav ieteicams
ajaunogana var bit diezgan darbietilpggal!
Cilnes Paperlappuse
[ Page Setup 7 ==
i Layout
Paper size:
A4 I~
Width: |21 em $
Height: 29,7 cm =
Paper source
First page: Qther pages:
[Default ray (Automatically Select) JSIMlIDefault tray (Automatically Select) JI®
Automatically Select Automatically Select
Upper Paper Tray Upper Paper Tray
Manual Paper Feed Manual Paper Feed
Envelope, Manual Feed Envelope, Manual Feed
Preview
Apply to: | This section E
o] (o |
CilnesPaperlappus U no <aperaizewvaril o\d@li Rtai es: | apas
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A4 -
Letter "
Legal
Executive
A5 ~
:Sarakst[_] pieejami tikai tie izmUrj, Kkurus

Ja neviens no piedUOv Ut gystoresmeuvna rlioadnztii Aeons nneodrelt
vaj adz §ggo [Vadhauw augdtuemgHeight):  (

Custom size IZI

Width: |21 cm =

Height: |29.7cm

Grupas Paper sourcel o d z Firdtgage ( pir mO | eOther yoages)(citasl n

| appuses) var paecweUdupapqm&Jspadoqp&JmUJo | ap
var Utu bilt svarQgi , j a, pi emUr am, pirmo | ap
Ia_lppusUm atggirQga p'ropdkasa , szlaastJlUHEaseha\pr'v
t OpUc gaj U sadanl‘cbw mmkosarFmsﬂqmgeaug)chnapégess

a t sDefaltt tray (Auto Select)r e § 0 m

l zvUl es r e grupJRrelliewi r e d z a mi

Sar ak s tAppydati Aplat KvErginsil lamemosrlUda i estatoto pa
darbdbas robegas

l zpil dot k | | PrintOptions... | diek ato gla@a s | o g Wordl @ptichs
cilnesDisplay lappu®, kur U var mai ngt dokumenta satur a
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-
Word Cptara

Fage trsplay (@b

¥) Sham sfe caacs Between pages in

7 Show fugehgntes warks
4 Showm docament teailtys oo Bover

M Slvzes INE3E $301RALII0G Iar®s on Phe Soten

o

Carvest

40

1 ar grupasPage display options z v Ul e siestatd dokurkdiia lappuses izskat

parametrust z e kr Un a;

{1 ar grupasAlways show these formatting marks on the screen z v Ul é&hs

nor Ud a,

| ar grupasPrinting optionsi zv Ul es
izskata parametrus.

k ur srsa knsesozegdnk & ma smUu z

rTti AUm

ekrUna:
i zvUIl as
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CilnesLayout lappuse
rPage Setup D3 r
W Layout l

Section

Section start: New page EI
Suppress endnotes
Headers and footers
[ pifferent odd and even

Page
Vertical alignment: | Top E]

Preview

Apply to: B [Lineuumbersu- ] [ Borders... ]

i

Set As Default [ ok || cance |

Gajalp plus U v adokumentd @lp(ptuisess el ementu i zkUrt oj umi

Sar aks tSeaiahstardtUi ek pi edUvUtas iespUjas izvUIl I
sekcijas (plaZlpps ek Uk pmmms k .

.

ieprieksgjas sekcijas turpinﬁjumﬁh Mew page

[Mew colurmn

Mew page
jauna lappusé — |Even page

/ Odd page
para lappusé

nepdra lappusé

jauna kolonni (ja teksts noforméts vairdkas kolonnas)

Grup0 HeadersandFooters ar i z v Ul e sm |[lDifferentoddandeven) yn

[lpifferentfistpsge| v ar  nor Udgt vajadzobu pUcHeadarggi r ¢ g Um
un Footer) pUra un new@dia diokpmesss pirmajU | app
dokumentl apmiursmUir titullapa un tajU nav aj e

vaj
GrupDFrom edgev ar  nor Udgt galvenes un kUjenes attUC
un apakg.Uj Us mal as

106 Teksta redaktorMicrosoft Word 2A.0



DOKUMENTA LAPPUSESEKU RT OJ UMS

GrupasPagesa r a k s t Vericdlaligirigntv ar i zv Ul Uties tekst
| appusU:

lappuses augsa

cenfrd ———
Justified
izlfidzindts pa vertikali —] Bottom

lappuses apaksa ,,-’//

Piespie (‘gJu atverotdi al og Lire dnmmibé, var I e
teksta rindu numurUganas regoomu

i Line Numbers l_@&

Start at: 1
From fexts. (Aot — 13— | Teksta rindas numura

Atsakt tekstarindu [T : attalums no teksta
numuré$anu katra lappusé Countlpy; |1 \
; - Teksta rindu numuru

Teksta rindu
numurésanas sakums

Atsakt tekstarindu [T ® T o paradidanas bieZums
numuré3anu katra sekcija R e (katra rinda)
Continuous
. 2 - —-/
Turpinat teksta rindu I] [ Cancel
numurésanu

0 at zomU i z[¥Addinenumbering:
G iestata pUrUjos teksta rindu numur Ug.
0 piespil_o hgu
Piespie (j,ot_‘.giue k dt aUo gy Banders, ikd gar izmantot
lappuses apniti o r ma t(K.g=Ippa. i

364Lappuses parametru icinesPage, i :
Layoutlappuseskomandas

Lentescilnes Page LayoutlappusesgrupaPage Setuppi e d Uv U komanda s
i zmantot | appuses parametru iestato@ggana

/'1 Lappuses partraukums
N o >1—7§ Breaks ~ y
‘ =) l_‘] i Teksta rindu
5 #3) Line Numbers ~ numurééana
Margins Orientation Size Columns o
v v bc Hyphenation ~

] ) Teksta zilbjdale
Pagyk Setup \] e crees o
Teksta atkapes no Teksta izvietojums
lappuses malam slejas

Lappuses orientécija Lappuses izmérs

1 lai i estatotu teksta atkUpes no | appuse
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L

Margins

G piespie - |apeolgled Aar piedUOvUOtajUm teksta a
kurbl akus attUlam norUdoti ar9o atkUpju pl at
I I Last Custom Setting
Top: 2cm Bottom:2 cm
| | Left: 2m Right: 2 cm
Normal

Top: 254 cm Bottom: 2.54 cm
Left: 318 cm Rightt 318 m

Narrow
Top: 1.27 cm  Bottom: 1.27 ¢m
Left: 1.27cm Rightt 127 cm

Moderate
Top: 254 cm  Bottom: 2.54 ¢cm
Left: 191 ecm Rightt 191 cm

Wide
Top: 254 cm  Bottom: 2,54 ¢m
Left: 508 cm Right: 5.08 cm

Mirrored

Tl Top: 254 cm  Bottom: 2.54 cm
(L4l I} Inside: 318 cm  Outside:2.54 cm

T T Custom Margins

Custom Margins...
“ ar klikggi uz izvUl UtUs opdisjaskatalla pi
atkUpes no | appuses mal Um;
G ja neviena no piedUvUtajUOm opcijUm neapmie
CustomMargins... atverd i a | o gPagedSetp creesMargins lappusiun

iestata vUlamos | appskl®Glpph;or mat Uj uma par a
1 lai i estatogtu:lappuses orientUciiju
By
=
Crientation

G piespie - |paaguer i zvUIlni

Portrait
|==] Landscape

G ar kl iakdpdgil swdfEs el ementa iestata dokumen
(sk.100 Ipp);
f lai izvUl Utos dokumenta | appuses i zmUrus:

—

]

G piespie e ,apwgmuuarodpziiede thv Dm@jpuses i zmUr i en
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Burts . |
21.59 cm x 27.94 ¢m

Juridisks
21.59 cm x 35.56 ¢m

Izpildu
15341 cm x 26.67 cm

Ad
2l cmx 29,7 ¢m

AL
148 emx 21 ¢m

L BRI E B L]

B5 (JI5)
15.2 cmx 257 cm

Aploksne 10
10,45 cmx 24,13 cm

Aploksne DL
11 emx 22 ¢cm

Aploksne Cb
114 emx16.2 cm

Japanu pastkarte
10 cm x 14,8 ¢m

Ab
105 cmx14.8 cm

Envelope A2
1112 cmx14.6 cm

US Index Card 4x6
1016 cm x 15.24 cm

More Paper Sizes...

G ar klikggi wuz izvUl UtUs opcijas piek!
G ja neviena no piedUvUOtaj OmMoeraperj Um ne
Sizes..atverd i a | o gPagedSetiumpAreesPaperlappusiun iestatar Ul a mo

lappuses z m ($k.102 Ipp.).

Lappuses pUrtraukums
Lai iestatotu vajadzggo pUrtraukumu vaj
Ateksta kursoru noat @t opWittd&&ykkmu; vUI a

p i e slgnteeajnesPage Layoutlappuses grupaBage Setup pogu Breaks, tiek
piedUvUta dagUdu dakWmerta pUrtraukumu

b1
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=]
P,:_.: Breaks =

Page Bre[i%s

- Page
Iappuses partraul-cuma I_\ ;—J Mark the point at which one page ends
ﬁ and the next page begins,

slejas partraukums Ly  Lolumn
ia teksts izviet t] P skas sleid ! = Indicate that the text following the column |
|2 eSS 1zvielols vairakas siejas g break will begin in the next column. !
[y Text Wrapping
=] Separate text around objeds on web
pages, such as caption text from body text.
Section Breaks

Mext Page

sekcijas partraukums; | = _
jauné SEI{CijE sikas nékamajé Iappusé 5 Inse_rt a section break and start the new
— section on the next page.

.. _ i Continuous
. _ . _SERC'JES Pa!'t_raukums_, ™ | E Insert a section break and start the new
jaund sekcija sakas aktudlaja lappusé ——|  section on the same page.

.. _ . Even Page
- - SHEI-_(_EIJE%LEEFIFEEI;I{HLIFH_S_, I g Insert a section break and start the new
]auna_ SEKClja sakas nd ama]% *:4:ﬁ section on the next even-numbered page.
parskaitla numura lappusé =

. _ ) i Odd Page
. _ 59"_(_':']3% partra_ul-ccum_s_, ot Insert a section break and start the new
jauna sekcija sakas nakamaja '=32y  section onthe next odd-numbered page.
neparskaitla numura lappusé —=

A ar klikggi uz atbilibtwo®dDbita wikiaisppd ! ement a i
Teksta rindu numurUgana

Pi e s dentesgimesage Layoutlappuses grupaBageSetuppogu Line Numbers,
tiek piedUOekKstnaievbtdoenumurUganas regdoma ies

T, . ]
5] Line Numﬁri -

nenumurét teksta rindas [ J | Mone

numurét tekstarindas visadokumenta [T Lontinuous
Restart Each Page
atsakt teksta rindu numuréZanu katra lappusé |_// Restart Each Section
atsakt teksta rindu numurésanu katra sekcija 7 Suppress for Current Paragraph
_:-"'"-'-Fr

nenumurét teksta rindas aktualaja rindkop3

Line Numbering Options...

Arkl i kggi ukine NumberimydOptons... v a r edti\al']'Jrotg Paged z i Aa

Setup cilnes Layout lappusiun ar tur atrodamo po idialoglodzi A
Line Numbers, kpurrelc i z Ut teksta r i n d uloﬁnlppmu rUganas i

Teksta zilbjdale

Pi e s pentesgcinePage Layoutlappuses grupaBageSetup pogu Hyphenation,
tiek piedUOvUta izvUlne teksta zilbjdales reg
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(2~ Hyphenatifg -
¥ Mone
. Automatic

Manual
b8 Hyphenation Options...
Ar komandu Hyphenation Options... v ar adti vall rotg IHgpHenatich un
precizUt zil bj ddalbpe)s i estatodojumus (sk.

365Lappuses format tigahagBadérma A & «
and ShadingcilnesPage Bordelappusi

Ar k 1 i k g gcilnestiame lappusésgupasParagraph pogas a - (Borders
and Shading)atverd i a | o gBoolerszandiShading

Di al og Bardtrs ianll Shadingcilnes Page Bordersl appuse pi edUOv
| appywpgnaNu viei doganai
rBordersand Shading PR Sy S—— @iﬂ_ﬁf

Preview

» Click on diagram below or use
=| buttons to apply borders

L Shadow A A A S o
e | T F
D Automatic [~ o
i | — Width (] )
W Custom 2 pt E:l
| 28 Apply to:
‘ Art: Whole document B
| ‘ ‘ (el B Options...
' ‘ﬁorizontal Line... [ OK ] { Cancel l
( = —)
LappusesPage BordergrupJSettingi zv Ul as | apas apmal es v
Style, Color unWidth 7 lapasa p ma | e i i zmantoto | gniju ve

Sarakstttvadezi AOvUlI Uties zomUjumu | apas a

Piespi eto ige k dit avlUa gBewlat and Bhgding Options
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r = ™
Border and Shading Options L S

24 = Lleft: |24pt
/ pt 4 p

augémalé /Bomm 24pt [ Right: [24pt = ‘ kreisaja mala
Measuce from: | )
apaksmala Edge ofpage |+ | | ~| labaja mala

v Ahsa)s dsplav in front

Prewew i
I
i
N
N
i ok | [ come |
LKL_ — — - . —‘7J
GUdi al oglgouphg Makgm s ar akstl odzi Aos var i zv Ul Ut

atstatumus punktos (pt) foa p a s vaideksthrSa r a k s t Measie ifrdal)
i z asHdge of pagglapas malas) vaiext (tekss).

Di al o g |Bardkrs ia@aShadingcilnes Page Borders lappusess ar akst |l odzi AU
Applytovar i zvUIl Uties, cik plagi tiks izmantots

Whole document

visam dokumentam [N
aktualai dokumenta sekcijai | ~| This section
! This section - First page only
aktualas dokumenta sekcijas pirmajai lappusei This section - Al except first page

aktualas dokumenta sekcijas visami lappusém, ‘—/

iznemot pirmo

366.Lappuses piUrtraukum

Je b k dorklu me nt, a nwir dtkibsoru,t ar airevi et ot | appuses pl
ldga ar to pievienot jJjaunu tukgu | appusi
Lappuses pUrtraukumu var ievietot vairUkos v
9 izmantojot tad(&f«Ewul: kombinOciju

=

Page

1 pi e otdentesginesinsert lappusegrupasPagespogu Break
1 izmantojot lengs cilnes Page Layout lappuses grupasPage Setup pogas
=Breaks - pj e d Uv Ot KbsandwPagd) | n e s
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,41 Breaks

Page Breaks

Page
Mark thiapoint at which one page ends
and the next page begins.

v

, “ l_
il g || g

Column

Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page,

Wil

Continuous

Insert a section break and start the new
section on the same page,

v

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page,

PR B

Kursor a norUdotaj U vietU tiek i evi
..... -Page o =T S——. un k L_l rsor s p Ur Vv | et ot s ) Uz )
sUkumu. Lappuses pUrtraukuma zomae plUeddl
redzama tikai tad, ja ar lente#nes Home lappusepogu T |iri es| Ugts r e
nedrukUjamUs rakstzomes ir redzamas.

Lai dewWisdtuotio | appuses pUrtraukumu:

A novieto kursoru uz |l appuses pUrtrauku

zOme redzama)

piespiel@d austi Au

A

3.6.7.Sekcijas
Sekcija gection) ir dokument a daNa, kur ai neat K
lappuses f or mUt us. KamUr nav i eSettiart Breay, p U

dokuments tiek uztverts kU viena sekcij

Lai dokumentu sadal 0tu sekcekb®sjapUp&sp
irz g me, kas tiek ievietota sekcijas bei
sekcijas formatUjumanaluepllatmrrmsntluasppupeemU)rr
gal venes un kUj enes uka t r a p psuegkuc i N w muvraur
vaj adz §b ansdokuniet @mWreav adU sekciju formatOU
sekciju, kura idokumentgp a matt eksts, formatU kU diva
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Lai i estatgtu sekcijas pUrtraukumu:

b0

A tekst a

kur

soru novieto viety, kur v Ul

=R |
i*,%’ Breaks v |

Page Breaks

LTI i%—t _yl_

Page
Mark thiapoint at which one page ends
and the next page begins.

Column
Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

w

Iy Wil

Next Page
Insert a section break and start the new
section on the next page,

Continuous
Insert a section break and start the new
section on the same page.

v.‘

g

‘N‘

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page,

[
g

A atvUrtUs
pUrtraukuma veida.

Sekci
f Next

i Sectibh Beaksi grpu p W a

p i e slgniescineage LayoutlappusegrupasPage Setugogu = Breaks ~

k1 i k gsékcijas u z
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f Continuous i kursor a norUdot U vi et U i esp
s SECtion Break (ContinUOUS) sewsssss U N S U K jaunu sekciju

Serdon Nread T orbirarar)

f Odd Page i kursor a norUdgt U vietU i esp
s SECHON Break (0dd Page) wemsssss: UN S U K j aunu sekciju n
|l appusU

f Even Page i kursora or Udot U viet U i espraug
s S0Ction Break (Even Page) smmmmsss UN S U K jaunu sehkg Ul a1k ani U

| appusU

Sekcijas pUr tredzamddokomeentp @ ma s t gOral)us k at O
kont | rosthn@)t,U b(et dr uk a ®rinilLaykut)§ radaeaestikak a t U (
tad, ja ieslUgts nedom& U] kskidPlppr.att 54 mo me
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Lai atsauktu s,ekrcd)yiast @ Upsedjagpalk ra Gndeu kblgrai  u z

unpies pi e g -ustlAu i )
Format Ujuma veidi; kas iestatUmi sekcijUm

T lappugu malu pl at ums;

papdra formUts vai orientUcija
papora aviots printer?o

lappugu ;apmal es

lappuses & r t i kzIU(I) i is,n.iJ konsekwents teksta, grafiku un citu objektu
pozici o/reljtuodz.li B Ulji TopCentef, Justified un Bottom;

gal venes (Bknl2&idp):enes
dejas

lappugu nmnumer Ucij a
tekstar ndi Au numer Uci j a

= =4 -4 -4

E I

vUres un .beigu vUres

Sekcijas p OUrtrauku nsssekapsts ek sat at Uf or ma$tblsl atrodas, ai z ki
Pi emUr am, j a |zdng sekcijas pUrtraukumu, p
sekcijas sastBvdakKoci jmaspifelAemt ¢j umu.

368Teksta izvietojums sl ejUs
Parasti tekstu raksta vienU ¢$kejOnntUa)lu to v
Lai to: i zdar Qtu
A atlassa ekstu, kuru vUlgs izvietot vairUkUs sl e
Columns

A pies p ileatés cilnesage Layoutlappuses grupaBage Setugpogu

=
‘COIEWEEI

= One
Two
Three

Left

I IIf

Right

More Columns...

Aizpildapklidg@®it Bebi s Ub,g Emsied Midreanrh,a
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T ST T T T T | Bt 91 10 1 111 121 13 1 14 11501 P16
] T T T T T
Teksta apstrades lietotne Word ir ieklauta Atkariba no  iestatijumiem  teksta

virkne pareizrakstibas parbaudes idzek|u.
Tie var kontrolet vardu pareizrakstibu,
gramatiku un teksta rakstizanas stilu, var
palidzet  izveléties  sinonimus  un
antomimus, automatiski weidot wvardu
parnesumus un pat automatiski korigét un

ievietot tekstu.

Svarigi ir izvEleties tekstam atbilstoZo
valodu, turklat pareizrakstibas kontrole
izvéletaja valoda var notikt tikai tad, ja
datora ir atrodama 5is valodas vardnica un
citi pareizrakstibas parbaudes idzekli.

Par stilu, sinonimiem un antonimiem
teiktais attiecinams uz tekstiem angu
valoda. Teksta latvieSu valodas kontrolei
izmantojama latvisko%anas programmu
pakotne, piemeéram, Tildes Birojs.

pareizrakstibas parbaudi var veikt teksta
rakstisanas laika wvai arn  parbaudit

pareizrakstibu pec lietotaja pieprasijuma.

Veicot pareizrakstibas parbaudi,  visi
teksta wardi tiek salidzinati ar datora
vardnica ierakstitajiem. Bez
pamatvardnicas var tikt izmantotas ar ta
saucamas lietotdja vardnicas, piemeram,
ipadvardu vai dai3du specidlo terminu
vardnicas. Vards, kuru vardnicas neatrod,

tiek atzimets ka kludains.

Pareizrakstibas klidas tiek pasvitrotas ar
sarkanu vilnotu finiju, bet gramatikas un
stila klGdas — ar zalu vilnotu liniju. Tacu
pasvitrojums ne vienmeér nozime, ka
atrasta pareizrakstibas kloda. lespgjams,
ka pasvitrotais vards nav atrasts vardnica
vai arl nepareizi izvéléta valoda.

lezomUt ai § ztvd kesttos st idékw Us . vi enUda

Sleju platumu un atstarpi stoarnpUrtjlns |vuar
rUdot Uju novieto uz mUrjosl U rdwlizienmUs
bul tizskm sy, par Ud Us bleojdezs Agalaas nos aRightu mu
Margini | abU . fhaels®)i egot peles kreign podm, a
ma i n @dplatsmue |

pl at ume

I+ 5+ | 434 ' 7' 18
iskjlveidﬁight Margin
un pat

Ar klikggi uz 55 MeeClumns. |y gpmamdBesyl odzi A

Columns;
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r bl
Columns |\. 2 '_Ji:?-
Presets
One Two Three Left Right

Number of columns: |1 = Line between

Width and spacing Preview

Col #: Width: Spacing:

1 16 cm =
[ ] =
Equal column width
Apply to: | This section B Start new column
[ OK I [ Cancel ]

Di al o g IColumns ghupd Presetsvai s a r a k s tNuntber ofi cAllimns var
i z U U klgusskaitu.

At zOjmot i z vl tnebetesny | il BAjpas ti ks atdal gtas ar |
GrupJ Width and spacing redzami sleju platumiWidth) un atstarpju star
platumi Spacing. At z ¢ m® i z v (LEaalcomnvidth) i Ajuar i zv Ul Uties v

visu sleju platumus
GrupJPreviewr edzams i zv Ul Ut dskas. t eksta izvietojuma
Sarakst®ppgbra AUi zvUIl Uties slejpUs sadal OUmU t ek

Selected text
atlastts teksts

atlasitas sekcijas
viss dokuments

Selected sections
Whole document

Ja sl ej Us smokekbta(teksta sekckaa)i U dtaiNeaikt s edaf§lasekci j
pirms un pUc tUs tiek iewkH2Ilpp)i sekcijas pUr
Lai atsauktu teksta dal¢gjumu vairUkUs sl ej
paAUmi eni e m:

Columns -

I lentes cilnes?age Layoutlappuses grupaBage Setuppogas| - pi edOvUtaj U
i zvUEZzrwUI askju(@nee n u

f di al o fCowmdnsii Av Ul as vienu sl eju.

&Dal@j ums sekcijUs saglabUj as!

Teksta sadal 0jums pa sl ejUm

Ja teksts sakUrtots vairUkUs slejUs, to
p U rtr & u_?mhu_nfm Break e Column Break. .- , kas redzamt U p at k U
sekciju pmWrnisksazz lgpd ma

| auz
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Slnejas | auzuma vietu var mai not as slpjddc v
pUrtr awlkitema

T1 ai i zdg Uptlu t g el mmavi et o p e ls erspiesr plidedd |
t au JPelA u

7T 1 ai ievietotu jawymi:slejas pUrtraukuma
G teksta kursoru novieto tUs rindas sU
U pi espi eg Pagerlayeuappuses gnupa@age Saip pogu

=l
b= Breaks = |-

G pi edUvUtaj UCdlumv.Ul nU i zvUI as
PiemUrUO trgs slejUs sakUrtots iezdmUts
levietobs s ek ci j as 7 O mBestin Breat §Continuous) Pirms teksta
p Ud Uindkbpas ieviet@s | ej as pd)§ BelumnBreakna
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Tekstapareizrakstibas-parbaudesprogrammasdietosanat]

1

Section Break {Continuous)

Teksta- apstrades- lietotné-
Word- - ir- ieklauta- virkne-
pareizrakstibas- parbaudes-
lidzeklu.- Tie-var- kontrol&t-

vardu pareizrakstibu,-
gramatiku-  un-  teksta-
rakstisanas-  stilu,-  wvar
palidzat: izveléties:

sinonimus: un- antonimus,-
automatiski- veidot- vardu-
parnesumus- un- pat-

automatiski- korigét- un-
ievietot-tekstu. 1
Svarigi-  ir-  izvéléties

tekstam- atbilstodo-valodu,-
turklat- pareizrakstibas-
kontrole- izvél&taja- valoda-
var- notikt- tikai- tad,- ja-
datord: ir- atrodama- Sis
valodas: vardnica: un- citi-
pareizrakstibas- parbaudes-
lidzekli.f]

I’ar- stilu,- sinonimiem- un-

antonimiem- teiktais
attiecin@ms- uz- tekstiem:
anglu-  wvaloda.: Teksta:
latvieSu- valodas: kontrolei-
izmantojama-
latviskosanas- programmu-
pakotne,- pieméram,
Tildes-Birojs.v|

1

Atkariba- no-iestatijumiem-
teksta- pareizrakstibas-
parbaudi- var- veikt- teksta-
rakstizanas- laika- vai- ar-
parbaudit- pareizrakstibu-
pec- lietotaja-
pieprasijuma.-v|

Veicot: pareizrakstibas:
parbaudi,- visi-teksta-vardi-
tiek- salidzinati- ar- datora-
vardnica- ierakstitajiem.-
Bez- pamatvardnicas: var-

tikt izmantotas: an- ta-
saucamas- lietotaja-
vardmnicas,- pieméram,-
ipasvardu- wvai- daiadu-
specialo- terminu
vardmicas.. Vards,s kuru-
vardnicas: neatrod,. tiek:

atzimets-ka-klodains. 1]

Section Break (Continuous)

Pareizrakstibas-klldas-tiek-
pasvitrotas- ar- sarkanu-
vilnotur liniju,- bet-
gramatikas-un-stila-klOdas-
— ar- zalu- vilnotu- liniju.-

Tafu- pasvitrojums- ne-
vienmér- nozime,  ka-
atrasta:  pareizrakstibas
kloda.-  lespgjams, ka-

pasvitrotais- wvards- naw
atrasts- vardnica- vai- ari
nepareizi-izvéléta-valoda.q

Pareizrakstibas- parbaudes- programma- neparada- klGdu,- ja- vards- ir- atrodams-
vardnica,-bet-ir-lietots-nepareiza- konteksta,-pieméram,-vardu-kopa-"meia-bars”,-kas-
uzrakstita-vardu-kopas: “meia-gars”-vieta,vards-"bars”-netiek-uzskatits-par-klidainu. 9

369.VUr es
Li etWordplar edzUta iespUja pievienot tekstam vl
terminusi at sauces vali zemsvotras pi ezgogmes) . VU
saistQt UmvUdtaeNdUmats@mess (akaitlis, rakst zome

kombinUcija) wun atbilstogUs vUres teksta. \
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paskaidrojamU Footkatdt at e kosetts viUlapmsuses ap.
(Endnot¢tekstsrd ok ument a teksta beigUs.

Varizmant ot vienotu vUru ntubmeu 0k tiokimentas U
sekcij U.

VUres ievietogana

VUri var pievienot ar dagUdiem paAUmi en
f izmantojotlentescilnesReferencedappuses) r uFodihoteskomandas

 izmantojotd i a | o gFootbteandEndnote

Lai pi e v arlemescinasRefetendedappusesy r uFpdihoteskomand) m

A novieto teksta kursoru aiz tU vUrda, k

AB'

= . . Insert
A lentes cilnes References lappusesg r u podtnotes pi e s p i e|Footnote 0 g U

lappuses apakg (e sk Naltssta urceedsz aaniaz zvolhre :

! un tai blakus novietots teksta kursors;
Aievada vUres tekstu;
ar dubul tklikggi uz vUres numura atgr.i

A
PiemUrU ar vUrWwUpaskaidrots vUrds

Lietotn& Word 2010 paredzéta iespéja pievienot tekstam véres? VEeres sastiv no
divam savstarpéji saistitam dalam - veres atsauces aizzimes un athilsto3as veres
teksta.

‘atsauces vai zemsvitras piezimes

L0dzogU veidU ievieto beigu vUri
Laipi evi e nizmaniojod Urai o gFootmbte and Endnote
novieto teksta kursorw i g t K u rievietdiM thrse s at sido&kesmeai Dz

ar k I i k g gcilnes ReferehcestappesesgrupasFootnotesdi al ogl od
ikonas|z| atverd i a | o gRFootbtz and Endnote

I I
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d o k u me nt Bnd of dacumeny; (
dokument a s &Rdoisectiog: bei gUs (

pi_espi;guursora pozgcij U t,uekursdrsevi et ot a

pUrvietojas wuz vietu, kur paredzUss ierak

atkardogs no t U, Ud kat U dokuments Dbi]j
u

k U s
(normUIl skatU vai ;drukas izkl Ujuma skat 0)

Aievada vlkeds viOekstuzyrakstota, ar peles pal
atpakaN uz pamattekstu un turpinUt darbu ar

(Footnote and Endnote ? & A
Location
@) Footnotes: Bottom of page EI
(") Endnotes: End of document
Format
Number format: 1,23 E’
Custom mark: i \ [ Symbol... J
Start at: 1
Numbering: Continuous E!
Apply changes
Apply changes to: | This section El
[ Insert l ‘ Cancel J
A grup0 Location ar r ad i @feemates:jpyn D Endnotest nor Uda, kur v Ul
novietot vUri
1 i zvUFathdtege s vUri var novietot:
17 | apas Bogombfjpdde;(
7 tiedgi zem pasRebwtwxoj amU teksta (
T i zvUIl ot i eEsdnateadi wpPoguvar novietot:
1
1

p14

VUseredi gUgana
Lai maindgtu vUru:vai beigu vUru for mUtu

A ar k 1 i k g gcilnes ReferemcestappesssgrupasFootnotesd i al ogl od z i Aa
ikonasz| atverd i a | o gRfootbte and Endnote
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r

Footnote and Endnote | 2 lﬂh_,l‘
Location
@ Footnotes: Bottom of page E’
() Endnotes: End of document
Format
Number format: i G B B
Custom mark: l | [ Symboal... l
Start at: 1 =
Numbering: Continuous [z]
Apply changes

Apply changes to: [3

[ Insert j[ Cancel ][ Apply }

[

A izmantojot pogl,

el X

Convert Motes

var vei kt

L—

@ iConvert all footnotes to endnotes ]

(71 Convert all endnotes to foonotes
(") Swap footnotes and endnotes

| ok

| [ canca ]

par beigu verém

p14

gr updimati zv Ul as
0 sar aks Numbetformat Wa r

vUru

ai zzomUganas
i zvUl Uties

gUdus

parveidot visas veres par beigu vErém

parveidot visas beigu vEres par vErém

parveidot visas beigu vEres par vErém un visas veres

vV ali

G piespi quq’ e k dp iad o g8ymbesk. Z6gpp),

n
numur Uga

kur U var i

zv Ul
0 sar aks SthrteatvzairAU z v Ul Ut i es
G sar aks Numbatimgiv A D

Uti es

atsdkt numurésanu kaftrd sekcija

. [ ]
Continuous T
Restart each section
Restart each page

S

atsdkt numurésanu katrd lappusé

A grupasApply changess ar a k s Apply mqnigeétﬁt var

apgabal u, uz

i zmai Aas:

Whole document

kur u vUI as att

atlasitajam tekstam

Selected sections

Selected text ~—

atlasitajam sekcijam

visam dokumentam

A D
f

Ca

i
0

rakst z g mi
numur Uganas
i zv Ulnuri Gegsa nvalsr ur enqud mu :

vUru

vienota numurésana visad dokumenti

pUrveido

u

ai

i zvUl Uti es

i ecinUt i

espi(gploga pieejama tikaiAasadyUrj
rmat.Uj umuU)
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Ja vUrdam pievienota vUre, novietojot peles
r0dot UjJ@)i aimk pted Uki ietonUtU l.odzi AU kNist r
Pi emUr aamekst U ievietota VYvusaerudUr eddr'ear atgauce

Javardam pievienotavére?, novietojot peles raditaju 353 varda tuvuma, mainas peles raditija

izskats [ & ) un pelEki ietonéta lodzina klust redzams vEres saturs.

1vEres paraugs

Novietojot peles rU0dotUju vUres atsauces ai z

VEres paraugs

tavere!, novietojot peles raditaju

keki iet%nété lodzina klust redzam:

Lai mai ngtu jau ievietotas vUres vai bei gu v
A atlasa vUres aizzomi:;

A atverd i al o gFfootmbe and Endnote(sk.122 Ipp);

Aizdara vajadzogUs regoma i zmai Aas;

A piespi Apply |.gu

Lai redigUtu jau ierakstgotas vUres tekstu,

atbilstogUs vUres aizz9domes, tU novietojot t
kursoru var novietot arog tiegi vUres teksta

VUres dzUgana
Lai izdzUstu vUri, atlasa vUr [l aiGoz ogunldr eun

tiksizddds t a, obevtUrpulrnpulmekrOtctiojtaa at bi | stogi |jaunaj
3.6.10Gr Umat zodmes un ggUrsnor Udes
3.6.10.1Gr Umat z 0 me s

GrUmatzome ir kods, ko ievieto kUda dokume
atraganu. Gr Umat zgmi ,Utpeikesm@r apmyn kv &Jr, ikeiw iUe tnoe
atgriezties, vai kUdU biegi izmantojamU datn
Gr Umat z 0 mi var pievienot ne tikai notei ktan
tekstam vai kUdam tekstU ievietotam objektam
Lai izveidotu grUmat zdmi
A novieto kursorud o k ument a punkt U vali atl asa tekstu
piesaistot grUmat zomi;

=7

=00
o . . ] . Bookmark
A piespieg | Irssertt l@ppuses grupadénks pogu un atver
di al o gBookdark: A
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r al
Bookmark I ? -(:hl
Bookmark name:
darba_punkts1 | Add ’

Sortby: @ Name

Location

|| Hidden bookmarks

‘ Cancel ’

4

A | od Bookmarknamei er aksta grUmatzomes nosauk

&Gr@matzomesedoébskumﬁtnvai rOk par| 40

talu pirmajai rakstzomei JeUbittobkgouamdn
savienoganai i etei cams i Zarbmamunktdl. apak|gUj

Apiespil a8 Jgu

Kursora nowv@dgtaaj @sgitaj@m tekstam/ obj ek

mar gi eris, kas noklusUjuma regdomU nav r
Lai redzUtu grUmatzomju mar gi er us:
A ar cilnesFile lappuses komandDptionsarverd i a | o g\WarddOptiors;

A ¢ Ud t aochnesAdvancedlappuses gr p Show document contenat z g mU i z
r 1 t|¥ Show bookmarks -

piespil_o% bhgu

A

Dokumenta punktam pievienotas gr UmaX zom
bet atlasQts teksta un objekts, kam pi ¢
piemUrmat, z@mdéls pievienot as:

f dokumentapunktapi r ms pirmUs teksta rindkopas
f atlasdotam otrUs rindkopas tekstam;

f pogasBookmarkat t Ul a m:
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IGrﬁmatsze ir kods, ko ievieto kada dokumenta noteikta punkta, lai atvieglotu ta
atraSanu. Gramatzimi, piemeéeram, var ievietot kada teksta punkta, kura nepiecie3ams
atgriezties, vai kada bieii izmantojama datnes vieta.

[G ramatzimi var pievienot ne tikai noteiktam dokumenta punktam, bet ar atlasitam
tekstam vai kadam teksta ievietotam objektam. |

Lai izveidotu gramatzimi:

= novieto kursoru dokumenta punkta vai atlasa tekstu vai objektu, kuram grib
piesaistit gramatzimi;

Bookmark
= piespiei lentes cilnes Insert lappuses grupas Links pugu[ un atver
dialoga logu Bookmark:
Lai dokumentU pUrvietotos wuz grUmatzggmes a
paAUmi enus:
§ izmantdd i al| o gBookcark; A
§ izmantdd i al| o gHind dnd RefilaceciinesGo To lappusi.
lzmantojotd i a | o gBookchark: A
=
o . . . . . Bookmark
A piespieg | Irssertt l&ppuses grupaténks pogu un atver
di al o gBookdark: A
rBookmark l_@_@‘

Bookmark name:

darba_teksts Add

R —

-

Sortby: @ Name

) Location

[ Hidden bookmarks
A atlasa atbilstogo grUmat zgmi;
A piespi Ig u

T ja gr Dmhézfpmaot a dokumenta punktam, tekst
punkt U;
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T ja grUmatz9ome piesaistota as\Vaieobjgkts am
tiek atlasoQgts.
Izmantojotd i a | o gHind dnd RefilaceciinesGo To lappusi:
Aizpil da kdstilkegHgne lappases geipeiditing pogastindb u |l t i Aa's
3 Find| -

.,5’63 Find
@4 Advanced Find...
= GoTo..

A ar komandu ® &°T°- | atverd i a | o g Firddumdi Replace cilnes Go To

lappusi:
r ™
Find and Replace l ? &l
| Find Replace ] GoTo l
Go to what: Enter bookmark name:
Page darba_punkts1

ml »

Section RIS S
Line o
mookmaric N e
Comment

Footnote .

[ GoTo J{ Close

.

A | o d Go tAwhat atlasaBookmark;
A s ar ak s Erteolbakinafkithameat | asa atbil stogo; gr Un

A pi e sppgul_Sm |

Di al o g IFiad and Replacecilnes Go Tol appus i vapi eastpv lerg
tastati @k tausti Au
Lai izdzUstu grUmat z g mi
4
o . . . . . Bookmark
A piespieg | Irssett l@ppuses grupadénks pogu un atver
di al o gBookdark; A

A grUmatzomju adadridlssgtoly Ust Igaddanat zomes nos

Apiespil beete |guy
3.6.102G9gUr snor Udes

Inf ormUcijas atraganai dokument U var Iz
dokumenta elementiem:

f numur Utiem dokumenta el ementiem;

f virsrakstiem, kuri f ctiliemaHedting; ar st anda
f vUrUm un beigu vUr Um;

f el ementiem, kam piekUrtotas gr Umat z 0o me
Lai izveidotu ggUrsnorUdi uz el ementu,
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A novieto teksta kursoru vietuU, kur vUI as i e\

Cross-reference

A ar Kkl i kggi Inosertldpruses gpasLioks pogas atver
di al o gCrassrefarefce

Cross-reference m
Reference type: Insert ggference to:

Bookmark B Page number E
[¥] Insert as hyperlink [7] indude above below

Separate numbers with

For which bookmark:

.
darba_teksts

poga

[ mset || cancel

A s ar ak s Rdfecedce fyp&atflasaBookmark:

Reference type:
Bookmark hd
Mumuréts fu'ienuma Mumbered item ~
Virsraksts [ |Heading |?|
Gramatzme | e =
Vare Footmote

: - Endnote
Beigu veére Attals

Equation
Dokumenta elementi, kam Figure

pievienoti numuréti uzraksti lustracija
Table

Tabula
Vienddojums

A s ar aks tinsed teferenketoatlasag g Ur snor Ud Wf o emUeirjt s vei
kas parasti ir lappuses numurBafje numbej |, bet, |ai@gs dimat g ane
atl asotam tekstam, t asBookmarktekt: t ar o gr Umat z ¢

-

Insert reference to:

Bookmark text -
Bookmark text -

Paragraph number

Paragraph number (no context)
Paragraph number (full context)
Abovebelow

A no sar ak §oravhich bookmardaJt | asa t Us gr Umat zgmes
kuru vUlas veidot nor Udi ;

piespi[E= hou

b1
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Kursora norUdotU vietU tiek ievietots
gr Umat z g me.

PiemUram, tekstU jUievieto ggUrsnorUde

Rakstzimju formatésanaivarizmantot lentes cilnes Home lappuses komandu grupu Font vai
mazo rnkjoslu.

A dokument purtketkesm Upi rms mazUs rgkjosl as
gr Umat zgamkimuaaz lhor 0kj os | a

JFormatésana, izmantojot mazo rikjoslu

Atlasot tekstu, automatiski paradas puscaurspidiga rikjosla, ko sauc par mazo rikjoslu.
To erti var izmantot visu ieprieks apskatito formatésanas idzeklu pielietosanai—fonta,
rakstzimju izmera, fonta stilu, rakstzimju krasas un rakstzimju fona krasas izvélei.

A dokumeinetOUO, kur ievietos (gglpp)summovieibd i ,
teksta kursoru | appuses numuram paredz

Rakstzimju formatesanaivarizmantot lentes cilnes Home lappuses komandu grupu Font vai
mazo rikjoslu {Ek.l. lpp.).

Aievieto ggUrsnor Udi

Rakstzimju formatesanaivarizmantot lentes cilnes Home lappuses komandu grupu Font vai
mazo rnkjoslu (sk.57. lpp.).

Novietojot peles rU0dotUju virgrUmati 200
nosaukums un paskaidrojums, kU pie tUs

rmaza_rkjosla
Rakstzimju format{ Ctrl+Click to follow link tes cilnes

mazo rikjoslu (sk. 57. Ipp.).

Apigstpuineg@ieturartalki;iiiké@i teksta kur
gr Umamadthir 0kj osl a
FormatéEana, izmantojot mazo rikjoslu

Atlasot tekstu, automatiski paradas puscaurspidiga rikjosla, ko sauc par mazo
rikjoslu. To érti wvar izmantot visu iepriekd apskatito formatéianas lidzeklu
pielietoZanai — fonta, rakstzimju izméra, fonta stilu, rakstzZimju krdsas un
rakstzimju fona krasas izvélei.

Lai dzUstu ggUrsnor Odil™t o atlasa un p

36.1lLappuses gal vHeaderFaote) k Uj ene (
Lapas noformUganai v arHeale} mamt kodtejekump s e

mUdz saukt argQ par lapas galvu un pUdu
Ti e ir apgabali katras dokumentas | Mgy,
dokumenta | apUm pievienot l appugu numt

Tekstapst rMktohsok Wdrd28l0ot ne 129



DOKUMENTA LAPPUSES E K U R JUMS

informUciju (piemOUram, dokumenta virsrakst
noformUjuma el ementusic)(pi emUram, iestUdes | o
Galvene un kUjene  uma r<Ristddyeu unddrukak as i z k|
pri ekgaPprg Rreviewds s(kat U, bet navDraftg. dzamas nor mUl
Galveni un kUjeni var veidot visam dokument a
| appusUm vienUdas vai argnanhggUraghaphkattas
3.6.11.1Gal venes un kUjenes ievietogana

Lai ievietotu vienUdas galvenes vai kUjenes
A lentes cilnes Insert lappusesg r u pldader&Footer pi espi e 'Hea.de'_n ogu

Footer =
(galvene)va - | (kUj ene) ;

di al o @BudtdnznioA pi ed Uvilz WPk ambbk egtalkveni vai kU
unizpildak | i kggi uz t Us:

=iE

Header| Footer

b

| BuiltIn -
| Blank
.

" Blank (Three Columns)

Ty wia) [Vype bt | [lype sext

Alphabet

[Type the document tthe]

Annual

[Type the document title] | [Year]

Austere (Even Page)

m [TVPX YHK BOCUMBNT 1IN

Austere (Odd Page)

[TV TIE DOCUALENT TITLE)

© More Headers from Office.com
[Z] Edtt Header

_',', Remove Header

l zvU0Ol Ut 0 galvene vai kUjene tiek ievietota
kontekstaHeader & Footer ToolscilnesDesignlappuse
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el

3 Insert Asgrment Tab and Foater

Ar tUs komandUm ievipaptbdgalOvenon pblrvek
Ja neviens no sarakstU pieddaddtodjm, em va
i eteicams iBlank)l Wtailewsentiukvégpai (kUj eni un ve
3.6.112Gal venes un kUjenes redigUgana
Ar kontekstaHeader & Footer ToolscilnesDesignlappusekomandu grupaBosition

=]

kK oman = + Header from Top: | || {zdr Footer from Bottom: atbilstogajos
vajadzgQggos atstatumus, var i estiadalgenesg al
auggmal as atstatumu no papQr a atstatung dg Us
papora apakgUj Us mal as.

Parastg al venU vaii rkfUjremUc ii jew,i ekas raksturo
T lappuses numuru un dokumenta | appugu s
f datumu un pul ksteAl ai ku;

f dat nes nosaukumu un dokumgntavaivdiu's do
dokument a r ek vdokupdntaautorup;c.e mUr a m

f iestUdes logo vai citu noformUjuma inf
Lai gal venU/&Udue niln:fioervmlectiojtw
A kursoru novtowelloasviiega Wi, e tkautr;
A pi e slgntewajnednsert lappuses grupaext pogu Quick Parts, kas pi e
i zvUIl ni
Quick
Parts =
automatiski ievad 3mu tekstu galerija S AutoText

dokumenta rekvizitu saraksts &1 Document Property
=

] Field...
lauki
@ EBuilding Blocks Organizer...

1 automUtiski i evadUmu atse k sutnu igzavliUel rUtji(

sagatavotu tekstupp gal eri j uaripfapti dtd¥j@)t mader §
tekstiem;

T dokument a rekvi zotur eslviakgt W, iipiEati eitz

klikggi uz tO
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Abstract
Authar
Category
Comments
Company
Company Address
Company E-mail
Company Fax
Company Phone
Keywords
Manager
Fublish Date
Status

Subject

Title

1 ar i zv Ukleme Field... v ar adtivalrot g IField zin Fvietot
gal venUWU/izkWjl &t @ | auku.
Lai ievietotu lauku:
A ar kIl i kg dslemenssField...atverdi al o gfietdd z i A

[ Field T |-t

Please choose a field Field properties Field options

Categories: Farmat:

Mumbering E 1, 2,3 . -
-1--2--3+ ..

Field names: ab,c, ..
AutoMum -~ ABC, ..
AutoMumLgl i, il dii, ..

AutoMumOut I II, 111, ...

BarCode Use Default Numbering
ListMum
e Mo field options available for this field
RewMum
Section
SectionPages
Seq

b,
B,

Preserve formatting during updates

Description:
Insert the number of the current page

o) o)

A lai lauku saraksts bl t ulinsy grepasiPleakse chodse sak feeld
sar aks Categatiesi AWUl as | auk u NgnberipguLd dgi emUrtaom,
sar akstField dame ANT st redkasni sdiasikdti aar numur
s ar ak s Categatiesi A U @ll, a sl o Ketdindnésredzans visu pieejano
lauku saraksts;
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A atlasa evi etapkamUnosaukumu,, ipgipsa Pddeod k| i k.
T logU kNist redapmakiszwlUl(WUteViledwkakt ul

Description:
Insert the number of the current page

9 sarakstHAormatz a AUi zvUIl Uties | auka for mat
1 pi espi e FiedCodes |y o kWNT st redzams atlasotOU

A piespil o Jgu

Kursora norUdotajU vietU kUjenU ieviet

Ewven Page Footer -Section 4-

122

LOodzogU veidUO galvenU/ kUjenU var ieviet
1 no lauku grupa®ocument Informationd at nes n o s a UkeNamg unu n ¢
dokumenta virsrakstur(tle);

1 no lauku grupasDate and Tmedokument a atwv (CregteDatd s d
aktuUl oDatBa,t udnawk ment a pUdUj ShseDapg.| ab Ug
a

J daNai dokument a, pi emUr am,j a kdadga
galvendk Uj en e :

A kursoru novieto atbilstogUs sekcijas g
A kontekstaHeader&Footer Tools cilnes Design lappusesg r u lpatdgation lieto

komandi [#ftinktepeious| t 0 itakUdBtUpasegal venes/ k
iepriekgUjUs sekopiajzas gara&si sk Ujaepnais

Same as Previous );

A redigU esogo galveni/kUjeni vai izveic
Galvenes un kUjenes saglabUgana i zmanto
Lai sagéiadh®dtea galvveni vai kUjeni izmantog

A atlasa galvenes/ kUjenes satur u;

El =)

oote

€ F = . & .
A ar pogu e (galvene) va, - : (kUj enedzu8dltvieer | o

| —T:.I] Save Selection to Header Gallery...

Aar klikggi uz vai

_.-,5'] Save Selection to Footer Gallery... sagl abD akt UU| o ga| veni/
Gal venes noAktjgenes
Lai noAemtu galveni vai kUjeni
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A kontekstaHeader&Footer Tools cilnes Designl a p p u s eHeader&Faopet)

=0 .
) =
Header

piespi| - p(galgeue)vaFoeter(k(_Jjene);

A atvUrdiag!0o §! Buidtdni Aieto komandi |5t RemoveHeader| /5
_.‘,l,. Remove Footer |

Konteksta Header&Footer Tools cilnes Design lappuses grupa®ptions i z v Ul es

riti Aas var izmantot:, ja dokumentU nepiecieg
T noAemt galveni un kUj en |V DifferentfistPagent a pi r maj ai
T izveidot atggirggas gal venes uni kUjenes

| Different Ctdd & Even Pages .

|l ziegana no galvenes un kUjenes
No g al veseseasiZiek Uj
T ar k1 ikdngkpteHeader&Footer Tools cilnesDesignlappusegyrupasClose

Close Header
and Footer

pogas Close X
T ar dubultklikggi dokumenta teksta apgabal U.

36.12Lappuses numura pievienogana un

Lappuy mumurisv ar pi evienot, vei doj olf3llppg ketitonant a gal v e
pievienot d&ageNunber komandu
Lai dokumenta | appuasrUng oikeomamdu u numur us

A lentescilnesinsert lappuseg) r uHeddler&Footerp i e s p i Rage Nprmbgru

£

F'Eng{\\3
Number=

# Top of Page
i EBottom of Page
&  Page Margins

#] Current Position

ﬁ; Format Page Numbers...

f:.\ Remove Page Mumbers

A atvUrza@ldn &l i kggii zwz0| atelsii 2ed telowedh tlaappuses n
novietojumu:
1T |l appuses TapoffPagéral U (
1T |l appuses Batomef@agg!| U (
1 uzlappusesma | WPage Karging;
1 kursora noCurdnpRosition)y vi et U (
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gal erij as
numur u

Ano piedUOvUOtUs noformUjumu
izvUl as s,evpivamdrdam,gol appuses
centr U, s as k a gdeérijes parang®lfim Numhgij 2u mu

] Top of Page
| Simple 4| & Bottom of Page
Plain Mumber 1 ks  Page Margins
=| [ Current Position
! ﬁ“ Format Page Mumbers...
ﬁ:.\ Remove Page Numbers
Plain Number 2
I
Plain Number 3
Page X |
Accent Bar 1
1|Fape |
Accent Bar 2
Accent Bar 3
Fage |1
-

%g) More Page Numbers from Office.com

Pi evienot os

l appugu numurus var mainot
i
Page . . s
A pogas Number ~ atvUrtiajvl arU kl i kggi uz
2 g EormatPageNumbers--.E\} atverd i a | o gPagedNmmbAr Format:
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r N
Page Number Format li‘&]
Number format: | FREMEI— - |

[ Include chapter number

Chapter starts with style: |Heading 1

Use separator:

Examples: 1-1, 1-A

Page numbering
© Continue from previous section

-

") Startat: =

[ oK I[ Cancel ’

A —

A sar aks Nimbadforma& Uz vUbhpapuses numura formUOtu:

-1

-2--3-
a b, c ..

A, B, C,..

i, iy iy ...

A atzomty Ol es |[|ndudechapter number | |appuses numuram pievieno
dokumenta sekcijas vai nodaNas numuru

GrupJPage numbering

A ar radiopogu| @ Continue fromprevioussection| j z v Ul as tur pi nUOt 1l appugu
iepriekgUjUs dokumenta sekcijas;

A ar radiopogu| ©'strtatt | mai na numur Uganas sUkumvUOUrtobu,
esogajU sarakstlodzi AU

A numuru f or nd(eti &g Mumhber Formdtpabei dz, piespiegot
[ ok ]

Lai mai ngtu | appugu numuru fontu, fonta |iel
Aveic dubultklikgdgi lwenleappwse sk Upaelnes krlat0o
|l appus Um;

A atlasa lappuses numuru;

Aizmantojot mazUs rokjoslas rokus, veic forr

36.121Lappugu numuru dzUgana

Lappugu numUsusdagbWdos veidos:

f dokumentU manuUli izdzUg atseviggu | appuse:
G izpilda dubultklikggi galvenU vai kUjenU (

atlasa lappuses numuru;

o piespie@PHlausti Au

1 izmanto lentesilnesinsert lappusepogu:

[
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-

- . . Page
G lentescilnesinsert lappuseg r uHeaddler&Footerp i e s p i |[Numberv);0 g U

G at v Dir 7 \aupﬂmu ik g g' i u }_:\ Remove Page Numbers

Format Page Mumbers...

#  Top of Page »
& Bottom of Page 2
| Page Margins 3
#] | Current Position 3
fap
Y
—

Bemove Page Mumbers

5. vingrinUjums
1. At vUrt iepriekgUjos vinvngriodt Uj umos i zve
2.1 zveidot dokumenta | appuses for mUt u:

fpapora formUts A4 (210 x 297 mm) ;
11 apas oiraiemnatvlocriijeant Ut a;
1 lapas malas:

T augg maldcm;

T apakgmactm

Tkrei sil82rom;l a

11 ab Ui mAcma

fmala id8i enahapas auggmal 0.
3.1 zdrukUt dokumentu uwmngskdgl abUt to ar n
4. Maingt | apadpUpveerdobOcitjou par portretor

malu novietojot lapaskri saj U pusU.
51 zdrukUt dokumentu umngs¥® abUt to ar n
6. Ai zvUrt dokument u.

6. vingrinUjums

1. AtvUrt iepriekgUjos vinvngrioaUj umos i zve
2. Pievienot | appugu numurus, novietojot
3. Ai zvUrt ocalgimdidjwt izdarotUs i zmai Aas.

17.vi ngrisnUj um
1. AtvUrt iepriekgUjos vinungriosa Uj umos i zve
2. Pievienot galveni
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Rakstzimju formatésana

3. PieviendtizkOpeot pUc saviem ieskat
nosaukumu, datumu un pul ksteAl ai ku.
4. Ai zwWWBrktumentu, saglabUjot izdarot Us

vingrinUjums
1. At vUrt jaunu dokumentu un uzrakst ot

Izmantojotiespejuievietot teksta daZadas rakstzimes, ar teksta apstrades programmu
Word var veidot tekstus, kas satur

* grieku alfabeta burtus, piemeram, a (alfa), p (beta), y (gamma), A (lambda),
£ (epsilon), T (pi);

* daiadas matematiskas formulasizmantojamas zimes, piemeram, v (saknes zime),
== (bezgaliba), # (nav vienads), = (mazaks vaivienads), = (lielaks vai vienads), £
{plus-minus);

» specifiskas rakstzimes, kas nav atrodamas uz tastaturas, piemeram, N2 (numura
Zime), ¥, ¥, 35 (dalskaitlu pieraksts ar shpo svitru), § (paragrafa zime);

* rakstzimes, kasvar but noderigas pazinojumos, norades un citos dokumentos,
pieméram, ¥, o, '8, E,J, 4, =, du. ¢

2. Sagl abUt dokumeingr 8 ar nosaukumu

vingrinUOjums

irem | ap
i zmai Aa
tekst u:

1. AtvUrt iepriekgUjU vinwgilBUjumUO izveidoto ¢

2. Pievienot tekstam lappusasp a k g U v Ures, kU nor Udots parau

Izmantojotiespéju fevietot teksta daZadas rakstzimes, ar tekstao apstrades programmu
Word var veidot tekstus, kas satur

v grieku alfabeta burtus, pieméram, a (alfa), 8 (beta), y (gomma), A (loambda),
€ (epsilon), m{pil*;

v doiZadas matematiskas formulas izmantojamas zimes, pieméram, V (saknes zime),
== (bezgaliba), # (nav vienads), = {mazaks vaivienads), = (lielaks vai vienads), *
{plus-minusF;

v specifiskas rakstzimes, kas nav atrodamas uz tastatlras, pieméram, Ne (numura
zime), ¥, ¥, 3 (dolskaitlu pieraksts arsfipo svitru), § (paragrafazime);

v rokstzimes, kas var bit noderigas pazinojumos, noradeés un citos dokumentos,
pieméram, 3< < 8 55 U, B ¥, du.c

! grieku alfab&ta burti nemti no fonta Symbol
% paréjie simboli atrodami fontos Symbol, Wingdings, Webdings un Monotype Sorts

3. Ar vUrUm papildinUOto dokngm¥®ntu sagl abUt ar
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ATTUOLI DOKUMENTU

37ATTUGLI DOKUMENTU

371Att Ul u ievietogana

Tekstu var papildinUt ar attUliem. Doku
vei dotus zomUj usnus| eaii etdoitaogsr aanmtaUl us v e
mai nQt to izmUrus un novietojumu attie
i zdzUst .

Objektus dokume lertte®) cilnegnsert lappwsesegtupatilustrations
komandUpmemUr am:

[ ,

d

Picture .
1 ar pogu ievieto attUlu no datnes;
:;;fﬁ}
440
Clip ‘
f arpogu #* /i evieto attUlu no klipkopas, ka

attUlu komplektu kopums:

Shapes o
f arpogu - i evieto jaunu zomUjumu (for mu)
Sm.;rtArt__ ) ) ) -
1 ar pogu ievietoSmartArt gr af i ku, kas ir vizuUIl s
ko var Utri wun viegli izveidot, izvUlo
efektovi izteiktu dokumenta zi Aojumu v

il

Chart |, . ]
f ar pogu ievieto diagrammu;

Ciged

Screenshot - o
1 ar pogu h pievieno e k r Un u z A (bcneemia)s neizejot no
tekstapstrUdes | ietotnes. To var i zman

daNu.

3711Att Ul a ievietogana no datnes

Lai ievietotu attUlu no datnes:

Ateksta kursoru novieto vietU, kur attC
|acal

. . . Picture . . i

A pi es poga _ ,atverd i a | o glhserdPiciurd:
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-
(W] Insert Picture @
@U" » Libraries » Pictures » Attélu paraugi v | s | l Search Attélu paraugi gl

Organize v New folder = + O fgr
=2 Libraries | Picture.. Arrange by: Folder
=g L1Dran Attélu parau.., i
k= Pictures
5| Documents
J‘r Music
E Videos =t
Krizantéma Tuksnesis ‘ ‘ Select a file to preview.
& Homegroup 5 4
1M Computer
&, Local Disk (C)
s Local Disk (D:) Hortenzijas img2017
—meoe . N [
File name: v [All Pictures v]
Tools ~ [ Insert lv] [ Cancel J

atrod
ievieto

I D

dat nes

3.7.1.2At t Ul u

vaj adz o grod an aApui
attUlu
1 atlasadatniup i es pi D=t bhvgai
T i zpil da gdubuuzl tdkaltinkegs

saarr aaktsttU) iveam a d z Qgo dat
ar vienu no paAUmi eni

t [BEterd)t i A

nosaukuma.

i eowlipkopas g a n a

Lai i evietotu attUlu no klipkopas:
Ateksta kursoru novieto vietU, kur vUlas ie\
S
HE]
Clip ” .
A piespoge At ,atveruzdevumr |t tdizighpAk;l i pkopas | o
A veic attUl u me kSedioh foniarakstota ¢ k $Ji luo dyz impld s nosau
pi emUlonsputer, vai atstUj to tukgu;
Apiesgiet pbogll kNist redzami atrastie nor
atstUts tukgs, redzami dagUdu grupu att Ol i)
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Clip Art v X

Search for:

computer [ Go | —‘ Poga Go attélu paradisanai
Results should be:

Selected media file types B2 Norade attélu meklésanai

v Include Office.com content

Provided by: Micosoft s Zo eEn g -
Ritjosla atrasto attélu skirstisanai

Novietojot pel etsU rlUadboatalt) Guoedujadtazarb 6 I ura A u
| odxiNAGt redzama i nfekf mUoUf 8 par i gmUat

businesses, computers, computing. ..
252 {w) x 257 (h) pixels, 13 KB, WMF

‘ | K. W
A ievietoat t Ul u:
9 ar klikggi uz ievietojamU attUl a;
9 ar peli pUOegwvwdekiot to uz

7 veicot "kdogprUt o titntizi el ¢ m
G ar klikggi uz rmalll iatawse ratk ditae K satbiaz WU
G izpilda klikggi uz CohpyyntekstizvUlnes |
4 novietotekstakursoruv i et U, kur paredzUts ieviet
G izpilda iel OPRabgOptorss k omandu

3.71.3Di agrammas ievietogana dokumentU
Lai i evietotu dokumentU diagrammu:
A tekse kursoru novieto vietU, kur diagranm
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savUm vajadzgbUOm,
pi es paiiezgvoltr guehstdng aizpeobExceldarblapuPOr vei dot U
i evietot atdaakgimdit U:pk iermJa raan

pi eml
d

ti pu,
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lenemumu sadalijums gada (%)

2. cet; 25

DetalizUti par diagrammul zkl Opfhapastiek
372Att Ul @aanl as

Lai atlasogtu dokument U diuazg rtalhrhua swWaia ma ta
diagrammaiir ak st urpDgs i zskats

1 att Ultaam sinrst 1 rvéiedaaipd Bhngiise mart ai $estriea
k v a dr UrmaluAiduspomktas k Wienaz @pNpl 0t i, kas pi es
malas viduspunktam

{)

g diagrammai irt ai snsdluUbuetd&mis ar punkt Ujum
malu viduspunktas

lenémumu sadalijums gada (%)

B

Leen 28

373Att Ul amazhBr pagri egana
Lai maindgtu attUla vai diagrammas i zmUr

Tekstapst rMiobsok Wdrd28l0ot n e 143



ATTUOLI DOKUMENTU

A a
A
u

u

tlasa attUlu vai di agrammu;
izmanto ap atlasgto a_pttwgusponkteUpMmsskvadr
i novieto peles ruUdot.,@jpu owdiekpadmak n0j k miae mUt

(pelesr Udot Uj s ieglst dié,EwaZ)as bultidAas i z:

pi espi kasoppg( sl e s rqut—I—)usn |veeglkst ligzdszk at u
nedaudz izpludinUtaisrpUbhvamapPDamlebbmbBkt

o

u

atlai g peles pogu.

AttUla vai di agr ammaHti amOr, aspieimOram | ddz ek N
A atl asa at t Ul u vai diagrammu,;
Aizpildo kdntekstk ig ) v U kemmnghs Size and Positions.,. atver
di al ogllaynodtu A
L'you(
Posten | Textwapng | Se¢ | Attéla augstums

9 Abooltg 4w v
_ /ﬂ Attéla platums (cm)
: I.\(_-,d.u 158 v

Rotate

Rotaton

Izvéles ritina, kas atlauj | | s
saglabat sakotnéjo attéla g oo oo
rrieapmitig Attéla sakotnéjais
augstuma un platuma 7] Belatve 10 orgrsl peture sise €la sa /|
proporciju Origral s augstums un platums
Moo

Regt -4 Aftéla formata
atiestatiSanas poga

ox [ o |

al o gdinesSizélap @ usodr Bdhasot U attUla izmUrus, t
i

A di
vairUkos veidos:
T gr Lsp-lejght un Width sar akstl odzi AoAbsoIptem&orrUaddoHopogU
att Ul a vaplgat wmw garuma mUrvienobUs (centi
1 grupasScales ar a k s Heightdnzoir A o t att Ul a augstumu ur
Widthiatt Ul a platumu procentos no to sUkotnl
1 jaat ztaimv U| alockaspectratoA mai not attitedk as d glmdo Wtsa
t BugstumaunplatumaUk ot nUj Us proporcijas
T ]a nep[eC|,vaar aucn@z;\llaltlf)to formUtu ut
sUkotnUjos attUla izmUrus:;
Apiespil_%® hgu
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Lai pagr i, ezHKkonteksta Ridtuté | TwolscilnesFormat lappuses grupas
Arrange poguRotateatveri z v Ullnietwn i zv Ul Ut:o pagriegar
SERutateL’\@

griezt pa labi par 90° N "k Rotate Right 90°

griezt pa kreisi par 90° | ML Rotate Left 90°

<l . .

. \ I Flip Wertical

apmest vertikali =
L4k Flip Horizontal

apmest horizontali

(d] More Rotation Options...

2k Rotate Right 90°

N

42 Rotate Left 90°

NS

=2 Flip Vertical

Al Flip Horizontal

NN

Lai i @mill duppa gartiteljaanas i espUj as

¢

ar komandu | WMoreRotation Options... | aner | epr i ek g diaplskalt @d
Layout;

A grupasRotates ar a k s Rdtatiomm 0 @@ddt Ul a pagrieganas

piespil_o bgu

¢
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Pi emUr am, att Ulsnpar-B0:pagriezts

Rotation: > @

I

Rotation: -30° =o>

)

374Att Ul a dzUgana
Atlasotu attUlu vai diP#lrammu var izdzUst ar

375At t Ul a novietojuma mai Aa attiecot

Dokumenta teksta un dsoakvusnieanst plll jzi vei vei teotjoutmas  avt al
dag,Udpi emUr am

T attUls tiek uztverts kU rakstzom
0

 a t tkkrovietotsd ok ument U neatkar oggi n teksta

3751Att Ul a novietojuma veids tekstOU

£l

Wrap

Ar kontekstaPicture ToolscilnesFormat lappusesgyrupasArrange pogu| et~ | var
atvOrt i zv Ul ni unatiteGltaat wn tda m gsaapvksbheasr pels oog U
izvietojumu

In Line with Text

Square

Tight

Through

Top and Bottom
Behind Text
In Front of Text

Edit Wrap Points

= & E R EEEE

More Layout Options...

Jai zv Ul as novindinewith fiexts okji @kit s tiek novietot s
tekstu.

GUdi novietots attUls,kNiosizomar iteek et @t aastsl
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ADC 326 3D W AN b BT B ITC ABC IV HC 2bT IDC B IDC IV MC ITC ABC ab b
Abe 450 b 35¢ abic abc 3hT AbC IC W AT 3¢ shz abe bt ABC HDC AB¢ IBC AB¢ abc abe
A D S AT MO ADS SDT ALC ATC ADC AT W SDC AbC DT ALC S IDC IC WC DT At

—

,ﬁ‘é\
20 0fec 9bC abe 4 &\/ atx

abc ac abc wsc sbic abe shc abi abe wSc abe e sbz abe abe 3bc abc eS¢ abc sbe abc abc
AOCAHC 3DC AT 00T ADC DT ALC DC HHT IVC AOC AHC ALC BDT ADC 3B AT HC IBC AT A
A0 ITE IC 35C 207 1D ahE abC ST 300 IC 2OC 3T A A AbC 3T 30C INC MC b At
ALC AEC Al A WDE B MDE ADC AN ABC B¢ Wt WD DS Rt ADC A AL $EC B db A
A0C A A C WL Al SDC A A S0C SDC M BDC D SDC ADC Al JC F2C 1 A Al
abe a5c abe 3¢ ahic abc she 3be 30 albr 3c 25¢ abc ate pbc 3t abe A b Al abe abe

att U

POrUjie izvUles regomi atggirasuar
Square Tight

wic e 25e ac abe abe abc abe #Sc st 3 st abic 3be ahe Ibewse s 35c b abe by ¢ pbic 360 abc 3 3 2B IBC ASC WDE A5 MOC 3 abe s abc 30C atc 3bc ASC whe abe
wbc abe e aic abe abe abic abe wbe b 3o Rt abic 3be abic ahe wne b ASc st 3bc 3t b abc abe abc abc abe abc 30C 250 WHC A5C MC abX abc sht abe 3 ABC A ate e bt
#0¢ hc e ? abcane at] WDCAE AC MDT AL ADC ILC AT e, o ALESLC BDC ST HC WD S ADC IO HbE Sl
< ahe ae abe oie at dheabc aiCabeate atcabc (IR abi abc abs b e e At aC Ak
e s wse abc s at st abic b abe abe 3 abe U 'y abe ate abe atc woe s ate sic abe aby
oRC o o ate suc o] wtic abe abic abc abc 3tc abc aizc st abc atic sbe 3bc sbe abe abe st
e abc ahe at] SOC abc 9DC 3D A ATC Ak ._.___L.co(nhcmu
e e e abe we ut] e b abie abe ate o — abx atc aty
= i progregn ot abe sbie abe | sbeate aty
Lol abc atc ] 0T b b #5000 W
w5 abe whe wbe e ot wcac e | W a0 A
oo ue b aine aY b abe de acue
woc A At abe atc az shi b abe L e st e
tc mbe atc abc ae at ¢ abc abe b2 ate abxl
C ok e - SDCabe sCabe | sbcabe sbd
e ae me ate e at e abe e abe \ T bzt ab
wec s wse PO sbic abe st abe abe '4—\“ sbiz abe bl
e abe abe abe asc o] 1 ab: 9DC AbC A At | e ol 9|
scabcate | ate atc o ¢ abz B¢ abc A b b At e abc ate v T % g abe ate|
W5 o WDC W b AbC 4t Al 4BC OC SOC DL iz AUC A Al 4BC Wb WIC WDC bl a e abe s abc abec sbe dbc sbcdsc b e Y TR abcabe abie ot 3t
WEC M W BC A ADC Wl A HC D WD WDE ADE Al 4DC A WEC WIC WC ME Wit aty i abc i abc Al bC AL A e Wb At W ADC abc et abC At @EC dbx WiC e sbe
5 ahic #9¢ ¢ abs abe ahc 36 A5 ABE ASC AT ahc 3bc abs 35C ¥5¢ ahe 30 20¢ ac At 800 305 30C abc abc IC IbC 3D HCADC 3D 3T A0 Abc 3 abc I ABC 3bC ADC A5 b
WOC B A AR BDE AL SDC A AC AC ABC ADC MDE ADC AbC J0C A0 AE ABC WC A ab) 20t abc ahe abs abc S5C AbC 30C X0 C 32 200 ahC b BT AbC I06 FTC A RC A0 e
AC G A0C BDC HDE AC #bE b G0 ADC ABC BOC T AL BbC AbC ABC DC OBC abC 3b2 Aty S ot U M ok Wi Yok . S M e A W S o S W Mo Wk e
abc abc moe abc abe abe abe abc wic abc 3t shic abic 3t abe abe w2 sbe abc abe abe ab ate abe woc wbe abe abs b abe ebe abe abc abe abe e abc siic sbe abc abe abc abc 3>
AR I I U AR R AR A I B A AR A O A A I e s B S e D T e

Trough

AL ARC S0C IBC ST HDC $DC ADC ALC JOC JDC HBC HDC BDC SC DT ADC JLC D AL JBC
O WDC LC DC MOC $DC ADC ADC S SO DG SEC UC MDC BDC BDC AL AL AbC b Ui dbe
abc abe ate abc abe sbe sbcabe abic abc abe abe abe abe atx aoc sbe abc 2k
A< aC abc o ahic sbe adc # ADZ abC $OCADC 3TC HDC ALC 0C abE aby]

atcac abcadcabcababe ' 9t 9 9t aive s abs abc abi abx 3t

abc abe abc wc wie abe abe % fabeabe ., sbtabe sl
I IO 0 oot g —_—— ] abcabe abd
C/ACWE v ! ":\ w3 s
e e { Lo
abC e ate 4 PUE
ate ¥c ate e v ave
atcainc ave atc ade ave]
acancae ) ¢ abe s
atc atc abc wic | wbeabe abe
e a0¢ 960 ¢ aht { P sbe 3be st
Abc e abe wbc st abc ey J b abc abe

T abcatcatc

W 2 abC wbe aie Az abc abcabc et Al o
T T e L L T g abs abe abeabe
#C adC 20 AC e 3b< 30 abc At AtC AbC ABC 9DC abe ADC b 3bo 3 3be At AEC
WEC A At W e B MC B¢ A B A b i Wbie dBC WDC A A WD abe Wb e
Wb A At A0 N Al abiE abbe ADC A Al ABC bt aie ADC A ADE St JbC AT AL
wbe A a5c abe e abc b abc abe b 3bc S A abc b atic abc abc abc abe atc abic
e s woe wive abc abs abe abe wic abe abc abe abe abc 3bc abs abe #bc abc whc abc ab
D L L e

Top and Bottom

ADC MG aDC UBC W3¢ aDE SDC ADE JbC $BC b A0C WBC b SC MOC ADC S0 Bt Sbe wie )
WG WD AUC UBC e3¢ MDC ABE ADE ADC FBC Al 2C ¢ DL WC alC A S0 abE b e i)
A5C B0 0 AT ¢ a1 DT A ABC ADC #TC 3C ab abT abc ahc abc abc D A3C 28|
#tc 30 abc ¢ e abs ahic abc abe a0 Abc a5¢ 20¢ abc ABC abc abc 3t abc b abc 25
ALC A AC AC A ADE Se ADE ADC IOC ADC A0C A WD AC D ADE ADC A ALC A
AL A0 ADC C IC DC ADCEDE S0 I AbC A0 FC SOT WD S0C ADC ADC Jb S0C L 3D
abe ac abe aibe abc abec abc abe abe #bc abe wbc abc abc abe abe abe abe abc gbe atc x|

WEO ¢ 30C 95 3HC ADC BDT AL ADCHTC A1 IVC HHC AT DC BDE abE AC A1 ADC 3T o)
ALC ARC S0C IHC AT b D¢ abs A TG D ARC HC HOC 20C 2T b AhC A AbC 0 3|
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Behind Text

ADC 5 A ADC WEC 30 A0 AC DT abc ab abc 30 ATC ADC ITC ABC pbT MC ab: b 3
A H5¢ 3DC #5C 350 A A0 2DC b abc b b S0 35C abc aBC At abs 30C abic abc b
ADC JEC S ST GG D S0 SDC BB ALC SDC Al S0C U SDC ARG HC MDL SDC DL 4be alx
ADC FTC D ADCIE W D £ A0 F0C ABC ADC I0C A ADC A0 b abC At
abe ate abc abc abc abe abe s abe abe ac abe abe sbe sbe abe shic abc abe
A 3¢ Jb ABC ABC bC ADC 3D b A< #C IC IBC A abE AC SDE b I
20 AT I ALC BAC BOC MDC ADC C b I 3¢ IBC BTC SDC FDOC I0C DT AbC I
abe #Sc abc s wac sbe e & dbe wbc wic ab abc atic abc e alic abc 3tk
atc atc abc abc abc ali e - abic abe abc atc abc obc watit 3¢ s abe abc
e .

abic-abe abie abe atc
€8 sl abi abe abx
DL wa bt abe st
Moc s 20¢ abr abe 3t
A0 b M abs abc 3

AL AC Al b i
abe abe Al
abe g ab; b
ADC atc abe At
A0C O0C Al i
ate wc abc abe abie
abe wtc abe abe wc
A0 < 3b0 A< 3¢ 2L

A0 I0C b ADC A5C 9D ADC A DE A abC
abc #Sc Abc atc aic abic sc atic abc abc
Abc #5c Abc wtc miac abic wbc abic alic abc abiz dbe #5c e abc abc sbie abc abic alic
A0C H0C S0 DC ABC 2DT A 3D D ADC 2T ADC IDC HDC FC ABC I AbT 3¢ 2DC AL AT
Al abC abc b aat abic wnc st abic abc bz b abC wtc abc we ahic ab Wic abic abx alx
ALC W50 A0 MBC W0 At WG D C ADE AbC At A SEC ARG Al UBC Wb b ¢ Mt abe 2t
b At ahc 35¢ 35¢ pbe B¢ AC abc 3bc b abc AhC A I AT ac abhe AT bt b At
b A 3b; 30 AR ADT 95C AC b A0 ADC b 30 $5C IDC IBC M1 s A0C abr ab 3

In Front of Text

BOC IS 30 Abc IVC ABC 3B ABC abe abs abr abc 30 ABC ADC WC 300 abe abic abc abc A
abie abc ab¢ abe abe A abe 30¢ abic ab: abc abc 3¢ 85¢ abc 350 abe abc abe b abec ad
WDCALC S0C DS FUC IDC SO ADC DL ALL BT SDC J0C N SDC ML DL ADC 0L A S0 o
ADE ALC BHC DS ILC ABC A ADC DT ADC ANC ADC JOC AC ADC I FOC ADC AT ADC I0C A
abie abic abiz abe abc 2B abc abc alic abc abc abe abc s b st abc abc atic abc abc s
aiac abe abc w3 3t e abe aivc b sbe abe abc sic sbe abe abic abe abe st
BOCAb: $DE § S 30C BIC A0 3 2bC A0C 3¢ IC HEC AL 31 2bC Ab: At a0y
aae sbic St 8 3¢ AL St Al W § Al be abC wtC widC sz abi abic Al ol o
At abc Al 8 3 a0C MOC Al e ASC A ¢ Al abx alic abi ol a2
20T 3t ahie 5 A0 A At 400 06 3Bs abc a7 At AbC Ay
T abac abe b a8

b abie

bt abe sbe TS0 b it o
e abc abc » 3 abtr abcate abe 3¢
Ot abc b she abc abx 2
b abo 3oL e X LU o
LA ab Db 3 .
abic ab sl dac abc b wny

he b abe ab

» ﬁA\mnrm’m
SOC A DT 820G W & Mcnlﬂh‘ SOC A AL 9
OC BDC BDC &3¢ 3L UBC SC GIC HOE A0 abe o B¢ 00 g S0 A2 A0 0
m(;b:m(.vww.».~r.h--~w.w he stac abxc abe 2
sbiz abe abic abc abc abc abe abc abc abc b sbe atc atc abe abe abic abe abc abc abe
SOC ADC 0T ADC IO MEC ALC OBC BOC ADC AOC IO JTC ANC IV IC FOC ADC ADC ADC HTC %

st abc abic abc abc albe abc 2o it abc abic abc abc abc abc alic abic abc atic abx abc ot
e abic sl abic At albe abc @c ahic abc abic abc a5 $EC ac 3¢ 3t abe abic abx abc 8
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l evietoj ot ob\Weoedkatuud odndk i m & ndbkUmenta pgekstam.ala s t
objektan ovi et o galn hisewitheTexfobj ekt s ti ek piesai
tasievietots Ci t os objekta novietoganas veido:

Ja objekts ir piesaistQgts rindkopai, t a
Objekta piesaistdgganas vietu nd,rUkdas mik
redzams, ja objekts ir atl aspgtrsUdwm ainrasi

Uz objekta piesaistogaml oglkagostrimehRositon Ud a
lappusegrupasOptionsi z v U1 e[¥]Move object with text|,

POrvietojot (ar peli pUrvelkot) piesais
mai not . Jd a b b g bayaitzcidndsaPosition lappuses grupa®ptions

. .o« L. . Y = AR 11!
i zv Ul el¥Lockancheri Amaar gi er i s km\allwilarmezestdfj.tajmajn

Lai obj ekt dokumpentelappusesd iga luo g Layaiitz g’iln&saPosition
lappuses grupa@®ptionsi zvUl es rlti AUm j Ublt neat z9dm
Move object with text
Lock anchor

3752Att Ul a novietojums dokumenta | appu

=

Position ]
Ar kontekstaPicture ToolscilnesFormat lappusegrupasArrange pogu; =~ (var at vl

i zv Ul ni un i esdtatt @lta dn aygir@atmamjassmw adokument a

1 jaobjektaf o r rrUntLse with Text, tad to var pUrvietot
vietU tUpatr &kUs tj zBdpp)r (us ke.i t u

Tja objektam piekUrftoortnsyt ktBass tnld rpdiwriUg t
| appus U v a WithTexeWrapping kemarass

In Line with Text

=) A . 2 b
Diagramma vai attéls novietots Attt_als_novletots lappuse_s aug_smala.
viena rinda ar tekstu oo kreisaja puse, centra vai labaja pusé
ol al |

4 T Attéls novietots lappuses vida,
@ @ a3 kreisaja pusé, centra vai labaja pusé

| —  Attéls novietots lappuses apakimala,

al-| || | kreisaja pusé, centra vai labaja pusé
[ More Layout Options
Ar i zv Ul n (H MorelayoutOptions.. |y 5t g \a U oty Lagodt zilnes a

Position lappusiun v ei k't citus att Ul a wmpiesaistesst a
i estat o) umus
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r - 2]
Layout I ___d,u

Poston | Text Wrapping | Sce

Horizontal

Vertca

|zveles ratina, kas piesaista [T :
atlasito objektu tekstam tons

|zvéles ritina, kas piesaista —-/
atlasito objektu ar markieri
noraditai rindkopai

376 At t Ul u un diagrammu dubl Ugana un
AttUlu wun diagrammui edwbylathquanueiwn I1pPpEzJgi 1
(fragmentu) dubl Uga&lppi)). un pUrvietoganai (sk.
AttUlu un diagrammu dubl Ugana

Lai dubl Utu attUlu vai ietdaiosvgaia mmt arvg e aa v Wrotk
dokumentiem

atlasa attUlu vai diagrammu, ko vUlas dubl |
kopU po e arlgntes giineHome lappusegrupasClipboard vai konteksta

komandkartes komanc (Copy); . ‘
novietok ur soru vietU, kur vUlas iekopUt atl asg
i el OmU nokop Uxioe nad)efaemkcinesHome lappuses grupas

=]
Paste
Clipboard  komandu 5 vai konteksta komandkartes komandu

({4, Paste Options: (Paste Options)

AttUlu vai diagrammu pUrvietogana

I

I

Lai pUrvietotu attUl u vietvarosiad g rsatmenrup va tewlar t
dokumentiem

I D

atlasa attUlu valUrdi @agoammu, ko vUI as

i zgrtd, e gpi e mbtlentes cilnesHome lappuses grupaglipboard vai

konteksta komandkartes koman( (Cut);

A novieto kursorvitotait ¢etad ot lbumatv Ul as viae di agr al
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A i el Gzgn®zo objekty pi e nab lerdtem ,ciinesHome lappuses grupas

o

B
Paste
Clipboard  komandu ¥ vai konteksta komandkartes komandu
& PasteOpfions: | (Paste Optiong.
AttUlu vai diagraapaimu pUrvi etogana

AttUlu vai diagr éetvarsgandiudddg &dndp Hume Bt at

atlasad u 1 Uj apntlor vviaeit oj amo att Ul u;
novi eto peheisUa&at;tdtQUILaju uz

I > D

1 dubllihloetspleg mrirpalsenpstteasstaeg pel

unpUr\aeIthllmvduvletU(tobJekts sagl abUj as
1 pUrvi épopepi eg peles kreiso pogu
(objekts i mpersmegkgalblep asi)et U

A at | pele§ kreisopogl ar § t ast ‘ss jaaas bijis @espesty) Aaut
tiek novietots jaunaj U vietO. )
i mOranialsegdanaa) kamdgdl mofar mds at

PUrvietmp
t ekist U)
7 j a dt laatstoltl aln LierwithOTlexd, itrad, novi et o]

rokojas atkarobU no veicamUs darbdbas:

e s
ar ¢
un

t Ul
On

ot

att Ul a, izskatsi P etpf sitespi egot pel %35 kak r e i

saglabUOjas arot pdkivlUtetwnajnasno av ik Dt

u r

7 ja abbasa@t @ findinemith Text (tas irln Front of Text, Behind

Textuc),tad novi etoj ot peles rﬂdﬁtﬂjbwztuat
pUrV|etog|a“IT’astUakkUt uz pnpaedaodzyi etzpl

pUrvietojamU Obj ekta attUls

ﬁ@
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ATTUOLI DOKUMENTU

vingrinUjums
1. At v jdunu dokumentu.

2.1l zveidot nosacQtu teksta ddteksttnéewitams | appusi
i zmantot teksta dubl Uganas i emaAas.

3.levietot tekstU brovi izvUIlUtu attUlu no Kkl
4, Att Ulu novietot teksta | ampusiesgiceapr &ttt Ukl
5. Sagl abUt dokumeingr @0. ar nosaukumu

6. Ai zvUrt dinpgkBOment u

vingrinUjums

1. At vUrt iepriekgving20ei doto dokumentu
2.1zdzUst iepriekg ievietoto attUl u.

3. BrQvi pUc saviem ieskatiem izveidot un ievi
4. Di agrammu novietot teksta | appuses apakgUj |
5. Sagl abUt dokumeingr 1. ar nosaukumu

6. Ai zvUrt dingkBlment u
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3BMATEMUTI SKU | 207 RAKSMIOGANA

Atsevi ggu profesiju pUrstUOvjiem

nepi eci
mat em

pier ak:¢

pi emUram, iekNaujot tekstU daudz
zinUtnisko publikUciju sagdATeEX,0g&mai
pi emUremW3t imako f ormulu un tekstu
Lai sagatavotu tekstu ar mat enUQiedlmd0
speci Ulu rogku matemUtisku izteiksmju
To i zmanto, I ai i zveidotu formul as
mat emUt i skus el ementus. Var vei
mai nggo nos atklugnurseaitssthlp eleméhtiem atstarpes u.c.
Formulu |lietoganas piemUr |
AttUlos parUdoti letri formulu lietogan
T tekst U
Lodes tilpumu aprekina péc formulas 7 = gTERE . kur R irlodes radiuss.
T tabul U
Figara Laukuma formula
Kvadrats S5=a?
Trijstaris | 5= 2"
2
a+b
Trapece 5= 5 h
Rinkis S =R vai S=
Lode § = 4nR?
T 20 mUj:umU
AV
+] o= \!-4 -
| ° 2
.'"'1_ ............... ames y - V«A.— -
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f d agr ammOU

2 2.4 2
-4 \]
& y=—2-:(-2
5
381lFor mul u veidogana, rakstgdggana un
Sagatavot formulu dokumentU var dagUdos veid
T veidot formulu, izmantojot biegi l i etotas
T rakstQot formulu (ierakstot vai ievietojot s
fizUOies un ievietot formulu no piedUvUtO b
formulu saraksta;
Lai sagatavotu formulu:
A novieto kursoru dokumenta rindi AU, kur | Unc
y . Equation .
A ar k1l i kg glnesinsert ldppusesgrapasSymbolspogas - bul ti Aas
atverlal zuBA&ilt-inar biegi izmantoto vai s:UkotnUj i |
Built-In

Area of Circle

rY

A=mrt

Binomial Theorem

n
(.r-l—r:a":Z
k=0

(:) kgn—k

Expansion of a Sum

Q+x"=1+

Fourier Series

nln —1)x?
2!

nx

1!

T Insert MewE

fl) =gy +Z {an cos
n=1

X +b. si n:r.r.r)
I nSin—

quation

N
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Aja izmantojama kUda no piedUvUtapgUmUOs
un dokument U kuvetUs otriak sn o eUvdifpét t dgjz Ws Ulllbt o
piemUram, riAgil=="I~ijas 1l aukums:

A ja vajadzgga liefoakomaadu n Insert New Equation | 1 kursora
nor Udiéth atj iUk s i evietots |l odziAg formul a

| Type equation here. |« ’
betcilnesinsert lappusin o ma i n Q¢ s EduationtT@ols @lnesDesignlappuse;
Aievietdat &dj00iledc aksta formulu, piemUram:
: 4
VZETERE
. L Equation .
Ar k1l i kg ¢ilnesingert IappusasgeupasSymbols pogas| - (nevis uz

pogas bul titAiaesgd zviakru gtawthrut f or mul u r akst
funkciju sarakstu.

Formulu veidg izmantojott a s t & talurs aud kdntekstaEquation Tools cilnes
Designlappuses i mbol us un r gkus.

Formul as rakstgganai var i zmant ot uni
automUti skUs korigUganas i ev.Rdkete formuld, a i
Wordt o aut omUt i s ki konvertU par profesion
Kad formula ir sastUOdota, ar klikggi
el ementa bultiAas atver izvUIlni un i zv
novietojumu | apU:

["] Move object wigi

= Ay — 2 -p3 A By Lot )
|| Lock anchor = 3 R Sastadito formulu saglabat bieZi izmantoto formulu saraksta
1%
¥ save as New Equation : S V= in’Rs
- / Formulas izskats profesionals: 3
Q‘ Professional v
g:» Linear

Cgangem—“ Formulas izskats linedrs: V= 4/3 aR"3 «
Justification \\—‘ Parvietot formulu pie lappuses iekSmalas
\—’ Formulas izlidzinajums lappusé

Tadarki kggi UOUrpus formulas sastUdgganas |
novieto kursoru darba turpinUganai vaj a

3.8.2.Formului zsaukgana | aboganai vai
Lai sastUdotajU formulOUO veiktu kUtas i

zmainUmaj U vietU un izpilda iklOisk gdik.stl
evietots formulu rialgtUd®a rmg Us dimesHappusel,n
omai nQt a EguatiokToaglstciedsBesignlappusi

5 — —
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V= = nR® Q &b L
—3 " 3™ .

3.8.3.Formuludz Ug a n a

Lai izdzUstu formulu, to atlasa ar klikggi 1
+5 AlE <
un piespivait i Au
| —b ++b? —4ac
- 2a Il
384For mul as i1 zveidogana
Formulas veidoganas | odzi Ag
Jaunas formulas veidoganas |l odzi AU

| Type equation here.

-

ir ie;Qm@pesequatierkisertes kas atrodas formul ai par
l odzi Ag ir gatavdi,fejbthuvas ievaddobgaekhstu, i
izteiksmi (formulu)

Ar kli kggi uz | odzi Aa kreisUs malas el ement a

I:}T}-FE equation here. |+ Q e\g}'pe equation he:’e.n

Ar klikggi ual bhedezi Ameha b U EJuatisn Optibrvudr t a i z v U
kontekstaEquation ToolscilnesDesignlappusg j a t U nav jau atvUrta)

Konteksta Equation Toolscilnes Designlappuse

8 » : ;X Ux L & ) oo g Jm B fr_.‘.ﬂ
Gaj U liarppualUrtoti formul u veTodsp gimbdiai vajad

(grupaSymbol§ un st r uS8ttudtures)s (gr upa
Gr u Bttlicturesat r odamas dajgmdda snahb ieendit i Isikddtso st rukt 1

Ar klikggi wuz vajadzogUs s lieotusketvi raasj atdizpjag ov
struktlru. Ja folrrmbliU slodieevtitteatroitaa j (& kst ti rvu kztUt @
t U.

Vietturis i r nel i el s taisnst iirAkg iafn zpumWktvUted tkiomt i

tekstu, ievietot simbolu vai kUdu no strukt I
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3.84.1Formulasvei dogana

StruktTr
struk r
i

ira ir noformUtu si
t | a
viettur.i

i
s un aizpildot t
, kuru vUlas aizpi

Viettura aizpild@ganai sagatavota for mu

Vietturos var ievietot ne tikai tekstu un si
sareggodotu daudzpakUpju sistUmu:

Saknes struktira
Dalas struk‘tura Jiz
] ’ F‘akapes struktira

Vietturi nosaka ar¢ ievadUmU teksta un
piemUram, virs summas csenmbroltas:i evadot ai

F(X,y) = Z}’i Z Qg X
i=1 =1

Attei kties no izvUlUtUs struktiras var

§ ar komandu Undo (Undo Equation Insert Structure) t 1 | ot pUc S
i evietoganas;

f kursoru novieto aiz struktlras, kuru
+ Badspace

cpirmor ei z i pi espiegot t ausitiizAduz Ussttar;
T atl asa nevajadzogo sPHiktiru un piespi

3842Teksta ievaddgana

Formul as | od ztieAk(s t wa Wotlipentkaudkg&nt U. Lai i
i evadgoganas koetglstamquationprooks silpes Degjgnlappuss grupas

Toolspogu #eMormalText | | aj atsl|l Ugtu teksta ievaddg
vei doganas vai i er aks tppgyctomaliet: e gogmu, v U
Formul as veidoganas vai il erakstogoganas r
tiek automUtiski aizvietotas ar simboli
defisi un pirms wun pUc t Usottaisdlk teprraalit
simbolu vietuU tomUrpijelﬂiUzTriﬁJamteEDi esrtUrr iaknt, | r
ievadQtas iekavas nepalielinUsies, mai |
kreisi) Ja iekavUs jUliek matrica, iek
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5 4 -3 5 4 -3
[4,]=(2 8 &) [4,]=]2 8 ¢
3 -6 9 3 -6
levi et oj ot izvUlUto struktiru, bitiska nozgme

no tUs ir atkarogs, kur un kUdU izskatU ieva

|l evietoganas veidi

f izvUloties struktlru, tU0 tiek ievietota ai z
Tja pirmsisvOuesi dafNa formulas ir atlasgta

i zvUl Utaj O struktlrU:

|E V:'q:'lv

t Us sast Uv

T iepriekg ievietotu struktliru un
i zdarotu, atlasa nomainUmo daNu athks i zv Ul as
nomaingta ar jauno, aizpildot vietturus ar
matricas apaNUs iekavas nomaina ar taisnaj!
E 5 4 -3 E 5 4 -3
_An=(2 g &) _An=2 3 6
3 -6 0/~ 3 -6 9ll~

3.843Si mbol u ievietogana

Laii evi etotu simbolu formul O:

A ar kil i kg&ymbaispogag~ atpaesr redzamdagu;si mbol u kopa

A arkl i kggi uz bulti Aas bl a katves sinsbblunkopul u kopa:s
i zv:Ul ni
v | Basic Math i
Greek Letters x - ! LS < ||[=||= 2> = = + = R =
Letter-Like symools || [/ [[U][n][e|[w]|[- |[F|[c|[al[v][z][2]][€][>
Operators + _ 4 o ﬁ“ ¥y 8 = c 8 8 I -
Arrows
s [ R]]2]]|m
Megated Relations |
Scripts
Geometry
A vajadzoggo si mbodmu kloipluggizzvibd t Us nosaukuma
A

a d vajadz
I Kk '

o simbolu un noViiettdlkge luams 1
saskat S

Con

tro g
abU m
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Greek Letters *
Lowercase

al|B||¥

=]
[

Hellelle|lc||T

A|B||T||A||E

Y[ ®||X||¥F||Q

A smboluievietof or mul U, i zpil dot Kkl ikggi uz

t U
Word201pi eej amas ¢slkda ssimibtod mUtkiopas un apa
Simbolu kopa Definicija
Basic math Parasti izmantojamie matematikas simnoli
pamata matematika
Greek Letters Grieku alfab&ta lielie un mazie burti
grieku alfab&ta burti
Letter-Like Symbols | Burtiem 1idzigie simboli
burtveida simboli
Operators Simboli, kas darbojas ar diviem lielumiem, ki +un -;
operatori simboli, kas izsaka reliciju starp diviem lielumiem, ki =un ~;
operatori, kas darbojas mainigo vai nosacijumu diapazoni;
papildu simboli, kas darbojas ar diviem lielumiem;
papildu simbolo, kas izsaka relaciju starp diviem lielumiem
Arrows Simboli, kas norada virzdenn
bultinas
Negated Relations Simboli, kas izsaka nolieguma relacijas
nolieguma relicijas
Scripts Matematisko skriptu burtveidols;
skripti matematisko fraktiru burtveidols;
matematiskais divsvitru burtveidols
Geometry Parasti izmantojamie geometriskie simboli
geometrija

3.844Strukt 1

ru i evietogana

KontekstaEquation Tools cilnesDesignlappuse g r uSJ)ruE!gturesat rodamas d
biegi |ietotadrmatemUti skUs strukt
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x x n X n . e - 10
¥ €% [i % (O swe g lim [84]
Fraction Script Radical Integral large  Bracket Fundiion Accent Limit and Operator Matrix
v Y. Y nt Operator~  ~ > ¥ Log~ Y y
e i I T R R A
= 82 3 % 5 ¢ & = E % 8
e 2 5 ¥ § g ¢ € § § 3§
g "3 » E = @ S © g & g
E s 8 2
o . 2 2
3 2 2
o g E
= S
Vajadzoggo struktliru kopu var atvUOrt ar klikg
struktlru var izvUlUties ar klikggi uz tUs.
l evadoganas vietas izvUl e
OQpagi svarggi formulas sastUdgganas | ai kO
nodd ievaddoganas vietu, kdislumstaivkusk Uraf onromslatksa
izvietots.
Pi e mi@dzamiel et ri paraugi rUda, kUOds ir rezult
atkarobU no kursora atraganUs vietas
|2 ] |
- |(x _) E E)I B |(I—EI)2
P ) 2}, AL
v
ﬂjl(x_ .'l‘.'— )+I .J(x_ﬁl] .
Lai pUrvietotosUK oirrmuilzl"Jnsa,ntdoatg knervti sUrpel i, bet
Piespiezot | ievadiSanas vieta parvietojas
i Tciju pa labi . % i %
vienu poziciju pa v = —kR? | [> ey - 2 b3 ’
=l . 3}' 5.4 ‘ aﬁk >
i icij kreisi I3 B ' | 4 |
vienu poziciju pa 1V = ~kR? |:> Y = —R?
=] 3k e ||
uz rindas sakumu 7 4
[Hornel] iy = XLp3 [> iy — = p2
- B LAEE
uz rindas beigam 4 1
[End] v=§hR= | |:> v = 3=RY
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DzUgana
Piesqt &g d A u

# nodz&s simbolu pa labi no kursora:

—b +4/b%—4dac Exl—biw’bz—f%ac
= !

o= (o] -

2a

- -

® ja kida formulas dalair atlasfta, to nodz&s:

b +/BZ—4dac | —bd
*= Za ll ¥ =

® ja pa labi no teksta lkursora atrodas struktiira, t3 tiek atlasfta; atkartoti
piespieZot taustinu : strulctiira tiek nodzesta:

b +Wo7T—2ac ! —b+pT—dac | _-bd4
= 2 B r=— g B * =7
ArkomanduUndonodz Ust o var atjaunot.
385For mul u i zveidoganas un rakst
Formulu sastUdoganas tehniku visviegl!/
piemUriem. Pirmie piemUri i Tr tikal jpusdisaun Q t i
sareggot UkUs vietas.
Par Udgt a f or muKontekstsBgsatiod d'gos ailnes Design lappuses
struktlrUm ,unkUficab@uliemraaksmageamedt i sko

aut omUti skUs korigUganaspasi mbmr o eengojRay
i zmantot a at@).rpe (tausti Ag

Nobei gumU dot i ietei kumi dagu atseviggu
1. piemUrs: kvadrUtsaknes, daNas un pak
PiemUrU parUdots, kU izveidot vai ierak
1 A ;
=—+v4-—x
-y

§ arkontekstaEquation ToolscilnesDesignlappuses t r ukt T r Um un si 1
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¢ ja formaitaizmainas nav vajadzigas, ar klikski arpus
formulas rakstiSanas lodzina beidz formulas

no tastatiiras ievada y= iy dlv]
. T : | I_—
ievada struktiiru Fraction/Stacked Fraction | y=Hl,
atlasa skaittdja vietturi, no tastatiiras ievada ciparu 1 ki s g %-
. . . g _1.
atlasa saucéja vietturi, no tastatiiras ievada ciparu 2 Y =iy
lai pargjo formulas dalu varétu turpindt rakstt blakus dalai,
ievades kursors japarvieto aiz dalas. Sim nolikam var izmantot S
vienu no panémieniem: [Zl 1
=18
® piespieZ taustinu o
® pirvieto kursoru ar peli
. : 1 b
ievada struktiiru Radical/Square Root ' =3 Jol = ‘
atlasa vietturi zem saknes zimes, ievada 4- un struktiiru a— —e
Script / x*; minus zime tiks nomainRa ar defisi, kvadratsakne | y= EV’-} - x’l,v’
pagarinisies, ietverot jaunievaditis vértibas — :
Formulas ievadi$ana pabeigta.
Talaka darbiba atkariga no ti, kiada formita vélas formulu
redzét:
® ja vélas maint formulas formatu uz linearu vai mainit
formulas izlidzindgjumu lappusé, ar klikski uz formulu
rakstiSanas lodzina labas malas elementa atver logu
Equations Options un izvélas vajadzigo, piemé&ram,
& uinear [\ = ue)ve-28

1
y=2{i==

rakstiSanu.
f ar matemUtisko simbolu automUtiskUs
no tastatiiras ievada y=1/2, piespiez atstarpes taustinu L) @ U
(turpmak tas apziméts ar =) 2= 5‘"
ievada kodu \sqrt— “ ¥ =';'"|i.;

ievada izteiksmi (4-x"2)

lodzina Equation Options izvélng izvelas &3 Brofessional I

ar klikski arpus formulu rakstiSanas lodzina pabeidz formulas
rakstiSanu
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2. pieemWades vietas noteikgana un stand
PiemUrU parUOdots, kU mai nigkpi eggadogamas
mat emUt i skajUm funkcij Um.
PiemUrUO jUizveido formula, kas satur 1o

log b L

0g =

&
log, a

novieto kursoru vietd, kur jaievieto formula, un atver formulu —
veidosanas lodzinu; ievada struktiiru Limit and Log / Logarithm e
atlasa logaritma bazes vietturi un ievada a Hloggit|=
atlasa zemlogaritma skaitla vietturi un ievada b i[log, Bl|+
formulas lab3s puses ievadi$ani neki jauna nav, jo, ki veidot dalu, tika log, b = 1 |
apskatits iepriek$g)d piem#rd, bet logaritma ievadifana — $aja : logy a
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3. piemUrs: robedraiedw manafsalz@tme wnr t |
JUizveido summas robegas formul a

]jmznlf(;;c)&rk =

A =0

ievada struktaru Limit and Log/ Limit | lim e

atlasa apaki&o vietturi un ievada simbolu A no simbolu kopas
Greek Letters apakskopas Lowercase, bultinu no simbolu |l
kopas Arrows un ciparu 0 no tastatiiras

atlasa vietturi aiz lim un ievada struktiru Large

Operator / Summation A=od
" . . P n
jebkurd secibi atlasa un no tastatiiras aizpilda augigo (n) un m S
apakigjo (k=1) vietturi isog |
atlasa vietturi zem summas zimes. levada burtu f. Iekavas
ieteicams ievietot no struktir kopas Bracket. Iekavas vietturd : m
ievieto struktiiru Script / Subscript un t3s vietturos no simbolu ‘llméz f g

0
kopas Greek Letters apakikopas Lowercase ievieto simbolu T, =1 bt
kuram no tastatiiras pievieno indeksu k
parvieto kursoru aiz aizvero$is iekavas; no simbolu kopas Greek .
Letters apakskopas Uppercase ievieto simbolu A, ievieto limz ) B
struktiru Script / Subscript un no tastatiras aizpilda tas L kl -

vietturis

parvieto kursoru pa labi, lai izietu no apakigi indeksa limepa; no | |[: L
tastatiiras ievada vienidibas zimi, p&c tam ar struktiiras HLHSZ flmd aty = 5|
Script / Subscript palidzibu burtu s ar indeksu 1 k=1 hd
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4. piemUrs:

papil di nUjumi,

mat emUt i sko

JUi zveido

vektor a

projekcijas

aprUginUg

__d-b_-10
PI'EEI— |f}|

= ——~-3,03
Jro

ievada struktiiru Script / Subscript; atlasa indeksa vietturi
un taja ievieto struktiru Accent / Rightwards Arrow
Above; vietturi ievada burtu b

atlasa vietturi un ievada tekstu pr. Teksts ir redzams kursiva.
Lai tekstu noformétu taisni, to atlasa un piespiez lentes

Equation Tools Design grupas Tools pogu #b¢ Normal Text

parvieto kursoru formulas rakstiSanas turpindsanai un ievada
struktiiru Accent / Rightwards Arrow Above; atlasa
vietturi un ievada a

parvieto ievades kursoru pa labi; ievada vienadibas zimi un
struktiiru Fraction / Stacked Fraction. Lai skaititdja @
nevajadzétu veidot atkartoti, var izmantot jau izveidoto un to
iekopét. Lai to izdaritu:

® iezim@ @

e izvélas kidu no kopé&sanas metodém:

* komandu Copyno konteksta izvélnes:

¢ taustinu kombinaciju @_'__u + @;
atlasa skaititdja vietturi;
izvélas kiadu no ievadiSanas metodém:

*» komandu Pasteno konteksta izvélnes:

e taustinu kombinaciju ([Ctr] + @

Reizin3sanas zimi izvélas no matematisko simbolu kopas
Basic Math. Burtu & var méginat kopét no formulas
sakumdalas. Lai gan tur b izmérs ir mazaks, iekopéts tas
iegils tidu lielumu, kids ir tam vietturim, kurd toievieto.
Ta&u burta  ievadi¥ana, izmantojot struktiru

Accent / Rightwards Arrow Above, iesp&ams, biis mazik
darbietilpiga nekid kopé&iana.

Atlasa saucéja vietturi. Ievada taisnis iekavas ar struktiiru
Bracket. Atlasa viettuni iekavas un ievada burtu b; parvieto
ievades kursoru uz formulas beigam

ievada atlikuso formulas dalu; s izv&las no simbolu kopas
Basic Math
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5. piemUrs: atstarpes, vienUdojumu sistUmas
GaplUDemUr U apskatots, kU veidot vienUdojumu s
{F (v;x)=0
x=20
ievada struktiru Brackets / Cases (Two Conditions) : {| .
katru vienidojumu ieraksta savd vietturi {F{}; fﬂT 0 .
6. piemUrs: matricas un daudzpunkt.i
JUi zveido matrica
o ’ P
all alz " Enm alm
; _ 0 azz [ ] azm
(ay)=
k 0 amz [ ] amn}}
atver iekavas un ievada struktiiru Script / Subscript- ==
Superscript — AT
aizpilda vietturus, parbida kursoru (ar taustinu @ vai (@ o

peli), aizver iekavas un ievada vienidibas zimi

ievada struktiiru Matrix / Empty Matrix with
Brackets

atver konteksta izvEhi un ar komandu
Insert/Insert Row before pievieno divasrindas, bet ar
lkomandu Insert/Insert Column after — divas kolonnas

aizpilda vietturus, izmantojot struktiiru
Script / Subscript-Superscript, struktiru
Matrix / Midline Dots un cipar 0

3861l et ei kumi formulu veidoganai
VUl dagi ieteikumi dagUdu formulu elementu v

1 Formulasar f or mul u vei dolgoadnzaesk Nviiagd ra miseek\vs & iQdyatn aasr

ja tUs satur t Udus el ementus, fohmuluus var i
rakstbgdnakNi veic automUtisku formulas n
paruUdot s, kU izskatUs viena un ikad) pat. f
i evaddgganu no tas@]ahﬂrapaukm@mhﬂwswai@mgana
| 0dzekNiem (pa l abi) veidot Us. Lai Krei s:
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atbilstogi |abajf@rpusU papiadajsaij Ui ev

simbd i f ojrUnat U .s|lgapir aksv Bsi nUj uma z ¢ me
simbols jUievieto no simbolu tabul as.

X=X-X; X =Xx-Xx

TJa formulUO ir jUievada kUds skaidroj.
sl ogpdr)ak spUc t am akortekssaBquatiom Tools clreepDesign
|appuse$)ogu {abe Normal Text |-

y = axEjkqu = () abe Mormal Text | y = ﬂxz, k]_]["p =

TJa jUOveido matrica, kurUO ir daudz el
jebkuru matricas struktlru, atlasa tU
i zmantojot konteksta komasmdkarti, izda

Bl = = | | pievieno rindu vai kolonnu:

Insert * ﬁ Insert Row before
é Insert Row after
Faste '-_J]J Insert Column before
Professional J]]' Insert Column after
& Linear dz&é rindu vai kolonnu:
Save as Mew Equation... Delete b [ 2%] Delete Row
Hide Placeholders 1]-' Delete Column
Insert b
Delete . izvElas matricas novietojumu:
Matrix Spacing... Matrix Alignment LM Top
Matrix Alignment 3 Ml center
Column Alignment 3 Il Bottom
A | Font.
=% Paragraph...
Column Alignment | Left
= Center
= Right
Ar komandu Matrix Spacing... [\ var at Wétnx®aligimerg and
Spacingun mai n9ot matricas el ementu izvieto]
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Matrix Alignment and Spacing (o |
Alignment of Matrix
A [: K "]
Row Spacing
Minimum distance between baselines: Single E' — -

Column Spacing

Minimum distance between column edges: g pt =
Ay |1z

Minimum distance between columns: Single B
= ayl @z

22. vingrinUjums
1. At vUrt jaunu dokumentu
2.1lzveidot tajU gUdas formul as:

1
. — 1+ —
. o4xT+1 . = =4l
lim — = lim X = J_=—1
== oy 4] xo= 1 1
X+—
X

Az

[l y+Ay)-Av+ oy - Ax+ f (0. 3)- Ay + ay - Ay

1 1 2!
; x° 1
F=:rjy‘dr=:rfxdr=:r[%} =—x ~1571

0 0 0 2
_ a. d_|. = L a |-
‘axb‘= - I+ 7 J+ Tk
by b b, b, 2 b:,.
2 2
{X_Jr:‘f_:l
2ph 2qh
z=h
3. Sagl abUt izveidoto idwRUmMentu ar nosaukumu
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39TABUL U GANRABJWNL 0 GANAS Pl ETURA

Tabul Uganu izmanto rindkopas teksta de
pUrvietot teksta kursoru rindi AU uz pri
noteiktU (fi ksUt U) pozogcij U.lo &caumentaz s
noformUganu wun teksta ievadi, it 0Qpag
kol onnUs, jUcentrU vai jUizkUrto kol onn
T | Uganas tausti Ag

P

t

t

t

I

o]
(e
c

iespiegoff@)tdakumdnt O tiek i €wnedamkb
ul Ugana-s rkaksut ztgenkest a apstrUdes | et
sta kursoru rindU uz priekgu par no
bul Uganas pieturai. Nokl usUjuma attU

collas jeb 1,27 cm.

a
e
a

391.Tabul Uganas pieturas

Uz hor smUpslasadd dk g Uj Us mal as redzamas nokl
zomes jeb margieri, kuri norUOddlHekst a
pi espieganas.

O IO 11112

]
s

Moklusgjuma tabulgéSanas
pieturas Zime jeb markieris

Nokl usUtUs tabulig&dhas veairemai a$tuz

A lentescilnes Page Layoutlappusesy r uRatdgraphar k1 i k g (ziatvem z p
di al o gPamgraph; A

A pi esdiicelgo | oddi Al Tbs.. jgu i ekli at v Tatss zi A

[ Tabs (2 |

Tab stop position: Default tab stops:
3em

“ | Tab stops to be deared:

4N|g"-ment
9 Left Center Right
Decimal Bar
Leader
9 1None ¥y g
= T
. ] [Come )
A di al o g Tabsd zoi dizBiefduldl tab stops i er aksta nokl usUj
soli (attUlumu starp tabul Ugagds pietu

Apiespil o Jgu

PiemUrU noklusUjuma tabul Ugkn a kugz§ otsa (ss ti
Mablp Or vi et o teksta pardensoru rindi AU pa | a
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1|-E-|1| 1 1 od | 1 | | 1 qi

—-+ —-+ —-+ Iﬂ
392Tabul Uganas pieturu veidi un i est

Tabul Uganas pieturu veidi

Nokl usUjuma tabul Ogiazlaiset pitatsurvaisenmlr ggi , t
atstatumU viebhse mwo eatmUas,irunUrtas | ietoganai
izmanot piecasd a g Ud a samitsU isnadui vi duUl Us tabul Uganas p
rindkopai vV ai atl asoQot ai rindkopu grupai ti

pietura, visa_s_noklusUjuma tabul Uganas piet
dzUshteas ,dsagt b Ut as.

Tabul Uganas pieturu izstlekskpejasaplr gaad h
i zpil dot pelsespokglaisk g dgcuisk luz kg pUc kUrtas kNI
pieturu veidi.

Pi emUr am:

| Leftitekssi z| 0dzi nUOts pUc kreisUs malas pie 1,5

o0 L 1 14 21 3 14 1 5 1 6
|} ; 1 1 1

:Janis Ozols

;:LTga Mazkalnina

] Centerit eksts &gscmr Uts pi e

Janis Dzols

Liga Ma;zkalnirga

4 Rightitekstu izl ogdzinUfScex pUc | abUs mal as pie

1-I'2'I'1'I'Z'I'E'I'4'J-E'I'5'I
= . T T

Janis Ozols;

Liga Mazkalnirjai

x| Decimaliskai t Ni izl odzinU825cmpUc deci mUOI Us zom
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0.025
1255

ilBarit abul Uganasnoi evdigertdls izedvmeest ot a vert

1

YT I T T
| | 1

Janis Ozols

Liga Mazkalnina

Tabul Uganas pieturu iestatogana

Tabul Uganas pietur&sr Uestatboadavsaiin ekislpas q
rindkopUm.

Kad i esthtdUg aasgiespid o tea wsr{Ta]A teksta kurse tiek
pUr @wsil ®dda nUkamai tuvUkajai tabul Uganas

Tabul UOganas pieturu iestatgganu var vei
f i zmant wlwt mOr

f izmantojotd i al ogTabsd z i A

Tabul Uganas pieturu ijeslstatogana, i zmant
Lai josillrest at 9t u urambul Uganas pi et

A ar tabul Uganas pieturu izvUles pogu iz

A ar peles koblashggk gUjzOsmUmal as novieto i
zZ 9g:mi

Tabul Uganas pietur aip @rouwickuktl) jpeadi ass ar p

T e O e T O e O T

Nevajadzogu tabul Ugan'ssa (feinedvelkottoéju: n o Ae
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Tabul Uganas

pieturudi @lso qifahgy ain A,

i zmantoj ot

Atverd i a | o gTabsgsk.168 Ipp) un:

A

>

- >

p14

A
J
k
T

t ek st |Ta stopApdsiton i er akst a

mUros| U

g r uAigdment a r

g r ubeddera r
tabul Uganas pi

Tabulesanas pieturas

pU ¢
ai

novietojums
merjosla

katras
noAemtu

radi
radi o
i

r

Tabs

an

an
an

e

o Left

Leader
9 1 None

=

t abul

Tab stop positon:

tabul Uganas pietur

opogUm izvUlas tabul Uganas p
pogUm izvUlas savienotUjl ¢gnij
etur Um

Default tab stops:

" | Tab stops to be deared:

Tabulésanas pieturas

Center veidaizvele
Bar
| Savienotajlinijas
Fivrens R veidaizvele
Clear Cear é’ . \
) |Coocdl

tabul Uganas |p.as il estat@gana

tabul Uganas

di al ogMmabsiz adul Uganas
noAemamo

pieturu:

pTale stopr posifos)a r iak ¢ U 10a s(

Uganas pieturu;

izpildak | i kggi| Cer Jogas

L O W®

e,

pieturas.

pietua s ,

n

S
bu

ieths t abu

noAemt

epieciegams Visas

nodzUg visas tabul Uganas pieturu z0omes.
| Uganas pieturas tiek iestatotas rindko
j aunaj ai rindkopai aut omUt i ski tiek ies

j o

StrUdUj ot

t Us
393Tabul Uganas

RindkopUs,
var

ar

kurUs tabul Uganu nei z

traucUt turpmUkaj U darb0U.
l zmantoganas veidi
tabul Uganu, uz jaunu rindi Au va
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1 ar t afidlelt Taklu katr O rindkopO ir tikai vi
rindkopu (rindi Aw) z ¢gtnajbuu | Wrglum jeect sollj flli neua
nof ormUjumu (savienotUjloniju),;

Tar tausti A{EithofE)i ndadj wei dojas viena
rindi AUm. Mai not rindkopas tmalbruyledg alh
tabul Uganas nof orndUjAwumu,e knsatian Usz vviiestuo jr

T ar talllti Aad, | a teksta kursors atroc
pieturas zomes (vai wuz pUdUjU nokl usUt
nUkamUs rindi Aas pirmo tabul Uganas pi e

23.vi ngrisnUj um
1. At vUrt jaunu dokumentu
2. IzmantojotmUr j,osileust at 0t ¢§gUdas tabul Uganas p
3 cm laba tabulesanas pieturas zime;
4 cm kreisa tabule3anas pieturas zime;
12 cm vertikala svitrina;
14 cm decimala tabulesanas pieturas zime.

3.Lietojot tabulUganu, izveidot ¢gUdu sar

[Enter]]y:;
Vards Uzvards Summa
Janis Maurin3 12,60
Krisjanis Ozolkalns 6,00
Mara VEetra 345,00
Kristine Rudzutaka 34,89
Atis Apse 14,60

24.v |

4 Teksta pirmajai rindiAai pfionié4®m ot tab

NOkamaj ai rindkopa'noa'lVktsuazsr atkasbtugl tU% asnaar:
nomUr j osl as

SaglabUt izveidoto vidgpRlumentu ar nosauk

ngrisnUj um
Izmantojotd i al o gTabsd zivke i dot ¢§gUdas tabul Ugana

7 cm laba tabulgé3anas pieturzime ar savienotajliniju;
14 cm laba tabulesanas pieturzime ar savienotajliniju.
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2. lzmant oj ot

tabul Uganu, uzrakstot pirmUs t

r
t a u sfEllR u

3. " NovUka | ineUla tabul Uganas pieturzdmi 7 ¢
4, Uzrakstot pUrUjUs rindiAas.

Wards Uzvards

MacTbu iestdde Specialitate

Kurss Adrese

Raksturojums

Jautajumi
5. PalielinUOt atstarpi starp uzrakstotajUOUm r
6. Sagl abUt izveidoto vidpRumentu ar nosaukumu
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TABULAS

3.10TABULAS

TekstapstrUdU par tabul Uni nsdakso! o mh®E tmO&
kas veidojas rindas un kolonnagl kiatrast o g
gl nas sat wrfwrveldi do dwzm gn kU ikvienu doku

Tabulas elementi:

/_‘ Tabulas parvietoZanas ks
KX

Nr.p.kd Vards, -uzvardst Temalksat =
12 | Juns-Silinsz Ls-5.75z Tabulas rinda
20 | Anna-Plavinal Ls-1 460 ‘\_‘ Rindas beigu
o Signe-Ka_lea;;\ Ls3 27 - pazime

S —
_ Tabulas &0 Tabulas izméru
Tabulas kolonna apulas suna mainiganas riks

Sinas satura
beigu pazime

Parasti tabulas pirmo rindu sauc fevulas galvu(Header rov.

KatrU tabulas ¢ginU0O var ierakstot tekstu
uncitusobj ekt us, kU ar9 citu tabulu

Veidojot tabulu, tUs ¢glnu satura formU
tabul as vetigod@anagsi bprigddms, t abul as novi et

\Y; i egUk tabulas izmantokanm®memdicj j aal
tabulu Ilietoganas iespUju. Tabul a

nUganai kol onnUs, sakUrtoganai
tajiem skaitNiem. Tjaubnua a s e ibd oegga
n

grafisko attUlu sakUrtoganai
r t abul UmTapl@TodscinddDeaign unicimestagokts t a

S
t
I
r
k

® DO N ——

Cc
i
i
t

Dar ba
lappuses

3.10.l.Tabul as veidogana
Vei dojot tabulu, kursors jUnovieto viet
Jaunutabuluvar ei dot ar dagUdipermmiaAbmi eni em
1 izmantojot tabulu veidnes;
T izmant ojTaldle; i zv Ul ni

1 izmantojot komandl = InsertTable... |-

T uzzdmUj ot tabul u.
Tabul as veidogana, i zmantojot tabulu ve
Lai izveidotu jaunu tabulu:

A novieto kursoru viletU, kur vUlas ievie
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- Tabl
A lentescilnesinsert lappuseg r uTpblespi e s p i B pogu
A atvUdi al d9lieo damandu = QuickIables un ar k|l i kggi

vei dAu Buidtdnal ogu

Insert Table

N |

I I O I

| O

I O

I I |

| O

N

I O |

[ | Insert Table... T

;j/ Draw Table m,. A o No N '

L Beta B g Xi £

_,,—2] Excel Spreadsheet t:::"' : ; ::m" :

3 Quick Tables [k |

Tabular List
Wlthp;:;:heads 17
g....n—m.uhulumqp,mn - 50
AizvUIl aar vieliidinggi wuz tUs
A ai zst Uj v eakdnimstsHatiera.t us ar
Tabul as veidoganadablei zmantojot izvUIni
Lai izveidotu jaunu tabulu:
A novieto kursoru vietU, kur vUlas iev
o . - . . Table
A lentescilnesinsert lappuseg r uTpllesp i e s p i - pogu
A at vUditaljdf| athepd®oi eghml as rindu un
at | acet@askotosnas urt rripdas é@x3 Table):
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PUc_atIanganas, atbroQogvojot pel es krei
ekrUna redzama atbilstogas formas vienk

¢ t abul a itaisrindu uin kolorht dHaits;

9 visUm kolonnUm ir vienUds platums un v
1 tabulas platums atbilst lappuses platumam.
Tabulas veidogana, izmantojot komandu

Lai izveidotu tabulu:

- . . Table
A lentescilnesinsert lappuseg r uTpllesp i e s p i - pogu
A at v Udital dJgd ro dlk lizihdmgraghs = InsetTable.. | atverd i al ogl od
Insert Table:
Insert Table -7 ==
Table size
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behawior
@ Fixed column width: | Auto =
AutoFit to contents
AutoFit to window
Remember dimensions for new tables
[ oK l| Cancel
A di al o gdruplTabiedizen or:0d a
f kolonnu skaitNumber of columns;
' rindu skaitu (Number of rows);
A grupUAutoFit behaviori z ssWkei doj amUs tabulas kol onr

1T i zvUl ot i eBixedrcalghinaviith,guvi sas tabul as ko

platuma, turkl| Gor dam&k Dtt luo kil S nwa rp |
Auto, kad tabula ir dokumenta |idopas
automUtiski atkarobU no to skaita;
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‘HiszI_otieAutoﬁitatarid:ontqmsgukolonnu pl atums autor
pielUgots to satur am;

T i zvUI ot i e AutoRitaodwirdlgwo tabulas platums atbilst darba loga

platumam.
Ja j Uveido vairldkas, | §édzogaast zdmab i zvU
Rememberdimenginnsﬁ:urnewtables_ o dz ar t o tur p ka vei dot aj U
parametr.i (neatkarQgizpmod dvo&mddecj&rgagsr Ipal)&LUJmlaetd

vV ai mai not kL'_Jd‘u no parametrlem'r(lrtun,&lu_ tviae k ki
notsor ottal u i zvUI Utie parametr.i sagl abUj as, k
par nokl us Uj uvanmaz opmalkj azrmvditl reise m,i t i A

Tabulas véimddg pana
Lai uzzogmUtu tabul u:

= Tabl
A lentescilnesinsert lappuses) r uTpllespiespi@ p B ;

AatvUdital d9i npizl da kemandis = DrawTable |- peles kursors
pUrvUrgasgpaar zkurud ogmdr uzzomUt tabul u.

ZomUgana noktLtoedaraaIerzzoqnguH uz papor a: vispir
zomul gti vienU s tplerlge su nk,r eti Lsroo tp omiue supni epWruv i
zogmUj amUs tabul as di agon Gpgabalu sadaEngimin t Us r ob
kolonnis.

KontekstaTable Tools cilnes Design lappusesg r u Prév Borders at b lajoss t 0 g
sarakstvlaodziizholsl Ut i es zomulim piekUrtotUs |0t

- Y pt - o Pen Color -

Mo Border % 1 pt B Automatic

Y pt Theme Colors

m EAEENN
................................. 3_:"3 pt
-------------- 1pt
--------- e T
—————-- 2 Vs pt — Standard Colors
R 3 3 pt E EEEEN
Mare Colars...
4 ¥; pt —
0 pt I
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Ja uzzomUt aspil é ®kiacEase|. Daeg fussi egd sV g gu mi |
izskatu«{;?._Tur‘o_t piespiestu peles kreiso po
| O ni jtigkizdz Uadlts

No zogmUganiash) mukirsorusn ddbPfgogasi [BlUrseqs
izpildotk | i kggi wuz atbilstogUs pogas vai Urp
Ar paADmi Eablavar veidot Noti saregggtas

kuras satgusrt udnaay Udlanasu un kur Us kol onnu s

3.10.2.Tabulas elementi

Kad tabulas struktira izveidota un tek
ver gl k Uldrsrl eld z a ma s tabul as 7 i ndeut aHjddrail Z
mUrost &bul as kol on#lu kaatsd ailzovtiUgtzojtneess at b i
kol onnUm.

Tabulas kolonnu
atdalitjzimes

ir]

Cisd ) (B 3[E] 4 [Es
=T

Tabulas rindu -
atdalitjzimes

47+ [}

|3|

I

l zvei dotai tabulai ir virkne el ementu,
tabul u. S v a ri Gapulbk rinela, tabolas tkaloema t a b u I na,s kg ar
ginas s at,urindas beigas g adbul as p Uunvti aebt uol gaasn a is z
mai ngganas r Qki

Kont I r IBordersj alsn (p a IGddinesh ni j as (

Standarta variantU tabul as ¢l nUmapmaesi p
(Borderg,k as var tikt nodrukUt as:

aazaaaa | bbbbbb | ccocococe
dddddd | eeeceee | {1

Ja kontlrlonijas nolAem, gA&IT 6y (Gidirkg: a ma s

aaaaaaa | bbbbbb : cccocce
dddddd | eeesceee | fIfITfF
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Pal gl onijas netiek dr wpk @tsgeneipalablg a v Ul as, t

S

View
Tools cilnesLayout lappusegrupasTable pogu) Gridiines |:

aaaaaaa bbbbbb cceoococe
dddddd eeeeeee {IffffF

Pd 0gl oniju ap8l Upyga rkenielsterabie ddplsdinesLayout

E

View
lappusegrupasrlable pogu Gridiines |,

Beigu pazQmes

Ginas satur a un tatoilraszggmesd,askdei gadpamapinets
un netiek drukUt as.

Ginas mal as

TUpat ek&tam lappusU argo teksta un citu obj.
atkUpes no glnas mal Ut®3lp30s at kUpes var main

Tabul as grlasviwen oigzmUru maingganas r 0ki

TUs ir speci Ul as z0omes:

T ® novietota tabul asplreistvdamaigglj U stirog)
f n(novietota tabul asababas Ui amBkgUm&i sdo§amvii
Gos zomes kNIist redzamas, tahulpedesi etUdot Wps

tabul u var pUrvietot vV ai mai not Vi sas t abt
proporcijas.

3.10.3.Darbs ar izveidotu tabulu
|l zvei dotas tabulas ¢glnUs var ierakstot tekst

kO aro citu tabulu

3.1031Kursora pUrvietogana tabul U
Kursora pUrvietoganai tabul U var i zmantot:

T peles r Udot Ujzuvdjltibtvgil extUo jtdlt, tldaunizpildes i egl st
kl i kggi ;

T bultiAu tausti Aus kursora pUrvietoganai u:
tabul as ¢gl nU iikerreaikzs,t gppUsrevstpeikesggoatn Usi, bul t i Au
kursos ti ek pVienetob&spaomi vai teksta rindi

ﬂtausi@-kursora pUrvietoganai wuz g¢glnu

SN urs pa |
pudUj U glnU, tas tiek pUrvietots uz nUkaml
tabul as apakUWddj [Uapbladjilh d@lgnith U) , tabul ai t
jauna rinda;
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q taus i Au
kyrsors
gl nu. J

ko@m@i-]kwr sor a

atrodas ri

3.10.3.2.Tabulas atlase
Atlasea komandUm

Lai atl asogotu

A kursoru

N

t

novi

abul as

ndas

glnu,

eto ¢gln0,

pUrvietoganai
i pirmajU ¢pllml) t
a kur spirsmdspriordmadjals agblunl th,s nekas

kol onnu,

rin

kolonnU, rindU v
A pi e skontekgiaTable Tools cilnes Layout lappusesgrupasTable komandas

komandu

pel e

Select
pogu " |
A piedUOvdr @l W0 i zvUl as vajadzoggo
atlastt 0nu  |——— [F] Select Cell
atlast kolonnu +——— [ Select Column
atlastt rindu  t+——— B SelectRow
atlastt tabulu  |—— | B Seleci Table
Pi emBOr am
1. | AAA aaa 1. | AAA aaa
2. BEB bbb H#H | Select Cell 2. | BEB bbb
3. | CCC ceo 3. | CCC ceo
1. | AAA aaa 1. | AAA aaa
2. BEB bbb J  select Column 2. | BEB bbb
3. | CCC ceo 3. | CCC cec
1. | AAA aaa 1. | AAA aaa
2. | BBB | bbb B | select Row 2. | BBB | bbb
3. | CCC cco 3. | CCC cee
1. | AAA aaa 1. | AAA aaa
2. BEB bbb B Select Table 2. | BBEB bbb
3. | CCC cco 3. | CCC cce
Atlase ar peli
Lai atlasotu ,tagkedless rkadligarlljw novieto v
mel nas vertjikzald kst b,ulun Ailask!l i kggi na
+ i
1. | AAA aaa 1. | AAA aaa
2 | BBB | bbb ), 2. | BBB | bbb
3. | CCC ccc 3. | CCC ceo
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Lai atl asot ypeksabruldagst Ojiundruovi et o pa kreisi
iegltu pa Iagﬂii2$ka§tpm,s brulite Klaisk ggi na pel es k

AAAN aaa 1. AAA aaa
) BBB | bbb Q 2. [ BBB | bbb
CCcc cee 3. | CCC cee

Lai atlasotupelenur@tdpulju novieto ¢gin0O tO,
sl OQpas alaskdtut unigldig gi na pel es kreiso pogu:

Lad | o | b=

+
1. | AAA aaa 1. | AAA aaa
) WBBB | bbb 0, > [ BBB | bbb
j. | CCC cco 3. | CCC cco
Lai atlasotu vairUkas, kpebreasUdotB@pgasnoaie
iegltu iepriekg aprakstoto izskatu (atbilst
piespiestu peles kreisoapadndgppUmskolUdpnUjnuy
vai glnUm. PiemUrU atlasodotas divas kol onnas
+ 1
1. | AAA aaa 1. | AAA aaa
2> | BBB | bbb e 2 | BBB | bbb
3. | CCC cco 3. | CCC cco
Lai atlasotu visu tabul u
T ar kUOdu no iepriekg aprakstotajiem paAUmi el
vai ¢glnas. PiemUrU atlasodotas visas tabul as
+
ﬂl AAA aaa 1. | AAA aaa
2.| BBB | bbb @ 2. | BBB | bbb
i | CCC coo 3. | CCC cece
T ieklikggina uz tat#hlas pUrvietoganas zJdmes
5
BT Ta3a ] o 1. [ AAA | aaa
2. | BBB | bbb 0, 2 | BBB | bbb
3. | CCC coc 3. | CCC coo
Lai atsauktu apdlaess rtlacbutlUj u novieto jebkur

atl asgganai v pj adpplésdisoipags. k at a, un
3104Tabul as redigUgana

Tabulai var:

T mai ngt rindu un kol onnu skaitu;

f pievienot ¢glnas tabulai un izmest ¢glnas no

f sadal 0t un apvienot ¢glnas:;

f maingt rindu augstumu un kolonnu pl atumu;
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f mainot teksta izvietojumu un izl ddzinC
T maindot rindu sakUrtojumu (tabulas rind
f mainot tabul(aadvmiagienotdgabulyUci j u

f mainot tabulas format Uj umu

3.1041Rindu un kolonnu skaita mai Aa

Rindu pievienogana
Lai pievienotu rinmduo tWikotasesbdiagUs

T novieto kursoru tabulas apakgUjU 1| aba
[Tab):
1 aaaaaa 1 | asaaaa
. D
2. | bbbbbb 2. | bbbbbb
3 ccccbc __j_ ccoeee
f noviet o kursoru aiz tabulas apakgUj Us |

t aus(E®ElAu

1 aaaaaa 1 | asaaaa
- 2. | bbbbbb
=
2. | bbbbbb [[Enter]] T T ccccec
3. | cceeee | __J
Lai pievienotu ri ndmo\ieetkou rklu rtsacbrud arsi nvd (

ievietot jaunu rindu, un

9 rindu pirms akt uUkoditekstaTable deols cilmes layoite n o

Insert
lappusegrupasRows & Columnspogu| Above

1. | aaaaaa
1. | aaaaaa
2. | bbbpbb 2. | bbbbbb
3. Ceeeee 3- Coococoe

T rindu pUc akt uUkddtekstaTable TamlscilnpsiLayout lappuses a r
|
Eors
Insert
grupasRows& Columns pogu Below |:
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1. | aaaaaa 1. | aaaaaa
2. | bbbpbb 2. | bbbbbb
3. | ccceee =
3. CCCCCC
Lai pievienotu vai,alkasaritnéasaeidconirainkus ci

f jaunUs rindas pi r nkentekstaTalales Toolsaciinésmaydute vi et o a

Insert
lappusegrupasRows& Columns pogu Above

1. aaaaaa

2. | bbbbbb 1. | aaaaaa

3. cceeee 2. | bbbbbb
3. | cceece

f jaunUs rindas zem kanteksmFEable Bopldkiimesiiayouti et ot u a|

g

Insert
lappusegrupasRows& Columns pogu Below |:

1. | aaaaaa
1. | aaaaaa 2. | bbbbbb
2. | bbbbbb
3. | cececce
3. | cecece
Kol onnu pievienogana
Lai pievienotu kol onmavijethdk ukWr s @bw | ksl onred,0
vUl as ievietot jaunu kolonnu, wun
1T kolonnu pa kreisi nokoatdkstaliablé Toslscikesl onnas i e

Insert
Layout lappusegrupasRows& Columnspogu| Left

aaaaaa
bbbbbb

CCCCCC

dddddd
bbbjpbb

CCCCCC

b 12| =

hadl ol Bon
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T kol onnu pa | abi no #&ontekstdFable Foolkcinkso n n a s

4
Insert
Layout lappusegrupasRows& Columns pogu Right |

1. aaaaaa 1. aaaaaa
2. | bbbpbb 2. | bbbbbb
3. ccecee 3. cceece
Lai pievienotu vair (Qkars)klkglasnntalsp avi, e nk |

kolonnu, bet atlasa tik daudz kolonnu, eikJ Ipi@vsend vienlaikus.
Rindu un kolonnu dzUgana
Lai i tadulasrmdsvaikolonras:

A atlasa rindas vai kol onnas, kuras vUl a
A ar kontekstaTable Tools cilnesLayout lappuseggrupasRowsé& Columns pogu

Delete . .
- latver:izvUl ni
3 Delete Cells...
' Delete Columns
=% Delete Rows
5 Delete Table
T alasdoto rindu (ri hetb&mnpndu= PeEeBows54 no
1. aaaaaa
2. | bbbbbb 1. aaaaaa
3. ceoeee 2. | bbbbbb
4. | dddddd | [ Delete Rows 3. | ceceee
3. Eeeeee 6. | fIfffffff
6. | fEFEfffef
T alasQto kol onnu ( kol onnalep komandue g a |
& Deletegulumns:
1. AAA aaaaaa 1. AAA
2. | BBB | bbbbbb | | % Delete Q:ulumr> > | BBB
3. ccc cocoocee 3. cCccC
3.1042Gi nu pievienogana un izmegana
At sevi ggas ¢glnas pievienogana
Lai pievienotu ginu:
A novieto kursoru ginU, zem kuras vai no
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A arkontekstalable ToolscilnesLayout lappusegrupasRowsé& Columns pogu
atverd i a |l o glhsertdCelis;A
A ardi alogtadzopagUm izvUl as
gl nas i evietoganas:
rInsert Cells Ii_lj—z-r
parbidit 3Gnas pa labi [T shift cells right
parbidit inas uz leju @) ishift cells down!
ievietot visu rindu ) Insert entire row
ievietot visu kolonnu | ——"' Insert entire column
[ OK J 1 Cancel
. 4
Apiespi{ o Jgu
PiemUr am
1. | AAA 1. | AAA
2. | BEB 2. BBBE
3 CCC 3. CcCcC
4. | DDD 4. | DDD
1. | AAA 1. | AAA
2. | BEB 2.
3 CCC 3. EBB
1 | DDD 4 | ccc
DDD
1. | AAA 1. | AAA
2. | BBB
3. CCC 2. | BBB
4 | DDD 3. cccC
4. DDD
1. AAA 1. AAA
2. BBEB @ Insert entire columni 2. BEB
3. Cccc 3. CcC
1 | DDD 1 DDD
Ginu dzUgana
Lai izdzUstu tabulas ¢glnu (glnas):
A kursoru novieto ginU (vai atl asa

b1

Delete

hd atver:

i zv Ul ni

ginas) ,

ar kontekstaTable Tools cilnes Layout lappusesgrupasRows& Columns pogu
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-~ Delete Cells...
#F'  Delete Columns
=" Delete Rows
A 5 Delete Table
A piespi %  Delete Cells.., |-
AatvUdi ajl O gbetewt Lélidar radi opogOm i afvilkiuagsys

tabulas ¢glnas pUc norUdoto ¢glnu izdzUg
Delete Cells [T | [

parbidit 3unas pa kreisi  [— | _ s

1) ishift celis feft:
parbidit Sanas uz augdu | ————) shift cells up
dz&st visu rindu | ——— Delete entire row

dzést visu kolonnu | ——" Delete entire column

Ok ] | Cancel
Apiespi{ o Jgu
Pi emBOr am
1. AMA aaaaa 1. AAN aaaaa
2. BEB bbb 2. BEB bbb
3 CCC cocooe 3 cocooe
4 DDD | dddddd 4 DDD | dddddd
1. AAAM aaaaa 1. AAAM aaaaa
2. BEE bbb 2. BEE bbb
3 CCC coooe 3 DDD cCcooe
4 DDD | dddddd 4 dddddd
AAA
1' BEE a;;za 1. AAA aaaaa
;- CCC cCcooc 2 BBB bbb
- DDD | dddddd
4 DDD | dddddd F
1. AMA aaaaa 1. aaaaa
2. BEB bbb @ Delete entire gﬂluh 2. bbb
3 CCC ccoce L~ 3 cooce
4 DDD | dddddd 4 | dddddd

3.1043GT nu apvuaenegdahogana
Ginu apvienogana
Lai apvienotu vairUkas tlohakdtabable Tpdlsnas, t

—

. Merge
cilnesLayout lappusegrupasMerge komandu_celis |.
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Pi emUr am

apvienotas tris vienas kolonnas Siinas:

apvienotas divas vienas rindas $inas:

— |

Merge |
Cells

apvienotas Cetras Sinas:

223
gEsz

Merge

Ginu sadal g0gana
Lai sadal gtu tabulas ¢glnas
AtUs atlasa (] aijellsiaedkalnao viieadma kluras,oru gaj U

Em

. . Split
A izmantokontekstalable ToolscilnesLayout grupasMerge komandu c‘éu's ;

A atvUdta) 09Spit@alsiZv Ul as ginu sadal gganas vei
skaitu sadal Umo glnu vietU):

Split Cells 7|3
kolonnu skaits Mumber of columns: |3 =
rindu skaits Mumber of rows: 2 =

Merge cells before split

[ Ok ][ Cancel]
| zv Ul e|¥Mergecelsbeforespit d o d | es pljl @aspit 9as gl nas pir ms
apvienot un noruUdoto kolonnu un rindu skaitu

at zgmlntoar Udgtais sadal ojums tiek lazuWlees nUt s
Mmti Aas nokl umUjuma vUrtgba ir

Piemir a
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Viena tabulas 5ina sadalfta divis dalas
+ pa vertikdli (2 kolonnis):

kolonmnu skaits=2

nndu zkaitz=1

N

* pahorizontadli (2 rindas):

kolonnu skaits=1

nndu skaits=2

N

* gan pa vertikdli, gan pa honizontili (2 rindis un 2 kolonnis):

kolonnu skaits=2

nndu skaits=2

N

Divas tabulas stinas sadalitas tris dalas pa vertikali (3 kolonnis)

* Sinas pirms sadaliSanas apvienojot (| [¥] Merge cells before spiit | ):

kolonnu skaits=3

nndu skaits=1

N

* iilinas pirms sadaliSanas neapvienojot (| [ |Merge cells before split: ) — sadala katru

atlasito sinu atseviski:

kolonnu skaits=3

rnduskaitz=1

N

3.10.4.4 Kolonnu platums un rindu augstums
Kolonnu platums
Kol onnu platuma izvUle,iepi(aadédp). j aunu
Jau izveidotai tabulai kolonnu platurppuUc v ajvad z meadi sr Utk os v ei d

T peles r0UdotUju novieto uz kol dnmiaess prioet

pels kreiso pogu un, turot to piespies:
vietu (mai nUs abpus robegl onijai NovVvi €
pUr viwn ottcaspl atums netiek maingts

=7 :

1. 1.

2. @ 2.

3. 3
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T peles rUdotUju noviett@, ulzaik ol @sfhmamgirtob ek
izpilda dubultklikggi ar pel es kreiso pog
kol onnas platums automUtiski tiek pielUgot s
. .
1 1.
+f+ Q,-\ 2.
3 3.

T peles rU0Udot Uju novi eEdoui akpradlfraddlds |aatid atladst |

i egltu > zpsikeastpe leggs krei so pogu un, turot t
kolonnas atdal gt Uj z 9§ rkir eu zs i v lhloa ma dvallthtLUj(zr\qyaﬂ
kol onnas platums, pUrUjUs kolonnas tiek pUr

I 3 M= TR E- (RN 3 ENE E

-

1. 1.

2, @ 2,

3. 3.
IzmantOjotsml:iaslamarogmeunws, var mai ngQt t ekst a
gl nas mal Um, tUpat kU for @alpp)j ot rindkopas

Kol onnu atdal ¢&U0]jzlpyedzdmashtibai tadz ja tekstd kursors
novietots t asmybslasmaH qriiezdntreéldd ami tai kol on
kursors.

Ja plespl@unausttuwf&u to piespiestu, struU
ver tsiviaUl lb\osijareIastoUIzLékat §umaho@pz ts0I0
redzami kolonnu platumiv(e r 80 kBt Ondu augstumi) un cit|

iztei kti i z v Ultebtimetrijosipsi ermrrvaine n 0 b Us
||1|| 4,43 cm QE - 3,68 cm — pdli + 3,68 cm s
71 izmantokontekstaTable Tools cilnesLayout lappusegrupasCell size komandu
‘o4 Width: @8 em T (Tgple Column Width) , t Us sarakstlodzi Al

vajadzQggo kolonnas pl atumu;

T ar kontekstaTable Tools cilnes Layout lappusesgrupasCell size pogu [/ atver
di al o gTablelPzopeties:

' Y
Table Properties l_l_J@ =t S|

(e[ mon ] Gt el i

Column 3
Size

[7] preferred width:  |2.94cm % Measurein: Centimeters E]

¥ Previous Column ] ’~P Next Column |

[ OK | [ Cancel
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a cilnesColumnl appusU pUr v | peviouscoumn | ( a e ppog@mUj
kolonna) un# textColumn | ( n Uk a m0 ukzo Ivearjrea)z §go kol on
redzams lappusesu g g d a NU | Copumre3nUr a m

G i zv Kolomnasp | at u mu ¥ Preferedwidth: [234em 5| yn platuma

mUr vi end b u |Messurein: Centimeters E(L&f)v[]le ir piec
tad, ja izvUles ritiAa ir atzomOUta);

6 piespi [0 Jgu

f ja vajadzogas vairUkas vi enUdakorpekstat um
Table ToolscilnesLayout lappusegrupasCell size pogu| & Distribute Columns .

=

AutoFit
I arkontekstalable ToolscilnesLayout lappusegrupasCell size pogu| - | var
atvUrtai zkdimaindUm, kas wvar aut omUt i s|
saturam (tekstam) vai | ogam, kurU atro
kolonnas platumu automatiski pieldgo tas saturam Fi  AutoFit Contents
kolonnas platumu automatiski pielago loga platumam EH  AutoFit Window
atst3j fiksgto kolonnas platumu FR  Fixed Column Width

Rindu augstums
Vei dojot jaunu tabulu, rindu augstumi a
Talu jau izveidot avaitrabludvsairv eniadiahsps p Wgs

M peles rUdot0Oju novieto uz rindasespbe
pees kreiso pogu un, turot to piespies:
(mainUs virs robeglonijas novietotUs r
saglabUj ot augstumu) ;

T peles rU0dot Ujall mdwiledli ouzae z@in @00t Ujai
|ethu@_pZ|seksﬁ)aleegs kreiso pogu un, tur ot
atdal gt Ujzogmi uz wbdamoneye®dmesthai nUsd
pUr UjUs rindas tiek pUrvietotas, sagl a

i atlasatbul as rindas, kur Um v Ul &entekstaTableo t i

-

Tools cilnes Layout lappusesgrupas Cell size komandu il Heignt: 048 em  J
(Table Row Heigh) , t Us sarakstlodzi AU nor Udot

T ar kontekstaTable Tools cilnes Layout lappusesgrupasCell size pogu ' atver
di al o g TablePropeRies:
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1] a

3.1045Tabul
Lai visutabuuv a i

A

A kontekstaTable Tools cilnes Design lappusesg r u Falile Stylesa r
pogas #smading~ ph y | t i AkarsUsau viezv: Ul es

»
Table Properties

" comn | cel [ attText|

[7] specify height: |0 cm
Options
[7] Allow row to break across pages
["] Repeat as header row at the top of each page

“. Previous Row I IV Next Row I

| ok

I[ Cancel I

0 cilnesRowl appus U pUOr v [ eeviosron | i @prpeg@mj O rinda

[# nextRow | ( n Ok am@ zr ivmd a)Y z0go

auggdaNUjRowiDe mUr am

G i zvBndassugst umy - eafhesht

rindu (tUs numurs

0cm

un atbil stdgbas

vei du sarakstlodzi AU

Row heightis: |Exactly

'

VISMaz v

precizi
(izvUle ir pieejama tikai tad, ja izvUles
a gruplOptionspr eci zU i zv Ul Ut Us raidinldna s v Uk mant ogan
riOmA

T |[¥] Allow row to bresk acrosspages| | a t N & @a o sabufagrindu, p Uran® s

jaunUO | appusU (noklusUjuma variantU ta
[alowrow tobreakacosspages: { j 4 t abul as rindu nav at Na
visa pUriet uz nUkamo | appusi ;

ja rindu nav atNauts sadal gt wun rinda
augstumu, t U rindas dabdgatymy k &KNT ptUr sni
neredzama
[ |Repeatasheaderrowatthetopofeachpsael | a kKt ufthuoat k Ur t ot k U
virsraksta rindu katras | appuses auggt
tikai tad, ja izyUlUta tabulas pirmuU r

i piespil o Jgu

vajadzodggas

vairUkas

vi enUd akontekstg st uma r i

Table ToolscilnesLayout lappusegrupasCell size pogu HE Distribute Rows |

as glnu apmaNu

ads@ lasi ieddh ot u

atlasatabuly ai ;g1 nas

un Unojuma mai Aa

Kl ikggi
l odzi Au

uz
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Theme Colors

]
.III||||||

Standard Colors
HNE EEEERN

Mo Color

i3 More Colors...

AizvUlas Unojuma kr Usu.

Lai visai tabulai vai atseviggUm
A atlasatabulw ai ;g1 nas

A kontekstaTable Tools cilnes Design lappusesg r u Talile Stylesa r

pogas Berdes- byl t i Aas atver iepriekg defi

Eottom Border

Top Border
Left Border
Right Border

4 Mo Border

All Borders

Qutside Borders

L Inside Borders

Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
Diagonal Up Border
Horizontal Line

Draw Table

View Gridlines

Baorders and Shading...

K I

AizvUlas kUOdu no ap ma_R| L] | Borders and Shading... ; 4ryer ar
c iBérdes sl a p p weg U

di al oglBordersi dd Shading un t U
nepi eci ®1gamygk. dSrms.

Di al o g Bayders and 8hadingcilnesShadingl appusU var i zvUl
gl nu vai visas tUakauMm as Unojumus, piem
PROFESIONALAS IZGLITIBAS IESTADES
2005 | 2006 | 2007 | 2008 | 2009
Iestazu skaits (macibu gada sakuma) 96 92 92 92 85
Audzeknu skaits (macibu gada sakuma) 42 737 | 40 439 | 38 876 | 38 819 | 36 660
Uzpemti audz&kni 14 521 | 14 142 |13 745 | 13 883 | 11 367
Beigusi profesionalas izghtibas iestades 9963 | 10464 | 9777 | 8911 | B 689
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3.10.4.6Tekstanovi et oj ums a@ainn g i ent Uci j a

Tekstu ¢glnUs wvar format Ut -tolvpaart ikzU Qjdeb kWi u
horizontUli wun vertikUli, var veidot teksta

Ginas teksta horizont UliUsl oudnz iiwnd0mglallneaiis k Ust iv e
izmantotkontekstaTable Tools cilnesLayout lappuseggrupasAlignment pogas, kas_

dod iespUju izvUl Uties vienu no piedUvUtajie
Align Top Left (auga pa kreisi) — p—— Align Top Right (aug3a pa labi)
Align Center Left (centrd pa kreisi) =Sij= = Align Center Right (centra pa labi)
Align Bottom Left (apak3a pa kreisi) = = = Align Bottom Right (apakg3 pa labi)
=& -d

Align Top Center (aug%a centrd)
Align Center {centrd)
Align Bottom Center (apak&a centra)

Lai noteiktu teksta moviléuomuk nonslyivmaats admal | abssa,
glnas, kurUm jUnosaka teksta ,atpiUdmUrsamo mal

§ izmantotd i a | o gTablelPzopektiascilnesCell lappusi:

u arkontekstarable ToolscilnesLayout lappusegrupasCell sizepogu!™! atver
di al o gTablelPropefies:

-
Table Properties IM

[ [ iow [ cobam ]| co |airos]

Size
> Measurein: | Centimeters B
Vertical alignment
Top Center Bottom
Options...

[ ok ][ conce |

¢ di al o gdinesCellil Ap pus U p i ootiors.. |@ ¢ pogwrtaj0
di al o gCebh@ptionsh zv Ul as teksta attUlumu no ¢gln
(Cell Options l@ dhJ
Cell margins
Options -
[V] wrap text
[7] Fit text
OK |l Cancel
194
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Gr u@ellmarginsi z v Gluaysy:nTap), a p & k g Boatdm kreiso malu
(Left), labo malu Right).

Ja atzomUta |VEmeathenhoktbe r | gilhas teksta
mal Um ir vienWdi gugsss as a rtaakbsutllaoidzi Au
at Naut a;

0 sad@podsar i zvUlCweptetiup Dttty ar regul Ot

izvietojumu gl nuU
g i zvOI¥YlzpEdtsekstsvartks adal ot s vtgd Gk Og or
i erakst gqte mplimwt tUs platumu, piemU

Wrap text Pavisam kopa |
—— ] Pavisam
| \Wirap text _
S ecosorooronoron i kCIFIEI
7 izv Ul (MEtEE; gTn0 ierakstotU teksta

ginas pl atglh meksisi zU i elt @it o,s pviieemUr am:n

Tabulas 5ini novietota teksta formatu un atkipes no 5inas

Fit text _ .
malam wvar mainft.

Tabulas £in3 novietota teksta formatu un atkipes no $linas malim var maint,

G piespil_ o Jgu
§ izmantdd i al| o g TablelCpiiods:
G arkontekstalable ToolscilnesLayout lappusegrupasAlignment pogu

L

Cell i
Margins| atverd i a | o g TablelQptiods:
(Table Options lM‘
Default cell margins
Top: ODcm 3 Leftt 0.19cm =
Bottom: |0cm = Right: 0.19cm
Default cell spacing
[] Allow spacing between cells 0cm
Options
[] Automatically resize to fit contents
[ OK I [ Cancel J
G izvUlas vajadzogos iestatojumus (1| od:

i piespil_ o Jgu
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Teksta otabuotB8si gahnU

Text
Ar kontekstarable ToolscilnesLayout lappusegrupasAlignment pogu|Direction | var

mai n o tortieeknstalecuiljaus g1 nO:

A novieto kursoru ¢glnU vai at/|l aosrai emtbluciajsu g1 r
A=
td TEﬂ S b b
Aat kUrtoti Direction p i legmUroggtutie usit sarat |l asotaj Us
vUl amo izskatu:

ana

lin

Text

11
teksts $ina <H|
Text

Text
Direction

Lung 81839

teksts §

Direction Direction

3.105Tabul as formatUgana

Bez jau apskatotaj Um tabul as el ementu for ma
iespUju visas tabul as f or komtekSi@TableaToals ko var
cilnesDesignuncilnesLayout| a p papkwopot Us komandas

3.105.1Tabul as f or mat kgneksta Tablé TootseilnesLayjout t
lappusi

Ar kontekstaTlable ToolscilnesLayout lappusegrupasCell Sizepogu!=! atver
di al o gTablaPzopeties:
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Table Properties -7 [
Table | Row |Colgmn| Cell |
Size
2| Measurein: |Centimeters E
Indent from left:
aa] E H | oz :
Left Center Right
Text wrapping
Mone Around
Borders and Shading... ] [ Options... ]
oK l [ Cancel l

GU I[cimesBablel appusU var izvUl Uties tabul as

1] a at zgupad) Size i zv Ul es F'reﬁfrfedﬂldﬁ“ 0 cm -, tUs
sarakstlodzi AU var i zvUIlI Uti es v Ul amc
Measure in: | Centimeters |E|'|'p| at uma m[]r Vi e no bu:;

f gruplAlignmenti zv Ul as tabul as novietojumu | afj

1 krei saljefl))y mal O (
1 c e n Centdr); (
T I abaj Righpal O (
T sar aks tindentdfoin defl i zv Ul as at lpdinati e krsd a ma @ s
laukumak r e i s U(sk.9®nlkpd);a s
f grup0Textwrappingi zv Ul as tabulas novietojumu o

' neaptverot to ar tekstiNone);
f aptverot Around).

Ja izvUlas tabul as ag'aamu ald naliogh otdL

Table Positioning kur U var preciz&kst@dbul as novi

Ar pogu [Eﬂrders and Shading... ] var adti val rotg IBaraers iarkd Shading un
pievienot tabulas nofor mWlppham apmal es

Ar poguvara vUrt diTable®@gtians!| o gu
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Options

[ Table Options -2 [
Default cell margins
Top: Dem S Left |0.19cm
Bottom: 0cm 2| Right: 0.19cm
Default cell spacing
[] Allow spacing between cells 0cm

[] Automatically resize to fit contents

[ OK ][CancelJ
Geit var iestatot
f tabulas noklusUtos tabulas ¢ginu malu lielur
f noklusUto atstatumu starp tabulas gilnUm;
T ar i zv U ¥Automaticallyresize tofitcontentsi 3 yt omUt i sku tabulas kol
pi el Ugoganos tUs saturam.
3.1052Tabul u stil u itzanbaur tacsg o noa maitsUagsa n a i
Kad tabula izveidota, var formatUt visu tabu
Ateksta kursoru novieto tabul U, kuru vUl as f
A kontekstaTable ToolscilnesDesignl a p p u s €lable gsnylesmGMetOJot peles
rUdot Uju vpired UOwlldeaj nem skUIl iigmei darU redhb
i zskat 0gsi es:
Ar pcayjud-var izvUlUties kUdu no (7 edUOvUto st
(More)iat v WrztiuAlmor vairUkUm stilu rindUOm:
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Plain Tables :
Built-In
3 Modify Table Style...
ﬁ Clear
4EE | Mew Table Style...
A kontekstalable ToolscilnesDesignl a p p u s elable §tylaxQptidnsar i zv Ul
rlti AUm atl asa tabulas el ementus, kur i
¥ Header Row || First Column
Total Row Last Column
¥ Banded Rows Banded Columns
Table Style Options
Astilu, kuru vUlas |lietot tabulai, izvC
3.106.,Tabul as suand alpdvgema gana
Ja nepieciegams, tabul u var osl aavetdtgbulasdi v

rindU, kurai jUblt sadal o0t Us t akontekat® 0t
1 l
_ Split
Table ToolscilnesLayout lappusegrupasMerge pogu Tab;e :
1.rinda 2 I'i.ncclla
2.rinda —TH R
3.rinda | sase | :
4 rinda split 3.rinda
: i Table 4 rinda
5. rinda '
5. rinda
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Lai

apvienot

eetel] i 2 dz 0g at

u sadal gto tabul u,

dal ogUs r i

vingrinUjums

25 1. uzdevums

ndas.

Kkur soru novi e

1.1 zvei dot tukgu tabulu ar 10 rindUOm un 4 kol
2.Ai zpildot tabulu pUc dotU parauga, ievUroj
un kolonnu platumu (attUlu izvUIUties no kI
1 1. kolonna 2. kolonna 3. kolonna
Platums nav noteikts | Platums 4 cm Platums 6 cm
2 | Augstums 1,5 cm
3 | Pa kreisi Sadalitas 50nas ¥ Sadalitas Sinas
4 Centra Sadalitas $0nas % Sadalitas Slinas
Savienotas 4 ilnas
5 Pa labi Sadalitas $0nas § Sadalitas Slinas
B Sadalitas S0nas § Sadalitas Stnas
Viend i0na var leénota S0na
7 | ierakstit tekstu f
vairgkas rindas
8 Mazi burti — Saura rindina (B pt)
9
10 Lieli burti — plata rinda (15 pt)
3. Sagl abUt dokunge2tlu ar v Urdu
25 2. uzdevums
1.1 zveidot tabulu ar trim kolonnUm un | etrUm
2. POrveidot un aizpildot tabulu pUc dotU par
uzvUrdus un grupas. PievUrsnt wuzmandobu glnu s
Nr. p. k. Vards, uzvards Grupa
1. | Aivis Strauhs vV
2. | Rinalds Upenieks VIl
3. | Sarma Aumale 1]
3. Tabul as bei gUs pievienot trgs jaunas rind
uzvUrdus un grupas.
4. Pi evienot tabul ai | etras kol onnas.
5. Apvienojot un sadalot ginas, pUrveidot tabi
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lzdevumi ekskursija
£ £
Nr. g E I I
' Wards, uzvards Grupa | © '® T 5 _
p.k. T o = = Kopa
5 & 5 5
=X o
1. | Aivis Strauhs W
2. | Rinalds Upenieks Vil
3. | Sarma Aumale 1]
4,
5.
G.
6. Aiz pirmUs rindas pievienozmPaanu aks!
kursogvU ierakstogt kolonnu numurus, kol o
lzdevumi ekskursija
Nr g E 'E 'g
' Vards, uzvards Grupa | @ '% i @ N
pk SE| £ | § | kKopa
=5 5 3
=L =
1 2 3 4 5 5 7
1. | Aivis Strauhs W
2. | Rinalds Upenieks \ill
3. | 5arma Aumale ]
4,
5.
b.
7. Ai zpi Il dot tabul u.
8. PUrveidot tabulu tU, lai vUrds un uzvl
9. SakUrtot tabulas rindas uzvUrdu alf
numer Uci j u:
lzdevumi ekskursija
Nr. ] ] s £ E E
g Vards Uzvards Grupa | @ 'Y ) o _
k ST 3 5 Kopa
' 25 i3 3
=L o,
1 2 3 4 5 & 7 &
1. | Sarma Aumale 1]
2. | Aivis Strauhs v
3. | Rinalds | Upenieks Wil
4,
5.
b.
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10. Pievienot tabulas virsrakstu:

Skolénu izdevumi ekskursija

lzdevumi ekskursija
- i i = 15 5
g Vards Uzvards Klase Uy = o _
k S o = 3 Kopa
' 5 & 5 3
=L =
1 2 3 4 5 ] 7 &
1. | Sarma Aumale m
2. | Aivis Strauhs \'
3. | Rinalds | Upenieks Wi
L
5.
b.
11.Nof or mUt tabulu pUc saviem ieskati em,

12.Sagl ab Ut

d o k vingre 26t2.u

ar vUOrdu
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3.11PASTA SAPLUDI NUGANA

3.11.1.levads
SadzgvU bie
jUnorUda ad
pi emUr am:

gi nepieci egams dawdszsitemheadr
r tam

es U paredzUtU0U specifiskl

1T sagatavot dokumentu un tad ierakstaot
i nformUcij u;

T  izmantot tekstapstrUdeskuli etotnes past
Laivei ktu pasta sapludinUganu, nepieciegs
1 galvenais dokumen{®lain Documenti Wordpast a sapl udi nUgan
dokuments, kas visUm sapludinUOtU dokun
1 datu avots Data Sourc i datne, no kum dokumentu sUrij QU
informUciju. Par datu dokumentu var iz
1T MS Worddokumentu, kas sastUv tikai no

nepieciegamU informUcija;

1 MSExcevaiMS Accesd at ubUzes tabul u:

Datu avotu var olkiumdent usaiptzwei codls ogai t L
iepriekg izveidotas un saglabUtas datu

§ apvienotMerge) datu avota informUciju un gal
PiemUr s:

vards uzvards iela pilseta p_indekss | dzimums | grupa
Janim Auzinam Apes2-12 Riga LV-1002 | v m
Laurai | Kaktinai Jaras 4 -1 Jirmala [LV-1121 |~ ~
Karlim | Osim Gatves 3 — 1 Ogre LV-1203 ( Datu avots
Annai | Spare Lokal0-2 Jelgava | LV -3004 [~ -
Amim | Ezemiekam |[Rigas44-5 Liepaja LV-1445 | v m

«vardsy «uzvards» Klausitdjam Janim Auzinam

Klausitdjai L anrai Ka
Klausitajam Karlim Dsil\

Kursu nodarbibas notiek

lkest. 1800,
@mﬂs/ lkst.17.30
doknments

Sapludinitie
dokumenti

Klausitdjai Annai Sparei

Klansitdjam Arnim Ezerniekam

Kursu nodarbibas notiek
otrdienas plkst. 18.00,
piektdienss plkst.17.30

3.11.1.1 Galvenais dokuments

Par galveno dokumentu var i zmadomntkaoatmeine pr
toizveidotno jauna

Gal venaj U dokumenMerlge Hielely aet ok uk a u kpuasl ¢ @ z «
dokumentu sasaista ar datu avatup r 0dot, kur Us dokument a
informUciju ievietot dokumentu apvienog
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& Par galveno dokumentu nevar izmantot datu avota dokumentu.

3.11.1.2 Datu avots
Tabula, kuru izmanto kU (reterd)unlaskie(fteld), sast UOv n

Katra tabulas ¢glina ir |l auks, bet tabulas rin
Tabul a srindasigrt mW  tsia ¢ ki r sparsldulal hdgsaukumienfi¢ld namé.
PUr Uj Us tabulas rindas ir ierakstd.i
+]
vards | uzvards Y iela pilseta p indekss | dzimums | erupa
Janim [|Auzinam Apes2-12 Riga LV-1002 | v m
Laurai || Kaktinai Jiiras 4 -1 Jarmala |LV-1121 |s h
\ Karlim || Osim Gatves 3 — 1 Ogre LV-1203 |~ h
Annai || Sparei Loka 10 -2 Jelgava LV-3004 |s m
Amim (\Ezemiekam J| Rigas 44 - 5 Liepidja LV-1445 |~ m

Lauka nosaukumam naotaei ktais jvAsUOkds grebtkwnrtau s

TomUr i eteicams | auku nosaukumiupariemveni dot n o
simbola” "
Datu avota dokumentu i1ieteicams izveidot, pir

Lai izveidotu datu avota dokumentticrosoft Word

b

atver jaunu dokumentu;

ar kUdu no jaunas tabul 4% lppjtawéirnapdunas paAU
nor Udot kolonnu (lauku) wun rindi Au (ierakst

tabulas pirmajU rindU ieraksta |l auku nosalt
ieraksta datus;
saglabU dokument u;
A aizver dokumentu.
Pi ethUabula izveidotMS Word 20i@dgtheaar BdsaukunkuU

> > P p14

klaus.docx
Datu avot a dokument U pir ms tabulas nedrokst_
piemUram, virsraksts, bet tabulU nedrodokst bl

3.11.2.Sapludin0t o dokumentu veidogana

SapludinUOto dokumentu veidoganu sUk ar gal
dokument u, kuru i zmantos par pamatu sapludir
dokumentu un sagatavo to.

Pi emUr U at vierazd dloj memmt, p k o r §pigcishina s letsd)t i e m:
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Kursu nodarbibas notiek
otrdiends plkst. 18.00,
piektdiends plkst 1730

>

1

Start Mail
Pies p i e g cilhesMaiiings lappusegyrupasStart Mail Merge pogu| Merge - |, kas
piedUvU vairUkas iespUjas:

3.11.21Sapludi nUto dokumentu i zMaiéMNethe gan a,

Ar lentescilnes Mailings lappusegrupasStart Mail Merge pogu atvUrta
i zv Uil api | dot ikdv Blgges luel ement a ,
uzdev umrelkt @dnigMait Mesgpe, kas ietver segus so

Tekstapst rMktohsok Wdrd28l0ot ne 205














































































































































































