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Pagini Web (H TML).
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Strtctura cursului / seminarului:

Concepte, metode, tehnici si operatii de baza pentru: (C S L P)
1. Operatii de baza utilizate la redactarea unui document (IWord). @8, 4,0, 4)
a) Procesarea unui text (Curs1,2)  (Sem.1) 4, 2,0, 2)

b) Operatii complementare (Curs 3,4)  (Sem. 2) 4, 2,0, 2)
1. Concepte si operatii de baza utilizate in calculul tabelar (Excel); 8, 4,0, 4)
a) Formatarea si gestionarea datelor (Curs5,6)  (Sem. 3) 4, 2,0, 2)

b) Utilizarea formulelor si a functiilor (Curs 7,8)  (Sem. 4) 4, 2,0, 2)
II1. Concepte si tehnici de realizare si interogare a unei B.D. (Access); 6, 2,0, 2)
a) Concepte de baza si operatii elementare (Curs 9 2, 1,0, 1)

b) Utilizarea informatiilor dintr-o baza de date (Curs 10, 11) (Sem. 5) 4, 1,0, 1)
IV. Realizarea unei prezentari (PowerPoint); (Curs 12) (Sem. 6) (2, 2,0, 2)
V. Editoare grafice utilizate in grafica si prelucrarea imaginilor ; (Curs 13 (Sem.7,)) 2, 1,0, 1)
VI. Realizarea unei pagini WEB (HTML); (Curs 14) (Sem.7,) (2, 1,0, 1)

(28,14,0,14)
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http://www.cs.ubbcluj.ro/~per/Master_Id/Curs 9 ~ Access.pdf
http://www.cs.ubbcluj.ro/~per/Master_Id/Curs 9 ~ Access.pdf
http://www.cs.ubbcluj.ro/~per/Master_Id/Curs 9 ~ Access.pdf
http://www.cs.ubbcluj.ro/~per/Master_Id/Produse dintr-un Magazin.accdb
http://www.cs.ubbcluj.ro/~per/Master_Id/Curs 13 ~ Editoare Grafice.pdf
http://www.cs.ubbcluj.ro/~per/Master_Id/Curs 13 ~ Editoare Grafice.pdf
http://www.cs.ubbcluj.ro/~per/Master_Id/Curs 13 ~ Editoare Grafice.pdf

Evaluare :

10.3 Pondere din

Tip activitate 10.1 Criterii de evaluare 10.2 Metode de evaluare < (0
nota finala (%)
N Evaluare orald — sustinerea
Includerea in documentelere C
alizate a elementelor predate documentapen_reallz_ate (pe
10.4 Curs baza dosarului cuprinzand 50%
la curs conoasterea . cel
i intelegerea lor documentatia qud, Excel,
? Access, PowerPoint si Html)
- Evaluare practica (cunoastere
Utilizarea elementelor "o o 1 o ilor si a modului de
10.5 Seminar / specifice corespunzatoare P 3l & Ot 0
. licatiil A utilizare a functionalitatilor 30%
Activitati apiicatilior prezeniatc acestora aplicate pe tema
curs. -
laborator aleasa)
Proiect Reajlzarea} unl R Prezentarea proiectului
sa cuprinda elementele 20%

predate

individual realizat

10.6 Standard minim de performanta

Nota finala N se calculeaza ca medie ponderata (obfinute la evaluarea orald-E, practica-L si proiect-
P), cu conditia ca toate notele sa fie cel putin 5 astfel: N=05-E+03-L+02-P

4 /54



Birotica > Word‘l

File: New, Open, Close, Save, Save As, Print,... , Exit

Edit: Find, Replace, ...

View : Toolbars, Header and Footer, ..., Zoom

Insert : Break, Symbol, Reference, Picture, File, Object, Bookmark, Hyperlink,

ol o

» Doc. cu mai multe sectiuni (cu propr. diferite),
Numerotare pagini, Dta&Timp, Car.Sp., Comentarii
Referinte - Antet/subsol/Sf.doc., Numerotare-Den.fig., Referinte (incrucisate),

\4

\4

- Index cuvinte(notiuni), Cuprins, Lista Figuri/Tabele, ...
Picture, Diagram, Textbox,
File, Object,
Bookmark,
» Hyperlink.

V V V

5. Office Word 2007: File, Home, Insert, Page Layout, References, Mailings, Review, View

Curs 2. - ... - Microsoft Word , -...
1. Format:...
2. Tools: ...
3. Window: ...
4. Help: ...



Hle-alqxcid@

‘ Name Date modif.. Type Size Tags

~Sindows, DOC - = BIROTICA.DOC
priecmt | (8] <) bictosch ord Documens: B8] oot Word Documen
Documents \ 4 36.0 KB

Carte Word Doc Wr\dows DOC
- @ 2| Micro Word Document E M soft Word Document
Desktop 582 ?,IL i MEe

0] Vst word Document  IEIZE] Microsof Word Docummen
”l =|372M8 =|542M8

@ F Word_3.00C

Microsoft Word Document

5,& = | 140 MB

Eile | Edit View Inset Format Tools Table

Open... Ctrl+C

Close

Save Ctrl+5

File name:

6p_ca|c.doc

[ Save as type: | e 3 [_E] Poge NP

Save As,.,

Margins .'"Papu [Vuyout}

Save as Web Page...

. Margins

File Search... Top: = Bottom: [T £

Permission » Left: 125" [ Rght: 125" 2
- Gutter: 0" $ Gutter position: Left E

LY P

Versions... Orientation

Web Page Preview -’

Portrait

Page Setup...

Print Preview

Convert to PDF

Print

Erint... Ctrl+P

Printer

Send To Name: ‘ l{" F‘DFcarnp Printer e [z] Properties
. Status: Idle ' Find Printer
Properties Type: PDFcamp Printer
- Where: PDFcamp1: [7] Print to file
Comment:  http:/fwww.verypdf.com [] Manual duplex

1 ChUsersh PerfiPer\Doc\ Messighindexhtrml

Page range Copies
2 Chlsers\PerfitPer\Doch. . \NUCILE.doc @ Al Nrber oF copies: 1 =
() Current page Selection =

2 ChUsers\Perfi\Per..\Grey Scale.doc
4 ChUsersh,. \Rferate Alese - 2.doc

() Pages: i Collate
Enter page numbers and/or page ranges

separated by commas. For example, 1,3,5-12

- .
Print what: | Document E} Zoom

- Pages per sheet: |1
Print: ‘All pages in range e Bl

Scale to paper size: | No Scaling




e Close

e Save

e Save As ...

* Page Setup ...

My Recent
Documents

Desktop

J!

My Documents

A

My Computer

= e [op_cacan 2
My Network e =
Places Save as type: (G Ll daa s EI /
a5

Fl@-@2@ X o E

Date modif... Type

4 ~Sindows.DOC

Microsoft Word Document
162 bytes

Carte Word.Doc

Microsoft Word Document
5.82 MB

Word_1.DOC

Microsoft Word Document

372 MB

Word_3.D0OC
Microsoft Word Document
4.49 MB

Size

[

hl'_._V‘

[

€]
|

Tags
BIROTICA.DOC

Microsoft Word Document
36.0 KB

Windows.DOC
Microsoft Word Document
1.04 MB

Word_2.DOC
Microsoft Word Document
542 MB

~——




e New
* Open
e Close

e Save

e Save As ...

* Page Setup ...

*Margins -

Page Setup

Margins

Margins
Top:
Left:
Gutter:

Orientation

Portrait Landscape
Pages

Multiple pages: Normal

Preview
Apply to:
'Whole document B
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e New

* Open
* Close Page Setup

e Save

Paper size:

s |

[ ] Save AS se e widm. — 'E’
Height:

i Page Setup ces Paper source

First page: Other pages:

Default tra - Default tra A
2 l\/_f aroins _> _uhomahcal lySelect | hubomabcall Select

* Paper 9 Preview

Qpply, to: )
‘ Whole document El
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' Page Setup

Section start:

| | Suppress endnotes

Headers and footers

[] Different odd and even
[] pifferent first page

From edge: Header: 0.5
Footer: -07. S;

Page

Vertical alignment: |Top

Preview
Apply to:
f;WhoIe document E
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e New
* Open
e Close :
Printer B

.Save Name: ' cf@ E] Properties
Status: Idle ' Find Printer...
: PDFcamp Printer

Type:
e Save As ... Where:  PDFcampi: ] print to file

Comment:  http:/fwww.verypdf.com [7] Manual duplex
Page range Copies

° Page Setup o ° Al Number of copies:

(") Current page

©) Pages: | 1? 11 Collate
Enter page numbers and/or page ranges

separated by commas. For example, 1,3,5-12

-
b Pnnt LR Print what: | Document [Zl Zoom

B Pages per sheet: |1 page

Print: All pages in range
Scale to paper size: |No Scaling
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2. E

Edit | View Insert Format

Undo Typing Ctrl+Z

Find and Replace

Find | Replace | GoTo |

)
{4 Redo Typing

Ctrl+Y
sl Cut Ctrl+X ° Find what:
._i Copy Ctrl+C o

& Office Clipboard...

i

@ Paste Ctrl+V

* Find ...

[ Highlight all items found in:

Paste Special...

Paste as Hyperlink

Clear >

* Replace ...

Select All

Ctrl+A

Find...

Ctrl+F

e GoTo...

Replace... Ctrl+H
Go To... Ctrl+G

Reconvert

Main Document

[ use wildcards

Find

o

Search Options
Search: All E
[ Matchcase
[7] Find whole words only

[ Sounds like (English)
[ Find all word forms (English)

[Fgrmatv ][Spgcialv




2. 1

Edit | View Insert Format

-oJ Undo Typing  Ctrl+Z

(4| Redo Typing Ctrl+Y

sl Cut Ctrl+ X

-3 Copy Ctrl+C

& Office Clipboard...

i

@ Paste Ctrl+V

Paste Special...

Paste as Hyperlink

Clear >
Select All Ctrl+A

. Find... CtrlF
Replace... Ctrl+H
Go To... Ctrl+G

Reconvert

* Replace ...

e GoTo...

Find and Replace

Replace | GoTo

Find what: Ceva

Replace with: fSimilaﬂ

)

[Less* ][&eplaoe ][ReplaceAll][Ethext][ Cancel
Search Options o _
Search: All
[] Match case : E
[7] Find whole words only

[ Use wildcards

[ Sounds like (English)

[ Find all word forms (English)
Replace

[ Fomat - | [ specal » | [




Undo Typing Ctrl+Z

Redo Typing  Ctrl+Y

Ctrl+X
Copy Ctrl+C
Office Clipboard...
Paste Ctrl+V
Paste Special...

Paste as Hyperlink
Clear

Select All Ctrl+A
Find...

Replace...

Reconvert

Find and Replace

Enter page number:

Enter + and — to move relative to the current
location. Example: +4 will move forward four
items.
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w | Insert Format Tools Table Window Help

Normal |“ __]Lﬁjl-qvm.
Web Layout - .

! Print Layout

| Reading Layout
View | Inset Format Too : .
—— =l Qutline

Normal
Task Pane  Ctrl+F1
Web Layout

Print Layout | . Standard

Reading Layout e Formatting
Qutline 2. AutoText

Control Toolbox
Task Pane  Ctrl+F1

Database
Toolbars

Rk Drawing

E-mail
Document Map
HTML Source Forms

Full Screen Frames

Zoom... Mail Merge

Thumbnails
Header and Footer
Footnotes

Markup

HTML Source

Outlining
Picture
Reviewing

Full Screen Tables and Borders

| Zoom... Visual Basic
Web

Web Tools
Word Count

WordArt
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View

Normal

Web Layout
Print Layout

. Reading Layout

| Qutline

Task Pane  Ctrl+F1
Toolbars

Ruler

.: Document Map

Thumbnails
Header and Footer
Footnotes

Markup

HTML Source

Full Screen

Zoom...

Insert Format Too

Customize

v L] -

[V]Forma

[~ | Drawing Canvas

[ E-mail

[ Extended Formatting
["]Forms

["|Frames

[] Function Key Display
[7] Japanese Greetings
[T mail Merge
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View | Inset Format Too

- Normal Customize

Web Layout

Print Layout
To add a command to a toolbar: select a category and drag the

Reading Layout command out of this dialog box to a toolbar.
. Categories: Commands:
Qutline

| New...
Task Pane  Ctrl+F1

New
Toolbars
New
Ruler
New Web Page

Document Map . _— 3| New E-mail Message
A Window and Help |
Thumbnails Drawing ' New Blank Document

Modify Selection ~| | Rearrange Commands...

HTML Source

Full Screen Save in: Normal.dot

Zoom...
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Normal Customize
| Web Layout
| Print Layout

Personalized Menus and Toolbars
4| Reading Layout

i [] Show Standard and Formatting toolbars on two rows
| Outline [] Always show full menus

Task Pane  Ctrl+F1 Show full menus after a short delay

Toolbars Reset menu and toolbar usage data

Ruler Ot
31| Document Map || [CLargeicons
List font names in their font
Show ScreenTips on toolbars

[] show shortcut keys in ScreenTips
| Footnotes Menu animations: :(System default) E]
| Markup )

HTML Source

Thumbnails

Header and Footer

Full Screen

Zoom...
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] op ¢

alc html - Microsoft Word

2 File Edit View Insert Format Tools gb Help Type a question for help -
TEN=R = MR T NSV R R '|§3 4 9 75% 2 !;16 LB
IngetAutoTet- | ) 8 4|51 |0 ) | E S 5, Cose

i@.-x...!;.. P 1 '2"""'1'"""4L"""5"""'&"'!.;"7'

3.

View | Insert  Format

Normal

Opeh:"ré])r‘:‘ Calculator 2809 2010,Sem. IT" P ;

Web Layout o a> p . Z # - Cuss ~ Sgia Polifalenta Tumi 18-20 #
Saptamanils mpare
Print Layout
Teme P
' ; * Labr. s .
Reading Layout Glimedis g Wad .3 " T 5|~
T1.10.2010
Qutline ° o 75102010
L %
g Excgl 7 2 4

Task Pane  Ctrl+F1

Toolbars » 25
cxamen -
Ruler b i g Fund Yy 338:0020:00 - SaldPéfiyelentay| | (cirs) Ty 5 g S X
€| a [ o | o ]| | [ [ |
Document Map ’ [~ 1 27.00.2000] 11102010 25102010 [ \ [ | ’

. ’ « .

Modul de evaluare:

Thumbnails e Header and Footer

Header and Footer

Footnotes
Markup
HTML Source

Full Screen

_Z_oom... 4 L1,  Informatii generale déSprecurs, seminar, lfcrare practica 4
sailaborator 2 2 2
v 3 1.2. © " Informatii despre titudarul'de curs, seminay, lucrarg practica’ &

sau laborator;
s L

I 1 B T I - S R T BTN - S (R - BRI SR (RIS SR S IRURC I SR S ISR SRR B

Page 1 Sec 1 English (U.K.



View | Inset Format Too

Normal

Web Layout

Print Layout

~ Reading Layout
Qutline

Task Pane  Ctrl+F1
Toolbars

Ruler

2.1l Document Map

Thumbnails

Header and Footer

HTML Source

Full Screen

Zoom...

Zoom to
) 200%
) 100%
) 75%

Percent:

Preview

68%

(7) Page width @ Many pages:
(0) Text width
(") Whole page

\A“

|'w

12ptTimel 1 y 2 Pages
Py
AaBbCcDdE=XxYvZz
AaBbCcDdE=XxYvZz
AaBbCcDdEeXxYvZz

20 / 54



Insert | Format Tools Tab
—
Break... — " 5 o x 8] Ex C3.doc - Microsoft Word

Page Numbers...

iflle Edit View [Inset Format Tools Table Window Help

| |

Date and Time...
AutoText
Field...

Symbol... Portrait

Comment i
) Confinuous
Reference Even page Landscape

Odd page

Web Component...

Picture

Diagram...

Text Box
File...
Object...
Bookmark...

Hyperlink...  Ctrl+K

At 1.2" Ln 1 Col 1
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Format Tools Tabl

Page Numbers... Page Mumbers Page Number Format

Date and Time... N
Position: Number format: 1,23 ..

AutoText Bottom of page (Footer)
Include chapter number

Field... Alignment:
Chapter starts with style | Heading 1

Symbaol... Right

_ - Use separator:
Comment Show number on first page

Examples: 1-1, 1-A

Format... Page numbering

Web Component...

(©) Continue from previous section
Picture @) Start at: g'. I |

Diagram...

Text Box
File...
Object..

Bookmark...

Hyperlink...  Ctrl+K
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Insert | Format Tools Tab

Break...
Page Numbers...

Date and Time... Date and Time

AutoText Available formats: Language:

Field... 19.03.2010 - | |Romanian {(Romania)
. vineri, 19 martie 2010

Symbol... 19 martie 2010
19.03.10
Comment 2010-03-12
19-mar.-10
Reference 15/03/2010

. = 19 mar. 10
Web Component... 19/03/10

Diagram... 19,03,2010 13:15
Text Box
File...

Object...

Bookmark...

Hyperlink...  Ctrl+K

[ Update automatically
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Insert
Break...

Page Numbers...
Date and Time...
AutoText

Field...

Symbol...
Comment
Reference

Web Component...

Picture

Diagram...
Text Box
File...
Object...

Bookmark...

Hyperlink...  Ctrl+K

Symbal: 206

Shortcut Key... | Shortcut key:
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Insert | Format Tools Tab

Break...
Page Numbers...
Date and Time...

AutoText
Administrator, 3/19/2010 1:37:00 PM

Field... commented:
Comentariu

Symbol...
Comment
Reference

Web Component...
Picture

Diagram...

Text Box

File...

Object...

ant [Al]: Commeant

Bookmark...

| Hyperlink...  Ctrl+K

Font...
Paragraph...

Bullets and Murnbering...

Hyperlink...
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Break...

Page Numbers...
Date and Time...
AutoText

Eield...

Symbol...
Comment
Reference ———> »
Web Component...
Picture

Diagram...

Text Box

File...

Object...

Bookmark...

@ Hyperlink..  Ctrl+K

Footnote... —> Footnote and Endnote
Caption...
Cross-reference...

Index and Tables...
() Endnotes:

Format
Mumber format:
Custom mark:

Start at:

Mumbering:

Landscape’
r!
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Insert | Format Tools Tab
l Break...
' Page Numbers...
Date and Time...
AutoText
Field...
Symbol...

Comment
Ve Footnote... Capticn

Reference ——> Caption —>

Web Component...

Caption:
Cross-reference... Figure 1
Picture Index and Tables... Options
Diagram... Label:

Text Box

Figure

Position: | Below selected item

Fi!e... _ Ce,
[ Exdude label from caption *

Object... .o
Delete Labe LT YT

Bookmark...

9 . Hyperlink...  Ctrl+K AutoCaption. .., . | Cancel
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m Format _Iools Tab

Break... ceseocetettceta, .

Page Numbers... ..C rrent Document T
- ey 'ETRL+ click to follow link| _.°

Date and Time... o
EEE Hgl]_l'el"--oo....--

AutoText

Field...

Symbol... Footnote... Cross-reference

Comment aption...

== Laption Reference typ.—.- In.,v.:rt reference to:
-

Web Component... Index and Tables.. Insert as hyperlink |:| Include abov
Picture |:| Separate numbers with I:I
Diagram... For which caption:

Text Box Sz e

File...
Object...
Bookmark...

: Mumbered item
Fyperiink.. S Heading Clnly-I label and number
Only caption text
Page number
Abovebelow




+.

1.2
.23
1.2
.23
1.2
1

Index and Tables
_l_nsext I Fgrmat IOOIS Tgb Index | Table of Contents | Table of Figures | Table of Authorities |
_B_reak... Print Preview
~ Arstotle |- Type: @ Indented () Rup-n
Fage Numbess... Asteroid belt ............. See Jupiter K Columns: 1 B
Date and Time... Artmosphere
h Language: |Eng|ish {U.5.) IZ|
AutoText >
exosphere ... 4
Field... Footnote... ionosphere 3.
Symbol... Caption...
j Comment Cross-reference... [¥]iRight align page numbers
Reference ———> » Index and Tables... —) Tab leader:
'j Web Component... Formats: ﬂ
Picture 4 [ MarkEntry.. | [AutoMark... | [ Modify... |
Diagram...
Mark Index Entry ok ) [ pr— ]
Text Box I
. Index
Object...
Bookmark... Options
1 erlink...  Ctrl+K () Crossreference: | Ses
s P
@ Current page
(7) Page range
Bookmark: | |Z| Tndex:
v to create an mdex i1s after vou write an Fage number format
index entries as you write your document ] old create
tracts you from vour primary task: writing. =0 _ document
word or phrase while marking index entri [ alic Entry
ewhere 111 your ’ ?h':k the Mark This dialog box stays open so that you can mark multiple ndex
Entry dialog box. By clicking the hMark T I
ex entry not only for the selected text, but mar.
of the selected text within the document. | Mark | [ Mark Al ] [ Ciose | Word
an index ertry, Word activates the Show




4.

| Insert I Format Tools Tab
Break... | Table of Figures | Table of Authorities |
Page Numbers... Web Preview
. | (| (Heading 1 1|+ | |Heading 1 -
Date and Time... D LE.; D
............................ 3 Heading 2
AutoText el Headine 3 3 Hﬂading 3
Field... Footnote...
Symbol... LCaption...
j Comment Cross-reference... T =
' Reference ——> » Index and Tables... —) Show page numbers Use hyperlinks instead of page numbers
'j Web Component... Right align page numbers
Picture > Tab leader:
ot General
: Formats: : Show levels: |3 El
Text Box
B Show Outlining Toolbar | | options... | | Modify... |
Object...
Bookmark...
@ Hyperlink..  Ctrl+K 3 nshelere ol cui
4 Cuprins :
t Headang 1 ! <=l Copy
1 Feemis gt : ]
i : () Paste Al e’)
22 Sarcimi - 1
s [ UpdateField ‘P 9 ”
boa 4 cu -3 . =)
a8 copy Edit Field... \ O/ =
3 aste . .‘
E EpdatEField Toggle Field Codes A\\ r!f\fﬂ:‘
- N
Edit Field... N,
Toggle Field Codes A Font.. /"
A Font.. e -
55| Porograph... =y Paragraph...
=] Suleandthmberna- | :=  Bullets and Numbering...




Break...

Page Numbers...
Date and Time...
AutoText

Eield...

Symbol...
Comment
Reference ———> »
Web Compenent...
Picture

Diagram...

Text Box

File...

Object...
Bookmark...

Hyperlink...  Ctrl+K

Footnote...
LCaption...
Cross-reference...

Index and Tables.. —)

an el
Taxt mcerema]

Text ncrmal

221 Lasepald  Heading 3
Teaxt oormal

Taxt ncrmal




4.1

oo

Sl Copy
|, Paste

Font...

| Bulleted | Numbered | Outline Numbered | List Styles |

1)

) 1.1. =

=1 Paragraph... Naone

| :=  Bullets and Numbering...

Article 1. 5 Heading fe—— |, — Chapter 1 ——

& Hyperlink...
db

Look Up...

Section 1.01 — -1 Heading
Synonyms 3 —

(a)———

5.1.1 Heading -
Translate I

) Restart numbering @ Continue previous list

o ) (oo

1 Infrodugers Heading 1 Mumber format
1.1 Gepergligy  Heading 2 Level Mumber format:
Tesaaed S 1 .| [FiX |
“ 2
1.2 W srosrAa Mumber style: Start at:
;' 1,23 .. :l 1 =)
2 Confinut g Previous level Freview
21 Ohierive 7 number: b Headi
Text nosmal 3 ing 1
g | | El Font... 5.1 Heading 2
2.2 Sarcini 5.1.1 Heading 2
Text mogzml Mumber position
' - - 1.1.1 Heading 4
271 Lasepali  Headingd Left : Aligned at:m 111 i
Tﬂ“m Text paosition 1141 .
227 Brasi Tab space after: 5.1.1.1.1.1.1 Heating 7
Tex: normat = - . N —— S 51111111 Heading &
05" P  wdentatfos 5 514111111 Heasing 5




Print Preview Web Preview

Page Numbers... Figure 1: Text....oooooi. 1|= | |Figure 1: Text @
Date and Time... Figure 2: Text. ... 3 Figure 2: Text
Figure 3: Text ... 3 Figure 3: Text
AutoText >
_.u : Figure 4: Text. ... 7 Figure 4: Text
Field... Footnote.. Figure 5: Text..ooooooooen 10 Figure 5: Text
Symbol... Caption... - -

d Comment

Reference ———> »

" ‘~'?I Web Component...

Picture >

Cross-reference...

Index and Tables... —)

Show page numbers lUse hyperlinks instead of page numbers

Right align page numbers

Tab leader:

General

Formats: |From template ﬂ Caption [abel: : [¥] nclude label and number

| options... | | Modify... |

Diagram...
Text Box
File...

Object...

Coc ) [Ccona )

Bookmark...

Caption

Hyperlink...  Ctrl+K
Caplion:
|Fig11re 4 -Take a brealj |
Options
Label: | Figure |E| Flg'llIES- .
Position: |Belcuw selected item - | Figure 1 - Albina Lenesa ... 1
_ Figure 2 - Greierasul hamic ... 2
[] Exdude label from caption . . .
Figure 3 - Fumica obraznica ... 3
Figure 4 - Take a break ...




Insert | Format Tools Tab

Break...
Page Numbers...
Date and Time...
AutoText
Eield...
Symbol...
Comment
Reference ———> »
7 Web Compenent...
Picture
Diagram...
Text Box
File...
Object...
Bookmark...

| Hyperlink...  Ctrl+K

Corect > Avantaje:

+Index, Cuprins, Lista-figuri

Footnote...

LCaption...

Cross-reference...

Index and Tables... —p
% Se fac automat (numaratoare, link)!

+ Se actualizeaza automat (Update
Field)!

< Se modifica automat numerotarea,
link la adaugari si stergeri de pagini,
i
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Insert | Format Tools Tab

Date and Time...

AutoText
Field...
Symbol...
Comment
Reference
o Ci Clip Art...
Picture ——> » 2 From File...
Diagram... &e | From Scanner or Camera...
A TextBox 4% MNew Drawing
File... [4F AutoShapes
Object... Al Wordart...
Bookmark... Qrganization Chart
.. &, Hyperlink..  Ctrl+K wil Chart

12

10+

o N M O
AN

H AN I
H AN I
AN LI

100m 200m 400m 1000m




Insert | Format Tools
I Break...
Page Numbers...
Date and Time...
AutoText
Field...
4 Comment
Reference

» [./ \

Picture
::& Diagram... ———>»
|1 Text Box

File...

Object...

’ Symbol...

Bookmark...

| Hyperlink...  Ctrl+K

Profesor Secretara

Student

A

Secretara

%

Parinti

Parinti




Insert | Format Tools Tab
Break...

Page Numbers...

Date and Time...
AutoText

Field. Ctrl/C & Ctrl/V

Symbol...

Comment Copy Paste

Reference
Web Com
Picture
Diagram...
Text Box
File...
Object...

Bookmark...

Hyperlink...  Ctrl+K
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Format Tools Tab

Break...

Page Numbers...
Date and Time...
AutoText

Eield...

Symbol...
Comment
Reference

Web Compenent...
Picture

Diagram...

Text Box

File... >
Object...
Bookmark...

Hyperlink...  Ctrl+K

Insert File

L

] Mame Artists Album

g:ﬂﬁ:éi’g " "-' Word Document

-1 = Carte Word.Doc
- — | M zoft Word Document

Desktop B

Wﬂrd A.Dac
fl = it Word Document
J

My Documents

A

My Computer

i

'1.1-
My Metwork
Flaces

@~ | @ X i [E]]roos

# Genre Rating
E'IF‘.E}TICA DOC

t Word Document

= Word_2.00C
Microsoft Word Docurmnent
542 MB
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m Format Tools Tab

Break...

Page Numbers...
Date and Time...
AutoText

Eield...

Symbol...
Comment
Reference

Web Component...
Picture

Diagram...

Text Box

File...

Object... —>
Bookmark...

Hyperlink...  Ctrl+K

Microsoft PowerPoint Slide
Microsoft Word Document
Microsoft Word Picture

Package

RCMGroupCtrl Class
RCMProgressCntrl Class
RCMSpacelndicator Class

[ Display as icon

Inserts a new Microsoft Word Picture object

into your document.

Inserts the contents of the file into your
document so that you can edit it later using the
application which created the source file,

[ Lk to file
[ Display as icon
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Creatins 2o Index of 2 Werd 2007 Decument

Page Numbers

Date and Time... 1L Opea the document
2. Selact the ward er phraze vom want in the index by nsing the moms o
avboard
AutoText

Eield...

MtSWfcER.
Woeds more memom e kaybsd sthorws, Bbe
asag -p-mm-).mm-n_m log box.

S bol '4. Double-check the comtent in the Main Fotry field Fit's correct, chick
ymbpol.. the Mark burten. If na, correct it snd then chick Mark.

Comment

index am emiry wnder a different ward, type the slternative smiry
Reference ian Earr e 1d ik e Mrk b

§. Mark suy sdditions] index emtries by kighlighting them in the, o =
a.«umna(nhgmun—km.l -
L Move the imertion point to the place where you want the index to
appear.
¢ index geperally begins on a new page mar the eod of e docamest.

7. Open the References tah on the Ribbon and then chick the Imert Word
e Index gromp. Figare T~ Take 2 bresk
Hpmans Figus
ithat you want from ithe Formais &'o])—&n st

Bookmark... ———>» R - e e Figurss:

v Colomes: 5o the ommbes dmes vos W i the index. Two &
Figura1 - Albnu Lemasa.

Hyperlink..  Ctrl+K : g 5
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http:/fwww. cs.ubbclujorof -~ per
CTRL + click to follow link

In pagingl Web a cursului sunt amanunte.

Page Numbers...

Date and Time...
AutoText >
Eield...

Symbol...

_3 Comment

Reference >

"-"-'I Web Component...

Picture >

Inj| eb a cursului sunt amanunte.

Insert Hyperlink @Iﬂ

Link to: Text to display: |pagina | ScreenTip. ..
E Look in: | |0 Imagini Izl
b or
s

Diagram...
Text Box

File...

. s IS
Object... Web Page ~$Ex C3.doc Bookmark. ..
Bookmark. D"—I'E'I it lah] Bullets and Number!ng_[}N F:ust.Jpg E|
‘ @ k] Bullets and Numbering_ON.jpag
| Hyperlink..  Ctrl+K Place in This [a}] Bullets and Numbering_Update field jpg
Document Browsed |G| Bullets and Numberingipg.jpa
Pages || Caption.jpg
0 lah] Closjpa o
Create New Recent Date and Time.jpg
Document Files Ex C3.doc
[2}] Index Figures.ipg -
Address: |htu:|:ﬂwww.cs.ubbduj.rufmper |E|

E-mail Address
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|@ Accessories

M) Games

@ Microsoft Office R Microsoft Office Tools Digital Certificate For YBA Projects

i@ Mozilla Firefox Microsoft Office Access 2007 Microsoft Clip Organizer

) Nero 7 Essentials Microsoft Office Excel 2007 ] Microsoft OFfice Picture Manager

i@ PrintMe Internet Printing Microsoft Office InfoPath 2007 & Microsoft OFfice 2007 Language Settings
@ Real alternative Microsoft Office Outlook 2007 B Microsoft Office Diagnostics

) Sis vGA Utilities Microsaft Office PowerPoint 2007

) Startup Microsoft Office Publisher 2007

M) videoLAN Microsoft Office Word 2007

. WiIW

v W
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C2 - Microsoft Word

3
C
4

Save a copy of the document

Word Document | E AaBbCcDe AaBbceD¢ AaBbC '
Save the file as a Word Document. : T -

34 Find v |

2. Replace
TNormal T NoSpaci.. Headingl - g:‘yai;‘sgf [y Select ~
Word Template agrap || Editing

e | S g ottt

Word 97-2003 Document

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

Brint gy Qpentioomment fexi a) Clipboard

Save the document in the Open Document

Format. b) Font

Prepare > PDF or XPS

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

Other Formats d) Styles

Open the Save As dialog box to select from &3
Publish all possible file types. e) Edltlng

2) Insert
Llose 3) Page Layout

[U Word Options ] [X Exit Word 4) References
S) Mailing

"] 6) Review

| 7) View
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1) 9D~ )® C2 - Microsoft Word ] =S
o s
' Home Insert Page Layout References Mailings Review View @

=) = m— |
~j " sookmanoigste - 14 K| [ - = - 5|5 (Al 1] AaBbCcD( | AaBbceDc AaBbCi a s

b Replace

=3 : b
Pafte lB I U - abe x, x: Aa'Ha.t.’?vA l 'E| '|$§'HQ' _'l T Normal |17 No Spaci.. Headingl - Change

. 25 = T Styles~ || kb Select~ ||
',C!ipb@ard ] Font & Paragraph " Styles f< | Editing

-
-~

WS L WS D43 WS 22 Vs WS e WS 22 Vs WS

Ig 1'8'1'2'3'4'5'

1) Bomie o

a) Clipboard
b) Font
c) Paragraph
d)Styles
e) Editing
2) Insert
3) Page Layout
4) References
S) Mailing
6) Review :
7) View >
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Ta) H9-0 = C2 - Microsoft Word o - >
A L-o y ‘f —
| Home 1 Insert Page Layout References Mailings Review View ©
=% TR En s g = e g / 44 Find ~
Lj 3 SaokmanaidSie <124~ [ 'lﬂl =k wrlEE g‘“li“il AaBbCcDc AaBbCcDc AaBbCi 3. Replace
EE E . — — - x vac
Paste B 7 U ~abe x; X Aa~||?~ A ~||E = == v Lk fNormal 7 No Spaci.. Headingl - Change
N | = 3 | -l | S| o 9% 7 styles~ || lg Setect~
\Clipboard || Font Paragraph M | Styles ||  Editing |
A :
(L] - S 2 ' - - -2 1 Font (Ctrl+D) i 6 e S
" | f— Show the Font dialog box.

1) Home
a) Clipboard
b) Font
c) Paragraph
d)Styles
e) Editing

2) Insert

al Paoea

.
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dH9-0 ) C2 - Microsoft Word . m X
f K i) =
y l Home \ Inse_r_t Page Layogf__gsf?fgnces Mailings Rev{i_ew Vlg_\{v @
e AT e e e 34 Find ~ |
- 5 - - A
—j Bookman Old Style 18 'A A H Afbl =T i_ ; 1- H‘é— 2—Hzl “ qq ' AaBbCcDc AaBbCcDc AaBbCi % ?& e
Pafte |B 7 U abe X, x* Aa‘“a-)' A ' ';—P = E TNormal T NoSpaci.. Headingl - g:\yal:sgf [y Select ~
\Clipboard '7' Font 4 Styles || Editing
T N N R R AR AN KR AN KRS KERN R ARRARRRY |
—ae
1) Hainie s /
a) Chpb Bookman (-8 ~ A A AT
b)Font BIEV-A-iEi? =

c) Paragraph
d)Styles v
e) Editing

2) Insert

al Paocea
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i | m b C2 - Microsoft Word

Home | Insert Page Layout References Mailings Review View

@ Cover Page ~ E Elal Q}) Shapes ~ % Hyperlink g Header v A= ._;] Quick Parts ~ @ Signature Line ~ T[T Equation ~

_] Blank Page . I SmartArt | 4 Bookmark =l Footer ~ — 4 WordaArt ~ (5} Date & Time £2 Symbol ~
= Table || Picture Clip | Text - 2 :
¥—=; Page Break - Art ﬂh Chart ] Cross-reference ||| #] Page Number “||| Box~ == DropCap~ *$d Object ~

' Tables lllustrations Links | Header & Footer Text Symbols

= l.*‘ .*—vé 1' LS - S , Insert Page Number T

2)
a)Pages
b)Tables
c) [llustrations
d)Links
e) Header & Footet]
f) Text

g) Symbols
3) Page Layout
4) References
S) Mailing
6) Review

Insert page numbers into the

Insert document

@) Press F1 for more help.
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Oa) H9-0 = C2 - Microsoft Word - ™ X

JH ) ) =

: Home Insert l Page Layout References Mailings Review View @
| = ) |
| n' | |2y Orientation ~ bg Breaks v 4] Watermark v Indent Spacing _-;J' 4.4 Bring to Front - |= Align ~ i
| @A | = [3size- £ Line Numbers - | ¥ Page Color~ | 25 0.5 sl[32h2pt i||| = “94SendtoBack ~ [f]Group - |
Themes| Margins __ = ; ) g |11 pom —1|| Paosition 2 \

‘ - @' - == Columns ~ be Hyphenation ~ \Q Page Borders || =% 0" v || 4= 10pt = : @Text Wrapping - 5 Rotate -

| Themes | Page Setup || Page Background || Paragraph E Arrange }
..._._;... :!Q’.. '.... . . '.... . '.... w9 = '.... ._... Re— = '.... _..__‘._‘4“_ 1 '—
[ emes | A Z ' BERERRREY 70w

TR () 4o

Page Layout
\ Change the overall design of the -

| entire document, including colors, a) Themes

fonts, and effedts.
@ Press F1 for more help. b) Page Setup
] c) Page Background
d)Paragraph

Current: Office Theme )

e) Arrange

Page:1of2  Words:73 | < English (U.S) | B R E = |a00%u-)



(= H9-0 = C2 - Microsoft Word S = s
toad) — =
: Home Insert Page Layout | References Mailings Review View @
[ [ Add Text ~ {yInsert Endnote 13) Manage Sources - Insert Table of Figures I j = @* )
‘ ; . = |p :
| ’ “ 2l Update Table A§ Next Footnote ~ ' L@ Style: 1SO690 ~ I Update Table =N Ei
Table of Insert Insert S Insert Mark Mark
‘ Contents ~ Footnote = Show Notes Citation~ @ Bibliography ~ Caption [f] Cross-reference Entry Citation
Table of Contents Footnotes 4 Citations & Bibliography Captions Index Table of Authorities|
= . _1 . : . ' . : . 1 ) ’ ’ : .- : ’ : ..1 : ’ : : ’ : 2 : : 3 : : : ’ : 4 : ’ : = : .. 5 .. : .. ' ‘ —
__[_ Table Of contents ! - g"' : L : 1l : 11 ,: RI¥E ’:a' ES @

Add a Table of Contents to the
document,

Once you have added a Table of
Contents, click the Add Text button
to add entries to the table.

@ Press F1 for more help.

4) References

a) Table of Contents

b) Footnotes

c) Citations & Bibliogr

d) Captions
e) Index

f) Table of Authorities

o) Mailing
6) Review

[} Insert Table of Figures
‘_Tf Update Table

\ Insert
l‘ Caption| '] Cross-reference

Captions

Insert Caption

Add a caption to a picture or other
image.

A caption is a line of text that
appears below an object to
describe it.

For example: "Figure 7: Common

Figure 2: Fountain | Weather Patterns,”

(@ Press F1 for more help.
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= Microsoft Word

C

Start a mail merge to create a form

letter which you intend to print or

e-mail multiple times, sending each
copy to a different recipient.

You can insert fields, such as Name
or Address, which Word will
replace automatically with
information from a database or
contact list for each copy of the
form letter.

@) Press F1 for more help.

/4 =
Home Insert Page Layout References ] Mailings l Review View L2
=) g P P === Qo) [ o
s — < ! Match Fields ] Find Recipient »
Envelopes Labels ,‘Start Mail| Select Edit Highlight Address Greeting Insert Merge Preview 3 = Finish &
Merge v |Recipients ~ Recipient List || Merge Fields Block  Line Field - 4] Update Labels || Results | 5 Auto Check for Errors || pMarge - ‘
Create Start Mail Merge Write & Insert Fields Preview Results || Finish }
‘:._‘ ‘. ‘ _.3'1 < e ...l o5 S '. : '.... '. 3_ '.... '...l '.... '. .‘ . ‘ g ‘ . ‘. .‘
X =X Start Mail Merge O -!\ T L NNYAS L “d' hi .-'-‘ @

5)2' Malhngsl

a)Create
b)Start
c) Write & Insert Fields
d)Preview Result
e) Finish
6) Review
a) Proofing
b)Comments
c) Tracking
d)Changes

Page:20f3 | Words:108 | < English (U.S) |




. H9-0 s C2 - MicrosoftWord X
Home Insert Page Layout References Mailings 1 Review View @
| = 5 = |
| & Research & | lj Ly B 9% Final Showing Markup = %2 Reject ~ “:ﬂ i % i
| o= 4 ~ - 2 g
|42 Thesaurus @ v = A =] Show Markup ~ ¥ Previous ‘
Spelling &/ ., e New @ Track  Balloons 7 Accept | Compare Show Source Protect \
Grammar % Translate 23] | Comment =d || Changes~ - [B] Reviewing Pane ~ ~ 9 Next ~  Documents - || Document~ |
Proofing Comments Tracking Changes : Compare Protect
- ETETASh | R 1 TRy [ A . . DR 0y IR R L I R 2 G T CRGESTASH R ERTETEY .
j Spelling & Grammar (F7) £ AR el e——— e ———— g
Check the spelling and grammar of e
‘ text in the document. 6 ) Revle\‘*
a) Proofing
b)Comments

c) Tracking
d)Changes
e) Compare
f) Protect

7) View
a) Document Views
b)Show /Hide

c) Zoom \ Window
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C2 - Microsoft Word

View the document as it will
appear on the printed page.

&

) View
a) Document Views
: b)Show/Hide

| c) Zoom \Window
d)Macros

Insert Page Layout References Mailings Review [ View
= — { 3 |
5 Web Layout | V| Ruler " Document Map Q . JJonePage | g3 New Window | ] % i
. _Z| Outline [ Gridlines | Thumbnails @Two Pages = Arrange All w3l ‘
Print | Full Screen _ i Zoom 100% 3 : Switch Macros \
layout Reading LE'J Draft | | Message Bar g Page Width D Sp"t ﬂﬁ Windows ~ -
Document Views 7 ‘Show/Hide Zoom Window || Macros
___________________'O'.’ == oo e o — = e
= RS A 1 (T RS | A e . . LR 0y IR O R ) . 3 . R T SR AT 3
‘ Print Layout =t = L S - 3 i i i A T L

[H]]
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