C2/10.10.2018

Utilizare soft-uri specializate in Efs~Spm

Activitati:
e 2 Ore curs,

« 1 ore laborator,
(prezenta obligatorie)

» Mail: Per@cs.ubbcluj.ro,

: Luni 18-20
» \Web: :
3 Teme
Data
Cu rsur Laborator
— Birotica, Multimedia, Windows Windows
> - - > W
il 2 Dty 10.10.2018

Word ,
Word 4
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http://www.cs.ubbcluj.ro/~per
http://www.cs.ubbcluj.ro/~per/Op_Comp_1.pdf
http://www.cs.ubbcluj.ro/~per/Op_Comp_1.pdf
http://www.cs.ubbcluj.ro/~per/Op_Comp_1.pdf
Op_Comp_2.pptx
Op_Comp_2.pptx
Op_Comp_2.pptx
http://www.cs.ubbcluj.ro/~per/Op_Comp_5.pdf
http://www.cs.ubbcluj.ro/~per/Op_Comp_5.pdf
http://www.cs.ubbcluj.ro/~per/Op_Comp_5.pdf
http://www.cs.ubbcluj.ro/~per/Op_Comp_6.pdf
http://www.cs.ubbcluj.ro/~per/Op_Comp_6.pdf
http://www.cs.ubbcluj.ro/~per/Op_Comp_6.pdf
http://www.cs.ubbcluj.ro/~per/Op-Calc.html
http://www.cs.ubbcluj.ro/~per/Op-Calc.html

~ Cursuri Sem. |

2018-2019 ~

Curs Data Obs.
Curs-1 - Birotica, Multimedia, Windows 3.10.2018
17.10.2018
Curs-2 - Word-1 10.10.2018
Curs-3 - Word-2 17.10.2018
Curs-4 - Word-3 24.10.2018



D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_1.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_1.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_1.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_2.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_2.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_2.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_3.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_3.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_3.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_4.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_4.pdf
D:/Per/Doc/Op_Comp/Uss_Efs 2015-2016/Web/UssEfs/Op_Comp_4.pdf

Birotica > Wbm=l

C2/ 10.10.2018 ...

1.

2.

3.

4.
»
»
»
»
»
>
>

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

Edit : Find, Replace, ...

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

Iasert : Break, Symbol, Reference, Picture, File, Object, Bookmark, Hyperlink, ...

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),
— Index cuvinte(notiuni), Cuprins, Lista Figuri/Tabele, ...

Picture, Diagram, Textbox,

File, Object,

Bookmark,

Hyperlink.

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

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

Eile | Edit View Inset Format Tools Table

MNew...
Open... Ctrl+0

Close

Save Ctrl+5
Save As,.,
Save as Web Page...

File Search...

e o kb

1. i)

Verzions...

Permission 3

Web Page Preview

Page Setup...
Print Preview
Convert to PDF

=4 Print... Ctrl+P

Send To 3

Properties

1 ChUsers\PerfitPer\Doc Nessielindexhtml
2 ChlUsers\Perfi\Per\Doch..\MUCILE.doc

2 ChUsers\Perfi\Per..\Grey Scale.doc

4 ChUsersh.. \Rferate Alese - 2.doc

Exit

Save As
Save n: c2 E\Qv_ﬁ Q X i ZF v Tools ~
T Name Date modif., Type Size Tags
’ ~Sindows,DOC N BIROTICADOC
[ My Recent Microsoft Word Document @ J ficrosoft Word T
Documents 4 iouly sy 36.0 KB )
- @ Carte Word.Doc @ = Windows.DOC
| Dedop s it e
| W Word_1.00C W & Word_2.00C
| | My Documen
‘ @ Word_ll‘)OC h
Ay sAOMB
‘ My Computer
| WY
o | ok g
My Network = ; <
Places SRSl Word Document (*.doc j | Cancel I
Print (D ]
Printer
e[ 5 [ B
Status: Idle ‘ Find Printer...
Type: PDFcamp Printer
Where: PDFcamp1: [ Print to file
Comment:  http:/fwww.verypdf.com [] Manual duplex
Page range Copies
@ al Number of copies: 1 &
() Current page
(7) Pages: 1? 1? [¥] 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:
Print: All pages in range B S e 1page El
Scale to paper size: | No Scaling [~]
Options... [ OK J [ Cancel J

Page Setup

Margins | Paper [Layout

Margins
Top: 1] =
Left: 125"

Bottom: 1° o
Right: 1.25" v
Gutter: 0" 3 Gutter position: Left Tl

Orientation

A

~portrait
Pages
Multiple pages:

Landscape

Normal 3

Preview
Apply to:
Whole document

[=] =

Default... |
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1. File:

 New
Open
Close

Save

» Save As ...

Print ...

Exit

Page Setup ...

-.-.'. As

Save in:

My Documents

My Computer

L

My Network
Places

ij c2

Name Date modif... Type

@ ~Sindows.DOC
Microsoft Word Document
162 bytes

m > Carte Word.Doc
Microsoft Word Document

582 MB

m > Word_1.D00C
Microsoft Word Document
372 MB

m > Word_3.D0C
Microsoft Word Document
4.49 MB

Il

R S

X

] ® -2 @ X [ [~ Toos -

Size

Tags

BIROTICA DOC
Microsoft Word Document

| 36.0 KB

Windows.DOC
Microsoft Word Document

| 1.04 MB

Word_2.00C
Microsoft Word Document

| 5.42 MB

File name: IOp_Cdc.doc

Save as type: 'c'u'ord Document {*
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1. File:

* New
° Open rPageSetup L@_I-K_hj
* Close ‘Margins | Paper | Layout |
Margins
C Save Top: 17 c Bottom: | 1" =
Left: 1.25" = Right: |1.25" =
) Save AS Ve Gutter: 0" % Gutter position: |Left B
Orientation
[
A Al
* Page Setup A Portrait Landscape
Pages
Multiple pages: Normal E
» Margins -> e
Whole document E —_—

* Print ... =

-~

] I Cancel

o Exit
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1. File:

 New

* Open
Close  Page Setup (D ||

{ Margins ] Paper l Layout ]

» Save .
Paper size:
_EI
°
Save As ... i = B
Height: 11.69" o
* Page Setup ... Paper source
First page: Other pages:

| me—
> Marging — Automatically Select Automaticaly Select

° Papef' 9 Preview

Apply to:
Whole document E]

* Print ... (

(@]
~

] [ Cancel

o Exit
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1. File:

* New
* Open

Close

Save

Save As ...

Page Setup ...
> Margins —

s Paper —

*Layout -

e Print ...

o Exit

~
Page Setup

iMargins Paper !

Section
Section start: New page

nress endnotes

Headers and footers

[ Different odd and even

[ pifferent first page

From edge: Header: |0.5"

Footer: |0.5"

Page

Vertical alignment: Top
Preview

Apply to:

Whole document B

[ Line Numbers... J [ Borders... ]

[
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1. File:

New

Open

-

Print LD ()
C I O S e Printer

Save e | 5 [T =]
Status: Idle Find Printer
Type: PDFcamp Printer =

* Save As ... Where:  PDFcampl: [£] Print to file
Comment:  http:/fwww.verypdf.com ("] Manual duplex
Page range Copies
@ All Number of copies: 1 =
° ) Al c =
Page Setup e (") Current page Selection
© Pages: 1? V] Collate
Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12
® Prmt RS Print what: |Document [Zl £008
. Pages per sheet:
Print: All pages in range E] SR 1page EI
Scale to paper size: | No Scaling E]
. .
EXIt Options... [ OK ] [ Cancel J

9/51



2. Edit:

Edit I View Insert Format
¥} Undo Typing Ctrl+Z
= \ Redo Typing  Ctrl+Y

Undo
Redo

& | Office Clipboard...
Lﬁ} Paste Ctrl+V

Paste Special...

* Find ...

| Paste as Hyperlink

Clear » ° Replace ..
Select All Ctrl+ A
33| Find... Ctrl+F
{ Replace... Ctrl+H U GO TO Ce
Go To... Ctrl+G
Reconvert
K °

Find and Replace

Find | Replace I GoTo |

Find what:

[ Highlight all items found in:

Main Document

Search Options

Search: All E

[] Match case

("] Find whole words only

["] Use wildcards

["] sounds like (English)

("] Find all word forms (English)
Find

[ Format ~ } [ Spedal v J
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2. Edit:

Edit
)
d

View Insert Format

Undo Typing Ctrl+Z

Redo Typing

Ctrl+Y

Office Clipboard...

Paste

Paste Special...

Ctrl+V

' Paste as Hyperlink

Clear

Select All Ctrl+ A
Find... Ctrl+F
Replace... Ctrl+H
Go To... Ctrl+G
Reconvert

Replace ...

Go To...

Find and Replace

Find what:

Replace with:

Search Options

Search:
| Match case

[ Use wildcards

Replace

‘ Find ‘ Replace 1 Go To ‘

Ceva B
Similar]| E]
[ Less 2 ] [ Replace ] [ Replace All ] [ Find Next ] [ Cancel

]

Al -]

[ Find whole words only

[] sounds like (English)
"] Find all word forms (English)

[ Format ~ ] [ Special ~
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2. Edit

Edit
“)
o

af)
oo

View Insert Format

Undo Typing Ctrl+Z

Redo Typing

Ctrl+Y

Office Clipboard...

Paste

Paste Special...

Ctrl+V

' Paste as Hyperlink

Clear

Select All Ctrl+ A
Find... Ctrl+F
Replace... Ctrl+H
Go To... Ctrl+G
Reconvert

Find and Replace

‘ Find lRegIaceJ' GoTo l

Go to what:

Page
Section
Line
Bookmark
Comment
Footnote

lm |

Endnote i

Enter page number:

Enter + and — to move relative to the current

location. Example: +4 will move forward four

items.

Previous ] [

Next

J |

Close
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3. View :

View I Inset Format Too

_:—]

Ltb

\ﬂ

Normal

Web Layout

Print Layout

Reading Layout
Qutline

{'ask Pane  Ctrl+F1
Toolbars »

Ruler

Document Map

Header and Footer

Markup

HTML Source
Full Screen

Zoom...

Toolbars ...

Zoom...

Tools Table Window Help

| Fe Ve SR R

| RETT AT PR TR PR |

Standard

View | Insert Format
=] Normal
| 58 Web Layout
Print Layout
4| Reading Layout
E Qutline
TaskPane  Ctrl+F1
| Toolbars > |
‘ Ruler

Formatting

Document Map

Thumbnails

AutoText

Control Toolbox

Header and Footer

7| Markup

HTML Source
Full Screen

Zoom...

Database
Drawing
E-mail
Forms
Frames

Mail Merge

Outlining

Picture

Reviewing

Tables and Borders
Visual Basic

Web

Web Tools

Word Count
WordArt

Customize...
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3. View :

Insert Format

Too

NI rmal
Web Layout
Print Layout
Reading Layout

Qutline

Task Pane  Ctrl+F1

| Toolbars

Ruler

Document Map

Header and Footer

Markup

HTML Source
Full Screen

Zoom...

» Toolbars ..

e ZOOm...

-

>

Customize

:

Toolbars:

J Formattmg

<
J
o]
v
o
&
B
w0

1 AutoText
1 | Control Toolbox
| Database

0L

A0

1
=)
o
9
o
3

1 Drawing

1 Drawing Canvas
'E-mall

]Extended Formatting
Y ; Forms

[ |Frames

[ |Function Key Display
|| Japanese Greetings
[~ mail Merge

Mstandard B

m

New...

Reset

[ Keyboard...

J

Close ]
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3. View :

View | Inset Format Too .
=| Normal o Customize @I&J
Bl W T e e
i Web Layout ‘ Toolbars | : Options }
LJ Print Layout
To add a command to a toolbar: select a category and drag the
4 Reading Layout command out of this dialog box to a toolbar.
: . Categories: Commands:
g 2 * Toolbars ... T - | 3] ren :
Task Pane  Ctrl+F1 Edit i =
View (=1 | 37 New
Toolbars > Insert [T
= Eg:é #] New Web Page
%) Document Map Web 32| New E-mail Message
B Thumbnails ° Window and Help
- ‘e Drawing ~| | ] New Blank Document -
Header and Footer
Modify Selection ~ [&earrange Commands... J
Markup
HTML Source
3| Full Screen e ZO00m... Save in: |Normal.dot [Z' { Keyboard... 1 [ Close ]
Zoom...
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3. View :

View | Inset Format Too .

=] Normal Customize LI_J@ . S
- . e o 0

3| w M |

| Web Layout | Toolbars l Commands \

J Print Layout

. Personalized Menus and Toolbars

il Reading Layout [] show Standard and Formatting toolbars on two rows

| Qutline ° TOOlbarS cee [ Always show full menus
Task Pane  Ctrl+F1 (V] Show full menus after a short delay
Toolbars > Reset menu and toolbar usage data

Ruler Other

Q.1 Document Map [ Large icons
T Al ] ° [¥] List font names in their font

- e [¥] Show ScreenTips on toolbars

Headesand Footes [] show shortcut keys in ScreenTips
- Menu animations: | (System default) E]
Markup
HTML Source

=l Full Screen e Zoom... [ Keyboard... 1 [ Close ]
Zoom...
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3. View :

§E|Ie Edit View Inset Format Tools Table Window Help

Type a question for help -

Bgm |

AN =

WA DERE T N TV SR e Ry

[_:I Print Layout
44 Reading Layout
=l Outline

Task Pane  Ctrl+F1
Toolbars >

Ruler

\ﬂl Document Map

i-ll Thumbnails

_] Header and Footer

Footnotes

Markup

HTML Source
3| Full Screen

Zoom...

L

Header and Footer

Zoom...

Insert AutoText- | ) 8 47| B1 O |10 )] | E 3 5, Close §

o 1 Pov v 200

21:2322 24/1022010}

01)e>‘¢.r'ré pe calculator 2809/2010,Sem. I+~

fr " Cuss ~ Sgi

a | ¢ | o
| 27.00.2010] 11.10.2010 | 25.10.2010 |
- -

Modul de evaluare:

L1l Informsatii generale déSprecurs, seminar, lcrare practica
sailaborator

12 Informatii despre titwlarul de curs, seminay, lucrarg practicd &
sau laberator:

Footer

Bt e S n e =R = B~ = e s e o =

iFooter

Page 1 Sec 1




3. View :

View | Inset Format Too

=] Normal

=l Print Layout
44 Reading Layout
| Outline

Task Pane  Ctrl+F1

Toolbars

Ruler
Ql

Document Map

_] Header and Footer

Markup

HTML Source
=2l Full Screen

Zoom...

e« Zoom...

7

Zoom
Zoom to
") 200% ") Page width @ Many pages:
1 100% ) Text width
75% ) Whole page — 5
Percent: 68% =
Preview =
12ptTime] 1 y > Pages
AsBboroure=acryzz
AsBbCcDdE=XxYvZz
AaBbCcDdE=XxYvZz
AaBbCcDdE=XxYvZz
T L v

OK ] L Cancel
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4. Iasert > Break:

Insert | Format Tools Tab
Break.. == |l p | 2 3 )| | ] Ex C3.doc - Microsoft Word SNACE X
Eile Edit View Insert Format Tools Table Window Help x
) Break types
Date and Time... 3 SRR = REWENE N S IR R & j 0% - H A 'H
AutoText » Column break [] .E. P20 141 1B 1B 1A —
Field... Text wrapping break &
Section break types ]
Symbol... Portrait
MNext page -
4 Comment )
ety Continuous - |
Reference » Even page - Landscape E
Ddd page -
Picture > oK ] | Cancel T ~
23| Diagram.. -
A1 Text Box . 7
+
File... .
Object... ¥
= n|(E|z e 4 1 b
Bookmark... - . = 000 d| & A -
: Draw ~ AutoShapes - “u, = R R N
@ Hyperlink..  Ctrl+K S p =
Page 2 .: Sec 2 :. 2/2 At 1.2" Ln 1 Col 1
* *

AT LA
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4. Insert > Page Numbers:

Insert | Format Tools Tabl
Break...
!
Page Mumbers... —|H Page NMumbers |-_EE | Page Number Format l_J%
Date and Lime.. Position: Preview Number format: i B
AutoText 4 Bottom of page (Footer) IZI
Field P : e V| Indude chapter number
rield... Alignment: ——
symbol Right IZI _ Chapter starts with style  |Heading 1 E]
U tor: =
4| Comment | Show number on first page ' S RO (hyphen) E]
Examples: 1-1, 1-A
Reference 3 | oK | | Cancel | | Page numbering
Continue from previous section
Picture 3 o Start at: : 5 '-,. .
i.8 Diagram.. “eepaeet
2 Text Box [ oK ] { Cancel
File... A A
Object...
Bookmark...
@ | Hyperlink...  Ctrl+K
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4. Insert - Date and Time:

lnsertl Format Tools Tab

Break...
Date and Time... —
AutoText >
Field...
Symbol...

4 Comment
Reference >
Picture >

¢4 Diagram...
Al Text Box
File...
Object...
Bookmark...

Hyperlink...  Ctrl+K

Date and Time

Available formats:
19.03.2010

vineri, 19 martie 2010

19.03.10
2010-03-19
19-mar.-10
15,/03/2010

19 rmar. 10
18/03/10

martie 10
mar,-10
19.03.2010 13:15
19.03.2010 13:15:44
13:15:44
1:15:44

13:15

Default. ..

Language:

= | |Romanian (FRomania) IZI

Lipdate automatically

0K ] | Cancel
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4. Insert > Symbol:

1nsert| Format Tools Tab

Break...

Date and Time...
AutoText >
Field...
Symbol...

Comment

Reference >

Picture >
Diagram...

Text Box

File...

Object...

Bookmark...

Hyperlink...  Ctrl+K

Symbocl

Symbols |Sgecial Characters |

Font: | T =

NIIJ|R p|® ST nju|lD|olc|clcle| e
Z|IVI®e|™MITI|V| - |=|A|v el = U
ol¢l@le|™iz| (|| [T L]M[]L]]
O I T e
Recently used symbaols:

Bz |s|v|Ble|n|uln]|al<|o]=]1

Symbal: 206

Character code: | 206

|5utoCurrer_t... | |Shurtcutﬂey... | Shortcut key:

from: | Symbal {decimal)

[=]

IME Pad

[ Insert ] |

Cancel |
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4. Insert - Comment:

lnsertl Format Tools Tab

Break...

Date and Time...

AutoText >
Administrator, 3/19/2010 1:37:00 FM
Field... commented: —
Symbol... Comentariu
4| Comment ) [I?D‘[‘l‘raltl ________________ ’_,,e{Commnt[AIJ:;,g‘mm ]
VRefe}e_rlce >
Picture >
23| Diagram...
AJ| TextBox Portraif! [ Camment [A1]: Commant
File...
e = Paste,.......
e R "l‘g--ﬁditCDmment .......'n
R tYeeink.. QK " .| 24| Delete Comment ““':
.;;L."EEIH"'"""""“-
=% Paragraph
:=  Bullets and Numbering...
W Hyperlink...
gl Look Up...

23/51



4. Iﬂsel"’t > Refer'enCe ~> Footnote / Endnotes :

Insert LFgrmat Tools Tab

4

s
<
e

d

Break...

Date and Time...
AutoText »
Field...

Symbol...

Comment

Reference ———> »

Eicture V »
Diagram...

Text Box

File...

Object...

Bookmark...

Hyperlink...  Ctrl+K

Footnote...

Caption...

—

Cross-reference...

Index and Tables...

#

Footnote and Endnote

)

Location

Bottom of page

Symbol...

Endnotes: End of documen

Farmat

Mumber format: 1,2, 3, ..

Custom mark:

Start at: 1 :

Mumbering: Continuous
Apply changes

Apply changes to: This section

Insert ] | Cancel

=]

L[]

]
]

o
.
.
®%ecee

Landscape’
Autor’

* Noti de subsol
... 7 Altd Notd
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4. Iasert > Reference - rootnote:

Insert I Format Tools Tab
l Break...

Page Numbers...

Date and Time...

AutoText >
Eield...
Symbol...
—]‘ Comment Footnote... Capticn ﬁ
| Refere.ﬂce —> ) Caption... — —
_.1‘ Web Component... Cross-reference... Figure 1 — |
Picture 4 Index and Tables... Options
#% Diagram... Label: Figure |E|
A)) TextBox Position: |Below selected item IEI
File...

[] Exdude label from caption

Object... _

Bookmark...

g Hyperlink..  Ctrl+K [ ok || cancel |
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4. Iﬂsel“t > Refefeﬂce - Cross-reference :

lnsertl Format Tools Tab
Break...

Page Numbers Current Document
) - --= CTRL + click to follow link

Date and Time...

AutoText . See Figure |
Field...
Symbol... Footnote.., Cross-reference ﬁ
-4\ Comment ST Reference type: Insert reference to:
Reference ———> » Cross-reference.. —) E_IZI Entire caption IEI Figure 1
Web Component Index and Tables... Inzert as hyperlink Indude above below
Picture » Separate numbers with
::f,' Diagram... For which caption:
AJl TextBox -

-
File... Croszs-reference ﬁ

Object... Reference type: Insert reference to:

Bookmark... Figure | |Entire caption
2 Sk Mumbered item -
= Hyperfink ek Heading Only label and number
Bookmark Only caption text
Footnote Page number
Endnote Abovebelow

= |Eguation

Table

Insert ] [ Close
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4. Insert - Reference - indexand Tabkes ... Indtox

S5

Index and Tables

Insert l Format Tools Tab Index | Table of Contents | Table of Figures | Table of Authorities |

Break... Print Preview

- Anstotle 2 Type: @ Indented Run-n

= Asteroid belt............ See Jupiter Columns: 1 -
Date and Time... Artmosphere
Eanth language: | Engish (U.5.) B
AutoText »
exosphere ...

Field... Footnote... ionosphere

Symbol... Caption...
_J Comment Cross-reference... |iRight align page numbers;

Reference ———> » Index and Tables... —) Taleader: | ...... -]

eb-Component Formats:  |From template |E|

Picture » MarkEntry... | [AutoMark... | [ Modify... |

i¢ | Diagram... Mark Index Entry
[ OK l | Cancel |
A-]| Text Box
: Index -

Object...

Bookmark... Options
. Hyperlink...  Ctrl+K Cross-reference: |5€3 |

@ Current page v
. Page range
+ +
Alt+Shift+X Bookmark: |Z| Index:

vay to create an index is after yvou write and Fage number format
gindex entries as you write your document . create 1,2
tracts you from your prmmary task: witing. = _ document 2.3
a word or phrase while marking index entric Italic Entrv 1.2
sewhere n your : ick the Maﬂi‘_ This dialog box stays open =o that you can mark multiple index 2.3
x Entry dialog box. By clicking the Mark A T I 1
dex entry not only for the selected text, but: mf'r : e
2 of the selected text within the document. Mark ] | Mark Al | [ Close ] Word 1
tan index entry, Word activates the Show A |

L
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4. Insert > Reference > idexand Tabkes ... CupFing :

lnsertl Format Tools Tab

4

s
<
e

l:

&

Break...

Date and Time...
AutoText »
Field...

Symbol...

Comment

kefé}égce —>
;I;iéture ” »
Diagram...

Text Box

File...

Object...

Bookmark...

Hyperlink...  Ctrl+K

Footnote...

LCaption...

Cross-reference...

Index and Tables...

—

Index and Tables

=

Table of Authorities

Print Preview Web Preview
Heading 1 ... 1|* | |Heading 1
Heading 2 ... 3 Heading 2
Heading 5 ... 3 Heading 3

| Show page numbers

| Right align page numbers

Tab leader: |....... |Z|
General
Formats: | From template |Z| Show levels: |3 =

| Use hyperlinks instead of page numbers

Show Qutlining Toolbar |

| Cptions... || Modify... |

[

3 Incheijere

4 Cuprins

i

2

3
i

1.1 Generalititi Heading 2
12  Prezemtare generald
21  Obiective.
22 Sarcimi

221 Lagcoald Heading 3.........cooccc..cc

222 Acasi.o.

Ing
Cyl

[ Paste

[ O ORS00 SR EN 59 9 59 -5

w

! Update Field

Edit Field...
Toggle Field Codes
Eont...

Paragraph...

il 4 =

Bullets and Numbering...

oK ] | Cancel

| 20 Update Field
/ Edit Field...
Toggle Field Codes
A Font..
=% Paragraph...

| Paste

:= Bullets and Numbering...

-




4. Insert > Reference - index and Tabkes:

lnsertl Format Tools Tab

Break...

Date and Time...
AutoText »
Field...
Symbol...
4 Comment
kefé}égce —>
;I;iéture ” »
¢2 | Diagram...
A-]| Text Box
File...
Object...
Bookmark...

W Hyperlink...  Ctrl+K

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

Index and Tables.. —)

Times Mew Roman - 12 -

1 Heading 1

-~

1

1.1 Heading 2
1.1.1 Heading 3
1.1.1.1 Heading 4
1.1.1.1.1 Heading 5
1.1.1.1.1.1 Heading 6

1.1.1.1.1.1.1 Heading 7

1 Intredugere Heading 1
1.1 Geperaligy  Heading 2
Taxt mceremal Neemal

1.2 Ergzeniars generdd
Taxt mcereral
2 Continut
21 Dhisgrive

Text ncrmal

2.2 Zareini

Text ncrmal

221 Lasenala Heading 3

Taxt ocermal

229 Apasi

Taxt ncrmal

3 Ingheiess
4 Cupins

1 Imroducsre Beading 1
1.1 Gessolnty Heading 1
12  Prepssss geonsall
I Comtiom
Il  Objeciie
1l Sascini
el | La jooah Heading 3
111 Acac
1 Ischedars
4 Coprim

dvpertlink

Left: 1.38"

1.1.11.1.1.1.1 Heading 9

Left: 0.98", Hanging: 0.03"

1
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A [psert Refererce > Bulkts and Numbering:

£l Cut Bullets and Mumbering - ﬁ
S Copy | ulleted | pumbered | Outine Numbered | st Styles |
|| Paste
1) 1, +
A Font..
3 1.1 >
=% | Paragraph... None o
:=  Bullets and Numbering... —> ) 14 )
% Hyperlink...
Article 1. 5 Heading 1 l Chapter 1
g LookUp..
Section 1.01 5.1 Heading 2 A
Synonyms 2
5.1.1 Heading 2 1.
fﬁ Translate (a) -
) Restart numbering @ Continue previous list [ Customize. .. }
[ K ] [ Cancel ]

Customize Outline Numbered L_ ﬁ
1 Heading 1
Introducere ng Mumber format
1.1 Gepergligy  Heading 2 Level Mumber format:
?‘_er-mi Nermal 1l a |j.1.1 |
. 2
12 Wﬂ aenerdla Mumber style: Start at: T
1 D0, 4 -
| : 1,23 . [« |1 2 |
2 Continut & Frevious level Preview
2.1 Ohiegrive 7 number: 5 )
Taxi mosemal 8 Heading 1
: : =] Epan
22 Sarcini 5.1.1 Heading 2
Taxt moemal Mumber position
' o= ry 5.1.1.1 Heading 4
221 Lasenali Heading3 Left IZI e’ - £.1.1.1.1 Haading &
Texmsaemal — 511111 Heading &
. 51.1.1.1.1.1 Heading 7
227 Brasé Tab space after: S
Tort escmt 2 SPECE ST et . 5.1.1.1.1.1.1.1 Heasing &
0.5 - Indent at: 0.5 = 5A1114.1.1. teasing 8




4. IﬂSél" t > Refef'eﬂce —> Index and Tables ... Tabel of Figures

lnsert] Format Tools Tab

Break...

Date and Time...
AutoText »
Field...
Symbol...

4 Comment

Reference ———> »

Footnote...
—— Caption...
Cross-reference...

Index and Tables...

Index and Tables

BN

S5

Print Preview

Web Preview

Figure 1: Text. ...
Figure 2: Text. ...
Figure 3: Text. ...
Figure 4: Text. ...

Figure 5: Text. ... 10

Figure 1: Text
Figure 2: Text
Figure 3: Text
Figure 4: Text
Figure 5: Text

Show page numbers
Right align page numbers

Tab leader: | ....... |E|

lUse hyperlinks instead of page numbers

Picture >
23| Diagram...
Al Text Box

File...

Object...

Bookmark...
.| Hyperlink...  Ctrl+K

-LCa ption

Caplion:

|Figure 4 -Take a break

Options
Label: Figure

osition: | Below

[] Exdude label from caption

ew Label...

SEleCted rem

General
Formats: |From template EI Caption |abel: |Figure IEI [¥] tnclude label and number
[ Options... ] [ Modify. .. l
[ Ok, ] [ Cancel l
L'g — ——
B Figures:
Figure 1 - Albina Lenesa ... 1
Figure 2 - Greierasul hamic ... 2
Figure 3 - Fumica obraznica ... 3
Figure 4 - Take a break ........................... 4

AutoCapton... [

K ][ Cancel ]




4. Iﬂsel"t > Refef'eﬂce - lndex and Tables ... Important :

lnsertl Format Tools Tab
Break...

St Corect > Avantaje:

AutoText »

Field... Footnote...
Symbol... Caption...

« Index, Cuprins, Lista-figuri

-4 Comment Cross-reference...

Reference ——> » Index and Tables... —)

« Se fac automat (numaratoare, link)!

éicture »
& Dicgram... « Se actualizeaza automat (Update Field)!

Al Text Box ol ]
File.. < Se modifica automat numerotarea, link la
Object.. adaugari si stergeri de pagini, figuri, ...!
Bookmark...

W Hyperlink...  Ctrl+K

)

Lad
o
[N
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4. Insert - Picture...

Insert | Format Tools Tab
Break...
Date and Time...
AutoText »
Field...
Symbol...
-4 Comment
%{;f;regce >
one 8] Clip Art...
Eicture —> Il From File...
{;‘g Diagram... @3 FrnmgcannerDrCamera.../
A] TextBox 43 MNew Drawing —
File... (4| AutoShapes
Object... ...Jﬂ WordArt...
Bookmark... %y Organization Chart ___ |
9. Hyperlink...  Ctrl+K Bl Chart
12 - L 2
10+
3-
6-
4
2
0
2 .
100m 200m 400m 1000m

08 AN
B AN Il
O AN 1

Ll
LA

Contabil

conomist Ca

Director

Inginer

Maistru

Personal

Angajator

— |



4. Insert > Diagram -

Insert | Format Tools Tab

el
o
L

l:

©

Break...

Date and Time...
AutoText »
Field...

Symbol...

Comment

Reference »

Picture »
Diagram... ——>
Text Box

File...

Object...

Bookmark...

Hyperlink...  Ctrl+K

Stud

Profeso

Secretara

Director
Contabil Inginer Personal
Economist Casler Maistru Angajator

Muncitor|| | Angajat

( Diagram Gallery @J‘

Select a diagram type:

e
A &O

Organization Chart
IUsed to show hierarchical relationships

oK ] | Cancel |

b

Profesor Secretara

4

Student /~
4

Secretara
Profeso

Student

7N\

Student
Secretara Profesor
y
Student
e Profesor
Secretara
L
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4. Insert > Text Box:

lnsertngrmat Tools Tab

~o
o 2
Bl

i

Break...

Date and Time...
AutoText »
Field...

Symbol...

Comment

Reference »

Picture 4
Diagram...

TextBox —>
File...

Object...

Bookmark...

Hyperlink...  Ctrl+K

Ctrl/C & Ctrl/V
Copy & Paste

Text
Box

Figures:

Figure 1 -
Figure 2 -
Figure 3 -
Figure 4 -

/1N
/N

Bumnica obraznica ® .

Talke abrea.k

Albina Lenesa Albina Lenesa
Greicrasul hamic 8 | Greierasul hamic

Fumica obraznica
Talke a break

O

O
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Lnsertl Format Tools Tab

|

Break...

Date and Time...

AutoText
Eield...
Symbol...

Comment

Reference

eb

Picture
Diagram...
Text Box
File...
Object...
Bookmark...

Hyperlink...

—

Ctrl+K

4. Insert - File ...

F

D | |

Insert File
Look in: Lc2 IZI S~ | Q@ X i = Took -
Mame Artists Album # Rating
‘ ~Sindows.DOC @ = BIROTICA.DOC
My Recent i Microsoft Waord Document Microsoft Waord Document
Documents -
162 bytes
! @ > Carte Word.Dec @ = Windows.DOC
Microsoft Word Document Microsoft Word Document
Desktop 552 MB
@ > Word_1.00C @ = Word_2.00C
§ Microsoft Waord Document Microsoft Waord Document
EL 372 MB
My Documents o
@ Word_3.D0OC
Microsoft Word Document
'& 449 MB
My Computer
[ W
a2 File name: Range... Insert -
My Metwork |Z| [ ___ ] [ = ]
Places Files of type: | word Documents (*.doc; *.doc™) IZI
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4. Insert > Object ...

|

Insert I Format Tools Tab [ Object @ 1
Break...
R e i Create Mew | Create from File
| Date and Time... Object type:
Microsoft PowerPoint Slide -
AutoText » Microsoft Word Document
Field Microsoft Word Picture
e 312t Package
L., Package
ymbo RCMGroupCtrl Class L [ Display as icon
Comment RCMProgressCntrl Class
RCMSpacelndicator Class ¥

Reference >

i i Result
bdo S o . Inserts a new Microsoft Word Picture object

; [ into your document.
Picture » Em n F y

_ Object 5
Diagram...
Text Box Create New | Create from File
File... File name:
Object.. ——> - == [ Browse...
Bookmark...
Hyperlink..  Ctrl+K (7] Link to file

[ Display as icon
Result
Inserts the contents of the file into your
ET‘_B document so that you can edit it later using the
5 application which created the source file,
Ok ] [ Cancel ]
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4. Insert > Bookmark emn o care)

Insert

Ll
<
e

T

Format Tools Tab

Break...

Date and Time...
AutoText »
Field...

Symbol...

Comment

Reference »

Picture >
Diagram...

Text Box

File...

Object...

Bookmark... ———>

Hyperlink...  Ctrl+K

Bookmark

=

1 Creating s Index of 2 Word 207 Decument

I wom wami do comadean index for your Word 2007 docmment, dhe Rersidask i
40 sk dhe o o phmzes o mast fo nclods in the index The mozt

o do fhai i do Inser an index mmasker in e docmmeat 2t sxch
eccarmon of sach fem vou wast o appar ke ndex

LI Marking index antries

i indax szvies mamally, follve fhass sage 2z doag 2z yos can sy

L om the dscument vou want te index.
2. Select the word ot phrase youwast in the indsx by nsing the mome or
the kevbeard

3. Frem the kryboard shortont A SWFEEN,
SETEEELY & oot of Words mors memomtie Seybard shorcos, 0 be
are. Tt opees e Mark Index Exry dittog box.

Figore 1., Aleins Lsmean

4. Disrible-check the comtent in the Main Farry field Ifir's correct, click
the Mark burten. I mot, correct it and then cick Mark.
The t=x Soran't Bave o 2ppsas in The mdex oty 25 2 agpmars i e
docsmen: Yo may bighligh 2n abbreviation 1o inclade in e index, for
zxamgie, ot fhen adi the Mais Exary fix38 2o fhat the Full spaliing of fhe
wroad, rather fhan the abirevintion, apgears in the indey

5. To index am suiry nder  different word, type the shernative suiry
inthe Myin Entry field and click the Mark burten agsin.
For examgle, yos 2250 comar 1 oy for "me, maagy o J

6. Mark auy sdditiona] index mtries by kig hlighting them in the o -
document and chicking the Mark buttan.
mu.v.hmma..h.m e zommemta Spetting dialog

-

.

-

7. Afier youmark all of the index entries you want. chid: the Cloze
butten.

Tne index emriesace marked with ypecial codes formated as biddes ex 0

o cag memlhsee‘hemaﬂd‘he dogt print. They as thes,
m— wes, maiing 10 be commed when yoncress fhe index

o dndex soirie:

He'ta:mmh ips fior preg
'.Dc'uneu\ﬁdnuahe

wwa cozatsan admz—_, et my Soe o wdpeind et
For agry ofber ocouresce of de seleced st within the docmmen
- Each time you mask

Forma:

fromaned 15 misten amt Vonoan a87 e mdersoery o
betmasa qootice musir) F you mast o chung n infex enary afer
rsp——

Figare - Grrieraml barwir
13 Creatng dhe badex

mak e indew eivies, e woces of pasatiophe dm i

L Mave the imertion psint to the plics where you want the index te

appear.
The index groerally begis o 2 o= pags e Se rod of e dwsmest

i as iodx egiry, Ward acthates te Show All
ing Masis ogiion, w ‘:ﬂch't\!a].s:-o’oa}' the :ndde:xr msed

Bookmark name:

Reguli

Casﬁ?ab:ur ” i -
1

Sort by:

@ Name

[] Hidden bookmarks

Location

| Add

J |

Delete

J |

GoTo ]

Close

1. Ope the References tah on the Ribbon and then chick the Imert
Index button found in the Index gromp.
The ndex dinieg bom aggears
3. 3ebect the index 30vle that vouwant from the Formats drop-down Bt
4. Flay with the stber comirok in the Index tab te fins-rune the index.
» Type: Latsyos glace index sobeatres o zepamis indezied fines
(Indeted) x run togesthar (Ruo-i)

* Colomems: Se% the smber of columes v 271 dn the index. Two &

e oonm

» Lmpusge: T yos have smibiple lingsage opsions iosated in Wosd,
s Can selact e lanzrage 20 uoe bem

- Right Adign Page re: Sedect s check box f vou wamt & mas
smebers placedal the sight edge of de index.

ader: Changes of semones e dotied Bioe that comoscs sach
dodex exiry 0 5 page oumber. Vou cas mmove dhe dotied Box ooy
when vou sedect the Right Alizn Page Numbers opfion.

» Farmats Lats vom choooe coe of several premt Sooms for dhe index.
O, vors can zpecify From Temolate 4o moe sivles in the docsements

The iden & imeried o e doczment

Inde:

oreats 1,2
diocumant 1,23
Entry 1,2
index 12,3
mark 1,1

Woed
Figore 4 - Take a break
Figur=2 - Grpisenl bami

Fi l'1_t=-1 Take abraak..




4. Insert - Hyperlink -

Insert | Format Tools Tab

Ll
<
e

T

)

Break...

Date and Time...
AutoText »
Field...

Symbol...

Comment

Reference >

Picture >
Diagram...

Text Box

File...

Object...

Bookmark...

http:/fwww. cs.ubbclujorof -~ per
CTRL + click to follow link

In pagingl Web a cursului sunt amanunte.

1

Hyperlink...  Ctrl+K

In | eb a cursului sunt amanunte.
Insert Hyperlink I.ilﬂ_hj
Link to: Text to display: pagina ScreenTip. ..
L Look in: | Imagini ) E
e e @@
Web Page W] ~gEx C3.doc * Bookmark. ..
%&'ﬂ laH] Bullets and Numbering_ON Cust.jpag =
& k] Bullets and Numbering_ON.jpag Target Frame. ..
Place in This [&}] Bullets and Numbering_Update field jpg
Document Browsed |G| Bullets and Numberingipg.jpa
Pages || Caption.jpg
& lah] Closjpa
Create Mew Recent @ Date and Time.jpg
Document Files 'Eﬂ Ex C3.doc
[} Index Figures.jpa -
Address: http: ffwww. cs.ubbduj.rofrper |E|
E-mail Address
[ (04 ] I Cancel I
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Office Word 2007

fw  Microsaoft Office Word 2007

) Accessories >

1@ Games ’ . ; J
Microsoft Office lfii Microsoft Office Tools Digital Certificate for YBA Projects

) Mozilla Firefox [P~ Microsoft Office Access 2007 @] Microsoft Clip Organizer

1@ Nero 7 Essentials P lix Microsoft Office Excel 2007 LL] Microsoft Office Picture Manager

1@ PrintMe Internet Printing b@ Microsoft Office InfoPath 2007 ﬁf_s Microsoft Office 2007 Language Settings
1@ Real Alternative M~ Microsoft Office Outlook 2007 B8 Microsoft Office Diagnostics

) sis vGA Utilities M3 Microsoft OFfice PowerPaint 2007

1@ Startup ¥ (= Microsoft OFffice Publisher 2007

1@ VideoLAN M liw Microsoft OFfice Word 2007
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File

@ H9-u s C2 - Microsoft Word - = X
@
D i Save a copy of the document 'Kl ”?l 84 Find ~ ||
Word Document | Z¥]I T 1 AaBbCcDc AaBbCcDc AaBbCi ‘A ab pepiace
2 | “ac
~ Save the file as a Word Document. | : i _ Change | |
[y open , TNormal T NoSpaci.. Headingl - Stylesg' s Select -
Word Template Styles ] Editing |
l l Save | Save the document as a template that can Wiy e | € O T 9 AL e a |
be used to format future documents, Y l S s e P
— Word 97-2003 Document
M Save As Save a copy of the document that is fully )
. compatible with Word 97-2003. ]' HOme Y
- 2 5 OpenDocument Text ) 5
Print 4 Wi A ar
@ i o Save the document in the Open Document a Cllpbo d
Format.
z b) Font
Y Prepare » PDF or XPS
Publish a copy of the document as a PDF or C) Iparagraph
— XPS file.,
= Send 4
@ - Other Formats d) St_YleS
‘ Open the Save As dialog box to select from =3
4 publish » all possible file types. e) Edltlng
| 2) Insert
[ Close 3) Page Layout
|2 Word Options | | X Exit Word | 4) References
S) Mailing
6) Review
I 7) View
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1. Home

@ ™ o C2 - Microsoft Word —
S —
~ [ Home Insert Page Layout References Mailings i i

4 M

X
Review  View @
j i SaOFRATH G SR R ok ig”””ﬂ \AaBbCcDc | AaBbCcDc AaBbCi % ii&:::a::e |
Paste B I U -abe x, X A,v”ag?vA | EEEE”EHQ'—" fNormal |1 No Spaci.. Headingl = g{*y?:sgf :Selm, |
Clipboard '1‘ Font - Paragraph o Styles G| Editing ||
a o SEEEREEEUEENREENEEENRERE EEENEEAE RSN RS SERNRRRE SRRy
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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1. Home - Font

1) Home s

Show the Font dialog box.

d9-0 )+ C2 - Microsoft Word o - >
f Home \ Insert Page La_)_/out References Mailir_mg_s Review_ View '@
_j Bookman O style -2+~ ||A° «7|[&] [i= 4= S| B T] psgpcede assbcede AaBbCi A ii&::d;avce
Pajte B I U -aex x Aa-|¥-A-||ZE= = =l=|&- -] 1nomal TNoSpaci. Headingl - gg?:sgf :Se:dv
]CIriprard’ | Font £l Paragraph i Styles P Editing
] 7N 1 ! 2 | Font (Ctrl+D) ]

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

2) Insert

al Paoea

i T

Page 1of3 | Wo
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1. Home - Font ...

ﬁﬂ Ly IR B C2 - Microsoft Word

I e B
e \ Hom:[ __I{\»S_e_r_t Page Layou:c»_REfe_ren_ce_s ) Mamngs F{_gview \flew é
-—j :: Bookman Old Style ~ ~ 18 'A % H‘fﬂ = ::' "T‘:t ‘;‘E §'—EHA”| 1[' AaBbCcDc AaBbCcDc AaBbCi ii:enp(:ace |
Ferle | (AR o ] 2 ]| P ] O B || 1nvormat | 1No s eaaing1 [SERRIE] e -
‘_C_lipboard F Font l4 Paragraph i Styles F] Editing
,g , — QB } : ?; : 3' : ? | E; B ——— _

1) Hainie s /
a) Chpb ‘Bookr:\an(v B -A s AT
b)Font Bz =% -A-&E&=i=-
c) Paragraph
d)Styles v
e) Editing

2) Insert

al Paocea
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2. Insert

7

H@H9-0 s C2 - Microsoft Word R S
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 i | Text = :
*—, Page Break - Art ﬂh Chart ') Cross-reference ( lﬂ Page Number ~|| Box~ .A== Drop Cap =~ "$g Object ~
Pages ' Tables lllustrations Links | Header & Footer Text Symbols ‘
v 1.*‘ .*l .*‘ ,;*_AI'AQC,I .V..I ’ v. i,,l ’ v. : ,I ’ A,I .2I ’ v. : ,I ’ ’ .3 e - - - ¥
_[gh. 51 o = ::a' {173 :_-f 20N :_-f E5Y) Insert Page Numbe[ :_-f
¢ Insert page numbers into the
2 ) II]_S ert document,
@) Press F1 for more help.
a)Pages

b)Tables

c) [llustrations
d)Links

e) Header & Footet]
f) Text

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

Ca Q -5 3 C2 - Microsoft Word S s
N L. y — —
: Home Insert l Page Layout \ References Mailings Review View (7}
E- T 2 Orientation ~ ¥= Breaks 4] Watermark ~  Indent | Spacing 4| < Bring to Front - |3 Align ~
el | 811 i : (== : 3 . ] - = - L
[ (Al I3 Size ~ £ Line Numbers ~ | ¥ Page Color~ || £ 0.5 sqEE=tizpt 41 Sendto Back © 9] Group -
[Themes | Margins __ % : i g = IIN= —1|| Position __ o
‘ ¥ @' - == Columns ~ be~ Hyphenation ~ Q Page Borders || =% 0" & = 10pt = . ﬁ]Text Wrapping -~ 5) Rotate -
Themes | Page Setup % || Page Background | Paragraph 4 Arrange '
,.. - c?‘ = .1.. .... = ... 2.. .... .... .. 3. ... .... ... 4... ... .... ... 5. ... ...,. ‘ T ‘ - ‘
l: Themes ! : 0 : e : 0 :,a 8 -

R A R R N
Current: Office Theme 3) Page La‘\Tout

Change the overall design of the
entire document, including colors, a) Themes

fonts, and effects.

| i@ Press F1 for more help. b) Page Setup
: c) Page Background

d)Paragraph
e) Arrange

kil
1]
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4. References

H9-0 = C2 - Microsoft Word = X

L A=

)
H)

Home Insert Page Layout | References | Mailings

Review View ©)

-3 Insert Table of Figures | | =t -
igu ’_j+ L] @# -’é
E)f E

(2 Add Text ~ ABI {pyInsert Endnote | _3 13) Manage Sources

lg? Update Table A§ Next Footnote ~ o= hé Style: ISO 690 ~

')

=i Update Table

Table of | Insert Insert SR Insert Mark Mark
{ Contents ~ Footnote = Show Notes Citation ~ g Bibliography ~ Caption [f] Cross-reference Entry Citation
| Table of Contents Footnotes 4 Citations & Bibliography Captions Index Table of Autharities ‘
|_[TableofContents !1'8'1'2' =3 | 4'05'
an v an il " o ) ¥ i £
Add a Table of Contents to the 2) Insert Table of Figures
document, ;
| ‘_]f Update Table
| Insert
Once you have added a Table of

Caption ! ] Cross-reference

Contents, click the Add Text button ‘ Captions

to add entries to the table. 4) Reference S | s o

(@) Press F1for more help. Add a caption to a picture or other
| a) Table of Contents ime
A caption is a line of gext that
b) Footnotes P
c) Citations & Bibliogr Fiue 2: Foureain [
d) Captions (@ Press F1 for more help.
e) Index

f) Table of Authorities
o) Mailing

6) Review
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5. Mailings
i

(o Q -5 3 C2/~ Microsoft Word S s
F L. J = ——— —
: Home Insert Page Layout References ] Mailings Review View @
ErEillsw B B2 = ) Rules €2 [Hi) [l ][ e
\ ‘ . ) Match Fields ¢z Find Recipient
Envelopes Labels | |Start Mail| Select Edit Highlight Address Greeting Insert Merge Preview 3 x Finish &
‘ Merge ~ |Recipients ~ Recipient List || Merge Fields Block Line Field - 4] Update Labels || Resuits | S Auto Check for Errors || Marge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish | |
P AR RS - o AU U I I U R R IR B R i 2C oo ARSI SR SR SR )
,m 5E =) Start Ma“ Merge l I S ::'?8‘, _Z:—.-. oy 'J,‘_Iit.;u:.. .Z: FLLL B . LY B 'a‘ : = @
Start a mail merge to create a form M 1 3 ‘|
letter which you intend to print or ) al lngs
e-mail multiple times, sending each
copy to a different recipient. a) Create
You can insert fields, such as Name
or Address, which Word will b) Sta-rt
replace automatically with p .
information from a database or C) Write & Insert Fields
contact list for each copy of the
form letter. :
d)Preview Result
@) Press F1 for more help.

e) Finish

6) Review
a) Proofing
b)Comments
c) Tracking
d)Changes
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6. Review
d

HB9-0 - C2 - Microsof¥Word - = X
Home Insert Page Layout References Mailings J Review View @
ol r J— |
&, Research [~ lj L B =b 4% Final Showing Markup - &2 Reject ~ “‘-:B’ 1 % 1
i@Thesaurus @ b | = Q Show Markup ~ t} Previous || - . ‘
Spelling &/ ., e New @ Track  Balloons W Accept Compare Show Source Protect w
Grammar %% Translate 23] | Comment =d || Changes~ ~ ip] Reviewing Pane ~ - 9 Next *  Documents - || Document~ | |
Proofing Comments Tracking Changes Compare Protect }
= P O (R e - SR L B Ao (R e . Lo TR IR0y IR RO T v 2 Lo IR R 2 .
_J:' Spelling & Grammar (F7) - 3¢ B Lt _&&_’a = - i - =
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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7. View
e

N\ 9- 0 - C2 - Microsoft Word - B8 X

Home Insert Page Layout References Mailings Review [ View (7]
= - T o |
' Igll 5 Web Layout | V| Ruler ™| Document Map Q . _JJone Page £33 New Window | 1] g? ‘
T = |Z outline I Gridlines 7 Thumbnails 200 @Two Pages E Arrange All T
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