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... Birotica > Word,

R N e

ol

File : New, Open, Close, Save, Save As, Print,... , Exit
Edit : Find, Replace, ...
View : Toolbars, Header and Footer, ..., Zoom

IASeFt: Break, Page Numbers, Symbol, Reference, Picture, File, Object, Bookmark, Hyperlink, ...

Format: Font, Paragraph, Bullets and Numbering, Borders, Columns, BackGround

Tools : Spelling and Grammar, Letters & Mailings, Macro, AutoCorrect, Customize, ...
Table : Draw & Insert, AutoFormat, Sort & Formula, Properties

Window

Help

Curs 5. Microsoft Exeel ~ 31 Oct. 2018 ...
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6. Tools > Spelling and Grammar:

Tools | Table Window Help

|'? Spelling and Grammar... F7 -
4l Research.. Alt+Click
Language

Fix Broken Teuxt...
Word Count...
‘/ﬁ AutoSummarize..,

Speech

Shared Workspace...

# Track Changes Ctrl+Shift+E
Compare and Merge Documents...
Protect Document...

Online Collaboration

Spelling and Grammar: English (L.5.)

S5

Letters and Mailings

Macro

Ternplates and Add-Ins...

I

|
e

AutoCorrect Options...

S

Options...

Mat in Dictionary;
Introducere| |
[ Ignore All ]
[ Add to Dictionary ]
Suggestions:
«|[ change |
Introducers
[ Change All ]
[ AutoCorrect ]
Dictionary language: English (U.5.)
Check grammar
Cptions... [ Cancel ]
.
: >
S and < R\
grammars
Ignore All

Add to Dictionary

AutoCorrect
Language
Spelling...

v
g} Look Up...
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6. Tools > Letters and Mailings:

Tools | Table Window Help

merge docurment

Tabel.Doc

% | Spelling and Grammar... F7 | O 9 150% - I
i:!; Besearch... Alt+Click | | !
ik | s
Language 2 e a NU[’ﬂEle Zlua LUﬁa
Word Count.. Simate domn Pet Per e =
Al AgtoSummarize.. Ast.az_l 1?./10 trebuie sa platiti factura. Cris 31 1
Felicitari! Ovi 13 5
Speech Simate domn Cris
Shared Workspace.. Astazi 31/1 trebuie sa platiti factura.
# Track Changes Ctrl+ Shift+E Felicitari! - =)
Compare and Merge Documents.., Simate domn Ovi AP el Meroe Fild
Protect Document... Astazi 13/2 trebuie sa platiti factura. : Insert:
B , Felicitari! ") Address Fields @ Database Fields
— — Fields:
Letters and Mailings 3 Mail Merge... Murnele )l
Maero > | Show Mail Merge Toolbar T ——
Ternplates and Add-Ins... =1 Envelopes and Labels...
=3 | AutoCorrect Options... z
Customize...
Opticns...
Model.Doc Simate domn «Numele»
Astazi «Ziua»/«Luna» trebuie sa platiti factura. -
I ) Felicitari' Iﬂatch Fields... I [ Insert ] I Close
L= A PE _’|.|In5erthrdF|eld*|{{}> ER | M <:i 1 M G| 2|y By By H
El ' g : ' Insert Merge FlEldS-} :.....'....'.....'....;1....'....'.....'..):: % MEII MEFQE
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...6.Tools > Letters and Mailings:

Excel .3
. Nume Ap | NrPers | Gaz
¢ TR Popescu 1 3 225
Wor.d Tabel.DOC ............................... > |onescu 2 4 300
@‘3’ Vasilescu 3 5 375
§Q “L | Zaganescu 5 2 150
L\ [ Open Data Source
\W/)\(L
e~
c~_

Open Data Su:uurcn.=-_|

Stimate domn «Nume»
4 locatar in ap. «Ap» cu un nr. de «NfPers» persoane,

L2t "*"EfgeFiE'd‘-‘L Vi rugam si platiti suma de «Gaz» RON pentru
Word ~| Model.Dec || gaz metan pe luna noiembrie.

Va multumesc,
Administratorul

Mail Merge

e B %y A K 42 A

Insert Merge Fields
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... 6. Tools > Letters and Mailings:

Nure Ap | NrPers Gaz
Popescu 1 3 225
lonescu 2 4 300
Vasilescu 3 5 375
Zaganescu 5 2 150

Stimate domn «Nume»

locatar in ap. «Ap» cu un nr. de «NFPefs» persoane,

Vi rugam sa platiti suma de «Gaz» RON pentru gaz metan pe luna noiembrie.
Va multumesc,

Administratorul

@,

et 2 T

—

&
-~

( ......................... )

Word

Merge to New Du:-cument|

Merge to Printer

Stimate domn Popescu
locatar in ap. 1 cu un nr. de 3 persoane,

Vi rugam sa platiti suma de 225 RON pentru gaz metan pe luna noiembrie.

Va multumesc,
Administratorul

Stimate domn lonescu
locatar in ap. 2 cu un nr. de 4 persoane,

Vi rugam sa platiti suma de 300 RON pentru gaz metan pe luna noiembrie.

Va multumesc,
Administratorul

Stimate domn Vasilescu
locatar in ap. 3 cu un Ar. de 5 persoane,

Vi rugam sa platiti suma de 375 RON pentru gaz metan pe luna noiembrie.

Va multumesc,
Administratorul

Stimate domn Zaganescu
locatar in ap. 5 cu un Ar. de 2 persoane,

Vi rugam sa platiti suma de 150 RON pentru gaz metan pe luna noiembrie.

Va multumesc,
Administratorul

| 2 2 El|InsetWordField~ | &2 3 93 4 | K 41 - = NER|E

Merge to Pri nterl
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Excel

Y

Word

Tabel.Doex

a) Se importa un Tabel.

.. 6.Tools > Letters and Mailings:

Apartament Locatar Persoane Suma
1 Popescu loan 2 1,592.31
2 Tonescu Viad 2 1,061.54
3 Vasilescu Gigel 4 2,123.08
4 Petrescu Mihai 3 1,592.31
5 Oltean George 2 1,061.54
6 Cristolovean Ion 4 2,123.08
7 Marinescu Dan 2 1,061.54
8 Barbulescu Florin 3 1,592.31
9 Caciulescu Liviu 1 530.77
10 Zahaerscu Paul 2 1,061.54
Total : 26 13,800.00
¥
Apartament Locatar Persoane Suma
1 Popescu loan 3 1,592.31
2 Tonescu Vlad 2 1,061.54
3 Vasilescu Gigel 4 2,123.08
4 Petrescu Mihai 3 1,592.31
5 Oltean George 2 1,061.54
6 Cristolovean lon 4 2,123.08
7 Marinescu Dan 2 1,061.54
8 Barbulescu Florin 3 1,592.31
9 Caciulescu Liviu 1 530.77
10 Zahaerscu Paul 2 1,061.54
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... 6. Tools > Letters and Mailings:

TR
Home Insert P ;
- o References Mailings Review  View — 2
| = B ~
Tabel.Doex = = -  Rul & K4 o
: Envelopes Labels | Start Mail  Select Edit Highlight Address Greet o LgMatch Fielg ‘ Find Recipient
S Merge » [Recipients = Recipient List | Merge Fields Block  Line  Field~ (3 Update abels | pesuns G Auto CheckforE
I . - E V Lifie ¢id e : t Y A b Er r
@ y =% Create Start Mail Merge Write & Insert Fields Preview Results Finish
\ \(/ Select Recipients 2
J(@ﬂ\ Choose the list of people you F = -

intend to send the letter to.

You can type your own list, use
your Outlook contacts, or connect
to a database.

Word

B e ——TT T
Wo

Home Insert Page Layout References Mailings Review View
e | . ( ==—
i_ = -". g oo jy | g KuUle Y} | ) 4 4
=l | = B D ) E : ; )
- Envelopes Labels = Start Mail| Select Edit ighlight Address Greeting Insert Merge _]‘ ' Preview | N
d l Merge ~ |Recipients »|Recipient List = Merge Fielc Block Line peatefa: Resuits v/ AUO NG
MO e .DOCX Create E Type New List... Write & Insert Fields Preview Results Finish

] Usg Existing List..
’ 84 Selectfrom Outlook Contadts...

ke

b) Se construieste un sablon (fisierul Model.Docx).
13



Page Layout References Mailings Review View

= @@ 28 @& R

..6.Tools > Letters and Mailings:

N 41 > N “u“

) ) ‘-f_'_,l\'lat(h Fields #JFind Recipie g

Envelopes Labels = Start Mail  Select Edit Fighlight  Address Greeting Insert Merge : Preview o Finish &

Merge v Recipients ~ Recipient List | Merge Fields Block  Line Field~ 2 Update Labels | ooy S Auto Check for Errors Merge v

Create Start Mail Merge Write & Insert Fields Preview Results Finish | |
' W Vo “ o “ .o v B 3 7 I
] £ 1] Edit Recipient List R L EERELANL RARNERRL
WUl Make changes to the list of e ———— =

recipients and decide which of
: them should receive your letter,

You can also sort, filter, f?nd and
remove duplicates, or validate
) | addresses from the list.

(¥
Word . 2 : ' |
C\Hp~Per--\p.. [ 3 ]\;)n-esw e 4 i
asilescu Gigel 4 212308
C\Hp ~Per-_\P.. [v 4 Petrescu Mihai 3 1'59231 =
C\Hp ~Per-_\p.. ¥ 5 Oltean George 2 1:06154 I
C\Hp ~Per--\P.. [V 6 Cristolovean lon 4 212308
v C\Hp ~Per--\P... [v 7 Marinescu Dan 2 1,061.54 ‘
C\Hp ~Per-_-\P.. [v 8 Barbulescu Florin 3 150231
C\Hp ~Per--\P.. v 9 Caciulescu Liviu 1 530,77 -
Model.Docx e o
C:\Hp ~Per —_Per\Doc\op € & | 4} sort...

V9 iter..
%3 Find duplicates...
0_“3 Find reapient...

£} Validate addresses...

c) Se selecteaza (bifeaza)
destinatarii.
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..6.Tools > Letters and Mailings:

Insert Page Layout

References Mailings Review View
| ™ p—
l_l:f '\'. : 5 4 e = [[] _?Rules v e N 41 ) N
= =l 3 84 = ‘j Ij < & Match Fields » | ¢JFind Recipient i W2
Envelopes Labels Start Mail  Select Edit Highlight  Address Greeting Insert Merge = Previey - Finish &
S Merge ~ Recipients ~ Recipient List 1erge Fields Block  Line Fieldw 2] Update Labels | geqyts S Auto Check for Errors Merge
@ Create Start Mail Merge Write & Insert Fields Preview Results Finish
=

v /A . e o P ." “ o e e o i .l e .7. IR
\( (/ " 1| Edit Recipient List RN K R, L IO T K AP l
\ D — | Make changes to the list of L—— -

“ | recipients and decide which of
k\ | them should receive your letter.
..:."' You can also sort, filter, f?nd and
remove duplicates, or validate
] addresses from the list.

Mail Merge Recipients

This is the list of rac;

cipien
checkboxes to add gr re
Data Source

%

ts that wil be used in L&
: your . :

Mave recipients from the mmegrage W":'s;“le options below to add tg

L or change your fs
your list s ready, 3Nge your list. Use the
Apartament . y, dick OK,

C\Hp ~ Per-_\p., gl 3

| Vasilescu Gigel |4

C\Hp~Per- 2P, ¥ ¢ i —
AP Cristolovean lon 4
. ) N 212308
C.\Hp Per--\P.. [v 1 Popesculoan 3 159231
.d I AHp ~ Per-_\p.. v 4 Petrescu Mihai 3 150231
lO e . [ C\Hp ~ Per-_\p.. [v 3 BarbulescuFlorin 3 150231

L

Data Source Refine recpient list

Cive P perbocip.C | | 4] st .. After Sort and Filteﬂ
%3 Find duplicates...

4] Find redpient...

[} validate addresses...

E| () Ascending @ Descending
d) Se filtreaza, o
se sorteaza

destinatarii.

@ Ascending Descending




T Y e

e) Se editeaza

sablonul
(modelul) de
scrisoare.

... 6. Tools > Letters and Mailings:

Page Layout References Mailinas

= B RE'\‘IE\‘.‘ View .
—,
‘&W‘) 84 —] j j j, Rules Q‘:{ N 41 b N :
Select Edit Highli , e 2 Match Field e d
. ghlight |Address Greeting I P i ¢ Find Recipient v
Recipients ~ Recipient List |Merge Fi > Lreeting linsert Merge Preview ;
~ st |Merge Field - < = ; 1
R iart Mail Merae g 5| Block ‘ Lme_ Field Results 3 Auto Check for Errors ?12',59}1;
— — Write & In Apartament _____ PreviewResults Finish
E AR SRR TN Locatar (I N RN Y, 07 10|
Persoane
Suma
Stimate Domnule «Locatars,
Va rog sa achitati suma de «Suma» pentru QQQCIQH].@.!JI!J,[ nr.
«Apartaments calculatdin functie de numaryl de persone («Persoane»).
Admin
21 December 2014 =
—_—

Se construieste scrisoarea care contine campurile din
tabel: «Apartament», «Locatar», «Persoane» si «Suma».

Aceste campuri se inlocuiesc ulterior cu datele din
tabel (pentru fiecare destinatar selectat anterior):

Stimate Domnule «Locatar»,

Va rog sa achitati suma de «Suma» pentru apartamentul nr.

«Apartament» calculata in functie de numarul de persone («Persoane»).
21 December 2014 Admin
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J j " )Rules :

=Q%jﬁiuif§ TR .

... 6. Tools > Letters and Mailings:

% Match Fields 7
Greeting Insert Merge ie ﬂﬂnd edpient o ‘J
) Ltlne _ Field - ] F”{::unv;/ 2, Auto Cheek for Errors ”:l:;eu
Vrite & Ini:vﬂ; —— :7*2%,«. Results ! Finish
1 ""_‘*;"':"";.'":"T“Previouske(ord :—7;'——:*_ |
Prewewtthe previous record in the
\‘ | recpien list.
W —
iﬁiﬁ\(\@\ Stimate Domnule Barbulescu Florin,
\ _ﬁ,ﬁ;j; Va rog sa achitati suma de 1592. 31 pentru apartamentul nr. 8 caleulatd
)\ in functie de numarul de persone. (3).
Adnmi
21 December 2014 —
3 @{jkwas , . -
Word | ¢7 Find Recipient ¥
‘Prewew 3 Finish & ;
Results| o Auto CheckforErrors | Merge » Generate document ...
Preview Results <) EditIndividual Documents..

- l . : —s ? — : — ? ' '73 P”nthergeto NewDocument(AIt Shlft‘_j
Mﬁdel.DOCx Lettefﬁl.Dﬁex ‘ .f_,‘ Send E-mail Messages...
[ Merge to New Document
N
f) Se pot vizualiza (preview) scrisorile generate,
apoi se construieste documentul cu  fom: o

scrisorile personalizate.

(o J[ = I



... 6. Tools > Letters and Mailings:

Stimate Domnule Vasilescu Gigel,

Va rog sa achitati suma de 2,123.08 pentru apartamentul nr. 3 calculatd in functie

de numarul de persone (4).

21 December 2014 Admin

T _
@
Word: 2,
o Save AS ... ||\erge-

* Print doe.
» Send E-mail

i:._‘l Edit Individual Documents...

g Print Documents..,

H."__J 5end E-mail Messages...

g) Se salveaza, se
listeaza sau se
trimite prin E-mail.

Stimate Domnule Cristolovean Ion,

Va rog sa achitati suma de 2,123.08 pentru apartamentul nr. 6 calculatd in functie

de numarul de persone (4).

21 December 2014 Admin

Stimate Domnule Popescu Ioan,

Va rog sa achitati suma de 1,592.31 pentru apartamentul nr. 1 calculatd in functie

de numarul de persone (3).

21 December 2014 Admin

Stimate Domnule Petrescu Mihai,

Va rog sa achitati suma de 1,592.31 pentru apartamentul nr. 4 calculatd in functie

de numarul de persone (3).

21 December 2014 Admin

Stimate Domnule Barbulescu Florin,

Va rog sa achitati suma de 1,592.31 pentru apartamentul nr. 8 calculatd in functie

de numarul de persone (3).

21 December 2014 Admin
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Ctrl+Alt+Q

Y

Urmatorul cuvant se face italic.

Tools | Table Window Help
Y| Spelling and Grammar... F7
4 Research.. Alt+ Click
Language
Fix Broken Text...
Word Count...
;»-E AutoSummarize...
Speech
Shared Workspace...
4| Track Changes Ctrl+Shift+E

Compare and Merge Documents...

Protect Document...

Online Collaboration

Letters and Mailings

Macro

Temnplates and Add-Ins...

d

|
o

AutoCorrect Options...

o

Customize...

Options...

Macros... Alt+F&
@ Record Mew Macro...

Security...
| Visual Basic Editor Alt+F11
@5 Microsoft Script Editor  Alt+Shift+F11

Pause Recording

Stop Recording

D) =

6. Tools - Macro:

Record Macro

Macro name:
Mext_Word_Italic

Assign macro to

g ?'\ Toolbars
0

Store macrao in:
All Documents (Mormal. dot)

) 3

Description:
Macro recorded 4/11/2010 by Administrator

EEYboard

.

Customize Keyboard

Specify a command

ries: Commands:

Specify keyboard sequence

Description

Current keys: Press new shortcut key:
« | |Alt+ctr+g|

Currently assigned to: [unassigned]

Save changes in: Mormal. dot

-
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6. Tools - Macro:

HYw-0 s C2 - Microsoft Word S s
Home Insert Page Layout References Mailings Review ] View @
IE Lil' 5 Web Layout | (¥ Ruler ™| Document Map q ¢ JJone Page 23 New Window | 1) %
| : |2 outline | Gridlines | Thumbnails =0 (30 Two Pages || = Arrange All | i) ,
" Print | Full Screen _ e Zoom 100% ; 2 : Switch || Macros
ayout| Reading =l Draft | ] Message Bar H =] Page Width || [ Split A4 | Windows~ ||~
Document Views | _Show/Hide ‘ Zoom 1 Window | Macros |
Print Layout T R S S T .'V-a. IR MR A IR T R IR T Ry IR .@ TR T kIO Rt T
View the document as it will ? .
appear on the printed page. 7) Vle\RT
a) Document Views

b)Show /Hide
c) Zoom \Window =] «
d)Macros (I

I View Macros

Stop Recording

Pause Recording

Page: 2 0f3 | Words: 108 | ¢

English (U.S.) |

14:



6. Tools - AutoCorrect:

F -
Tools | Table Window Help — | AutoCorrect: Swedish (Sweden) @
'? Spelling and Grammar... Fi
el g . T | AutoText I AutoFormat Smart Tags
t
i:& nesearc e AutoCorrect | AutoFormat As You Type

Language 3
=n9ted Show AutoCorrect Options buttons

Fix Broken Teuxt...

Word Count... Correct TWo INitial CApitals

'/ﬁ AutoSummarize... Capitalize first letter of sentences
Speech Capitalize first letter of table cells [ Correct keyboard setting
Shared Workspace Capitalize names of days
- . 7| Carrect accidental f CAPS LOCK ke
# Track Changes Ctrl+Shift+E arrect acadentalusage o = 4

Replace text as you type
Compare and Merge Documents...

Protect Document.. F‘Teplace: With: @ Plain text Formatted text
Online Collaboration 3
Letters and Mailings 2 o a i
Macro 3 ;: ;‘
Ternplates and Add-Ins... ) =] -
=F  AutoCorrect Options... i
Customize... Automatically use suggestions from the spelling chedker
Options...
Ok, ] [ Cancel
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... 6. Tools - AutoCorrect:

UBB-= Universitatea Babes-Bolyai Cluj-Napoca Edf »Facultatea de Educatie-Fizica si Sport

AutoCorrect: English LLS.

=

| AutoText | AutoFormat Smart Tags
AutoCorrect | AutoFormat As You Type
Show AutoCorrect Options buttons
Correct TWo INitial CApitals Exceptions. ..

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accdental usage of cAPS LOCK key

[] correct keyboard setting

Replace text as you type
Replace: With: (@ Plain text Formatted text
|E§ |Ur1i'u'ersi13tea Babes-Bolyai Cluj-Mapoca |

Universitatea Babes-Bolyai Clujapoca

udnerstand understand

understnad understand D

undert he under the -
Replace Delete

Automatically use suggestions from the speling chedker

AutoCorrect: English LS,

S5

| AutoText | AutoFormat Smart Tags
AutoCorrect | AutoFormat As You Type
Show AutoCorrect Options buttons
Correct TWo INitial CApitals Exceptions. ..
Capitalize first letter of sentences
Capitalize first letter of table cells [T correct keyboard setting

Capitalize names of days
Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: @ Plain text Formatted text
[Edr Facultatea de Educatie-Fizics 5i Sport |

EdF Facultatea de Educatie-Fizica si Sport

F
efel feel
effedent effident D
efort effort -
Replace Delete

Automatically use suggestions from the spelling checker

| ok
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6. Tools > Customize:

Tools

v

s

Table Window Help

Spelling and Grammar... F7
Research... Alt+Click
Language

Fix Broken Text...

Word Count...

AutoSummarize...

Speech

Shared Workspace...
Track Changes Ctrl+Shift+E
Compare and Merge Documents...
Protect Document...

Online Collaboration

Letters and Mailings

Macro
Temnplates and Add-Ins...
AutoCorrect Options...

Customize...

>

’

Customize

Toolbars | Commands | Options |

Options...

Modify Selection +

Rearrange Commands. ..

Save in: |Mormal.dot

gic=]

Close

Save changes in;

Description

Normal.dot

Saves the active document or template

(B2

Toolbars:

|| Formatting i

|| 3-D Settings

|| AutoText

|| Control Toolbox =

|| Database

|| Diagram

| rawing

|__| Drawing Canvas

|| E-mail

|| Extended Formatting

|__|Forms

|__| Frames

|| Function Key Display

|__| Japanese Greetings

|| Mail Merge -

[ keyboard... ] [ Close ]
b
i - r 5
Customize l D |- Customize Keyboard Iﬁ
- Spedfy a command
Commands | Options Categories: Commands:
To add a command to a toolbar: select a category and drag the -
command out of this dialog box to a toalbar. ol |E | o
; View FileSaveas

Categories: Commands: Insert FileSaveAsWWebPage E
File Format FileSaveFrameAs m
Edit i Speech i Tools FileSaweHtml

View | TEr i Table ~ | |FileSaveVersion

Insert 3 Spedfy keyboard sequence

Farmat —= Auto Scroll Current keys: Press new shortout key:

i hift

¥ Update Field Shift+F12 -

Table St i Alt+Shift+72

Web Edit Field. .. L4 o

Window and Help o

Drawing - Unlink Fields o

[ Reset all...

J

Close

]
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Tools Custornize:

4l

Recent Documents

Accept and Move to Next In addition to using this dialog
Borders and Shading... box, you can also add any item to

Palacian Daniel

Customize "

Hew
1 2 {=l
~u y =
% Qpen 2 Op-Calc
T 3 Op-Calc =
I I 4 lab02Floyd =
Save
5 problem_statement =
=] 6 lab015pec =
H Save As b
1 labO1Spec =
& lab02Floyd = A L
@ Ernt Y| 9 problem_statement = Popular P i ]
fr d| Customize the Quick Access Toolbar and keyboard shortcuts.
" Cfs Display
b Prgpare » Cerinte I=] ) Choose commands from: (i Customize Quick Access Toolbar: (i
- atre firma SoftVision cave
IE SEr‘IQ b PrelImg C1 = Advanced <Separator> | Choose commands from
=
./ Publish » recommandation DI& = ) Draw Table the Quick Access Toolbar by
== i X Add-Ins = right-clicking it in the Ribbon,
Urian Corneliu = Edit Footer
Trust Cent i
' Close recommandation SORIN b=l sk emer Edit Header

- Resources E-mail
Font..

Insert Hyperlink
Insert Page and Section Breaks 3

" ' -Add >
Insert Picture from File

MNew

2] Word Options | | X Exit Word

MNew Comment
Cpen

Page Setup
Paragraph
Paste Special...
Print Preview
Quick Print —
Redo

Reject and Move to MNext
Save

Show All

v

O e PUIULCEN® > Duulod

Show Quick Access Toolbar below the Ribbaon

Keyboard shortouts:

ok | [ cene |
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6. Tools > Options:

Tools | Table Window Help

v Spelling and Grammar... F7
ﬂ Research... Alt+Click
Language

Fix Broken Text...
Word Count...
=4 AutoSummarize...

Speech

Shared Workspace...

1+ Track Changes Ctrl+Shift+E
Compare and Merge Documents...
Protect Document...

Cnline Collaboration

Letters and Mailings

Macro

Templates and Add-Ins...

d

|
o

AutoCorrect Options...

!

Customize...

Opticns...

—

[ Cptions I.il-g_hj |

Security | Spelling & Grammar | Track Changes
User Information I Compatibility | File Locations
View | General | Edt | Print | sSave

General options
Background repagination Allow starting in Reading Layout
[|iBlue badkground, white text!
[ Provide feedback with sound
Provide feedback with animation
|:| Confirm conversion at Open
Update automatic links at Open
Mail as attachment
Recently used file list: |4 = entries
[ Help for wordPerfect uzers
[] Navigation keys for WordPerfect users
[ Allow background open of web pages
Automatically create drawing canvas when inserting AutoShapes
Measurement units: Inches IZI

[] Show pixels for HTML features

[Sergir_e Options... ] [ Web Options... ] [ E-mail Options... ]

[ Ok ] [ Cancel ]
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7. Table > Draw & Insert:

Table | Window Help

Tables and Borders

|j Draw Table -| Yepizl -] - -
Insert 3 I H |7j “ﬂ i\lr il z
Delete 3 |
Select 3
#l Solit Cells ‘@ ) ] TIable..
Split Table IH] Columns to the Left
# Table AutoFormat... ai Columns to the Right | Insert Table Iﬁ
AutoFit 3 J'L_j Rows Above Table size
Heading Rows Repeat =" Rows Below Mumber of columns: 5} =
Convert 3 g2 Cells... Mumber of rows: 2 =
A
Z 1' Sort... AutoFit behavior
Formula... i@ Fixed column width: Auto =

Hide Gridlines

(7 AutoFit to contents
(7 AutoFit to window

Table style: Table Theme AutoFaormat. ..

[ Remember dimensions for new tables

QK ] [ Cancel
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7. Table > AutoFormat:

Table | Window Help

—

j Draw Table

Insert
Delete

Select

m
m

L
{

aole

|;="_=] Table AutoFormat...

AutoFit

Convert
71 sor.

Formula...

Hide Gridlines

m

m

L =

L -

Table AutoFormat

S5

Category:
Al table styles |

Table styles:
Table 30 effects 1 -

‘

Table 30 effects 3
Table Classic 1
Table Classic 2
Table Classic 3
Table Classic 4
Table Colorful 1
Table Colorful 2

[ m

Table Calorful 3
Table Columns 1
Table Columns 2 -
Preview
Jan Feb Mar Total
East 7 7 5 19
West ] 4 T 17
South 8 7 9 24
Total 21 18 21 60
Apply spedal formats to
Heading rows Last row
First column Last column
[ Apply ] [ Cancel
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7. Table - Sort & Formula:

Table | Window Help

Hide Gridlines

j Draw Table
Insert 3
Delete 3
Select 3

# Table AutoFormat...
AutoFit 3
Convert 3

Bl sor |
Formula...

—

-

S5

Sort
Sort by )
= Type: | Text @ Ascending
|Z| = Izl " Descending
Using: |Paragraphs |E|
Then by d
@ Ascending
Type: |Text @) Asg
|E| ¥ ex Izl il
Using: |Paragraphs |E|
Then by
Type: |Text :i:-E-i::F EF
Using: |Paragraphs
My list has
@ Header row 5 No header row
Options... | ok || canc
.
r .
Formula 3
Formula:

cccee -) =AYVERAGE [:LEFI_:I

Mumber format:

#,#%0.00

Paste function: Pazte bookmark:

]
7]
m

STTTETTY =

(=]
=]
]
1
=

] [ Cancel

Notal | Nota2 | Media
8 10 9.00
9 10 9.50
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B

L

Table | Window Help

Draw Table

Insert
Delete
Select

=]

vIErNge Lells

Split Cells...
Split Table

Table AutoFormat...

AutoFit

Heading Rows Repea
Convert

Sort.

Formula...

Hide Gridlines

Table Properties...

7. Table > Propetties:

—

Table Properties

D | |

Table | Row |Culgmn| Cell |

i : Measure in: | Inches

B & |2

Left Center Right
Text wrapping

3| o

None Around

Indent from left:

-

0" =

Borders and Shading. ..

] [ Options... ]

Ok

] [ Cancel ]
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8. Window:

Window | Help

Mew Window

Arrange All

Split

1 Ex C4.doc

/

/ €2 - Microsoft Word

Wiew
_ ) 3¢ |2l) one Page = | -
I'h .QTWU Pages - — I
Zoom 100% Mew  Arrange Split
= Page Width || window Al
Zoom

Window

==

Switch
Windows -
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9. Help:

Help |

@ Microsoft Office Word Help  FL
Show the Office Assistant

¥

Microsoft Office Online
Contact Us

WordPerfect Help...

Check for Updates
Detect and Repair...
Activate Product...
Customer Feedback Options...

About Microsoft Office Word

® @6 &M e

©) Word Help - M=

~ K Search -

ca.Office tad bing

More on Office.com: downleads | images | templates

Getting Started with Word 2007

What's new in Word 2007

Article | Learn about new tools for editing, formatting, and
reviewing documents in Word 2007...

Find Weord 2003 commands in Word 2007

Article | Get help finding your faverite Word 2003
coemmands in the new Word 2007 interface...

View all Word support >

Top Word 2007 Training

Up to speed with Word 2007

Training | Learn the best ways to use the new Ribbon, and
get a handle on finding popular commands...

Header and footer basics

All Word | _ci Connected to Office Online
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Tema - Aplicati (Utilizati):

v Format:

v Font, Paragraph, Bullets & Numbering, Borders, Columns, BackGround
v Tools :

v Letters & Mailings, Macro, AutoCorrect, Customize, ...
v Table:

v Draw & Insert, AutoFormat, Sort & Formula, Properties

Ca/ 24 Oct. 2018

Curs 5. Mierosoft Excel > 31 Oct. 2018
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