MS Word tieSsaisteé

1 Microsoft Word, iesp&jams, ir

labakais un profesionalakais teksta redaktors

MS Word on-line pasaulé. Jebkurs profesionals riks ir dargs,

daudz dargaks neka tas, kas paredzets

amatieriem. Tomér tikai nelielai dalai

RECTII LN Lo L cilvéku ir jastrada ar tekstiem profesionala

Itmeni. Lielaka dala cilvéku strada ar neliela

apjoma tekstiem, kuru garums ir lidz paris lappusém, un 99% no vinu vajadzibam
var apmierinat ar bezmaksas riku MS Word tieSsaiste.

What is MS Word on-line? 2 Ikvienam no mums dazreiz ir

o v . —_ o —_
MS Word on-line is new free of charge online app that helps you to write J auzrakSta dazas pleZImeS L) J as agatavo
texts of any complexity, starting from very simple notes to the very complex . . . . k - 1 . k

and large texts with tables, pictures, references, headers and footers.

Any of us sometimes need to write some notes, to prepare submissions, lesnleguml’ J ara Sta VeStu e’ J aap Opo

write a letter, gather information for an upcoming trip, gather food recipes,

e e e b e peundevicse oy informacija gaidamajam - celojumam,
calculations. Ly -1 -

lftOLsul;IS:gr I:)iearéﬂll\j/ifengaesiacs\gl:ﬁlsa.cquira But anyway, it takes some time and J aapkOpO edlel’lu receptes y Utt N av lemes I d
MS Word on-line interface is available in native Baltic languages. izmantot papiru un pildspalvu un parrakstit

visu daudzas reizes, ja jus veicat jebkadas
1zmainas. Varat izmantot Word un saglabat failu nakamajiem dokumentiem. Tas
pasas metodes un riki, kas format€ tekstu, att€lus un tabulas, tiek izmantoti
programma Excel, Outlook un daudzas citas lietojumprogrammas. STiemesla dg]
Word ir pamats, lai apgitu prasmes darboties ar daudzam citam
lietojumprogrammam.

| N o= [ .o e -
Read the text below carefully! 3 Saja macibu materialu komplekta

« Use this presentation along with the file Word_notes. In this file some

T . e - - —_ .. . v .
explanations a{'\d e>-<tra |nforma>non |s.prowd‘ed. kopa ar prezentaCI_]u II' daZl VldeO un
;[ * Wherever you in this presentation or in the file Word_notes you see
«Play video» icon, press and hold Ctrl key and simultaneously make 1 1 1 b b
click with the mouse left button ( Ctrl+Click) to watch relevant video praktl Skl Vlngrlna_] uml .
Eﬂ Wherever you in this presentation or in the file  Word_notes you see
«Exercise» icon, use Ctrl+Click to open exercise. - . - v . o .
= Do not hurry! Be sure to complete the exercises before starting to Jus Varat pleklut Slem VldeOkllplem
familiarize yourself with the next topic. To learn something, it is . DE— . . v
critical to reinforce what you have already learned by practicing. un VlngrlnaJ umlem, nOSpleZOt un turOt Ctrl

taustinu un vienlaikus noklikSkinot uz
peles kreisas pogas uz ikonas.

4 Papildinformaciju par lietoSanu
How to run MS Word online?

pakalpojuma OneDrive varat uzzinat t€ma
« During installation of Windows, it is uoneDriVe" .

@=m  osemmseenn . _

o e e Kad esat palaidis OneDrive, varat
v & e OneDrive button on the taskbar in the . . v —_ .
: @ right bottom corner pleVlenOt SO Saisni uz Chrome

* Then click on Apps Launcher in the left

upper corner and select Word button in grématZiju joslu Vai M S Edg e i V4 I asi , j a

the drop-down menu

veaasnd

v



jums tas Skiet ertak neka veids, kas aprakstits $aja slaida.

Bridinajums!

= Microsoft Start

Caedmve

=ecel

CneNote

* Edge loga augsé€ja kreisaja
start ir 9 punkti, uzklikskinot
uz kuriem, jus varat palaist
Microsoft 365 programmas.

* Nestartéjiet Word, Excel,
PowerPoint or Outlook
no Microsoft 365 apps!

*Microsoft 365 NAV

E bezmaksas!

How to change display language

to your native?

vy

« Before running
Word change
language settings
for everything in
OneDrive

* Select Settings
button in the right
upper corner

« Select English (UK)
and inthe drop-
down menu Your
display language
find and select your
native language

* Click Change
language button

How to start new document?

« As have run Word in the group

Create new click Blank
document

« (in you wish to use any o f built-in

templates, click the relevant
sample located to the right from
Blank document)

« If already have any document

opened, click File/ New and
chose Blank document or any
template proposed

5 Visu Microsoft
lietojumprogrammu saskarsne ir pieejama

Baltijas tautu valodas. Lai mainitu
interfeisa valodu, jums ir jamaina
OneDrive iestatijumi.

;ﬂ Noskatieties video.

6 Lai saktu jaunu dokumentu,

palaidiet programmu Word un grupa
Izveidot  noklikskiniet ~uz  Tukss
dokuments.

Ja ve€laties izmantot kadu no iebiivétajam
veidném, noklikSkiniet wuz attieciga
parauga, kas atrodas pa labi no tuk3a

dokumenta. Ja kads dokuments jau ir atvérts, noklikskiniet uz Fails = Jauns
un izvélieties TukSs dokuments vai jebkuru piedavato veidni.


14_Word_4_display_language.mp4

Interface 7
S Galvenie saskarsnes elementi ir
o . . ~
Veryimportant ot izvélne un rikjoslas ar pogam, kas atrodas
= - * Occasionally happens that the v - v . .
o one M emrens loga augSpus€. Dazi papildu elementi
+ Below the Menu you see Pt R X =
e LUIL | g enes atrodas apaksa.
depends on the item of Menu PRSTRTTS " .
you have selected * Then click the small arrow in
* Below the Ribbons the Ruler Dl dm the right bottom corner of the W - 3 o - . - .
is located. You may wish to e p ° _
WkRg . Tom Ao Augspusé redzami dazi vardi — ta ir

Saving the file

* As soon as you create new document
it is automatically saved on your
OneDrive as Document1, Document2,

etc.

« Of course, it is some benefit, but on
another hand makes difficult to find .

Izvelne.

Zem izvélnes ir redzama lente (rikjosla) ar pogam.

Lentes saturs ir atkarigs no atlasitas izv€lnes vienuma.

Ja esat atlasyjis attelu, tabulu utt., tiek paraditi kontekstualas izvelnes
vienumi.

Zem lentem atrodas meérjosla. lesp&jams, velesities ieslégt vai ieslegt
mgérjoslu izvélnes vienuma Skats.

Loti svariga piezime!

Reizém gadas, ka lente «pazud».

Jus varat to viegli atgut ©

VienkarSi noklikSkiniet uz jebkura izvelnes vienuma, un lente atkal
paradisies.

Peéc tam noklikSkiniet uz mazas bultinas lentes labaja apaks€ja stiirT un
atlasiet sev piemérotako iestatijumu ©

8 Tiklidz izveidojat jaunu dokumentu, tas

tieck automatiski saglabats pakalpojuma

the particular documentyou have

developed OneDrive ka Dokumentsl, Dokuments2

. suﬁgest to save any new document

witl
it!

the specific name as you created —

* Click File/ Save as/ Save as copy online” |~ u .

« Select the appropriatefolder on your m
OneDrive T -—

a

g erameorscopvandelk = . Protams, tas ir zindms ieguvums, bet, no

* In the left upper corner, the name of
r

eflestestarees otras puses, apgritina konkréta dokumenta
atraSanu, kuru esat izstradajis ©.

Es iesaku saglabat jebkuru jaunu dokumentu ar konkrétu nosaukumu, tiklidz
jis to izveidojat!
Ir vismaz divi veidi, ka saglabat failu ar konkrétu nosaukumu. Pirmais veids

ir:

e Noklikskiniet uz Fails - Saglabat ka —> Saglabat ka Kkopiju
tieSsaiste.

e Atlasiet atbilstoSo mapi pakalpojuma OneDrive.

e [evadiet §1s kopijas nosaukumu un noklikskiniet uz Saglabat.



o Kreisaja augsgja stiirt vajadz€tu paradities faila nosaukumam.

Another way to
save your document

« If Save as copy online does not
work and message above [V SoPews O
appears, try Rename instead

* The file will be saved on
OneDrive with the given name

« Open My files on OneDrive, -
select the file, click 3 dots (...)to  * l:'
reach More actions, select Move *

to, select the destination folder
and move the file

ta vieta méginiet Pardevét .

9 Vel viens veids, ka saglabat

dokumentu ar konkrétu nosaukumu, ir
pardevet failu, kas automatiski saglabats ka
Dokuments1 vai Dokuments 2 utt.

Ja opcija Saglabat ka kopiju tieSsaiste
nedarbojas un tiek paradits kltidas zinojums,

* Fails tiks saglabats pakalpojuma OneDrive ar jlisu pieskirto nosaukumu.

+ Atveriet Mani faili pakalpojuma OneDrive, atlasiet failu, noklikskiniet uz
3 punkti (...) lai sasniegtu sadalu Citas darbibas, atlasiet Parvietot uz,
atlasiet meérka mapi un parvietojiet failu.

) Tmwfae 1 O _ . _ _
Enteringthetext (1)~ ===== =) Jis varat ievadit tekstu sava
"ou com enter the extin your document by: dokumenta, veicot $adas darbibas:

* Dictating
. gig?grgm;ml;gls::; will be discussed after slides about the selecting ° Rakstot
e oo krous — el e you apportunty v st how our * Diktejot

text is organised — if you have typed spaces or used tabs, where are

paragraph marks, etc. These are non -printable characters, and they will ° Kopééana - Sv/iS ]aul’a_]ums tiks apspriests
velak slaidos par teksta atlasi un

not be printed.

formatésanu.

Loti svariga piezime.

RakstiSana — iesaku ieslégt Radit/ Paslépt pogu izvélnes vienuma Majas -
grupa Rindkopa — tas dos jums iesp&ju redzét, ka tiek organizéts jusu teksts
— vail esat ierakstijis atstarpes vai izmantojis tabulatoru, kur ir rindkopu
atzimes, utt. Tas ir nedrukajamas rakstzimes, un tas netiks drukatas.

Entering the text (1) 1 1 RakstiSana ir galvenais veids,
* Creating new line — hit Enter on your keyboard. ka 1evadit tekstu dokumenta. Dazi pamati 1r
« Capital letter in the beginning of word — Press and hold Shift on your . -

keyboard, the hit the letter on keyboard. dotl Zemak:

* ALL CAPITAL LETTERS - turn on caps lock on the keyboard then type.

« Latvian letters — hit apostrophe key on the keyboard, then e the _ s . . - -
e, eeneteventhetapoerd et «Jaunas linijas izveide - nospiediet

* Deleting to the left from the pointer — Backspace key. _ .

« Deleting to the right from the pointer — Delete key. taStaturaS taustll;lu Enter.

*Liclais burts varda sakuma — nospiediet un
turiet nospiestu taustinu Shift uz tastatiras,
nospiediet burtu uz tastatiiras.
* VISI LIELIE BURTI — ieslédziet uz “caps lock” , péc tam ierakstiet.
 Latviesu burti — nospiediet tastatiiras apostrofa taustinu, péc tam ierakstiet
burtu.
» Dzgsana pa kreisi no raditaja — taustin$ Backspace .



* DzgSana pa labi no raditaja — Delete taustinu.

Dictating
o
===
.
-

* Click the arrow below the microphone on

the Dictate button located in the Home
item in the Menu

* Then click Setting (like gear on the second

screenshot

« Select the language and Save
« Strat to dictate
* To stope recording, click the microphone

button once more

* The preconditions to get useful record is

silent space and clear pronunciation.

« Decide yourself if it is reasonable to use

this way to enter the text.

* Keep in your mind, that voice recognition

technologies are continuously improved!

12 DiktéSana ir jauns veids, ka ievadit
tekstu.

*Noklikskiniet uz bultinas zem mikrofona
uz pogas Diktét, kas atrodas izvélnes
vienuma Sakums.

Péc tam noklikskiniet wuz pogas

Iestatijums (I1dziga zobratam otraja ekranuznémuma).
 Atlasiet Valodu un Saglabajiet.
» Saciet diktet.
 Lai partrauktu ierakstiSanu, vélreiz noklikSkiniet uz mikrofona pogas.
* Prieksnoteikumi, lai ieglitu noderigu ierakstu, ir Klusa telpa un skaidra

izruna.

Izlemiet pats, vai ir sapratigi izmantot So veidu, lai ievaditu tekstu.

Paturiet prata, ka balss atpaziSanas tehnologijas tiek nepartraukti uzlabotas!

Select text

« Before text can be
formatted, copied or
cut, it must first be
selected.

« There are two ways
to select text:
« Holding Shift key and
using arrows.
« with a mouse or
touchpad.

Selecl-texty

Select-toxty

13 Lai tekstu varétu formatét, kopet vai

izgriezt tekstu, att€lu vai tabulu, tas
vispirms ir jaatlasa.

Tekstu var atlasit divos veidos:

*Turot nospiestu taustinu Shift un
1zmantojot tastatiiras bultinas.

 ar peli vai skarienpaliktni.

Select text holding Shift key and using keyboard

arrows

+ Place your cursor (pointer) to the beginning or the end of
ct

the text you want to sele

+ If the cursor is at the b
arrow on your keyboar

epinning of the text use the right

« If the cursor i; at the end of the text use the lest arrow on

your keyboar

+ You may wish to select single character or word, or line
+ Press and hold Shift key, the move the arrow until the

text s highlighted

* To make movement faster simultaneously press and hold
Ctrl key — you will select not single character, but the

whole word

* To select the whole line — click the Home key, if the cursor

Lu'n-.l e |
FECNYTHE |
sekcetony

EUEHACHE |

is located at the end of line, or End key, if the cursor is

Iocated at the beginning

14 Atlasiet tekstu, turot nospiestu

taustinu Shift un izmantojot tastatiras
bultinas:

*Novietojiet kursoru (raditaju) uz atlasama
teksta sakumu vai beigam un nospiediet un
turiet nospiestu taustinu Shift.

*Ja kursors atrodas teksta sakuma,

1zmantojiet tastatiras labo bultinu.

» Ja kursors atrodas teksta beigas, izmantojiet tastatiiras kreiso bultinu.

» lesp&jams, vélesities atlasit vienu rakstzimi vai vardu, vai liniju, tad
parvietojiet bultinu, 1idz vajadzigais teksts tiek iezZimé&ts.

 Lai kustiba butu atraka, vienlaicigi nospiediet un turiet nospiestu taustinu
Ctrl — jus izvel&sities nevis vienu rakstzimi, bet visu vardu.



 Lai atlasttu visu rindu — noklikskiniet uz taustina Home, ja kursors atrodas
rindas beigas, vai uz taustina End, ja kursors atrodas sakuma.

Select text using mouse or touchpad 1 5 Lai atlasitu tekstu, izmantoj ot

* Place your cursor (pointer) to the beginning or the end of the text you
want to select.

peli vai skarienpaliktni:

* You may wish to select single character or word, or line.
* Press and hold the left button and move the pointer over the text you

\}:riigsfr‘\“tgc;qizljct Release the left button, when the selected text is .NOVietOj iet kursoru (I'éditﬁj u) uz atlasama
. (Tzc:tsrlelic; the whole document press and hold Ctrl key and hit letter A teksta Sﬁkumu Vai beigﬁm.

*lespgjams, véelesities atlasit  vienu
rakstzimi, vardu vai rindinu.

* Nospiediet un turiet kreiso pogu un parvietojiet raditaju virs teksta, kuru
vElaties atlasit. Atlaidiet kreiso pogu, kad atlasitais teksts ir iezZiméts.

* Lai atlasttu visu dokumentu, nospiediet un turiet nospiestu taustinu Ctrl
un nospiediet burtu A (Ctrl+A).

Spelling and grammar £ a s A 16

*To corkrect mistyping and grammar R Co—
mistakes: o . - . — .
1. To et roofing Language click = -+ Lai labotu pareizrakstibas un gramatikas
menu iteré\ ReE\g_et\(l)vr,JL\tetg:Hck
arrow under Edi . - .
2. Select appropriate language in kLUdas .

the drop-down menu and click
OK. tolrkan cftmn romren =

3. Mistaken words are underlined - 1. Atlasiet tekstu. Varat atlasit visu

with red wavyline.
4. Click on the mistaken word and

Celectrom hesugsestions - W— tekstu, izmantojot saisni Ctrl+A.

2. Lai iestatitu korig€Sanas valodu,
noklikSkiniet uz izv€lnes ParskatiSana, péc tam noklikSkiniet uz bultinas
zem pogas Pareizrakstiba un gramatika, tad Iestatit korigésSanas
valodu.

Nolaizamaja izv€Ing atlasiet atbilstoSo valodu un noklikskiniet uz Labi.
Kliadaini vardi ir pasvitroti ar sarkanu vilnotu Imiju.

NoklikSkiniet uz kludaina varda un atlasiet no ieteikumiem.

o o &~ w

Ja dazi vardi vai termins ir citd valoda, atlasiet tos un iestatiet atbilstoSo
korektiiras valodu, ka aprakstits ieprieks.

Format font (1) 17 Formatét fontus

Woare (= ar b b

o NoklikSkinot uz izv€lnes vienuma
Sakums lenté, kas atrodas zem izvéelnes,
* Clicking Menu item Home on the ribbon, located below the Menu, you can
?hnedtgl;(tililg\f%gt‘}ebuttons located in this group allow you to format font of Vara‘t atraSt gru pas FO ntS. Pog aS’ kaS
* Hover over the button and screen tip- brief description— will become vt - . ) P
visble. atrodas Saja grupa, lauj formatét jau atlasita
teksta fontu .

VT lee s, o gt

* In the next slides action of buttons will be briefly described

e Virziet kursoru virs pogas, un ekrana padoms - ss apraksts - kltis redzams.



e Nakamajos slaidos 1si aprakstita pogu darbiba.

18
Format font {1} IR s e  Fonta nosaukums — lauj mainit
ESESSEESEIET | dolumenta izmanoto fontu. Vienkarsi
b o grompl, (ot Al Tahome, noklikSkiniet uz bultinas Saja poga un
lewers amd tner charscare, e Slewstosdusteet parlikojiet nolaizamo  izv€lni, lai
FCearformating ~elmpatessformating exspt henlghens priek$skatitu teksta izskatu. P&c tam ar
peles kreiso taustinu noklikskiniet uz

vélama fonta nosaukuma, pieméram,
Calibri, Arial, Tahoma, TimesNewRoman, Garamond.

¢ Fonta lielums, Palielinat fonta lielumu, Samazinat fonta lielumu - lau;j
pielagot burtu un citu rakstzimju lielumu.

e Notirit formatéjumu — tiek noversts viss format&ums, iznemot
1ezimeSanu.

Format font (I11)  a o o a e mae e tn 19

* Bold — shortcut Ctrl+B — allows to emphasize selection making iBold

" Underine - shareutCutss - alows o emphasine selechondadin o Treknraksts —saisne Ctrl+B — lauj
« Strikethrough— allows to emphasize deleted text making istriked — . —_
- Subserip s, forexample uzsvert izvéli, padarot to treknrakstu.

* Superscript— power or centigrade, for examp\e@or ZEHC
* Change case - allows to change case of letters

"l plows o psis splecton seting thadgroundcolourof g Slipraksts — saisne Ctrl+] — lauj
* Font colour - allows to emphasize selection setting théont colour of the _ . g _
fext{colours may'be change uzsvert izveli, padarot to sliprakstu.

o Pasvitrojums — saisne Ctrl+U —
lauj uzsvert atlasi, pasvitrojot to.

e Parsvitrojums - lauj uzsvert izdzesto tekstu, padarot to izsvitrotu.

o ApakSraksts — indekss, piem&ram, X».

*

B

e Augsraksts — pakape vai Celsija gradi, pieméram, x? vai %0,
e Mainit registru — lauj mainit burtu registru.

e |zcelt — lauj akcentét izveli, iestatot teksta fona krasu (krasas var tikt
mainitas).

e Fonta krasa - lauj uzsvert izveli, nosakot teksta fonta krasu (krasas var tikt
mainitas).


Excercise_01.docx

Formatting s 2 O

= 02

paragraph (1) | bt
: q

o Noklikskinot uz Izv€lnes vienuma
« Clicking Menu item Home on the ribbon, located below the Menu, - _ . _
ZOL; can f:nd group Paragraph. Buttons located in this group allow you Sakums lente’ kas atrodas Zem IZVelneS,
o format paragraph of the text you have already selected. .
* Hover over tr.\e butto.n and brief descriptio.n will becc?me visible. Vara‘t atrast g ru pu R I n d ko pa . POgaS , kaS
* In the next slides action of buttons are briefly described. . _ . . _
. ZZ:;Z? fhpeeg:i)slz;f additional options clicking on the right bottom atrodas Sa] a grupa’ 1auJ formatet J au atlaSIta
teksta rindkopu .

e Virziet kursoru virs pogas, un 1ss apraksts kliis redzams.
e Nakamajos slaidos 1si aprakstita pogu darbiba.

e Varat atvert papildu svarigo opciju sarakstu, noklikSkinot uz grupas labas
apaksejas malas.

Formatting paragraph (I1) :- sfuE 2 1

* Bullets — add bullets to the list items. You may wish to choose

I e Aiimes — saraksta clementie

sy " from drop -down st by clicking on the arrow pievienojiet aizzimes. lesp&jams, vEl&sities

" Spparonce o rumaesfom op Gowr 5 cickingon e arow izvéleties aizzimju izskatu no nolaizama

" Recraase indant, Increase Indent: - change evel o frem i the mutf - saraksta, noklikskinot uz bultinas blakus
pogai.

e Numeracija — pievienojiet skaitlus saraksta elementiem. Jis varat

1zveleties numuru izskatu no nolaiZzama saraksta, noklik§kinot uz bultinas
blakus pogai.

e Vairaklimenu saraksts — izveidojiet vairaklimenu sarakstu. Jis varat
izveleties numuru izskatu no nolaizama saraksta, noklikskinot uz bultinas

blakus pogai. .
Ei

e Samazinat atkapi, Palielinat atkapi — mainit vienuma limeni

vairaklimenu saraksta.
L2

Formatting paragraph (I11) :_ = :-:. =-a

* Align Left, Align Right — makes even left or right side of the - ° = ] - e =
paragraph ° Lidzinat pa Kkreisi, Lidzinat pa
* Align Centre — places text in the centre of line.

« Justify — makes even both sides of the paragraph. Iabi - padara Hdzel’lu ri nd kOpaS kreiSO Vai

* Line spacing — you can choose spacing between lines (I suggest to use I b H
space 1) and add or remove extra space before or after the a 0 pUSI N
paragraph.

« Special indent — you can add indentation to the first line of

paraeraph . Lidzinat uz centru — novieto
tekstu rindinas centra.

-,
il’/

Taisnot — padara Iidzenas abas rindkopas puses.
Rindstarpas — jiis varat izvél&ties atstarpi starp rindam (es iesaku izmantot
atstarpi 1 Viens) un pievienot vai nonemt papildu atstarpi pirms vai péc
rindkopas.


Excercise_02.docx
Excercise_03.docx

e Ipasa atkape — varat pievienot atkapi rindkopas pirmajai rindinai.

Formatting - 23

paragraph (1V)

* You can open list of p—

adicionaloptions o Varat atvért papildu  opciju
P sarakstu, noklikskinot uz grupas labas
« | suggest to use S [
formatting oprions apaksgjas malas.
as in this picture.

= Es iesaku izmantot formatéSanas

opcijas, ka paradits Saja attela.
e Virsrakstiem un subtitriem es iesaku atlasit Paturét ar nakamo, lai
parliecinatos, ka virsraksts atrodas viena lapa ar tekstu

Using styles 24

* You may wish to

webultinstes  fi4-4 ' ° Iesp€jams, vélésities i1zmantot
e peleto - [=2]  iebuvétos stilus, lai erti format&tu tekstu.
create new your - -

own styles, but . — . . .

ingtheminnen  yoa ) Ir 1esp€jams izveidot jaunus savus

tricky ®

stilus, bet to izmantoSana jaunos

dokumentos ir loti sarezgita ®.

e Ja uzskatat, ka ir verts izveidot savus stilus, ir ieskic€ts sapratigu darbibu
1zklasts:

* Formatgjiet fontu un rindkopu, ka vélaties redzet parasto tekstu, un
noklikskiniet uz Izveidot jaunu stilu no Formatgjums, Nosauciet
savu stilu My _Normal.

* Formatgjiet fontu un rindkopu, ka vélaties redzet virsraksta tekstu,
un noklikSkiniet uz Izveidot jaunu stilu no format&juma, Nosauciet
savu stilu 'My_Tittle

» Lidzigi izveidojiet My subtitlel, !My subtitle2 utt.
* Saglabajiet failu ka !'My blank.

» Ta vieta, lai izveidotu/ tukSu dokumentu, izmantojiet Fails -
Atvért > !!My blank un pardevgjiet failu atbilstosi savam mérkim.

Copying and moving text within document 2 5
and between documents
1. Select the text you want to copy or move: te by e
R = S Lai kopétu vai parvietotu tekstu
* In menu item Home click Cut button or use
2. Ins:(:r::ti(t::rlrtth;r:)epZIickarrowin the : : LAl ‘: ’ dOkumentﬁ un Starp dOkumentlem:
bottom of Paste button and select:
g oo paste e lcring 1. Atlasiet tekstu, kuru vélaties kopét

+ Paste Text Only or use shortcutCtrl+Shift+V to

paste text, without it’ s formatting Vai pérvietot:



* Izvélnes vienuma Sakums noklikskiniet uz pogas Kopét vai
kopéSanai izmantojiet saisni Ctrl+C.

* Izv@lnes vienuma Sakums noklikskiniet uz pogas lzgriezt vai
izmantojiet saisni Ctrl+X, lai parvietotu.

2. Izvelnes vienuma Sakums noklikSkiniet uz bultinas pogas Ielimét apaksa
un atlasiet:

* leliméjiet vai izmantojiet saisni Ctrl+V, lai ielim&tu tekstu,
saglabajot ta formatgjumu.

* leliméet tikai tekstu vai izmantojiet saisni Ctrl+Shift+V, lai ielimétu
tekstu bez formatgjuma.

Copying text from other sources. 2 6

Format Painter

« To copy text from other sources, e.g., homepages, use shortcuts

. ?:1:?::nnw:tcsgl;]\t/e(:zsglrlfjsi::\lto copy and paste character and ° Lai kop étu tekStu nO Citi em aVOtiem)
aragraph formats to existing text. . - _ _ -

1_p feictpthe text, shape, cel\sg, or picture that has the format you want plemeram’ ma] aS lapam, pOga KOpet ne

O copy- . —_ . . . .

B s s Sk o e vienmér ir pieejama. lzmantojiet oo,
button to apply the formatting more than once. —_ . oy’

3. Select whatpsorj want to applygthe formatting to. SaISI’lCS CtI'H‘C un CtI'H‘V Val —'

Ctrl+Shift+V.

* Formata kopétajs ir riks, ko izmanto, lai kop&tu un ielim&tu rakstzimju
un rindkopu formatus eso$aja teksta.

Atlasiet tekstu, formu, Stinas vai attelu, kura formatu vélaties kop¢t.

2. Izvelne Sakums nospiediet pogu Formata kopétajs. Ar vienu klikski
noklikSkiniet uz pogas Formata kopétajs, lai format&jumu lietotu vienreiz.
Veiciet dubultklikSki uz pogas Formata kopétajs, lai format&jumu lietotu
vairak neka vienu reizi.

3. Atlasiet tekstu vai objektu, kuram vélaties lietot format&jumu.

Picture in the document bt bty 2 7

« To insert a picture in the >
document, click menu item )
Insert, then arrow in the bottom i

Inset, then arrow il 4 *Att€lu no cita avota var kopét lidzigi ka
“ormmmegeeee 0 NGB tekstu, izmantojot saisnes Ctrl+C un

* You can use the search box to
enter the keyword to find the Ctr|+v.

picture within the Stock Images
or searching on Web.

e, - Pereandclel -: E}. *Lai  dokumenta  ievietotu  attelu,
noklikSkiniet uz izvélnes vienuma
levietosana, péc tam uz bultinas pogas Attéls apaksa.

* Izvélieties avotu — ST ierice, OneDrive, Attélu Arhivs vai Meklgt timekls,
pec tam parlukojiet, lai atrastu atbilstosu attelu.
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* Varat izmantot mekl&Sanas lodzinu, lai ievaditu angliski atslégvardu un
atrastu att€lu krajuma att€los vai mekletu timekli.

e
=
* Atlasiet attelu un noklikskiniet uz levietot.
Formatting picture (1) b [ 2 8
e AP O — s _ _
tem Picture appears s B Noklik8kinot uz attela dokumenta,
* In group Image Size you can: ZRET i sahe e . _ . _
* Cropthepiture o delete e STU paradas konteksta izv€lnes vienums Attéels.

* To resize the picture
* In grou rrange you can: i" _— — . .
! -gRota‘t)eAand/ogr F\I/lp the picture a L4 Grupa Attela llelums Varat.
* To wrap text

*Apgriezt attelu, lai izdzestu lieko
informaciju.
* Mainittu att€la izmerus.
e Grupa Sakartot jiis varat:
» Pagriezt un/vai apverst attclu.
» Aplauzt tekstu.

Formatting picture (I1) 2 9
* In the group

Picture Styles, you

O l_ Cans:I t pict
R * Select picture - - oge .

O e * Grupa Attelu stili varat:
SPpR— and weight of the
et B - T v N | border. . _ .

wcsomeot s *Atlasiet attéla stilu.
described above

are available in

o - dopdownmeny o] aj atlasitu apmales krasu un svaru.

on the mouse right
click

Dazas no iepriek§ aprakstitajam

formateSanas opcijam ir pieejamas nolaizamaja izvélné ar peles labo pogu. 2
Table in the document 30
* In menu item Insert click arrow = 1_ . [ .o . _ . _
e o Biezi vien teksts klust skaidraks un
Jou necd, then cick and reesse : vieglak saprotams, kad tas ir sakartots
left button.
* As you click in the inserted table tabulﬁ__
2 contextual menu items appear: e
* Table Design. . _ . v
*TabeLayout o Izvelnes vienuma levietoSana
noklikskiniet uz bultinas pogas Tabula
apaksa.

e Virziet kursoru virs rezga un atlasiet, cik rindu un kolonnu jums
nepiecieSams, peéc tam noklikSkiniet un atlaidiet kreiso pogu.

e Noklikskinot uz ievietotas tabulas, paradas 2 kontekstualas izv€lnes
vienumi:

+ Tabulas noforméjums.

e Tabulas izkartojums.
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3

Table Design — =

* In the group TableStyles, you can

f'i‘:ugpjb‘c};ﬁ%j” Kontekstualas izvélnes vienums
SRl =m o Tabulas noformejums:

Columns. p— e I

R S = o Grupa Tabulu stili varat izv€leties
B, R B (S tabulas noform&umu — Vienkarss, Rezgis

val Saraksts un Mainit krasas.

e Grupa Tabulas stila opcijas varat ieslégt vai izslégt galvenes rindu,
kopsummas rindu, aizliegtas rindas, pirmo kolonnu, p&dgjas kolonnas un
kolonnas joslas.

e Sinas, rindas vai kolonnas var iezZzimé&t péc noteiktas krasas, lietojot Siinu
énojumu.

e Varat lietot vairaku krasu apmales, izmantojot pogas Apmalu atlase un
Apmales krasa.

Table Layout I 3 2

* Buttonsin group Select allows you to
select Table, Column, Row orCell.

* Buttonsin group Delete allows you to L)

e o o o R s e o Kontekstualas izvélnes vienums

* Buttonsin group Insert allows you to
insert rows orcolumns.

* Buttonsin group Merge allows you to o : Tabulas izkﬁrto‘iums :

merge or split selectedcells. T Vot

* Buttonsin group Align allows you to ] = Dbty e e oy
align content of cells both vertically Bese Sl o

. :Zi::;lf:g:zﬂ;; Distribute allows you .L' = :1': = - ’-.- L Pogas grupa AtlaSit !auj atlaSTt
to distribute columns and rowsvenly.

o dmEieat 8] Tabula, Kolonna, Rinda vai Stina.

width of rows and columns watch the
video.

o Pogas grupa Dzest lauj izdzest
tabulu, kolonnu, rindu vai Stnu.

e Pogas grupa levietot lauj ievietot rindas vai kolonnas.
e Pogas grupa Sapludinat lauj sapludinat vai sadalit atlasitas Siinas.

e Pogas grupa Lidzinat lauj izlidzinat Stnu saturu gan vertikali, gan
horizontali.

o

=

e Pogas grupa IzplatiSana lauj vienmérigi sadalit kolonnas un rindas.

Lai uzzinatu, ka mainit rindu un kolonnu augstumu un platumu,
noskatieties videoklipu.

Translating document _ = e 33

or selection ooy irmamyrs s v

e T I e _ ) .

e o Jis varat viegli tulkot tekstu no
-%ealicstla\fgguagesmm and To, click : e s ot g . ~ . o .
== vienas valodas uz otru. Bet - parliecinieties,

o ik ke
translateddocument. S ndiat k Ik | |
* fyou wantto wansat ust  prt a WwiKojums Ir pareizs::

of the document, in menu item

eview click arrow in the bottom of

Translate button and select ) —

Translate Selection. -

* gglton wisesin Tt 4 =+ = , ° Lai tulkotu visu dokumentu
1zvelnes vienuma ParskatiSana,



14_Word_31_Table.mp4
Excercise_07.docx

noklikskiniet uz bultinas pogas Tulkot apaksdala un atlasiet Tulkot
dokumentu.

o Atlasiet valodas No un Kam pé&c tam noklikskiniet uz Tulkot.
e TulkosSana tiks atverta parlikprogramma.

e Noklikskinot uz pogas Redigét, jums tiks piedavats saglabat tulkota
dokumenta kopiju.

e Garu dokumentu tulkoSana var rasties problémas. Tulkojiet tos pa dalam.
Ja v€laties tulkot tikai dalu no dokumenta, izvélnes vienuma ParskatiSana
noklikskiniet uz bultinas pogas Tulkot apaksdala un atlasiet Tulkot
atlasi.

e Tulkojums tiks paradits dialoglodzina Tulkotajs.

Page layout 34

* In menu item Layout 1§77 = K

T e T Izv€lnes vienuma Izkartojums varat
el B pielagot:
landscape. s N
et trons to - ° Papira izmeérs - parliecinieties, ka
adjust paragraph - - P -
options, too. = tas ir A4, nevis Letter. Lai izveidotu A4

noklusejuma papira izmerus, iespéjams,
biis japieldgo printera opcijas.

e Papira orientacija — portrets vai ainava.
e Piemales.

Seit ir pogas, lai pielagotu ari rindkopu opcijas.

Printing 35

* To print
document, select

e *Lai drukatu dokumentu, atlasiet izv€lnes
B4 ] punktu Fails un pé&c tam Drukat un
Drukat So dokumentu.

*Noklikskiniet uz Atvért PDF failu.

menu item File
and then Print
and Print this
document

« Click Open PDF

* The print preview

will be open in
your browser

*Drukas priekSskatijums tiks atveérts jlisu
parlikprogramma.

* Atveriet dialoglodzinu Drukasana.

* Dialoglodzina Drukasana varat konfigurét drukas iestatijumus, pieméram,
printeri, lappuses orientaciju un citas opcijas (drukat dokumenta dalu).

* Noklik8kiniet uz "Drukat", lai izdrukatu atlasito saturu.






