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IEVADS

Sis paliglidzeklis izstradats, lai palidzetu Edgara Kaulina Lielvardes vidusskolas
izglitojamajiem noformé&t projektus atbilstosi noteiktajam prasibam, tacu to var izmantot
jebkurs, veidojot strukturétus dokumentus.

Sis dokuments pirmaja acu uzmetiena var kist gar§ un pamatigu laiku prasoss, tadu ta
tas nav. Ir daudz att€lu, kas veido lielo lapu skaitu.

Soli pa solim izdarot darbibas, kas aprakstitas Saja paliglidzekli, tiks patérétas ne vairak
ka 20-25 minites. Turklat tas jaizdara tikai vienreiz miza ©.

Veiksmi darba!



1. DOKUMENTU LAPAS

Darbu noformé datorraksta uz A4 formata balta papira lapam, kuras apdruka no vienas
puses. Lapu iestatfjumu dialoglogu var atvért, izvéloties riku Page Layout; Margins.

Insert Fage Layout References lailir

] 1 l'_; l_"_i Eraaks *
=) b ¥ Ling Hu
Margins| Orientation Size Caolumns

bE" Hyphen

Last Custom Setting

Top: 3Jom Baottom: 2 om
| Left: 3 eom Right: 2 em
Mormal

Tap: 2.54 ¢m Battam: 2.54 £m
Left: 315cm  Right 3F18«m

MNarrow
Top: 1.7 cm Bottom: 1.27 cm
Lett: 1.2Tem  Right 1.27 cm

Moderate
Top: 254 ¢m  Battam: 2.54 ¢m
Left: 191 em  Right: 191 ¢m

Wide
Top: 2,54 ¢m  Bottom: 254 em |
Left: L0E cm Right: 508 cm

Mirrared
| Top: 25 ¢m  Bottom: 254 cm
Inside: 318 em  Culside:2.54 em

e

Custom Margins..,
-

1.1. att. Lapas izvietojums

Lai veiktu lapas iestatijumus, klikskis uz Custom Margins...

-
Page Setup M

Margins Paper Layout

Margins
Top: 3am = Bottom: 2cm =
Left: 3m = Right: 2 =
Gutter: 0cm : Gutter position: Left E
Qrientation

Portrait Landscape

1.2. att. Lapas piemalu iestatfjumi

Kad lapas piemalu iestatijumi paveikti, cilné Paper izvéleties lapas izméru A4.



Page Setup

Paper size:
A4 7]
width: |21 cm =)

Height: |29.7 em =)

1.3. att. Lapas izméra iestatisana




2. TEKSTA NOFORMESANA JEB RINDKOPU STILU VEIDOSANA

Rindkopu stilu parveidoSana un izveidoSana ir strukturéto dokumentu veidoSanas
pamats. Labi izveidoti rindkopu stili lauj efektivi 1sa laikd noformé&t dokumentus atbilstosi
prasibam.

2.1. Parastais rindkopas stils (Normal)

leteicams sakt ar rindkopas stila Normal noformesanu. Sis ir rindkopas stils, kur§
izmantojams lielakas dalas dokumenta teksta rakstiSanai.

abc | A P
( oy . - .
<~ [ {ac Replace Uzklikskinat Seit, lai atvértu stilu
L_Tabul... — Change ;
¥ Stylesr | W Sele dialoglogu...
" diting
N—

Stilu dialoglogs

No Spacing T
[ Normal 11'|
Virsraksts 1 Bez numura

2.1. att. Stilu dialoglogs

Peles labas pogas klikskis uz rindkopas stila nosaukuma, tad izveleties Modify...

Styles * X
Mo Spacing b
I Mormal EI
Update Mormal to Match Selection

%4 Modify... -
Select All: (Mo Data) ‘E‘
Remowve All: (Mo Data)

Delete Marrmal...

Remove from Quick Style Gallery

2.2. att. Stila redigéSanas uzsakSana

Veicamas vairakas stila Normal (Parastais) izmainas.



Modify Style £
Froperbes
bame: Normal
Style bype: -waw*- 7
Style basad on: {no style) _E
]

Style for following paragraph: | T Mormal

b -— T
srmattion Paragraph m
Indents and Spacing | Line and Page Breaks
e i@-()s o [ -
— \—r General

Alignment: Justified |Z|
Sample Text Sample Text Sample Text Sample Text Sample Text |z|

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Qutiine level: | Body Text
Text Sample Text Sample Text Sample Text Sample Text Sample Text

(=]
|
E]

Sample Text Sample Text Sample Text Sample Text Sample Text Indentation
= — Left: Ocm = Spedial: By:
Fon't: t) Times New Roman, 14pt, 5 -
= Before: _Em [ Mirror indents
[] dd to Quick Style st
@ Onily in this document ) New documents based on this template:
Spacin
. e e g " |
| Before: ine spadng: At: N
| Font... - —
| — After: 1.5 lines IZ| =
Tabs... [] Don't add space between paragraphs of the same style
2.3. att. Stila Normal (Parastais) iestatijumi
2.2. Daudzlimenu virsraksti
Vispirms dokumenta vajadz&tu izveidot pirma Iimena virsrakstu — Heading 1

(Virsraksts 1) rindkopu.

AaBbC(| AaBbCc £
Heading 1 Heading 2

2.4. att. Rindkopas Heading 1 noradisana

2.2.1. Daudzlimenu saraksta parveidoSana

Nakamaja solt jaizvélas daudzlimenu saraksta forma



View Add-Ins

Current List E|
IR —
a. S
j, — |
List Library
1) 1
None a) 11
i} —
‘| Heading 1

1.1 Heading 2

. 1.1.1 Heading 3————

&—— | | Adticle L.} 1.1.1.1 Heading 4=———
P Section 1 1.1.1.1.1 Haading S

L — (&) Hesd 1.1.1.1.1.1 Heading fe—
1.1.1.1.1.1.1 Heading 7=
1.1.1.1.1.1.1.1 Haading 8=
1.1.1.1.1.1.1.1.11 Heading £

|. Hesding 1— Chapter

A Heading : Heading Ze—

1. Headin Heading Je———

A
<+ | Change List Level 3

Define New Multilevel List...

Define Mew List Style...

2.5. att. Numuretu daudzlimenu virsrakstu izvéle

LatvieSu valoda aiz kartas skaitliem liekams punkts, tapéc japielabo tikko izveidota
saraksta izskats (skat. 2.6. att.).



\ 1. Heading 1
m——— 3 1.1, Heading 2
List Library 1
1) 1. 4 1.1.1 Heading 2
& 1.1.1.1 Heading 4
None a) 1.1. 7 1.1.1.1.1 Heading 5
0y TR p— ; 111111 Hesding &
/ 111111 Heading 7
[ 1111111 1 Heading 2
- Article L Head | || 1 Heading 1= | b 11111111 Heading 5
> Section 1.011 || 1.1 Hezding 2- s
LE (8) Heading 2 1.1.1 Haading
rmatting for number:
|1.1. ) | Font...
I Head Chapior 4 Hus Mumber style for this level: Include level number from:
A.Hesding | | | Hesding

.
Define new Multilevel list

vel to modify:

1,23 ..

=] | =]

Position

Mumber alignment:

Textindent at:

Define New List Style...

gLe& At 0c|1-|
51.02 cm ' Set for All Levels...
[ [0]4 } [ Cancel l

Katra limena numuram pielikt punktu.

2.6. att. Numurétu daudzlimenu sarakstu parveidoSana

Japiebilst, ka nav nepiecieSamibas veidot dzilaku virsrakstu strukttiru par treso limeni.

2.2.2. Virsrakstu stilu parveidoSana

Microsoft Word noklusgjuma iestatijumi atSkiras no dokumentu noformé&Sanas
prasibam. Tapéc javeic virkne izmainu virsrakstu iestatfjumos. Izmainas lidzigi ka parastas
(Normal) rindkopas iestatijumos (skat. 2.1. sadalu). Peles laba taustina klikskis uz stila

nosaukuma. ..
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Styles * X
i Clear all -
1+ Marmal T
Mo Spading T
I Heading 1 E-I
Update Heading 1 to Match Selection

¥ Modify..
Select All: (Mo Data)
Remowve All: (Mo Data)
Delete Heading 1...

Remowve from Quick Style Gallery
I'T Finta Ta

2.7. att. Stila Heading 1 redig€Sanas uzsaks$ana

P&c peles kreisa taustina klikska uz opcijas Modify... atveras iestatijumu dialoglogs.
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Modify Style (2] = |

Properties
Style type: Linked {paragraph and character) ‘i
Style based on: T Hormal |z| Font Advanced
Style for following paragraph: | T Normal |Z|
Font: Font style: Size:
£ Times New Roman Bold 156
= — m Symbol »+ | |Regular & | |10 ~
Theme Colo e Tahoma Italic 11 K
H EEEESNEN | TeamViewer 11 — 12 L4
4 Tempus Sans ITC. | |Bold rtalic 14
q % -
1. Sample Text Sample Text Sam| I I le
Text Sample Text Sample Text I lil I I I I I Font color: Underline style: Underline color:
Sample Text Sample Text Sam| Standard Colors e Automatic |Z| (nane) IZ| Automatic
Text Sample Text Sample Text L L HENR
sample Text Sample Text Samj i More Colors., I| | Effects
Font: {Default) +Headings (Calibri Light), Bold, Font color: Acces d - ! D Strikethrough
Left 0am F 4
Hanging: 0,76 cm, Space Lo L [ Double strikethrough
Before: 24pt i | |:| Superscript
Add to Quick Style list [~ Automatically uggiéfte | [7] Subscript

@ only in this document () Mew docug@hts based on this template

hl
Paragraph M

W, [ndents and Spacing sLine and Page Breaks |

General

Alignment: ;

Qutline level: |Level 1

Indentation
2 = || Left: 0cm - Spedial: By:
Paragraph HE l g Right: e : @ z

] Mirror indents

Spacing
Before:

[] Don't add SParememmeEn paragraphs of the same style

Ja katra nodala jasak jauna lapa, ielikt kekstti.

2.8. att. Stila Heading 1 (Virsraksts 1) iestatijumi

Tada paSa veida atbilstoSi dokumentu noforméSanas prasibam parveidojami arl
rindkopu stili Heading 2 (Virsraksts 2) un Heading 3 (Virsraksts 3).

2.3. Pirma limena virsraksts bez numura

Strukturétos dokumentos ir vairakas nodalas, kas netiek numurétas, bet satura raditaja
tiek paraditas ka pirma limena virsraksti, pieméram, ievads, nobeigums vai/un secinajumi,
izmantota literatiira un dazi citi. Sada virsraksta stilu izveidot ir viegli. Vispirms rindkopai
jaizvelas stils Heading 1 (Virsraksts 1), tad stilu dialogloga apakséja dala klikskis uz pogas
New Style.
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Styles * X
La[EVApsﬂ | Heading 1 1| -

| Intense Heference d 1-'|

[ Show Preview
[ Disable Linked Styles

2.9. att. Jauna stila veidosana (no stila Heading 1)

Jauna stila veidoSanas dialogloga nomainams nosaukums uz viegli saprotamu,
pieméram, Heading 1 bez numura (Virsraksts 1 bez numura)

Tad janomaina arT dazi citi iestatijumi (skat. 2.10. att.)

13



-
Create Mew Style from Formatting @g

Properties

e he —— - -
Style based on: ‘E Heading 1 e T B IE‘
Style for following paragrap m

Formatting

Times Mew Roman E 16 E| Il | Automatic IE‘

il
[l
Il
Il
&
(]
> &
Il
1141
m
¥
[

1. IEVADS

r N
Numbering and Bullets m

Style: Quick Style
Based on: Heading 1 Numbering | Bullets
Following style: Mormal
Library
Add to Quick Style list I_:I Autor : ¥
@ Only in this document  (7) New « [ 1. [ ‘ 1)
. None |[\2 3 i 2)
\w  Font.. =\ )° 1P
Baragraph... : r r r
Tabs... : . [ A ‘ ‘ a)
Border... ! \ I B. ‘ i b)
e, | i M. C. | c)
Frame... !
Shortcut key... ‘ b. ‘ "
[ Define New Number Format. .. ]
A

8 4

2.10. att. Pirma Iimena virsraksts bez numura
Tagad, izmainot Heading 1 (Virsraksts 1) stila izskatu (fontu, atstarpes, lapu

partraukumu, novietojumu u.c.) automatiski izmainisies ari ievada, nobeiguma u.c. pirma
limena virsraksti bez numura.

2.4. Saraksti (List Paragraphs)

Lai dokumenta panaktu vienotu, prasibam atbilstosu rindkopu izskatu, ieteicams ari
katram saraksta veidam izveidot savu stilu. Pieméram, sarakstam ar aizzZzim&€m var izveidot pat

14



vairakus rindkopu stilus — ar defisi, ar bumbinam, ar kvadratiem u.c. Vienkarsi javeido jauns
no Normal stila veidots stils un atbilstosi janosauc, tad javeic iestatijumu izmainas.

s ———

I Mormal 1T| -

[ Show Preview
[] Disable Linked Styles

Options...

2.11. att. Jauns no Normal stila veidots stils

2.5. Stilu izmainas atbilstosi atlasitajam tekstam

Labs veids, ka parveidot kadu rindkopas stilu, ir izmainit rindkopas izskatu teksta, tad
nomainit stila iestatijumus pret izmainitas rindkopas izskatu.

Styles v X

Clear All -
Heading 1 bez numura T
Mormal b i
Saraksts ar defisi EI

Update Saraksts ar defisi to Match Selection
%4 Modify...

Select All: (Mo Data)

Remowve All: (Mo Data)

Delete Saraksts ar defisi...

Rermowve from Quick Style Gallery
' Tntenae Fmnhasis d

2.12. att. Stila atjauninasana, lai atbilstu atlasitajam

15



3. ATTELU UN TABULU NOSAUKUMS, ETIKETE UN NUMERACIJA

Vienkarsakais att€liem un tabulam nepiecieSamo stilu veidoSanas panémiens ir,
izmantojot dokumenta ievietotus att€lus un tabulas.

3.1. Specials stils attéla rindai

Péc pirma attéla ievietoSanas dokumenta vajadzétu izveidot specialus no stila Normal
veidotus stilus, lai atvieglotu dokumenta noformésanu.

Lai nodroSinatu attela novietoSanu tieSi lapas vidi (horizontala virziena),
jaunizveidotam stilam (pieméram, stils ar nosaukumu Bilde), javeic virkne izmainu.

levietojam att€lu dokumenta un parliecinamies, ka attéls ir ievietots pats sava rinda

Cut
2 Copy
Paste Options:

S|

Save as Picture...

B Change Picture..,

=

g

=]

&_!,-) Hyperlink...

g Insert Caption...

] Size and Position... B Sauare
@, Format Picture... IE Tight

3.1. att. Attela ievieto$ana teksta rinda

Tad veidojam jaunu stilu, ka paradits 2.9. att.

16



LEIERE i Paragraph M &u
Indents and Spacing | Line and Page Breaks

General

Alignment: < Centered - '

Qutline level: |Body Text Z|

Pagination

Indentation i
Left: = 1
Right: Oan = < [ Don't hyphenate

[T Mirror indents Textbox options

Tight wrap:
Spacing |None S]
Before: 2ot B fhespaan: a0 M|
After: 3pt 2 =
|| Don't add space between paragfaphs of the same style | La1 attéls netiktu atél,(irts no
Lai attels novietotos lapas vidd, n(_)saukuma, rindkopa jasaista ar
nakamo.

janonem atkape.

S Text Sample Text Sl Text Sl Tt Semmgple Temt Sl Text Sl Temt
S Text Semmplc Text Sl Text Sl Tt Semmgple Temt Semmple Text Sl Temt
Sk Temt Sl Text Sl Text Sl Tt Semmgple Temt Sl Text Sl Temt

Samgpe Text Sl Tee Sl T S Tems Sl Temt Semgple Tt Sl Teme
S Text Sl Tee Sl T S Tems Sl Tt Semplc Tt Sl Teme

Set As Default [ QK ] ’ Cancel ]

[ ok ][ cancal

3.2. att. Attela rindkopas stils

3.2. Attelu etikete (Label) un attéla nosaukuma stils

Attela nosaukuma (Caption) ievietoSanai ar peles labo pogu jauzklikskina uz attéla un
jaizvelas Insert Caption.

17



Edit Picture

Save as Picture,..

Change Picture...

Group I

& 5 e

Bring to Front

pi

Send to Back
Hyperlink...

Insert Caption...
Wrap Text k

Size and Position...

& o B E e

Format Picture...

3.3. att. Attéla nosaukuma ievietoSana

Pirmaja reize ieteicams izveidot jaunu etiketi (Label).

’
o | D[

Capticn

3 Label:
Caption: ‘ att.D |
Options [ QK }’ Cancel ]

F hl
Label: - Caption Mumbering m
1,23, . -

Bedudeflabel from caption E.ude chapter number

K Mew Label. ’ Delete Label ] f Ngmbering..;. * Chapter starts with stylf |Heading 1\ |Z|

Use separator:

AutoCaption... [ oK ] [ Cancel ] Examples: Figure II-1, Table 1-A

o) [wcanc

Position: MBelow selected item o Format:

3.4. att. Jaunas attéla etiketes veidoSana un numuré$anas parametru iestatisana

18



Kad attéla nosaukums ievietots (tam MS Word parasti pieskir stilu Caption, kas nekadi
neatbilst miisu noform&Sanas prasibam). Tapé&c jaizveido jauns stils.

Lai vienkarsak varétu veidot un velak parveidot att€la nosaukuma jeb paraksta stilu,
paraksta stilu Caption nomainam pret Normal, tad veidojam jaunu stilu, piem&ram, ar
nosaukumu Bildes nosaukums. Jauna stila veidoSana aprakstita ieprieks (skat. 2.4.un

2.5. apaksnodala).

3.3. Tabulu etikete (Label) un attéla nosaukuma stils

Tabulas etiketi un uzraksta stilu veido tapat ka attelam (skat. 3.2. apaksnodalu).

Times New Rom ~ 14 - A" 47 5
= a7 . - -
BIEW-A-&

B & e

O E BT EE

[ QU

Cut

Copy

Paste Options:
=5 v A
Insert

Delete Table

Merge Cells

Distribute Rows Evenly

Distribute Columns Evenly

Draw Table

Borders and Shading...

Cell Alignment
AutoFit

Insert Caption...
Table Properties...
Tulkot ar Tildes Biroju

3.5. att. Tabulas nosaukuma ievietoSana

Ieverojiet, ka tabulas uzraksts novietojams virs tabulas.

19



-
| MNew Label

Caption
Label:

Caption:

N
Mew Label...

Delete Label f@

AutoCapton... [

Ok

| [ concal ]

-
( Mew Label

Caption

Label:

Caption:
Cap att]

Opﬁo;

Label:
Position: |Below selected i

Exdude label from caption

E Mew Label... ] [ Delete Label ] [ Mumbering. .. ]

[ Autocaption... | [ oK

J |

Cancel ]

3.6. att. Jaunas tabulas etiketes veido$ana un numur&Sanas parametru iestatisana

Tabulas nosaukuma stila veidoSana un pielagoSana ir nedaudz darbietilpigaka neka
atteliem. P&c tam, kad tabulas nosaukums ievietots, tam jaizveido specials stils, ka aprakstits
ieprieks. Jaunizveidota stila nosaukums varétu biit, pieméram, Tabulas nosaukums. Sim
stilam japasaka, lai tas ir kopa ar nakamo rindkopu, t.i., tabulas pirmo rindu.

' 3 al
@ g
» Paragraph
Create New Style from Formatting Paragraph - ‘ M
— Indents and Spacing | Line and Pac L
Properties General Line and Page Breaks
oy
Mame: Tabulas nosaukums , o
m :Dh T Aigment:  [EETETEIN v || Paginaton
Style type: Paragra 7 widow trol
- = Qutline level: |Body Text E (] Widow/Orphan contro
Style based on: T Mormal
Style for following paragraphs 17 Normal > )
Indentation Page break before
Formatti =
- Left: 0an = Formatting exceptions
|
fimes Hew Homen |Z| L |Z| | B LU | Right: 0Dan = [ suppress line numbers
e SRR Don't b te
= % == =i — | [ Mirror indents [E Don't hypheria
N N Textbox options
| | Spacing Tghtwrap:
1 Before: eNs‘g'aednn: Af: E
After: [l
[7] Don't add space M=tween paral
Preview
Indent: T | T
First line: 0 cm, Centered |
Line spadng: single, Space i | |
Before: 6pt s *“h‘ o
Add to Quick Style list  [] Automatically update | i
i
@ Only in this document  (7) New documents based|) =
R el e ==

3.7. att. Tabulas nosaukuma stila iestattjumi
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Nakamais solis ir tikko iestatita stila parveidoSana.
Iesleédziet mérjoslu (Ruler).

ut References Mailings Review View
Ruler ._'__'] 5! |E)one Page
[C1 Gridiines AL D 3 Two Pages
Zoom 100%:
[ navigation Pane =] Page Width
Show Zoom

3.8. att. Merjoslas ieslégSana

Tad mérjosla parbidiet pirmas rindas iestatiSsanas bidni pa labi (skat. 3.9. att.).

7\

/L' '
=

| .
[ S SO W S - N SN AT SO IS T R v O - T, EE T

q Styles

I.I.D‘tabula' Normal
Saraksts ar defisi

e

Mana-testa-tabulaf
o

~ [~ [~ o

I Tabulas nosaukums EJ

Update Tabulas nosaukums to Match Selection
¥ Modify..
Select All: (Mo Data)

3.9. att. Stila Tabulas nosaukums parveidosana

Ar §is stils nu ir gatavs turpmakai izmantoSanai.
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4. ATSAUCES

Atsauces teksta ievietojamas, izmantojot rikjoslas Atsauces (References) riku lekséja
atsauce (Cross-reference)

References Mailings Review View Add-Ins
rt Endnote i ﬁ Manage Sources mlj | Insert Table of Figures
tFootnote = | =¥ @ style: APAFiftt - | = [2ff Update Table
Insert Insert
w Motes Citation = ﬁj Bibliography ~ Caption | ] Cross-reference
i Pl Citations & Bibliography Captions

4.1. att. Rikjoslas Atsauces (References) riks lekséja atsauce (Cross-reference)

Atsaucu ievietoSanas rika virsraksti, saraksti un etiketes ir sagrupétas.

r ~
Cross-reference @Iﬂ

Reference type:
att.

Mumbered item
Heading

Cross-reference

Referes = Insert reference to:
| ‘. Heading Heading text -

nsert as hyperlink Heading text b

Fage number

J| 1.2 att jumni | Separate numbers with Heading number
1.3, att. Lapas izméra uzstadisana e " b foo ot
2.1, att, Stiu disloglogs E Or Which heading: ading number (full_context)
|| |2.2. att. Stila redigédanas uzsakiana | BN DOKUMENTA LAPAS e S —

2.3, att. Stila Mormal (Parastais) uzstadijumi E

2.4, att. Rindkopas Heading 1 noradigana

2.5, att. Numur&tu daudziimenu virsrakstu izvele

2.6, att. Numurétu daudzfimenu sarakstu parveidosana
2.7. att. Stila Heading 1 redig&Zanas uzsakiana

2.8, att. Stila Heading 1 (Virsraksts 1) uzstadijumi

2.9, att. Jauna stila veidoZana (no stila Heading 1) M

[ Insert J[ Cancel

2, TEKSTA NOFORMESAMA jeb Rindkopu stilu veidosana
2.1, Parastais rindkopas stils (Mormal)
2.2, Daudzimenu virsraksti
2.2.1, Daudzlimenu saraksta parveidoZana
2.2.2, Virsrakstu stilu parveidodana
2.3. Pirm& imena virsraksts bez numura
2.4, Saraksti (List Paragraphs)
2.5, Stilu izmainas atbilstodi atiasitajam tekstam
3. AttElu un tabulu nosaukums, etikete un numeradija
3.1. Spedidls stils attEla rindai
3.2, AttElu etikete (Label) un attEla nosaukuma stils

m

[ Insert J[ Cancel

4.2. att. Atsaucu ievietoSana teksta
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5. DOKUMENTU VEIDNES SAGLABASANA

Kad visi vajadzigie stili parveidoti un/vai izveidoti, kad ir izveidotas nepiecieSamas
etiketes, ir veikti lapu iestatijumi, pirmais darbs saglabats, ir laiks saglabat dokumentu veidni,
lai tikko izveidoto varétu viegli lietot citu strukturétu dokumentu veidoSanai.

Nodzgsiet visu dokumentu saturu, noradiet rindkopu Parasta (Normal).
Tad saglabajiet tukSo dokumentu ka veidni (Template).

r@ Save As L] w‘
()|« tocatnsk @) » &

=L » My Documents » Documents » - ‘ L73 ‘ | Search Documents o

Organize v MNew folder S, l@l
B Desktop *  Name Date modified Type Size
& Downloads i i 2 :
. — 27.04.2016 10:07 File folder
=il Recent Places o 5
= 25.04.2016 13:41 File folder
29.02.2016 9:59 File folder
w4l Libraries e i i -
- 19.02.2016 13:16 File folder
j Documents :
25.04.2016 11:57 File folder
J} Music
[&=| Pictures
BB videos -
File name: Zarins_DocVeidne -
Save as type: [Wmd Template (*.dot) vJ
. Word Document {*.docx)
R ‘Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dob
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)
~ Hide Folders PDF (*.pdf)
XPS Document (*.xps)

S Single File Web Page (*.mht;*.mhtml}
Web Page (*.htm;*.html)
Web Page, Filtered (*.htrm;*.html)

g &

Rich Text Format (*.rtf)

Plain Text (*.bdt)

Word XML Document (*xml)
Word 2003 XML Document (*xml)
OpenDocument Text (*.odt)
Works 6 - 9 Document (*.wps)

5.1. att. Veidnes saglabasana
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Nu var So veidni izmantot dokumentu veidoSanai, vienkarsi to atverot. Var iekopét veidnu

mape vel vienkarsakai lietoSanai dokumentu razosana.

[ — Eg

S~k

LA,

@ | ‘-,-| Search We

= Wid o0

Letters

Size on disk: 170 MB (1 789 952 bytes)

Created Today, 2016. gada 27. apiT, 1 minute ago
Modfied:  pimdiena, 2016.gads 25. sprl, 11:57:19
Accessed:  Today, 2016. gada 27. apiT, 1 minute ago
Atrbutes: [T Readonly [ Hidden [ Advenced... |

Organize - NEW - 3 iiﬁ - Page Layout References Mailings Review View Add-Ins
|l save
]:? E : - D le Templates
b avorites e &) save As
Arrange by:  Fol B
i} Home
B Desktop 5 Open
T 5 B \
& Downloads e > 3 )
- AT
Ll Recent Places Info E-‘ L |
- E ._!\. ¥
Recent Blank Blog post Recent Sample
SR : e document templates  templates
. Libraries ol 5
Nl Hew =
@ Documents ]
N Print Personal Templates
J’ Music -
= Save & Send mﬂ Open
Pictures ol e
) i Blark Browse with IrfanView
B2 Videos L Hep Doament |87ero »
E3 A CRCSHA 13
N Y L s
ﬁ j Share with ’ Preview not avaicble.
Th 2
| E' | ¢ b | ﬂ;‘ Restore previous versions Il
B Include in library 3
Blank Blog post Recent Sample
document templates  templates T I
2
s 18] Zarins_DocVeidne.dotx Properties = Cut Create New
@ Doaument () Template
Personal Templates General |5 Detais | m Copy I
] & QL P
I ¥ Zarins_DocVeidne dotx
] — - L | | Creaeshoricut
Blank NormalPre, i
Deaument Typeoffie:  Microsoft Word Template (dobd) i
L S| e . B B
Lucaliur‘ wers i\ AppDataF g'\Microsoft Template:
Size > m—

Veidnu mape

T =

5.2. att. Veidnes iekop&Sana veidnu mapé
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NOBEIGUMS

Noteikti ir vél vairaki stili, kuru pamata ir stils Parasts (Normal) un kurus ir vérts
izveidot, lai atvieglotu darbu. Tadi, piem&ram, ir numuréti un nenumuréti saraksti, specials
numuréts saraksts izmantotas literatiras uzskaitijumam utt.

Visi pasa veidotie stili, kuru pamata ir kads cits stils, izmainisies, ja tiks izmainiti
pamata esosa stila parametri. Paméginiet!
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