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Modulul AM3, Procesare de text, Nivel avansat

Aceasta este programa pentru Modulul AM3, Procesare de text-Word, Nivel Avansat�����F�H���Y�����S�U�H�]�L�Q�W����baza 

�X�W�L�O�L�]�D�W���� �S�H�Q�W�U�X���W�H�V�W�X�O�� �S�U�D�F�W�L�F���� �3�U�R�J�U�D�P�D���S�H�Q�W�U�X���0�R�G�X�O�X�O�� �$�0���� �F�X�S�U�L�Q�G�H���P�X�O�W�� �P�D�L�� �P�X�O�W�H���L�Q�I�R�U�P�D� �L�L���G�H�F�k�W��

programa pentru Modulul 3, Procesare de text-Word, Versiunea 4.0 Syllabus. Modulul AM3 nivel 

�D�Y�D�Q�V�D�W���F�H�U�H���F�D�Q�G�L�G�D�W�X�O�X�L���V�����D�L�E�����G�H�M�D���S�U�R�P�R�Y�D�W���0�R�G�X�O�X�O�������(�&�'�/���6�\�O�O�D�E�X�V���9�H�U�V�L�X�Q�H�D��������������

Obiectivele modulului:

Modulul AM3 Procesare de text-Word, Nivel Avansat, cere candidatului s���� �I�R�O�R�V�H�D�V�F���� �D�S�O�L�F�D� �L�D�� �G�H��

�S�U�R�F�H�V�D�U�H���G�H���W�H�[�W���v�Q���Y�H�G�H�U�H�D���U�H�D�O�L�]���U�L�L���X�Q�R�U���G�R�F�X�P�H�Q�W�H���F�H���V�R�O�L�F�L�W�����F�X�Q�R�ú�W�L�Q�W�H���G�H���Z�R�U�G���D�Y�D�Q�V�D�W�����&�D�Q�G�L�G�D�W�X�O��

�W�U�H�E�X�L�H�� �V���� �F�X�Q�R�D�V�F���� �P�D�L�� �P�X�O�W�� �G�H�F�k�W�� �Q�L�Y�H�O�X�O�� �G�H�� �E�D�]������ �H�O�� �W�U�H�E�X�L�H�� �V���� �J�H�Q�H�U�H�]�H�� �G�R�F�X�P�H�Q�W�H�� �Z�R�U�G�� �G�H�� �Q�L�Y�H�O��

�D�Y�D�Q�V�D�W�����V�����F�U�H�H�]�H���L�O�X�V�W�U�D� �L�L�� �V�R�I�L�V�W�L�F�D�W�H�����V�����I�D�F�����D�Q�X�P�L�W�H���S�U�H�]�H�Q�W���U�L�����L�Q�F�O�X�V�L�Y���W�D�E�H�O�H�����I�R�U�P�X�O�D�U�H���V�D�X�� �J�U�D�I�L�F�H����

�&�D�Q�G�L�G�D�W�X�O�� �W�U�H�E�X�L�H�� �V���� �ú�W�L�H�� �V���� �I�R�O�R�V�H�D�V�F���� �L�Q�V�W�U�X�P�H�Q�W�H�� �S�U�H�F�X�P�� �P�D�F�U�R-�X�U�L�� �ú�L�� �V���� �U�H�D�O�L�]�H�]�H�� �R�� �R�S�H�U�D� ie de 

�v�P�E�L�Q�D�U�H���G�H���F�R�U�H�V�S�R�Q�G�H�Q� �����D�Y�D�Q�V�D�W�������X�W�L�O�L�]�k�Q�G���D�S�O�L�F�D� �L�D���G�H���S�U�R�F�H�V�D�U�H���G�H���W�H�[�W��

Categoria
Domeniu de 

cunoştinţe
Ref. Cunoştinţe necesare

AM3.1  Editarea

              textului

AM3.1.1  Textul AM3.1.1.1 Aplicarea efectelor asupra textului: 

strikethrought, superscript, subscript, 

shadow etc.

AM3.1.1.2 Aplicarea efectelor animate asupra textului.

AM3.1.1.3 �8�W�L�O�L�]�D�U�H�D�� �R�S� �L�X�Q�L�L�� �G�H�� �F�R�U�H�F�W�D�U�H�� �D�X�W�R�P�D�W���� �D��

textului..

AM3.1.1.4 �$�S�O�L�F�D�U�H�D�� �R�S� �L�X�Q�L�L�� �G�H�� �I�R�U�P�D�W�D�U�H�� �D�X�W�R�P�D�W���� �D��

textului.

AM3.1.1.5 Utilizarea���R�S� �L�X�Q�L�L���$�X�W�R���7�H�[�W��

AM3.1.1.6 �8�W�L�O�L�]�D�U�H�D���R�S� �L�X�Q�L�L���G�H���v�Q�F�D�G�U�D�U�H���D���W�H�[�W�X�O�X�L��

AM3.1.1.7 �8�W�L�O�L�]�D�U�H�D���R�S� �L�X�Q�L�L���G�H���R�U�L�H�Q�W�D�U�H���D���W�H�[�W�X�O�X�L��

AM3.1.1.8 �8�W�L�O�L�]�D�U�H�D�� �I�X�Q�F� �L�H�L�� �:�R�U�G�$�U�W�� �S�H�Q�W�U�X�� �V�F�U�L�H�U�H�D��

textului.

AM3.1.2  Paragrafe AM3.1.2.1  �8�W�L�O�L�]�D�U�H�D�� �R�S� �L�X�Q�L�L�� �G�H�� �X�P�E�U���� �D�V�X�S�U�D��

paragrafelor.

AM3.1.2.2  �8�W�L�O�L�]�D�U�H�D�� �R�S� �L�X�Q�L�L�� �G�H�� �D�S�O�L�F�D�U�H�� �D�� �F�K�H�Q�D�U�H�O�R�U��
asupra paragrafelor.



Categoria
Domeniu de 

cunoştinţe
Ref. Cunoştinţe necesare

AM3.1.2.3  �6�H�W�D�U�H�D�� �R�S� �L�X�Q�L�L�� �F�R�Q�W�U�R�O�� �U�k�Q�G�� �V�R�O�L�W�D�U��

(Widow/Orphan)

AM3.1.2.4  C�U�H�D�U�H�D���F�D�U�D�F�W�H�U�H�O�R�U���ú�L���D���V�W�L�O�X�U�L�O�R�U���Q�R�L

AM3.1.2.5  Modificarea unui stil existent

AM3.1.2.6  �8�W�L�O�L�]�D�U�H�D���R�S� �L�X�Q�L�L���R�X�W�O�L�Q�H��

AM3.1.3  Template-uri 

     (Format predefinit)

AM3.1.3.1 �0�R�G�L�I�L�F�D�U�H�D�� �G�L�I�H�U�L�W�H�O�R�U�� �R�S� �L�X�Q�L�� �D�V�X�S�U�D�� �X�Q�X�L��

template existent.

AM3.1.3.2 Crearea unui template nou pe baza unui 

document sau a unui template existent.

AM3.1.4  Lucrul în 

                 echipă 

AM3.1.4.1  �$�G���X�J�D�U�H�D�� �V�D�X�� �ú�W�H�U�J�H�U�H�D�� �F�R�P�H�Q�W�D�U�L�L�O�R�U��

asupra textului.

AM3.1.4.2  Editarea comentariilor textului.

AM3.1.4.3  �8�W�L�O�L�]�D�U�H�D�� �R�S� �L�X�Q�L�L�� �K�L�J�K�O�L�J�K�W�L�Q�J�� �S�H�Q�W�U�X�� �D��

�Y�H�G�H�D���P�R�G�L�I�L�F���U�L�O�H���I���F�X�W�H���v�Q�W�U-un document.

AM3.1.4.4  �$�F�F�H�S�W�D�U�H�D�� �V�D�X�� �U�H�V�S�L�Q�J�H�U�H�D�� �P�R�G�L�I�L�F���U�L�O�R�U��

�I���F�X�W�H��

AM3.2  Layout AM3.2.1  Master 

                Document 

AM3.2.1.1  Crearea unui nou master document.

AM3.2.1.2 Crearea unui subdocument pe baza titlurilor 

unui master document.

AM3.2.1.3  �$�G���X�J�D�U�H�D�� �V�D�X�� �ú�W�H�U�J�H�U�H�D�� �X�Q�X�L�� �V�X�E�G�R�F�X�P�H�Q�W��

în cadrul unui master document.

AM3.2.2  Cuprins AM3.2.2.1  Realizarea unui cuprins.

AM3.2.2.2  Actuali�]�D�U�H�D�� �ú�L�� �P�R�G�L�I�L�F�D�U�H�D�� �X�Q�X�L�� �F�X�S�U�L�Q�V��

existent.

AM3.2.2.3  �$�S�O�L�F�D�U�H�D���I�R�U�P�D�W���U�L�O�R�U���D�V�X�S�U�D���X�Q�X�L���F�X�S�U�L�Q�V��

AM3.2.3  Secţiuni 

                 

AM3.2.3.1  �&�U�H�D�U�H�D�� �X�Q�R�U�� �V�H�F� �L�X�Q�L�� �v�Q�� �F�D�G�U�X�O�� �X�Q�X�L��

document.

AM3.2.3.2  �ù�W�H�U�J�H�U�H�D�� �X�Q�H�L�� �V�H�F� �L�X�Q�L�� �v�Q�� �F�D�G�U�X�O�� �X�Q�X�L��
document.



Categoria
Domeniu de 

cunoştinţe
Ref. Cunoştinţe necesare

AM3.2.4  Coloane 

                 

AM3.2.4.1  Crearea mai multor coloane în cadrul 

documentului.

AM3.2.4.2  Modificarea coloanelor.

AM3.2.4.3  �0�R�G�L�I�L�F�D�U�H�D���O��� �L�P�L�L���ú�L���G�L�V�W�D�Q� �H�L���F�R�O�R�D�Q�H�O�R�U��

AM3.2.4.4  �,�Q�W�U�R�G�X�F�H�U�H�D���X�Q�H�L���v�Q�W�U�H�U�X�S�H�U�L���G�H���F�R�O�R�D�Q����

AM3.2.4.5  �ù�W�H�U�J�H�U�H�D���X�Q�H�L���v�Q�W�U�H�U�X�S�H�U�L���G�H���F�R�O�R�D�Q����

AM3.3  Organizarea

              documentului

AM3.3.1  Referinţe 

                 

AM3.3.1.1  �$�G���X�J�D�U�H�D���V�D�X���ú�W�H�U�J�H�U�H�D���X�Q�X�L���V�H�P�Q���G�H���F�D�U�W�H��

(bookmark).

AM3.3.1.2  Crearea sau modificarea unui index.

AM3.3.1.3  �&�U�H�D�U�H�D�� �V�D�X�� �P�R�G�L�I�L�F�D�U�H�D�� �X�Q�H�L�� �U�H�I�H�U�L�Q� �H��

�v�Q�F�U�X�F�L�ú�D�W�H��

AM3.3.2  Câmpuri de

                 calcul

AM3.3.2.1  Introducerea unui câmp.

AM3.3.2.2  Modificarea sau actualizarea unui câmp.

AM3.3.2.3  Blocarea sau deblocarea unui câmp.

AM3.3.2.4  �ù�W�H�U�J�H�U�H�D���X�Q�X�L���F�k�P�S

AM3.3.3  Note de 

          subsol şi de final

AM3.3.3.1  �&�U�H�D�U�H�D���V�D�X���ú�W�H�U�J�H�U�H�D���Q�R�W�H�O�R�U���G�H���V�X�E�V�R�O���ú�L���G�H��

final.

AM3.3.3.2  �0�R�G�L�I�L�F�D�U�H�D�� �Q�R�W�H�O�R�U�� �G�H�� �V�X�E�V�R�O�� �ú�L�� �G�H�� �I�L�Q�D�O��

existente.

AM3.3.3.3  �0�R�G�L�I�L�F�D�U�H�D�� �I�R�U�P�D�W�X�O�X�L�� �ú�L�� �D�� �S�R�]�L� �L�H�L�� �Q�R�W�H�O�R�U��

�G�H���V�X�E�V�R�O���ú�L���G�H���I�L�Q�D�O��

AM3.3.4  Securitate AM3.3.4.1  �$�G���X�J�D�U�H�D���X�Q�H�L���S�D�U�R�O�H���X�Q�X�L���G�R�F�X�P�H�Q�W��

AM3.3.4.2  �ù�W�H�U�J�H�U�H�D���X�Q�H�L��parole existente.

AM3.4 Elemente AM3.4.1  Tabele 

                 

AM3.4.1.1  �8�W�L�O�L�]�D�U�H�D���I�X�Q�F� �L�H�L���G�H���F�R�P�E�L�Q�D�U�H���ú�L���v�P�S���U� �L�U�H��

a celulelor unui tabel.

AM3.4.1.2  Convertirea unui text într-un tabel.

AM3.4.1.3  Sortarea datelor (alfabetice sau numerice) 

într-un tabel (ascendent sau descendent).



Categoria
Domeniu de 

cunoştinţe
Ref. Cunoştinţe necesare

AM3.4.1.4  Realizarea calculelor pe baza unei liste 

numerice în cadrul unui tabel.

AM3.4.2  Formulare AM3.4.2.1  �&�U�H�D�U�H�D���ú�L���H�G�L�W�D�U�H�D���X�Q�X�L���I�R�Umular.

AM3.4.2.2  �8�W�L�O�L�]�D�U�H�D�� �R�S� �L�X�Q�L�O�R�U�� �G�H�� �I�R�U�P�D�W�D�U�H�� �D��

�I�R�U�P�X�O�D�U�H�O�R�U���� �I�R�U�P�D�W�D�U�H�D�� �W�H�[�W�X�O�X�L���� �F���V�X� �D�� �G�H��

control, meniu derulant etc.

AM3.4.2.3  �ù�W�H�U�J�H�U�H�D�� �F�k�P�S�X�U�L�O�R�U�� �G�L�Q�� �F�D�G�U�X�O�� �X�Q�X�L��

formular.

AM3.4.2.4  Protejarea unui formular.

AM3.4.3 Casete text AM3.4.3.1  �,�Q�W�U�R�G�X�F�H�U�H�D���V�D�X���ú�W�H�U�J�H�U�H�D���X�Q�H�L���F�D�V�H�W�H���W�H�[�W��

AM3.4.3.2  Editarea, mutarea sau redimensionarea 

casetelor text.

AM3.4.3.3  �$�S�O�L�F�D�U�H�D�� �R�S� �L�X�Q�L�O�R�U�� �G�H�� �F�R�Q�W�X�U�� �ú�L�� �X�P�E�U���� �v�Q��

cadrul casetelor text.

AM3.4.3.4  �&�U�H�D�U�H�D���X�Q�H�L���O�H�J���W�X�U�L���v�Q�W�U�H���F�Dsete text.

AM3.4.4 Foi de calcul AM3.4.4.1  �0�R�G�L�I�L�F�D�U�H�D�� �X�Q�H�L�� �I�R�L�� �G�H�� �F�D�O�F�X�O�� �H�[�L�V�W�H�Q�W���� �v�Q��

cadrul unui document.

AM3.4.4.2  Crearea unui grafic cu ajutorul datelor dintr-

un tabel

AM3.4.4.3  Modificarea formatului unui grafic creat cu 

ajutorul datelor dintr-un tabel

AM3.4.4.4  �3�R�]�L� �L�R�Q�D�U�H�D���X�Q�X�L���J�U�D�I�L�F���v�Q�W�U-un document.

AM3.4.5  Imagini 

                / Desene 

AM3.4.5.1  Modificarea marginilor unei imagini.

AM3.4.5.2  Desenarea unui obiect simplu utilizând 

�R�S� �L�X�Q�L�O�H���G�H���G�H�V�H�Q�D�U�H��

AM3.4.5.3  Utilizarea formelor pre-definite.

AM3.4.5.4  �3�R�]�L� �L�R�Q�D�U�H�D�� �I�R�U�P�H�O�R�U�� �S�U�H-definite în spate 

�V�D�X���v�Q���I�D� ����



Categoria
Domeniu de 

cunoştinţe
Ref. Cunoştinţe necesare

AM3.4.5.5  �3�R�]�L� �L�R�Q�D�U�H�D���I�R�U�P�H�O�R�U���S�U�H-definite în spatele 

�V�D�X���v�Q���I�D� �D���W�H�[�W�X�O�X�L.

AM3.4.5.6  Gruparea sau desfacerea formelor pre-

definite.

AM3.4.5.7  �$�G���X�J�D�U�H�D���X�Q�X�L���I�L�O�L�J�U�D�Q���X�Q�X�L���G�R�F�X�P�H�Q�W��

AM3.4.6  Etichete

                 

AM3.4.6.1  �$�G���X�J�D�U�H�D�� �V�D�X�� �D�F�W�X�D�O�L�]�D�U�H�D�� �H�W�L�F�K�H�W�H�L�� �X�Q�H�L��

imagini sau unui tabel.

AM3.4.6.2  Aplicarea unei etichete numerice unei 

imagini, unor titluri, tabele sau unor foi de 

calcul.

AM3.4.6.3  �8�W�L�O�L�]�D�U�H�D�� �R�S� �L�X�Q�L�L�� �G�H�� �L�Q�W�U�R�G�X�F�H�U�H�� �D�X�W�R�P�D�W����

a etichetelor.

AM3.5  Instrumente

              speciale

AM3.5.1  Îmbinare

            corespondenţă           

AM3.5.1.1  �(�G�L�W�D�U�H�D�� �X�Q�X�L�� �I�L�ú�L�H�U�� �G�H�� �G�D�W�H�� �I�R�O�R�V�L�W�� �O�D��

�v�P�E�L�Q�D�U�H�D���G�H���F�R�U�H�V�S�R�Q�G�H�Q� ����

AM3.5.1.2  �6�R�U�W�D� �L���v�Q�U�H�J�L�V�W�U���U�L�O�H���G�L�Q���I�L�ú�L�H�U��

AM3.5.1.3  �Ì�P�E�L�Q�D� �L�� �X�Q�� �I�L�ú�L�H�U�� �F�X�� �R�� �V�X�U�V���� �G�H�� �G�D�W�H��

utilizând criteriul stabilit.

AM3.5.2  Macro

                             

AM3.5.2.1  Înregistrarea unui macro.

AM3.5.2.2  Copierea unui macro.

AM3.5.2.3  Rularea unui macro.

AM3.5.2.4  Atribuirea unui macro unui buton existent 

pe bara de instrumente.

AM3.6  Imprimarea

              

AM3.6.1  Setarea 

                 imprimării                 

AM3.6.1.1  Imprimarea doar a paginilor impare.

AM3.6.1.2  Imprimarea doar a paginilor pare.

AM3.6.1.3  Imprimarea unei zone definite.

AM3.6.1.4  �,�P�S�U�L�P�D�U�H�D���X�Q�X�L���Q�X�P���U���G�H�I�L�Q�L�W���G�H���S�D�J�L�Q�L���S�H��

foaie.


