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LIMITARE DE RESPONSABILITATI

&X WRDWH P VXULOH GH SUHFDX LH OXDWH GH )XQGD LD (&'/ v
HVWH GDW GH )XQGD LD (&'/ FD HGLWRU SULYLQG FRPSOHWL\
(&' QX SRDWH IL I FXW UHVSRQVDELO SHQWUX SLHUGHUHD V
LOQVWUXF LXQLOH GLEROCEHIFVUW. SREDURDUDH SRW IL | FXWH GH
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Aceasta este programa pentru Modulul AM3, Procesare de text-Word, Nivel AvaRddt Y Shhke L Q W
XWLOL]DW SHQWUX WHVWXO SUDFWLF 3URJUDPD SHQWUX OR
programa pentru Modulul 3, Procesare de text-Word, Versiunea 4.0 Syllabus. Modulul AM3 nivel
DYDQVDW FHUH FDQGLGDWXOXL V DLE GHMD SURPRYDW ORGX

Modulul AM3 Procesare de text-Word, Nivel Avansat, cere candidatului s IRORVHDVF DSO
SURFHVDUH GH WH[W vQ YHGHUHD UHDOL] ULL XQRU GRFXPHQ!'
WUHEXLH V FXQRDVF PDL PXOW GHFkW QLYHOXO GH ED] H
DYbeQvbw V FUHH]H LOXVWUD LL VRILVWLFDWH V IDF DQXP
&DQGLGDWXO WUHEXLH V O0OWLH V |IRXRVYLHDY R LOHDNOEXE HO R
VPELQDUH GH FRUHVSRQGHQ DYDQVDW XWLOL]JkQG DSOLFD |

AM3.1 Editarea AM3.1.1 Textul AM3.1.1.1 Aplicarea efectelor asupra textului:
textului strikethrought,  superscript, subscript,
shadow etc.

AM3.1.1.2 Aplicarea efectelor animate asupra textului.

AM3.1.1.3 8WLOL]DUHD RS LXQLL GH FF
textului..

AM3.1.14 $SOLFDUHD RS LXQLL GH IRU
textului.

AM3.1.1.5 Utilizarea RS LXQLL $XWR 7H[W

AM3.1.1.6 8WLOL]DUHD RS LXQLL GH vQ

AM3.1.17 8WLOL]DUHD RS LXQLL GH RU

AM3.1.1.8 8WLOL]DUHD IXQF LHL :RUGS$
textului.

AM3.1.2 Paragrafe AM3.1.21 8WLOL]DUHD RS LXQLL GH

paragrafelor.

AM3.122 8WLOL]DUHD RS LXQLL GH D¢
asupra paragrafelor.
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AM3.2 Layout

AM3.1.3 Template-uri
(Format predefinit)

AM3.1.4 Lucrul in

echipa

AM3.2.1 Master

Document

AM3.2.2 Cuprins

AM3.2.3 Sectiuni

AM3.1.2.3

AM3.1.2.4

AM3.1.2.5

AM3.1.2.6

AM3.1.3.1

AM3.1.3.2

AM3.14.1

AM3.1.4.2
AM3.1.4.3

AM3.1.4.4

AM3.2.1.1

AM3.2.1.2

AM3.2.1.3

AM3.2.2.1
AM3.2.2.2

AM3.2.2.3
AM3.2.3.1

AM3.2.3.2
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6HWDUHD
(Widow/Orphan)
CUHDUHD FDUDFWHUHORU ulL
Modificarea unui stil existent

SBWLOL]DUHD RS LXQLL RXWOlI
ORGLILFDUHD GLIHULWHORU

template existent.

RS LXQLL FRQWU

Crearea unui template nou pe baza unui
document sau a unui template existent.
$G XJDUHD VDX UWHUJHUHI

asupra textului.

Editarea comentariilor textului.
BWLOL]J]DUHD RS LXQLL KLJK
YHGHD PRGLILF -urLdoddimeri&. X W H
$FFHSWDUHD VDX UHVSLQJH
I FXWH

Crearea unui nou master document.

Crearea unui subdocument pe baza titlurilor
unui master document.

$G XJDUHD VDX UWHUJHUHD
in cadrul unui master document.

Realizarea unui cuprins.

Actualil]DUHD dL PRGLILFDUHD
existent.

$SOLFDUHD IRUPDW ULORU D'
&UHDUHD XQRU VHF LXQL
document.

UWHUJHUHD XQHL VHF LXQL
document.
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AM3.2.4 Coloane

AM3.3 Organizarea  AM3.3.1 Referinte

documentului

AM3.3.2 Campuri de

calcul

AM3.3.3 Note de

subsol si de final

AM3.3.4 Securitate

AM3.4 Elemente AM3.4.1 Tabele

AM3.2.4.1

AM3.2.4.2
AM3.2.4.3
AM3.2.4.4
AM3.2.4.5
AM3.3.1.1

AM3.3.1.2
AM3.3.1.3

AM3.3.2.1

AM3.3.2.2
AM3.3.2.3
AM3.3.2.4
AM3.3.3.1

AM3.3.3.2

AM3.3.3.3

AM3.3.4.1

AM3.3.4.2

AM34.1.1

AM3.4.1.2
AM3.4.1.3

Copyright @ 2006 The European Computer Driving Licence Foundation Lid

Crearea mai multor coloane 1in cadrul
documentului.

Modificarea coloanelor.

ORGLILFDUHD O LPLL UL GLV)
,QWURGXFHUHD XQHL VQWUH!
UWHUJHUHD XQHL VQWUHUXSI
$G XJDUHD VDX UWHUJHUHD .
(bookmark).

Crearea sau modificarea unui index.
&UHDUHD VDX PRGLILFDUHL
VQFUXFLUDWH

Introducerea unui camp.

Modificarea sau actualizarea unui camp.
Blocarea sau deblocarea unui camp.
UWHUJHUHD XQXL FkPS
&UHDUHD VDX UWHUJHUHD QF
final.

ORGLILFDUHD QRWHORU GH
existente.

ORGLILFDUHD IRUPDWXOXL ul
GH VXEVRO uL GH ILQDO

$G XJDUHD XQHL SDUROH XQ?
uW H U JH parolz exi§éhte.
SBWLOL]DUHD IXQF LHL GH FRI
a celulelor unui tabel.

Convertirea unui text intr-un tabel.

Sortarea datelor (alfabetice sau numerice)
intr-un tabel (ascendent sau descendent).
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AM3.4.2 Formulare

AM3.4.3 Casete text

AM3.4.4 Foi de calcul

AM3.4.5 Imagini

/ Desene

AM3.4.14

AM3.4.2.1

AM3.4.2.2

AM3.4.2.3

AM3.4.2.4

AM3.4.3.1

AM3.4.3.2

AM3.4.3.3

AM3.4.3.4
AM3.4.4.1

AM3.4.4.2

AM3.4.4.3

AM3.4.4.4
AM3.4.5.1

AM3.4.5.2

AM3.4.5.3
AM3.4.54
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Realizarea calculelor pe baza unei liste
numerice in cadrul unui tabel.

&UHDUHD 0L HGuUMrDUHD XQXL
8WLOL]DUHD RS LXQLORU (
IRUPXODUHORU IRUPDWDUHI
control, meniu derulant etc.

UWHUJHUHD FkKkPSXULORU G
formular.

Protejarea unui formular.
,(QWURGXFHUHD VDX UWHUJHL
Editarea, mutarea sau redimensionarea
casetelor text.

$SOLFDUHD RS LXQLORU GH
cadrul casetelor text.

&GUHDUHD XQHL $2td X XUL vQ\
ORGLILFDUHD XQHL IRL GH F
cadrul unui document.

Crearea unui grafic cu ajutorul datelor dintr-

un tabel

Modificarea formatului unui grafic creat cu
ajutorul datelor dintr-un tabel

3R]L LRQDUHD XuQ docughehD ILF v

Modificarea marginilor unei imagini.

Desenarea unui obiect simplu utilizand

RS LXQLOH GH GHVHQDUH
Utilizarea formelor pre-definite.

3R]L LRQDUHD -ddtitite fhGpate S U |

VDX vQ ID
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AM3.4.6 Etichete

AMa3.5 Instrumente AM3.5.1 imbinare

speciale corespondenta

AM3.5.2 Macro

AM3.6 Imprimarea AM3.6.1 Setarea

imprimarii

AM3.4.5.5

AM3.4.5.6

AM3.4.5.7
AM3.4.6.1

AM3.4.6.2

AM3.4.6.3

AM3.5.1.1

AM3.5.1.2
AM3.5.1.3

AM3.5.2.1

AM3.5.2.2
AM3.5.2.3
AM3.5.2.4

AM3.6.1.1

AM3.6.1.2
AM3.6.1.3
AM3.6.1.4
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3R]L LR QD U H D-defRrliteThl §pieéle S U
VDX vQ ID.D WH[WXOXL
Gruparea sau desfacerea formelor pre-
definite.

$G XJDUHD XQXL ILOLJUDQ X
$G XJDUHD VDX DFWXDOL]DL
imagini sau unui tabel.

Aplicarea unei etichete numerice unei
imagini, unor titluri, tabele sau unor foi de
calcul.

BWLOL]DUHD RS LXQLL GH LC
a etichetelor.

(GLWDUHD XQXL ILULHU GH
VPELQDUHD GH FRUHVSRQGHC(
6RUWD L VQUHJIJLVWU ULOH Gl
IPELQD L XQ ILGLHU FX R
utilizand criteriul stabilit.

Inregistrarea unui macro.

Copierea unui macro.

Rularea unui macro.

Atribuirea unui macro unui buton existent
pe bara de instrumente.

Imprimarea doar a paginilor impare.

Imprimarea doar a paginilor pare.

Imprimarea unei zone definite.
,PSULPDUHD XQXL QXP U GHI
foaie.
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