IKT zinasanu standartizacija Zemgales regiona

1. dala

1.

Kura no uzskaititajam nav tekstapstrades lietotne?

@  Microsoft Access
@  Microsoft Word
® Notepad

@ WordPad

Kura poga paredzéta tekstapstrades lietotnes loga minimizésanai?

o = o & o E » B

Ar kuru standartriku joslas pogu var atvért iepriek$ saglabatu dokumentu?

o U @ d ® 4 @ I
Kads parasti ir Microsoft Word dokumentu datnes nosaukuma paplasindjums?
® msw @ doc ® dok @ txt

Kapeéec attélotaja situacija teksta dala ir pasvitrota?

O Document3 - Microsoft Word

i File Edit Wiew Insert Format Tools  Table  Window Help | Pragma  Type aquestionforhelp = X
RN NS NI NN A« NN S N RN IR e W= N L NE
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: Tekstu var dzest, dublet.ka ar1 parvietot. *
- RARAAALARAAA @
A z
=eE|=®w< >
Page 1 Sec 1 i At 25cm Ln 1l Col 43 Latwian 554

Nav ievadita tukSumzime aiz komata

Nav ievadita tukSumzime pirms komata

Nav ievadita tukSumzime pirms un péc komata
Tur nav vajadzigs komats

®OOO

= @  Nekas nenotiks

;.g,;e . @  Visi burti drukajot tiks palielinati 1,5 reizes

fret ®  Dokuments ekrana tiks palielinats 1,5 reizes

Two Pages @ Dokumenta ievietotie attéli tiks palielinati 1,5 reizes

Kuru standartriku joslas pogu izmanto, lai paraditu un apsléptu nedrukajamas
rakstzimes?

© 1 @ ¥ ®

Kurus taustinus piespiez, lai teksta ievaditu procentu zimi?

® [Tab].[E] @
® [Shif). [E]) @  (Enter]).

@ J
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E
3
.
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10.

11.

12.

13.

14.

15.

Kas notiks, ja attélotaja situacija piespiedis tastattras taustinu DELETE?

levadito telkstu var redigét.

Tiks dzésts burts ,e”

Tiks dzésti burti ,e” un k"

Teksta kursors tiks parvietots pirms burta ,e”
Tiks dzésts burts ,k”

Kadam noldkam lieto attéloto standartriku joslas pogu?

)

®OOO

Lai atsauktu darbibas atcelSanu

Lai atceltu izpildtto darbibu

Lai atvértu ieprieks aizverto dokumentu

Lai parvietotu teksta kursoru uz dokumenta sakumu

®OOO

Kadas komandas secigi jaizpilda, lai dokumenta dublétu tekstu?

@®  Cutun Paste
@ Copy un Paste
® Cutun Copy
@  Copy un Undo

Attéloto sarakstu izmanto, lai mainttu atlasita teksta

Arial -
@ izméru
@  pasvitrojuma stilu
® fontu
@ Iidzina3anas veidu
Attéloto sarakstu izmanto, lai mainTttu atlasita teksta
11 =
@ fontu
@ stilu
®  pirmas rindas atkapi
@ izméru

Kuru rakstzimju noformésanas stilu maina attélota formatésanas rikjoslas poga?
r

@  Kursivu

@  Treknrakstu

®  Pasvitrojumu

@  Nekadu, jo, piespiezot pogu, teksta tiek ievadits burts ,i”

Ja ir atlasita rindkopa un piespiez attéloto formatéSanas rikjoslas pogu, tad rindkopas
teksts tiek

sadalits slejas (kolonnas)
centréts

[T[dzinats péc kreisas malas
[[dzinats péc labas malas
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16. Kam domati attéla apvilktie méroglineala markieri?

@:.-z

Rindkopas atkapju veido$anai no kreisas malas
Rindkopas atkapju veidoSanai no labas malas
TabuléSanas pieturu iestatiSanai

Tiem ir tikai dekorativa nozime

®OOO

17. Péc dialoga loga PARAGRAPH attéla noteikt, cik liela atkape no kreisas malas ir
izveidota rindkopas pirmajai rindai?

Paragraph
Indents and Spacing | Line and Page Breaks
General
Alignment: Left w Outline level: Body text
Indentation
Left: 0 cm g Special: By!
Right: 1cm S Firstlme | |1.5cm >
Spacing
Before: &pt v Line spacing: Ak
After: 12 pt £ Single v £
Presigw
Sample Texl Sample Tex| Sample Texl Sample Texl Sample Texl
Sample Texl Sample Texl Sample Texl Sample Texl Sample Texl Sample
Texl Sample Texl Sample Texl Sample Texl Sample Texl Sample Texl
Sample Texl Sample Texl Sample Texl Sample Texl Sample Texl
o] [cas
@ Ocm
@ 1cm
® 6pt
@ 1,5cm

18. Kam domata attélota formatéSanas rikjoslas poga?

—
- —
o —

Teksta [1dzinaSanas veida mainai

Rindkopas pirmas rindas atkapes noteikSanai
Saraksta aizziméSanai ar simboliem
Saraksta numuréSanai

19. lapas formats ir:

210 x 297 mm
297 x 420 mm
148 x 210 mm
105 x 148 mm

@O0 X2 ®OOO
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20.

21.

22.

23.

24.

Kadam nolikam lieto attéloto standartriku joslas pogu?

Bz

@®  Lai pievienotu tekstam apmales

@ Laiievietotu teksta diagrammu

® Lai sadalitu tekstu slejas (kolonnas)
@  Laiievietotu teksta tabulu

Kur tabula tiks parvietots kursors, ja attélotaja situacija piespiedis tastatiiras taustinu
ENTER?

Teksty

uz nakamo $inu pa labi

uz nakamo Sinu uz leju

uz jaunu rindkopu taja pasa suna
uz jaunu rindu zem tabulas

®OOO

Kadam jaizskatas peles raditajam, lai batu iespéjama attéla parvietoSana?
o %

@ 7

o k

Ar kuras standartriku joslas pogas palidzibu var veikt pareizrakstibas parbaudi?

®

®OOO
&8 i e

Ar kuras standartriku joslas pogas palidzibu var veikt drukas priekSskatijumu?

®OO
o & L b
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2. daja
25. Ar kura taustina palidzibu var atlastt atvérSanai 3 dokumentus, kas dialoga loga OPEN

seko cits citam?

Look in: |h§l vingrinajumi v|
. ) atskaite
Lﬂ‘é M Dzejalis
My Recent (0 S apaksts
Documents i
Fr IE_I]Zinojums
Deskkop
@  SHIFT ® HOME ® TAB @ INSERT

26. Ar kuru komandu var pievienot un nonemt rikjoslas tekstapstrades lietotné?

Wi
=| Mormal Wigw
Print Lavout =] Moarmal
Toolbars 3 Prink Layouk
| Ruler Py | | Toolbars P 3 |
] Header and Footer ] Header and F;“der
@ ; @ :

Insert

Break... Tools
Page Mumbers, .. Language 3
Symbal... Word Count,.,
Reference 3 Letters and Mailings »
| Picture m 3 [Macro »
Bookmark. .. i Customize, ..
. Hyperlink,..  Ctri4x | optons..
® Y @ v ¢

27. Kads stils izvélets atlasttajam dokumenta tekstam?

X

T Document3 - Microsoft Word

P File Edit  Wew Insert  Format  Tools  Table  Window  Help Type & question for help [ X

RN = RN NN R« W EN S N RN R~ N W= W= = - N [Ees | S| .
! A4 Heading1  « Arial . 14 -|I g|§§§$g.|§§55§§g§|.¢_j.é.!

=]
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IEVADS

? ECDL 4. modulis  JzkIqjlapas™ prasa, lai kandidats saprastu izldijlapu jédziens un prastu
o izmantot Zklajlapu lietotnd datord. Kandiditarn japrot:
% o veld uzdewunms, kas saistiti ar nelielu izklSjlapu, lkas domStas tOltSai zplatizana,
m weidofanu, formatéianu un modificéganu,
2 *  veidot matemdtikas un logikas standartformulas un funkrcijas,
=+
5 e veidat un formatét diagrammas. s
- Id:lajlapas it lietotnes, kas paredzétas darbam ar datiem tabulds (datu ievade, noformésana, *
z apstrade, grafiskd attflofna un izdnikd&sana) @
¢ sl A e o F
=e@s=zw ¢ [
Page & Sec 2 &/20 At 28cm Lnl  Col 1 Latvian [EEY

®  Arial ® Document3

® Latvian @ Heading 1
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28.

29.

30.

Kada formata tiks saglabata datne FORMA, ja dialoga loga SAVE AS piespiedis pogu
SAVE?
Save As E
Jave in: |@ Templates V| @-h @ X Ci B~ Tooks-
L’ W | pMarmal, dot
I_"\é @Ank&ta.dot
g‘w RECEIE'Z @Normal.dot

My Documents

My Compuker

b

1 File: parne: |Fc|rma i | I Save l
My Mekwork >
Places Save as bype: |Document Template (*.dot) b | ﬂ]
Ka veidne

Ka parasts tekstapstrades lietotnes dokuments
Ka HTML datne
Ka teksta datne

®OOO

Kam domatas attélotas pogas?

a |E

Dokumenta lapas formata mainai
Datnes formata mainai
Dokumenta skatu mainai

Teksta novietojuma mainai

Izl
&

®OOO

Kas notiks, ja attélotaja situacija vieta, kur atrodas kursors, tiks ievadits burts ,r’?

T4 Document2 - Microsoft Word |Z”E|El

i Fle Edt Wiew Insert Format  Tools  Table Window Help | Pragma x
RN R DERE T RN N - A = N AR T
i Ay Normal + Aril, » Arial - 16 +| B I |§ =|=i==|A- [
[]i EEEREEEEREE RN R ENRE- R ENEE AR

|
NI OIS T RIS RN IS - R

bt
N Py
- levadito tekstu var pa °
é G|E|= < R4
Page 1 Sec 1 111 At 25cm Lnod Cal 21 OWR Latvi g
e

Burts ,p” tiks aizstats ar burtu ,r”

Pirms burta ,p” tiks iesprausts burts ,r’

Aiz burta ,p” tiks iesprausts burts ,r”

Vards, pirms kura atrodas kursors, tiks aizstats ar burtu ,r”

®OOO
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31.

32.

33.

34.

35.

36.

Kas notiks, ja attélotaja situacija piespiedis tastatiiras taustinu ENTER?

Undo 3 Actions

Tiks atcelta pirma atlasita izpildita darbiba
Tiks atcelta tre$a atlasita izpildita darbiba
Nekas nenotiks

Tiks atceltas tris atlasitas izpilditas darbibas

@
@
®
@
Kur$ no uzskaititajiem nav teksta noforméjuma stils?

® Bold @ Paste ® ltalic @  Underline

Ar kuru komandu var veikt rakstzimju noforméSanu augsraksta (superscript) vai
apaksraksta (subscript)?

@  Format / Paragraph @ Format/ Font
® Format/ Drop Cap @ Format/ Tabs

Kurs tabuléSanas pieturas veids l1dzina skaitlus péc decimalas zimes?

® [L] @ [x] ® |[x @ |[1]

Kuri ir dokumenta lapas orientacijas veidi?

® A4 un Letter

@  Small un Large

®  Portrait un Landscape
@  Oval un Square

Kas tiks izdrukats, ja dialoga loga PRINT piespiedis pogu OK?

Printer

Harne: ¥ hp deskjet 930c series -
Status: Idle . _ Find Frinter. ..
Type: hip deskjet 930c series

Where: LPT1: [ Prink to file
Comment: [ Manual duplex
Page range Copies

O all Murnber of copies: 4 T

v

O Current page

(%) Pages: |2 11 Collate
Enter page numbers and)or page ranges '

separated by commas, For example, 1,3,5-12

Print what: | Document | Zoam

Pages per sheet: v
Print: Al pages in range SR A ! page

Scale to paper sizet | No Sealing £
o ] (o

Otra dokumenta lappuse &etros eksemplaros

Ceturta dokumenta lappuse divos eksemplaros
Pirmas Cetras dokumenta lappuses divos eksemplaros
Pirmas divas dokumenta lappuses Cetros eksemplaros

®OOO
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3. daja

37.

38.

39.

40.

41.

42.

43.

44,

Kur$ no simboliem nav nedrukajama rakstzime?

o 1 @ - ® - @

Kad var mainit tekstapstrades lietotnes pamatopcijas (pieméram, dokumenta veidotaja
vardu, nokluséjuma mapi, no kuras atvért un kura saglabat dokumentus)?

@  Pirmo reizi atverot tekstapstrades lietotni péc instalacijas

@ Tad, kad tas ir nepiecieSams

® Tada iespé&ja nepastav

@ To nosaka tikai instalgjot lietotni, péc tam nav iesp&jams mainit

Ar kuru pogu var dublét teksta formatéjumu?
o J @ & ® =2 @ 4

Kas notiks, ja attélotaja dialoga loga piespiedis pogu OK?

@D Tiks ieslégts automatiskais

e pareizrakstibas klidu laboSanas
[] Hyphenate words in CAPS rezims
Hyphenation zone: 083 o @  Tiks ieslégts automatiskais zilbjdales

reZims vardu parnesanai jauna rinda

Limit consecutive hyphens to: T lirmit;
® Tiks atslégts automatiskais
Manual... | [__ok ][ Cancel pareizrakstibas kludu laboganas
rezims
@  Tiks atvérts dokumenta saglabasanas
dialoga logs

Kuru darbibu nav iesp&jams veikt dialoga logd PAGE SETUP?

@  Mainit dokumenta neapdrukajamo malu platumus

@  Mainit dokumenta lapas izméru

®  Mainit dokumenta lapas orientaciju

@  Mainit atstarpes starp dokumenta rindkopam

Vai, lietojot dokumenta automatisko lappusu numurésanu, var izvéléties numuru
atraSanas vietu?

@® Ng, tie vienmér ir lappuses apak3$éja labaja stari

@ Ng, to nosaka tikai vienu reizi, instaléjot tekstapstrades lietotni

®  Ja, ievietojot lappusu numurus, var noradit, kur tie atradisies

@  Ja, noteikt var, bet tikai tad, ja dokumenta ir vairak par 10 lappusém

Ko saprot ar jedzienu ,pasta sapludinadana” (mail merge) tekstapstrades lietotné?

E-pasta véstulu nosutiSanu

Datu avota sapludinaSanu ar galveno dokumentu (pieméram, véstuli)
Tada jédziena tekstapstrades lietotné nav

Veéstulu rakstidanu un saglabasanu cietaja diska

tabula var dzést atlasttu rindu?

Lietojot komandu Table / Delete / Rows
Piespiezot tastatiiras taustinu DELETE
Lietojot komandu Edit / Clear / Contents
Lietojot komandu Table / Delete / Columns

DOOO g ®OOO
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45.  Ar kuru komandu var pievienot dokumentam galveni un kajeni?

@D Insert/ Bookmark ® View / Footnotes
® View /Header and Footer @ Insert/ Reference
46. Ar kuru komandu dokumenta var iespraust lappuses partraukumu?
Insert
Break...

Page Mumbers. ..

Symbal. .,

Reference 3

— Insert / Page Numbers

Picture 3

. Insert / Reference
ookmark. ..

Insert / Bookmark
Insert / Break

% Hyperlink...  Chrl4+k

o
]

®OOO

47. Kads taustin$ vai taustinu kombinacija piespiests attélota dokumenta pirmas un otras
rindas beigas?

0§ Document6 - Microsoft Word E|@|rg|

i Fle Edt Wew Insert Format  Tools  Table  Window  Help | Pragma x

AR N = RIS NS A e NP C =

i Mormal + Left  + Tahoma -1z - B I |§ = 55|é" =

—
|-§-|-1-|-2-|-3-|-4-|-5-|-5-|-:-'-|-s-|-9-|-10-|-11-|-12-A

Zvaning skan,«
Zvaning skan,«

LI - IR ORI

Ziemasswatkibraucy] b
3
@
M ¥
=m(E|= @ < >
Page 1 Sec 1 i1 At 3.9cm Ln 3 Col 19
® (It + (Ente] @ (Tab]+ [Enter]
® ([hift) + (Enter] @ [Enter]

48. Kura poga dialoga logad SPELLING AND GRAMMAR japiespiez, lai visa dokumenta
teksta vards ,sitémas” tiktu nomaintts ar vardu ,sistémas”?

Spelling and Grammar: Latvian

Mot in Dickionary:
- - ; A
Var  izmantot &t jebkuru citu Internet
parldkprogrammu, taéu t3da gadijuma var tki Ianore Al
Moverotas dafac izmainas vizudlaid sitemas|
iz=kats, s | | &dd to Dictionary
Suggestions:
sitamas
sitEjas Change all
AutoCorrect
Dictionary language: |Latvian w |
Check grammar
@ Change @ Change All
® Ignore All @  Options
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