IKT zinasanu standartizacija Zemgales regiona

1. dala

1.

10.

Kura no uzskaitttajam ir izklajlapu lietotne?

@  Microsoft Table

@  Microsoft PowerPoint
®  Microsoft Excel

@  Autodesk AutoCAD

Kura poga paredzéta izklajlapu lietotnes loga aizvérsanai?

o = e B o & o &

Ar kuru standartriku joslas pogu var izveidot jaunu darbgramatu?

= 3
o @ I o |d ® L
Kads parasti ir Microsoft Excel darbgramatu datnes nosaukuma paplasinajums?
® cal @ exe ® doc @ xls

Kadas komandas secigi jaizpilda, lai darbgramata parvietotu Stnu saturu?
@® Copy un Paste

® Cutun Copy

® Copy un Undo

@  Cutun Paste

Attéloto sarakstu izmanto, lai mainttu atlastto SGnu
11 =

rakstzimju fontu

rakstzimju izméru

rakstzimju stilu
rakstzimju atkapi no Sinas kreisas malas

®OOO

Ar kuras standartriku joslas pogas palidzibu var veikt drukas priekSskatijumu?

O L @ L2 ® @ ¥

Kura rikjosla parasti atrodas attélotas pogas?

A 5

Formatting
Drawing
Standard
Reviewing

®OOO

Kura adrese apzimé darblapas ceturtas kolonnas un tre$as rindas Stnu?
® D3 @ cC4 ® 3D @ 4C

Kuras Sdnas ir atlasitas?

@® A2unB3 @ neviena ® A2,B3uncC4 )

C4
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11.  Ar kuru komandu var iespraust darblapa kolonnu?

A | B | F T & T H
L1 |LYL kurss uz 1. janvdi & Cut
| 2 |Wallta 1999 2l copy 002 2003 2004
| 3 |pret EUR 0.662 (] 565 0.621 0.676
| 4 |pret USD 053 g Beste 638 0587 0537
| 5 |pret GBP oan7y 0 Paste Special... 916 0.9329 0.975
g R
Z Insert
| B | Delete
19 Clear Contents
10 |
EER S Eormat Cels. .,
E Column Yidth, ..
13 )
W ﬂlde
15 | Urhide
@® Copy
@ Delete
®  Column Width
@ Insert

12.  Arkuru izvélnes INSERT komandu var pievienot jaunu darblapu?
Microsoft Excel - Book2

@_'l File Edit Wiew | Insert | Formak  Tools  Data  indow

AR~ R Rows Sa [ -
: arial Columns ===t
G15 - Worksheet
A | Bl | Pagspresk
|1 |LVL kurss uz 1. £ Function...
| 2 |Valdta 1 (2001 2002
| 3 |pret EUR 0. Marn b ILETR 0 465
| 4 |pret USD 0. ¥ R14 0.E35
| G |pret GBP 09417 09556 09092 0916
@ Rows
@  Worksheet
® Page Break
@ Name

13. Si{na B2 ievadits skaitlis 5, bet $Gina B3 — skaitlis 10. Kas bis redzams $ina B4, ja
taja ievadis =B2+B3 un piespiedis tastatiras taustinu ENTER?
TODAY > X o & =B2+B3

A | B | ¢ | D |
1
2| 5
3| L 0
4| =E2+E3 |
5]
® B2+B3
@ 15
® ERROR
@ =B2+B3
14. Ar kadu simbolu izklajlapu lietotnes formulas apzimé reizinasanu?
o » @ I @ - @ x
15. Ar kadu simbolu jasakas jebkurai formulai izklajlapu lietotne?
o - @ ® > @ =
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Kada formula izveidota Suna B4, lai noteiktu Stinu apgabala no A1 [ldz C3 mazako
vértibu?

A | B | ¢ | D |
1 g 3 4
2 5 2 7
3 11 g 13
‘ 2
@® =MIN(A1:C3)
@ =MIN(A1;C3)
® =MIN(A1-C3)
@ =MIN(A1<C3)
Ar kuru pogu Sunas saturu noformé valttas formata?
o o =3 ® o @

Ar kuru pogu parasti maina 8tnas ievadito rakstzimju krasu?

Gr
A o il o S o =2
Kuras Slnas noformésanai lietots dialoga loga FORMAT CELLS sarakstos
HORIZONTAL un VERTICAL izvélétais teksta novietojuma veids?

A | B | ¢ | D |
Pavasaris
Format Cells
1
humber || Alignment § | Font
“Yasara i
2 Text alignment
Horizonkal;
; Rudens |Right {Indent) v|
Wertical:
|Center v|
4 | fiema
5 .
® A1 @ A2 ® A @ A3
Kuras pogas saraksts jaizmanto, lai tabulai pievienotu apmales?
® Az @ Ar ® - @ =

Ar kuru pogu var uzsakt diagrammas veidoSanu?

o 4 o lidl o @& o 2

Kura no attélotajam ir sektoru diagramma?

o 7Y > il
@E @><D
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23.

24.

Kads lapas izmérs ir izveléts dialoga logda PAGE SETUP?

®OOO

Page Setup
Margins | Header/Footer | Sheet
Crientation
[ P, —
) Portrait (%) Landscape
Scaling Cptions. ..
(=) adjust o % normal size
) Fit toe El pageds) wide by Eltall
Paper size: |Letter (3.5=1lin) Vl
Print guality: |Medium v|
First page number:
(a4 ] [ Cancel
Landscape
Medium
Letter (8.5x 11 in.)
70 %

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

®OOO

Printer
Mame: |f3§ hp deskjet 930c series A | ’ Properties. .. ]
Skatus: Idle m——
Type: hp deskjet 930c series
Where: LPT1:
Comment:
[ Frint ta File
Print range Copies
[OF] Nurnber of copies: |3 &
() Page(s)  From: | % | To: | = |
Print what Ij;l ij Callate
) Selection (%) Entire workbook
() Active shest(s)
o] (o

Visa darbgramata tris eksemplaros
Aktiva darblapa tris eksemplaros
Tresa darblapa viena eksemplara
Tresa darblapa tris eksemplaros
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2. daja
25. Ar kura taustina palidzibu var atlastt atverSanai 3 darbgramatas, kas dialoga loga
OPEN neseko cita citai?
Laok. in: |@ Tema_01 V|
- | B 10ks
ﬁ r,;'.;l Trenins
My Recent | B Bridinajums
Daocuments
= Spnrts
[ S Sveidiens
Desktop
@ SHIFT @ TAB ® CRTL @ INSERT
26. Kura $0na péc kolonnas ievieto$anas atradisies vards JANVARIS?
A c [ n |
1] b o
% JANYARIS 23 copy
4 | [Z Paste
I Paste Special,..
B
L [ Inserk
2 Delete
=R Clear Contents
10
1| S Format Calls,..
E Colurmn Width,..
£ Hide
14
? Unhide
® D2 @ B2 ® A2 @ cC2
27. Kadam jaizskatas peles raditajam, lai Stnas saturu ar peli varétu parvietot uz citu
sunu?
A | B | A | B |
| 1 |Pavazaris | 1 |Pavasaris
2] 2
| 3 |Vasara | 3 |Vasara
4 4
£ |Rudens . | 5, [Fudens |
B 1y )
| 7 |fiema | 7 |fiema
O [8] @ |8]
A | B | A | B |
| 1 |Pavasaris | 1 |Pavasaris
2] 2
| 3 |Vasara | 3 |Waszara
4 4
& |Rudensol 5 [Rudens |
I — 6 ¥
| 7 |Ziema | 7 |fiema
® 8] @ |8
28. Ar kuru pogu kolonna ievaditos skaitlus var sakartot augo3a seciba?
Z A «.0 .00
@ Al @ zl ® .00 @ | »0
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29.

30.

31.

32.

33.

34.

Kada darbiba tiek veikta attélotaja situacija?

31
32
33

M 4 » M \DATI { ATSKAITE { KOEFICIENTI £ DAZADI /L_’[%
Ready

@O Tiek parvietota darblapa DATI
@ Tiek dzésta darblapa DATI
® Tiek pievienota jauna darblapa
@ Tiek dubléta darblapa DATI

Ar kadu simbolu izklajlapu lietotnes formulas apzimé kapinasanu?

OR @ - @ I
Kads skaitlis bus stina A4 péc peles pogas atlaiSanas?
A3 - B =A243
A | B | ¢ | D
1
2 f
3 g
4
5 4
@ 9 @ 6 ® 12
Kurs pieraksts attélo Siinas relativo adresi?
® D11 @ $D11 ® D$11
Kads datuma formats izmantots, formatéjot Stnu A2?
A
1 | 2005.08.13
2 | 13.A0g.05
i 13.08.05
4 | 13.05.2005
®  yyyy.mm.dd
@ dd.mm.yy
®  dd.mm.yyyy
@ dd.mmm.yy

Kas notiks, ja attélotaja situacija izpildis peles klikski?
A | B | c | D

[ Galds Jvape

M| e 00| D | —

Nekas nenotiks

Sina C3 iegis B3 $0nas formatu
Sana C3 tiks ievadits teksts ,Galds”
Sana B3 tiks dzésta

®OOO

@ x
@ 3
@ $D$11

ECDL 4. modulis



IKT zinasanu standartizacija Zemgales regiona

35.

36.

Kas notiks, ja attélotaja situacija piespiedis tastatiras taustinu DELETE?

A | B | ¢ | p | e | F | & | Hw [ 1 ]

1 Sporta sacensibu rezultati
2 |[Skoléns uystums [ Talums Sacensibu rezultiti
3 |Baiba 5. 1.05 3.35
4 |Andrs K. 1.25 4.00 e
5 |Linda D. 1.10 3.50 4'00
B |Liga . 1.00 3.00 3'50 ]
7 |Walters B. 1.40 3.75 3:00 [ ] [
B [Atdrs L | 110 341 g i
9 E 2o -
10 1.50 -
1 1.00 - - - - - - -
w o
13 0.00 4 L
14 Baiba G. Artdrz K. LindaD. LigaJ. “alters B. Artdrs L.
15
15 |lAugstum3 O Talums |
17

@ Tiks dzésta visa diagramma

@ Diagramma tiks dzésti stabini, kas attélo augstlékSanas rezultatus

®  Nekas nenotiks

@  Diagramma tiks dzésti visi stabini

Uz cik lappusém tiks izdrukata darblapa, kurai dialoga logda PAGE SETUP veikti

attélotie iestatijumi?

Page Margins | Header/Fooker Sheet
Orienkaki
& [
©rory O tanse
O adiustte: |15 % |% normal size
() Fibtos |1 % | pagels) wide by |1 2 tall
Paper sige: A4 (210 % 297 mm) w
Print guality: | Medium e
Fitst page number: 3
I [o]4 ] [ Cancel

15

3

1

to nevar noteikt

®OOO
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3. daja
37. Kura s0na ir ievadits skaitlis 3330000000007
A | B [ ¢ | D |
1 | 3.33333E+11 3.33E+11 F3.33E+HIE 3.33E+14
2
3
O A1 @ cC1 ® B @ D1
38. Kura no $inas adresém ir neiesp&jama?
®  A80000 @ z121 ® AA121 @ 7265000
39. Kas notiks, ja attélotaja situacija piespiedis taustinu DELETE?
E D | E |
1 |Pavasaris
2
Vasara
4
[ IRudens
B
7 Ziema
&
E

@ Tiks dzésta $tna A5

@ Tiks izmestas visas atlasitas rindas un kolonnas
® Nekas nenotiks

@  Tiks dzests visu atlasito $0nu saturs

40. Kurs$ skoléns péc datu kartoSanas tabula tiks novietots ka pirmais, ja att€lotaja situacija
dialoga loga SORT piespiedis pogu OK?

. ——
1 Sporta sacensihu rezultati Sort @E|
2 | Skoléns |Augstums| Talums Sark by
Augst & g
4 [Atars K | 125 | 4.00 HaEmE @ Descondng
5 | Linda D 1.10 3.50 Thizr g -
B | Ligad 1.00 3.00 - ) sgendin
7 |alters B.| 1.25 412 UL . & bos d_';'
8 | AtdrsL | 1.10 341 | Descending
5 = Then by
10 w | ) ascending
11 ) Descending
12 My data range has
13 (%) Header row () Mo header raw
14
?Ig Cptions. .. [ K, ] [ Zancel
@ Artars K.
® Valters B.
® LigalJ.
@ Baiba G.
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Sina B4 tiek ierakstita formula =COUNT(A1:C3). Kads bis rezultats péc formulas
apstiprinasanas?
TODY * X of B =COUNTIATC3)

A | B | ¢ | D |
1 B Zile 4‘5‘
2 2 !
3 M8 134
4 ‘[=counTiAT:C3)
5 [ COUNTivaluel; [value2]; .0 |
® 6
@ 7
® 9
@ 47

Kurs standartklidu pazinojums norada, ka aprékinu rezultats nav skaitlis (pieméram, ja
$dnu, kura atrodas skaitlis, dala ar Stnu, kura ievadits teksts)?

@ #DIV/O!
@  #VALUE!
® #REF!
@  #N/A
Kada formula bas Sina B6, ja attélotaja situacija atlaidis peles pogu?
Ba - B =hAN" B4
A | B | ¢ | D |
]
2
3
_4
5]
B
s
® =$A$2*10
@ =3A$3*B4
® =A3*B5
@ =$A$2*B5

Kada bis Siinas B2 vértiba, ja attélotaja situacija tiks apstiprinata taja izveidota logiska
funkcija IF?

IF * X J & =IF(A1=10,B1°2,C173)
A, E C D | E | F |
1 107 201 30
2 =IF (41>10,61°2,C173)
3|
® 10
@ 40
® 90
@ 60
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45. Kura dialoga loga CHART OPTIONS lapina diagrammas stabiniem var pievienot 3os
stabinus raksturojoso skaitlisko informaciju?

Axes aridlines | Legend | Datalabels | Data Table

Chart kitle:

o [ [115] 1t
sacensibu rezult gt aeenyhL ey

Cakeqgory (x) axis;

am

as

Yalue () axis:

i

m 2
Ly

S BaE BEs BEE

Eabw Ariidrs K Lesta O A L

W Sappdur O fd

[ K ] [ Cancel
@® Legend
@ Data Labels
®  Gridlines
@ Axes
46. Kas notiks, ja attélotaja situacija (ar peli tiek maintts stabina augstums) atlaidis peles
pogu?
A | 8 [ ¢ | o [ E [ F | 6 [ H [ 1 |
1 Sporta sacensibu rezultati
2 |Skoléns AugatumsETélumS Sacensibu rezultati
3 |Baiba . 1.05 3.35
4 |Anars K. | 1.25 4.00 500
i 3.89
g Lmniia D. 1.10 3.50 400 Pl
mors L 110 [ 341 ) e —
7 _ 300 o
g ° 2m L
9 o
1.00 4 i
: .
12 Baiba . Artlrs K. Linca Dr. Artlirs L.
13
14 |l.&ugstums O Talums |
15
@ Mainisies Sinas C3 skaitliska vértiba
@ Mainisies $inas C6 skaitliska vértibas
® Mainisies tikai stabina augstums, bet skaitliska vértiba $ina nemainisies
@  Proporcionali tiks palielinati arT paréjo stabinu augstumi
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47. Ar kuru dialoga loga HEADER pogu var ievietot galvené darbgramatas nosaukuma
lauku?
Header El
To format kext: select the text, then choose the font button, oK
Toinsert a page number, date, time, file path, filename, or kab name: position the _
insettion point in the edit box, then choose the appropriate button, Cancel
Toinsert picture: press the Insert Picture button. To Format vour pickure, place the
cursor in the edit box and press the Format Pickure button,
y
I;e_F_t _sectiqn;_ g_enter sec_tion; _Eigl'!_t _sectiqn;_
® @ ® o (&
48. Ka tiks izdrukata darblapa, ja dialoga loga PAGE SETUP veikti attélotie iestatijumi?
A [ B | C | D | E [ F | & [ H [ 1 J ]
1 Bérzinu gimene
2 [Mr.p. k| Gads [Meénesu sais. |lzdevumni, Ls
3 1 2003 Jarnwaris 302.00
4 2 2003 Februdrs 250.00
& 3 2003 Marts 420.00
5] 4 2003 Aptilis 222.00
7 =) 2003 haijs 500.00
&} 5} 2003 Jinijs
9 7 2003 Jilijs
E 2003 Augusts || :
T g e Septembris Page | Margins | Header/Footer |
12] 10 2003 Oktobris Print area:
1 3 :]] ‘17_ gggg E\JUVemE”_S il Print Presiew
ecembris ___
15 13 2004 Jarvatis Ruows to repeat at top: $1:%2 :
16 14 2004 Februaris Columns to repeat at left: S
17 15 2004 Marts B,
18] 16 2004 Aprilis "
19 17 2004 Maijs [ @ridires [ raw and column headings
20 18 2004 Jinijs [Jglack andwhite  Comments: [ qrane) Z
21 18 2004 Jilijs [] Draft qualicy ] s e )
= : displaved W
22 20 2004 Augusts_ PR ET
23 21 2004 Septembris
24 22 2004 Oktobris (®) pown, then over =EE GEE
25| 23 2004 Maovembris ) Ower, then down == ===
% 24 2004 | Decembris EEJIE
27 25 2005 Janvaris
26| 2005 Februgris [ ok ][ cancel
29 2 2005 Marts .
® Darblapas pirmas divas rindas netiks izdrukatas
@ Darblapas galvené tiks ievietots teksts ,$1:$2”
® Veiktie iestatijumi neietekmé izdruku
@ Katras lappuses aug$a tiks izdrukata darblapas pirmajas divas rindas eso$a

informacija
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