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1 Keliy lygiy sarasai

1.1 Kaip kurti keliy lygiy sarasus

Pats paprasciausias budas bty tiesiog pasirinkti tokj sarasg is pagrindinés jrankiy juostos.

HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW
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¥ Format Painter = ® b = = =
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pboard P Font P
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Tuomet parasyti tiek pirmo lygio sgraso elementy kiek reikia.

Pirmas
Antras
Tredias

BN

2

Kai reikia patraukti nuo krasto (sukurti antro lygio sgraso elementy), paprasciausias budas baty tiesiog paspausti
TAB mygtuka, esantj klaviatlros kairéje puséje. Taip bus galima rasyti esant antrame saraso lygmenyje.

1. Pirmas
2. Antras
3. Tredias

a. Treio pirmas
b. Trefio antras
C.
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Kai reikia grjzti j aukStesnj lygj uztenka paspausti ENTER, arba SHIFT + TAB.

1. Pirmas
2. Antras
3. Tredias

a. Trefio pirmas
b. Trefio antras

4, Ketvirtas
5. Penktas
a.

Sias kombinacijas galima naudoti ir viskg parasius viename lygmenyje, uztenka 2ymeklj padéti pries patj pirma saraso
elemento simbolj.

2. !&.ntraﬁ

Ir tuomet panaudoti TAB norint sukurti gilesnj lygmenj arba SHIFT + TAB arba ENTER norint sukurti aukStesnj
lygmenj. Siuos veiksmus taip pat galima atlikti su Siais mygtukais, esandiais prie sgrady karimo mygtuky.

— 1— —— -
#— o 2— ¥ I— -
'— BB i- — =

Norint baigti sgrasa galima spaudinét ENTER tiek karty kol dingsta visa numeracija.
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1.2 Numeravimo stilius ir Zenklinimas skirtinguose lygmenyse

Numeravimo stiliy galima pakeisti tiesiog pasirenkant esamg stiliy.

. — L= 1—
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== = All > 38C
Current List
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Mone a) 1.1.1.1.1.
i 114431, _
1.1.1k31.1.1. I
114149111,
- Articie L1 IRRERERE NS

Tadiau, jeigu néra reikiamo Zenklinimo stiliaus, viskg galima padaryti rankiniu badu arba sukurti nauja stiliy. Pirmuoju
atveju reikia paspausti ant norimo pakeisti Zenklinimo lygmens kurio nors elemento, kad jie tapty pazyméti.

1. Pirmas
a. Antras
2. Trecias

a. Trefio pirmas
i. Trefio antras

W

Ketvirtas
4. Penktas

ProtingasBlogas.It



Tuomet galima pasirinkti norima stiliy is vieno lygio sgrasy stiliy.

Recently Used N

1
2)
3)

Mumbering Libr:

&

Mone

P R

Sarase, tame lygmenyje esandiy elementy Zenklinimo stilius pasikeist j pasirinkta stiliy.

1. Pirmas
I Antras
2. Tretias
l.  Tretio pirmas
i. Trefioantras

W

Ketvirtas
4, Penktas

ProtingasBlogas.It



Norint susikurti nuosava stiliy prie sarasy stiliy reikia spausti, kad sukurti naujg stiliy. Galima kurti stiliy iSkart keliy
lygmeny sgrasams, arba vieno.
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= All -
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List Library
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¢ —— | | Article |. Head | | 1 Heading 1—
# e | | Sgction 1.011| | 1.1 Hzzding 2-

e (a) Haading 2 1.1.1 Haading

|. Heading 1— Chapter 1 Hz:

A, Heading . Heading 2——
1. Headin Heading Je—
& (Change List Leve

Define Mew Multilevel List...
Define Mew List Style...
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Sioje lenteléje galima pasirinkti stilius kiekvienam lygmeniui atskirai:

e Zenklinima.

e Sriftus.

e Teksto lygiavima.
e Atitraukimus.

Define new Multilevel list E
Click level to modify:
el
3
4 a)
5 i)
6 (1)
7 @)
g (i)

1.

MNumber format

Enter formatting for number:

1) || Font. |

MNumber style for this level: Include level number from:

V25 | |

Position

Mumber alignment: Aligned at
Text indent at: oe3em 3] | setforAll Levels... |

Maore > > |

ProtingasBlogas.It



2 Lentelés

2.1 Lenteliy kdrimas

Lentelés kuriamos nuéjus j ,,jterpimas‘ jrankiy juosta, joje ,,lentelé ir pazymint plota, kuris atspindéty masy norimos
lentelés langeliy skaiciy.

HOME IMSERT DESIGM

1= E A
[l -]
ank Page  Table Pictures On

wge Break = Pict
ges 3x3 Table

N
00

L0
N
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I rir

Jeigu véliau prireikia daugiau eiluciy arba stulpeliy, toje vietoje uzvedus pele atsiras galimybé papildyti lentele nauju
stulpeliu ar eilute.

'ﬂ|

2.2 Langeliy suliejimas

Norint sulieti langelius, juos reikia pazyméti.
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Tuomet prie visy ,,Word“ jrankiy juostos atsiras dvi lenteliy nustatymy juostos: dizainas, iSdéstymas

jrankiy juostoje reikia pasirinkti langeliy suliejima.

TAELE TOOLS
MAILINGS REVIEW VIEW DESIGN LAYOUT

= £ [ Height: [048em 2| Bip

.5ert Merge Split  Split  AutoFit ﬁWidth: 283 em )
ight Cfgs Cells  Table -
.

i

¥ herge Cell 5ize

2.3 Langeliy aukstis ir plotis

Galima pazyméti vieng ar daugiau langeliy, kuriy aukstj ir/ar plotj norima keisti.

Tuomet lentelés iSdéstymo jrankiy juostoje galima keisti aukscio ir plocio reikSmes.

TABLE TOOLS Document? - Ward
[EW DESIGN LAYOUT

EIEE

toFit = = Sht
oFit Dy e - istri
eng Width: |96 cm - | Distribute Columns =HE= Dil

£| % [| Height: |1 em | B pistribute Rows

[

Cell 5ize ] Aligr
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2.4 Langeliy parastés

Pazyméjus reikiama langelj ar lentele, parastes galima redaguoti i$ lenteliy iSdéstymo jrankiy juostos, pasirinkus

langelio parastés nustatymus.

TABLE TOOLS Document2 - Word
DESIGM LAYOUT

E:DHEight: 048 cm  *| B Distribute Rows BHEE &! @

— mm) TE:d:: Cell

ng Width: |2.83cm  ©| T Distribute Columns 2

o EEE Direction Margirl})
Cell Size Ta Alignment

Galima rinktis kokios parastés bus langeliy virSuje, apacioje, kairéje ir desinéje.

Table Options ?

Default cell margins

Top: 1 em| = Left |0 =

Bottom: |1 cm = Right: |0 =
Default cell spacing

|:| Allow spacing between cells |0 cm s

Options
Automatically resize to fit contents
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Jeigu norite, pazyméjus visa lentele galima pamatyti ar parastés uzsidéjo gerai (tamsesne spalva teksto plotas).

2.5 Teksto lygiavimas langeliuose

Teksta galima lygiuoti visoje lenteléje vienodai (tokiu atveju reikia pazyméti visg lentele), arba galima skirtinguose
langeliuose pritaikyti skirtinga teksto lygiavima (tokiu atveju reikty pazymeéti atskirus langelius).

KX
tekstas tekstas tesktas
Dar teksto Dar teksto Dar dar
protingas blogas It

Tuomet eiti j lentelés iSdéstymo jrankiy juostg, joje pasirinkti norimg lygiavima.

TABLE TOOLS Document2 - Ward

DESIGN LAYOUT

E:DHEight: 048cm | BT Distribute Rows HEE £
- N = :EI ;
WG . - istri 5

g Width: (283 cm || [ Distribute Columns = 2= Dire

Cell Size Ta Aligr
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2.6 Rikiavimas pagal stulpeliuose esancia informacija

Reikia pazyméti rikiuojamus langelius, bei langelius priklausomus nuo rikiuojamy langeliy. PavyzdZiui, Sioje lenteléje
rikiavimas bus atliekamas pagal pirmajj stulpelj, taciau antrojo stulpelio reikSmés turi laikytis greta pirmyjy, todél abu
Sie stulpeliai yra pazyméti.

)
2 T2
3 T3
5 T5
4 T4
1 T1

Tuomet lentelés iSdéstymo jrankiy juostoje spauskite ant ,,rikiavimas®.

TABLE TOOLS Daocument2 - Ward

DESIGM LAYOUT
E:DHEight: D48 cm o HIDistrihutEHDwz BEE ,5:5 @ %l
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Tuomet pasirenkamas stulpelis pagal kurj turi bati atliktas rikiavimas. Jeigu pirmgjame stulpelyje reikSmés sutapty,
tada rikiavima galima atlikti ir pagal antrajj stulpelj.

Sort ?

Sort by
Column 1 w | Type: Mumber W ] Ascending
Using: |Paragraphs v @ =TT
Then by
Column 2 w Type: |Text v| (® Ascending
Using: Paragraphs W @ T
Then by
w | Type: Text v i‘ Ascending
Using: Paragraphs v () Descending
My list has

Header row ® Mo header row

Options... Cancel

2.7 Rémeliy formatavimas

Rémeliy formatavimui galima Zyméti visg lentele, arba norimus langelius. Visos pazyméto ploto iSorinés linijos
skaitysis kaip rémelio krastai.

5

Rémeliy formatavimo nustatymus galima rasti prie lentelés dizaino jrankiy juostos, skiltyje ,,rémeliai“. I ¢ia galima
keisti linijy storj, spalva ir kitus formatavimo dalykus, Siuos rémelius pritaikyti pasirinktam plotui, arba su rémelio
pieSimo jrankiu galima ,,nupiesti norimus rémelius, norimose vietose.

TABLE TOOLS

DESIGM LAYOUT

e} - .
) ;
—|=-=== |- Y2 pt - ' '
ZIZZZZ [Z| Shading Border 7 Borders Border
- Styles - i PN ColOr~ = Painter
Borders la
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3 Dokumento isskaidymas

3.1 Teksto iSskaidymas j atskiras skiltis (stulpelius)

Teksta iSskaidyti j stulpelius (skiltis) galima dviem badais:

e Pasirasius teksta, pazyméjus norima dalj ir iSskaidZius
e Pritaikyti iSskaidymo formuluotés pradzig, rasyti tekstg, daryti stulpeliy [GZius ir uzbaigti skaidyma j stulpelius.

3.1.1  PrieS tai pasirasius teksta

Tekste reikia pazyméti pastraipa, kurig norima iSskaidyti j atskiras skiltis.

adipiscing elit. Sed eleifend tortor vel orci ultricies, vitae tempor magna rhoncus. Aenean non
CUTsUS urna.

Curabitur dictum felis vel tristique enismod. Vivamus quis dui eu mauris tempus consequat. Morbi
1d egestas velit, in porttitor lectus. Aliquam ullamcorper, urna ut tincidunt mollis, dolor nibh viverra
ligula, sed ultricies ex mibh en nunc. Duis viverra ante et luctus thoncus. Aliquam vulputate
scelerisque arcu, vitae fermentum nisi mollis ac. Praesent blandit fermentum enim_ vitae convallis
lacus facilisis at. Duis sed ante sed nisl laoreet pharetra et posuere ex. Duis rutrum posuere lorem, a
ornare magna 1aculis vitae. Aenean eu mollis nisus dolor eget velit. Cras erat lectus, sodales nec misl
pharetra, porta aliquam elit. Nulla facilisi Donec euismod feugiat purus, 1n sollicitudin mibh rutrum
non. In convallis nibh ac sodales ornare. Donec ut enismod massa. Ut turpis leo, pharetra et nisl nec,
tincidunt aliquet nunc. Integer malesvada orci dignissim, dapibus odio quis, facilisis ipsum. Nulla 1d
velit vitae turpis fringilla ullamcorper 1 sit amet odio. Mauns vel vestibulum quam_ sed blandit
erat. Sed non ultrices risus. In fermentum risus ac imperdiet egestas. Pracsent ultricies ut felis ac
congue. Nulla tempor elit ut metus faucibus, et dapibus neque porta. Sed vitae enim eros.

Duis maximus ipsum 1d risus dictum, a placerat augue posuere. Aenean erat dui, consequat sit amet
ornare at. eleifend et arcu. Mauris blandit purs nisi. Suspendisse eget vestibulum sanien. et mattis

15
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H{1

Tuomet tereikia nueitij ,,puslapio iSdéstymas* jrankiy juosta, joje ,,stulpeliai‘.

IMNSERT DESIGM PAGE LAYOUT

E' *ﬁ Breaks = Indent

_ [ Line Numbers~ 3= Left:
ize  Columns

- - be Hyphenation= =% Right
age 5| [—] T

=|| One

EE Twao

Z22|  Three
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Tekstas bus suformatuotas pagal pasirinkta stulpeliy skaiciy.

TASALA N LA A AL LELPALL S AR . A PALALES AL AR RALLA LR ATAGIAALLOALE LLLALC. AL LALL L LTALL LRSS SEL RELEELRn AR R s

adipiscing elit. Sed eleifend tortor vel orci ultricies, vitae tempor magna rhoncus. Aenean non

CUTsUS urna.
Curabitur dictum felis at. Duis sed ante sed Integer malesuada orci
vel tristique evismod. nisl laoreet pharetra et dignissim, dapibus odio
Vivamus quis dui eu posuere ex. Duis rutrum quis, facilisis ipsum.
mauris tempus posuere lorem, a ornare Nulla 1d velit vitae
consequat. Morbi 1d magna iaculis vitae. turpis fringilla

egestas velit, in porttitor Aenean eu mollis risus ullamcorper in sit amet
lectus. Aliquam dolor eget velit. Cras odio. Mauris vel
ullamcorper, urna ut erat lectus, sodales nec vestibulum quam, sed
tincidunt mollis, dolor nisl pharetra, porta blandit erat. Sed non
mibh viverra ligula, sed aliquam elit. Nulla ultrices risus. In
ultricies ex nibh eu facilisi Donec euismod fermentum risus ac
nunc. Duis viverra ante feugiat purs, in imperdiet egestas.

et luctus rhoncus. sollicitudin mibh rutrum Praesent ultricies ut
Aliquam vulputate non. In convallis nibh felis ac congue. Nulla
scelerisque arcu, vitae ac sodales ornare. tempor elit ut metus
fermentum nis mollis Donec ut euismod faucibus, et dapibus

ac. Praesent blandit massa. Ut turpis leo, neque porta. Sed vitae
fermentum enim,_ vitae pharetra et nisl nec, ST eros.

convallis lacus facilisis tincidunt aliquet nunc.

Duis maximus ipsum id risus dictum, a placerat augue posuere. Aenean erat dui, consequat sit amet
ornare at. eleifend et arcu. Maurs blandit purus nisi. Suspendisse eget vestibulum sapien. et mattis

ProtingasBlogas.It



Taip pat, galima naudoti ir daugiau skilciy nei galima rinktis is Sablony. Tam uZtenka paspausti ,,daugiau stulpeliy.

== Left

Right

==  More Columns...

3.2 Skiltys atskirtos vertikaliu briksniu

Norint pridéti vertikaly braksnj reikia pazyméti naujai sudarytas skiltis.

e e et e it i e I e

CUIss urna.

Curabitur dictum felis
vel tristique emsmod.
Vivamus quis dui en
mauris tempus
consequat. Morbi1 1d
egestas velit, in porttitor
lectus. Aliquam
ullamcorper, urna ut
tincidunt mollis, dolor
nibh viverra ligula, sed
ultricies ex mbh eu
nunc. Dhuis viverra ante
et luctus rthoncus.
Aliquam wvulputate
scelerisque arcu, vitae
fermentum nis1 mollis
ac. Praesent blandit
fermentum enim_ vitae
convallis lacus facilisis

at. Duis sed ante sed
nisl laoreet pharetra et
posuere ex. Duis mitrum
posuere lorem, a ornare
magna 1aculis vitae.
Aenean eu mollis risus
dolor eget velit. Cras
erat lectus. sodales nec
nisl pharetra, porta
aligquam elit. Nulla
facilisi Donec ewismod
feugiat purus, 1n
sollicitudin nibh rutrum
non. In convallis nibh
ac sodales ornare.
Donec ut euismod
massa. Ut turpis leo,
pharetra et misl nec,
tincidunt aliquet nunc.

Integer malesuada orc1
dignissim, dapibus odio
quis, facilisis ipsum.
Nulla id velit vitaes
turpis fringilla
ullamcorper in sit amet
odio. Mauris vel
vestibulum quam, sed
blandit erat. Sed non
ultrices risus_ In
fermentum nisus ac
imperdiet egestas.
Praesent ultricies ut
felis ac congue. Nulla
tempor elit ut metus
faucibus, et dapibus
neque porta. Sed vitae
SHim eros.

Dhuis maximus ipsum 1d risus dictum, a placerat augue posuere. Aenean erat dui, consequat sit amet
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Tuomet eiti j puslapio iSdéstymo jrankiy juosta, joje pasirinkti ,,stulpeliai ir ,,daugiau stulpeliy®.

IMSERT DESIGN PAGE LAYOUT

E' "# Breaks = Indent

i Line Numbers~ 3= Left

e Columns a .
o bt Hyphenation= =% Righ

ge s T
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=== | Three
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==| Right

== More Qulumnﬁ

Pazyméjus ,,vertikali linija“ gausime norima rezultata.
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3.3 Tarpai tarp skilciy ir jy plotai

Norint pakeisti naujai sudaryty skilCiy plocius ir tarpus tarp jy, reikia jas pazyméti.

e e et e it i e I e

CUIss urna.

Curabitur dictum felis
vel tristique emsmod.
Vivamus quis dui en
mauris tempus
consequat. Morbi1 1d
egestas velit, in porttitor
lectus. Aliquam
ullamcorper, urna ut
tincidunt mollis, dolor
nibh viverra ligula, sed
ultricies ex mbh eu
nunc. Dhuis viverra ante
et luctus rthoncus.
Aliquam wvulputate
scelerisque arcu, vitae
fermentum nis1 mollis
ac. Praesent blandit
fermentum enim_ vitae
convallis lacus facilisis

at. Duis sed ante sed
nisl laoreet pharetra et
posuere ex. Duis mitrum
posuere lorem, a ornare
magna 1aculis vitae.
Aenean eu mollis risus
dolor eget velit. Cras
erat lectus. sodales nec
nisl pharetra, porta
aligquam elit. Nulla
facilisi Donec ewismod
feugiat purus, 1n
sollicitudin nibh rutrum
non. In convallis nibh
ac sodales ornare.
Donec ut euismod
massa. Ut turpis leo,
pharetra et misl nec,
tincidunt aliquet nunc.

Integer malesuada orc1
dignissim, dapibus odio
quis, facilisis ipsum.
Nulla id velit vitaes
turpis fringilla
ullamcorper in sit amet
odio. Mauris vel
vestibulum quam, sed
blandit erat. Sed non
ultrices risus_ In
fermentum nisus ac
imperdiet egestas.
Praesent ultricies ut
felis ac congue. Nulla
tempor elit ut metus
faucibus, et dapibus
neque porta. Sed vitae
SHim eros.

Dhuis maximus ipsum 1d risus dictum, a placerat augue posuere. Aenean erat dui, consequat sit amet
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Tuomet eiti j puslapio iSdéstymo jrankiy juosta, joje pasirinkti ,,stulpeliai ir ,,daugiau stulpeliy*.

IMSERT DESIGN PAGE LAYOUT

E' "# Breaks = Indent

i Line Numbers~ 3= Left

e Columns a .
o bt Hyphenation= =% Righ

ge s T

One
Two
=== | Three

==|  Left

==| Right

== More Qulumnﬁ

Atsidariusioje lenteléje galima keisti plocius ir tarpus. Galima tuos pacius skai¢ius naudoti bendrai visiems
stulpeliams, arba galima kiekvieng keisti individualiai.

Width and spacing
Col#:  Width: Spacing:

1; 414 m = 2,29 cm
414 cm =| (2,29 cm
414 cm = =

Equal column width

4k

4k

L3

Applyto: | Selected sections | %
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4 Puslapiy laziai

Norint tekstg arba bet kokj dokumento elementg perkeltij naujg puslapj nespaudinéjant daug karty ENTER, reikia
Zzymeklj padéti ten kur norimas toks skélimas.

erat. Sed non ultrice
congue. Nulla tempc

iDuis mMaximus 1psun
ornare at. eleifend ef
est. Pellentesque ege

Tuomet uztenka nueiti j ,,puslapio iSdéstymas‘ jrankiy juosta. IS ten ,,lGzZiai“. Ir pasirinkti,,puslapio®.

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

*ﬁ Breaks - Indent Spacing
Page Breaks = A
ns
Page
Mark the pl:nintl& which ocne page ends
and the next page begins.

J Al

Column
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5 Nuorodos

| kazkurig kita dokumento vieta

IS pradziy reikia pazyméti vieta j kurig norima padaryti nukreipima.

“adipiscing elit. Suspendisse nisl erat, moles
dolor. Fusce interdum consectefur est sed 1
dui. Ut ultricies nulla eget mi viverra malest

Tuomet ,jterpti‘ - ,,zyma““.

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW

j . 75 SmartArt ’ E’ﬂ £ Hyperlink
1 1 Chart o |.' Bookmar

"able Plctures Online Shapes Appsfor  Online
- Pictures - @ ocreenshot™  office-  yideo El,_:l Cross-referénce

Pasirodziusioje lenteléje reikia jraSyti kokj nors pavadinima ir jj pridéti.

Bookmark ?

Eookmark name:

dfh
dh s
Delete

Sort by: (@) Nam
: Location

|:| Hidden bookmarks
Cancel
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Tuomet galima jterpti nuoroda j Sig vieta. Nueikite j t3 dokumentavo vietg kurioje nori sukurti nuoroda j Sig pazyméta

dokumento vieta. Tuomet ,,jterpti‘ - ,,kryZminé nuoroda“.

IMNSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

j E l_z}l_:u 5 SmartArt -’ E’% & Hyperlink

|" Bookmark

- : ) Il Chart .
able  Pictures Online Shapes Apps for  Online

- Pictures -
ables Ilustrations Apps fMedia

Atsidariusioje lenteléje reikia susirasti naujai sukurtg Zyma.

2
Cross-reference E
Reference type: Insert reference to:
XTI v | |Bookmark tex
Insert as hyperlink Include above/below

Separate numbers with I:I

For which bookmark:

di___________________________________________|

Insert | | Cancel

Ant Siy ZodZiy galima spausti laikant CTRL mygtuka, taip iSkart busite nugabentas j pazyméta dokumento vieta.

a “ -

amet dolor interdum egestas. Mauris sit amet facilisis
adipiscing elit. Sed eleifend tortor vel orci ultricies, vi

CUrs1s urna. dfh
Ctrl+Click to follow link

Fusce mnterdum coflsectetuﬂ

Curabitur dictum felis vel tristique enismod. Vivamus
1 egestas velit 1in northitor lectns Aliomam nllameoorn
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REVIEW

g ocreenshot = Office~  Video Elj Cross-reference
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5.2 ] internetinj tinklalapj

5.2.1 Lengviausias budas

Lengviausias budas jdéti nuoroda j kokj nors internetinj puslapj yra tiesiog nusikopijuoti nuoroda i$ narsyklés lango.

[~ Wlhttps://www facebook.co

Jklijuoti ,,Word“ dokumente (CTRL + V).

https://www.facebook.co m{]

Paspausti ENTER, kad pereiti j nauja eilute, arba SPACE, kad padaryti tarpa. Tai uzskaitys jdétg nuoroda kaip nuoroda.

https://www.facebook.com/ |

5.2.2 Kitas badas

»lterpti‘ -, hipersaitas‘.

IMSERT DESIGH PAGE LAYOUT REFEREMCES MAILINGS REVIEW

| : l__..l_.::l FDSFI"IEI"tﬂ.I"t ’ E”j %Hyperli%
. = = <> 1’ Chart g @ [* Bookmark
Table  Pictures Online Shapes Appsfor  Online
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Vietoje ,,adresas reikia jrasyti internetinio tinklaras¢io nuoroda (su http:// ).

Link to: Text to display: | https:/www.facebook.com/ | ScreenTip...
Look in: ||E Documents IEI
ﬂ Adobe L] Bookmark...

M Camtasia Studio

| Criterion Games Target Frame...

%]

Place in This | Custom Office Templates

Document
Browsed ﬂ Euro Truck Simulator 2

Pages
@ M Freemake
Create New — ﬂ [15Express
Document Files ,H MATLAE
. My Garnes i
.;ri Address: | http-s:mwm.facehuu-k.mmﬂ
E-mail
Address
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6 Puslapinés antrastés ir porastés

Norint redaguoti antrastes arba porastes reikia du kartus paspausti puslapio virSuje arba apacioje, arti krasto. ISkart
atsiras header ir footer zonos, kuriose galit jdéti papildoma informacija, kuri atsikartos visuose dokumento
puslapiuose (nebent tai pakeisite).

Keisti jvairius nustatymus, pridéti reikalingg numeracija ar visg kitg galima i$ antrasciy ir poras¢iy dizaino jrankiy
juostos.

HEADER & FOOTER TOOLS
DESIGM

Norima tekstg galima iSkart parasyti ir jj suformatuoti pasinaudojant pagrindiniy jranky juosta. Jei reikia perSokti j
kitg stulpelj, reikia paspausti TAB.

Firmas antras tredias

s |

26
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7 Puslapiy numeravimas

Puslapiy numeracijg galima jdéti redaguojant antrastes arba porastes ir pasinaudojant jrankiais esandciais antrasciy ir

porasc¢iy dizaino jrankiy juostoje.

HEADER & FOOTER TOOLS
DESIGM

Arba kitas budas: eiti j ,,jterpti‘ —,,puslapiy numeravimas“ ir pasirenkant norimg numeravima.

INSERT DESIGM

el

PAGE LAYOUT

» L

res Online Shapes Apps for  Online
Pictures - @47  Office~ Video
Hlustrations Apps MMedia
Pirmas a3
Difs dsTRTFFFiT
Difs dsFRFFiT

ProtingasBlogas.It

REFEREMCES

MAILINGS

REVIEW VIEW
D Header = 4
Footer =
[2] Footer Text
[#] Page Mumber - -
® Topof Page
Bottom of Page
[E] g
l&] Page Margins
[#] Current Position
E‘" Eormat Page Mumbers...
= g9
E;.; Bernove Page Mumbers

Signin r

0

Symbols

Simple
Plain Numbe
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8 Antrasciy

ir pastraipy stilius

Antrasdiy ir pastraipy stilius galima kurti i$ pagrindinés jrankiy juostos, iSskleidus ,,stiliai* ir pasirinkus ,,kurti nauja

stiliy*.
HOME = INSERT  DESIGN
Calibri (Body) 11 -

B I U -abex, x* #&
A-W AR AN

P Font Fa

Pirmas

Cfs dsffrrfTT
Dfs deffrFrfT
Cfs dsfrrTT
Dfs deffrrrfiTT
Dfs dsffrFrfTT

Cfs dsffrrfTT

PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VIEW Sign
EE - EE - ’.ai_—_v {:-E ==
| s AaBbCcDc AaBbCeDc AgBbC¢ AzBbCc
B — — — *:
Q' ST | TMormal = TMoSpac.. Headingl Heading 2
Paragraph = AQB| aasbcer aasbcen: aasbccn:
Title Subtitle  Subtle Em... Ermphasis
aEE | AgBbCcD: MaBbCcDc AaBbCcDi AaBbCcD:
Intense E... Strong Cuote Intense ...
AABECCDL AnBBECCDL AaBbCcDt AaBbCcDe
Subtle Ref... IntenseR.. BookTitle T List Para...
A Createagthli
A9  Clear Form-=-——
Create a New Styl
"3% Apply Style reate a New 5tyle

Create a style based on the

Tuomet reikia pasirinkti stiliaus pavadinima ir spausti ,,tvarkyti‘ ar , keisti“.

Create New Style from Formatting

Mame:
Styled

Paragraph style preview:

stylel

ProtingasBlogas.It

Modify...

Cancel

» I
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Atsidariusioje lenteléje uzdéti visus norimus stilius ir spausti,,gerai‘.

Create New Style from Formatting ?

Properties

Hame: Stylel

Style type: Linked (paragraph and character] W

Style based on: 1 Mormal L

Style for following paragraph: 1 styled W
Farmatting

Calibri [Body} w11l |w|| B T U Automatic W

El===|== =12 £| & =

sample Text sample Text Sample Text Sample Text Sample Text Sample Text Sample Text sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text 5ample Text
Sample Text Sample Text Sample Text Sample Text Sample Text

Style: Show in the Styles gallery
Based on: Mormal

Add to the Styles gallery [ | Automatically update

(@) Only in this document () New documents based on this template

Format = oK

ProtingasBlogas.It
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9 Tabuliavimo zymés

Norint keisti tabuliavimo Zymiy nustatymus, pagrindinéje jrankiy juostoje, prie ,,paragrafai‘ reikia spausti rodykle,
kuri atidarys iSpléstus nustatymus.

Paragraph Fk

113

Atsidariusioje lenteléje galima keisti jvairius paragrafy nustatymus. Arba eitjj ,,tabuliavimas®.

Paragraph ?

Indents and Spacing | Line and Page Breaks

General
alignment:  |[[Ei| v
Dutline level: | Body Text W Collapsed by default
Indentation
Left: Ocm = Special: By:
Right: Ocm = {none W =
[ ] Mirror indents
Spacing
Eefore: 0 pt = Line spacing: At
After: apt 3 Multiple vl (108 |5

|:| Don't add space between paragraphs of the same style

Preview

Sty Teor e Tec: S T Suaps Te Suample Tace s Taoe Surmpls Ta Suampie T Sl Te Sarpls
e e B o L
Sample Te Sample Teox

Tabs... Set As Default Cancel
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Sioje lenteléje galima keisti tabuliavimo nustatymus, pavyzdziui, kokj plotj uzima vienas TAB.

Tabs ?

Tab stop position: Default tab stops:
| 1,27 ecm =

Tab stops to be cleared:

Alignment
(@) Left (") Center ") Right
() Decimal ) Bar
Leader
(® 1 None 12 (@[ —
(a___
Clear All
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10 Dalykinés rodyklés

ZodZiy nebitina niekaip iskirti, taciau, kad baty lengviau pamatysi ir suprasti rezultataus, a3 nuspalvinau tris ZodZius

raudonai. Juos reikia suindeksuoti, kad baty galima iSvesti visg dalykine rodykle.

.ipsum dolor =it amet, consectetur adipiscing elit. S
udin. Suspendisse sit amet suscipit erat, quis facilis
1e senectus et netus et malesuada fames ac turpis eg
s ullamecorper tincidunt. Aliquam ut felis vehicula. t

Pazyméjus vieng i$ norimy ZzodZiy reikia eiti j ,,nuorodos* — ,,pazyméti jrasg“.

FOLELLL LML DL -I'.'I.I.I.LL-L:, (SN E. 1SN RS
lin. Suspendisse sit amet susc
senectus et netus et malesuac

REFEREMCES MAILIMNGS REVIEW VIEW
Bf’ E‘,,Manageﬂnurces B Y Insert Table of Figures @ 21 Inser

ER Style: |APA - Update Table Upda
Insert ,E‘ o Insert l Mark l
itation = &[4 Bibliography - Caption Ej Cross-reference Eng
Citations & Bibliography Captions Index

ProtingasBlogas.It
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Atsidariusioje lenteléje reikia spausti ,,zyméti“. Pazyméjus Zodj, lentele galima uzdaryti.

Mark Index Entry ?

Index

Main entry: |Susp-endisse |

Subentry: | |

Options

() Cross-reference: |SE.E- |

(®) Current page
() Page range
Bookmark:

Page number format

[ 1Bold
[ Italic

This dialog box stays open so that you can mark
multiple index entries.

[

Mark Mark All Cancel

Taip reikia suZzyméti visus norimus ZodZius.

pﬁLlIIl aoor- t-]L dIL'Lt-'L LUIleLI.EI,Lll' dmplﬁb].[lg "ellL. aleI.JEILUlbbE TICTIOTCTIL” d.L IIHLILr_‘l ]Il

TEa +l1f"|"\'ll:' FlﬁFlI:"l"'l'!lE l‘r\.ﬁﬂ.ﬂﬂ#ﬁﬂﬂ ﬁnﬁl:"lpi'ﬁnﬂ-h'l'l‘ FUI"".I'I'I"IZ"“"'I'!P 'I"'I"J'!'I'I'I"iE‘ﬂ‘l1ﬂmﬂmpf'i'1ﬂnli'l11ﬁ+ ﬂ.ll'lﬂ'l'l".lm 11

PaZzyméjus ZodZius gali pradeti trukdyti tai kas parodo kur padéti kokie tarpai ir pan., tai galima iSjungti is pagrindinés
jrankiy juostos.

33
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Norint jterpti dalyke rodykle (visy pazyméty Zodziy sarasa), reikia eiti ten pat kur spaudéte norint pazyméti Zodzius,
taciau pasirinkti nebe Zyméjimo funkcija, o indekso (dalykinés rodyklés) funkcija. Atsidariusioje lenteléje spausti
ngerai‘.

9 D Insert IndE)L}

Mark
Entry

Index

Dalykiné rodyklé bus iSvesta vietoje, kurioje tuo metu buvo Zymeklis.

erat, 1 Suspendisse, 1
malesuada, 1
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11 Puslapio turinys

Puslapio turinys sudaromas i$ antrasciy, todél skirtingoms puslapio dalims naudokite ne ,,antrastes‘ (kitaip
suformatuotg teksta), o tikras antrastes.

AaBbCc AaBbCcl AaBbCcD
Heading 1 = Heading2 Heading 3

Lorem ipsum

dolor sit amet, consectetur adipiscing elit. Suspendisse hendrerit at ligula in sollicituding
Suspendisse

st amet suscipit erat, quis facilisis massa.

Pellentesque

habitant merbi tristique senectus et netus et malesuada fames ac turpis egestas.

Maecenas

consectetur erat vitae mavriz ullameorper tincidont. Aliquam ot feliz vehicula, tempor nisl a,
venenatis justo. Sed dolor odio, consectetur quis pharetra in, molestie sit amet massa. Pellentesque
sollicitudin, ipsum sed imperdiet pretivm, lectus ante volutpat risus, eget fermentum tortor lacus ac
diam. Cras ac risus enim.

Puslapio turinys jterpiamas i$ ,,nuorodos* jrankiy juostos ir ,,turinys*.

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
% B Add Text ~ ABI M Insert Endnote B =1 Manac

! Update Table P‘E: Mext Footnote - [% Style:

Table of Insert B Insert =~ "
Contents = Footnote Show Motes Citation = Er_h,EhI::lIlu:ug
Built-In ions & Biblie

Automatic Table 1

Contents
Heading 1 w1
Heading Z...... ettt s e 1
Heading 3 .. ettt et st e st ettt et bt s et i
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