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Pérmbajtja

@ Hyrje né programin MS Word

@ Rradhitja

© Formatizimi
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Hyrje né programin MS Word
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Hyrje né programin MS Word
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Hyrje né programin MS Word

Programi MS Word

Program pér pérpunim teksti (text processor)
Dokument (Document)
Navigimi béhet népér karakteré.
Startimi i Word-it:
e Start — All Programs — Microsoft Office — MS Word
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Hyrje né programin MS Word

Puna me dokument

o Ruajtja e dokumentit:
o File — Save As, Emri
:
o Mbyllja e dokumentit:
o File — Close
o
@ Hapja e njé dokumenti ekzistues:
e File — Open, Emri
° @ Emri
@ Hapja e njé dokumenti té ri:

o File — New
e Butoni New né Toolbar
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Rradhitja

Rradhitja né Word

Mbani mend!

Brenda njé paragrafi (paragraph) nuk duhet té shtypet tasti .
Ky tast shérben pér kalim né rresht (paragraf) té ri.
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Rradhitja

Rradhitja né gjuhén shqipe

o Pér té rradhitur tekst né gjuhén shqipe (karakterét: & E ¢ §)
duhet ndryshuar tastierén né até shqipe:

° nga ana e majté

@ Ndryshimi i gjuhés (pér té evituar auto-korrigjimin e tekstit):
e Tools — Language — Set language: Albanian
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Rradhitja

Rradhitja e tekstit

@ Thyerja e kryerreshtéve (paragraféve):

+ e

@ Thyerja e fages:
o Insert — Break... — Page Break

« [Cu Ever
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Formatizimi

Formatizimi né Word

Mbani mend!

Gjithmoné duhet kryer sé pari rradhitja e njé teksti,
e vetém pastaj formatizimi i tij.
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Formatizimi

Formatizimi né nivel karakterésh

@ Selektimi i njé bloku teksti:

o S Bhigee
Zgjedhja e fontit:
e Selekto, Format — Font... — Font — Font

Ndryshimi i madhésisé sé fontit:

o Selekto, Format — Font... — Font — Size
Ndryshimi i stilit té fontit:

e Selekto, Format — Font... — Font — Font style

Zgjedhja e ngjyrés sé fontit:
o Selekto, Format — Font... — Font — Font Color
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Formatizimi

Formatizimi né nivel paragrafésh

@ Nivelizimi:
o Selekto, Format — Paragraph... — Indents and spacing —
Alignment
@ Hapésira ndérmjet paragraféve:
e Selekto, Format — Paragraph... — Indents and spacing —
Spacing
o Indentimi (dhémbézimi) i paragraféve:

o Selekto, Format — Paragraph... — Indents and spacing —
Indentation
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Formatizimi

Shénimi dhe numérimi i paragraféve

@ Shénimi i paragraféve:

o Selekto, Format — Bullets and Numbering... — Bulleted
@ Numérimi i paragraféve:

e Selekto, Format — Bullets and Numbering... — Numbered
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Pérfundim

Pérfundim

Nocionet: dokument, karakter

Rradhitja e tekstit né gjuhén shqipe
Formatizimi né nivel karakterésh
e Format — Font...

@ Formatizimi né nivel paragrafésh
o Format — Paragraph...
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