Office 2003 — Bropu Mmonys - CBIBPXAHUE

YacT 1 — KOMIIOTHPHA T'PAMOTHOCT

IOOC — obum cBemeHMUsi, KOMaHIu

Obma npelncrTaBa 3a KOMIIIOTBPA - KJlaBMaTypa,
HOCUTENM Ha MHboOpMalMs, IOMCKOBEe UM IOMUCKEeTHU
ycrpoMcTea. ETuker Ha mmuck/ mmckera.

darma - OCHOBHU OdamyioBe — KOHOUITYPALIMOHHMH,
M3M'BJIHMMY, TEeKCTOBM, IOpP.

BamnaseHu pal3mmMpeHusa Ha GanmjioBeTe.
Konupane Ha odann ot/ Ha muck/ muckera
[lpomMeHdaHe ¥mMe Ha ¢ani

IupexTopnus — Cb3OaBaHe Ha IOUPEKTOPUS

IpoMsaHa Ha MMe Ha OUPEKTOpMS

WINDOWS XP — o6um cBepmenns

CrapTupaHe, oOmM HACTPOWKM, JaTa M 4Yac, BEPCUMN...
Co3maBaHe/ U3TpMBaHe Ha MKOHM BBPXY €KpaHa.
OTBapsaHe Ha OpO30pLM, MeCTeHM, I[IPpOMSHa Ha pa3Mep,
CKpMBaHe, aKTMUBUPAHE.

Control panel — wnamnuum pecypcu, cb3maBaHe Ha
IVPEKTOPUM, WMITPUBAHE, KOIMPAaHEe.

Pabora C MMIIKA, MHIOUBUIOYAJIHM HACTPOUKIU.
MyConput ers — pafGora oT OCHOBHaTa WMKOHA.
Ce3maBaHe Ha cobcTBeHa paboTHa IMPEKTOPpMA Ha
TBBPIONSA OUCK.

Kupmnmzaumsa Ha KJlaBMaTypaTa — CMSHa Ha e3MKa [0
nompaszbupaHe. JV300p Ha KJaBMaTypHa nonpeba 3a
KVPUIIMLA.

Pabora ¢ TexcToB pemakTop — Notepad , WrdPad.
Cb3maBaHe Ha Gawnyg— apTobOmorpadmda. 3anmcBaHe Ha
IVCK ¥ OuckeTa. Cb3maBaHe Ha pPEe3epBHO KoOIMe C
IPpyITO MMe.

Recycl e Bi n— mnpennasnauenme. M3TpuBaHe u
BBb3CTaHOBABaHe Ha odamn ot Recycle Bin.

W ndows Expl orer — namupane Ha nporpamara,
Chb3O0aBaHe Ha MKOHa, CTapTHUpaHe, pa6OTa<:EXm0NH
— OTBapfdHe, KOIMpPaHe, M3TPpMBAHe Ha oGamni,
Cb3IaBaHe Ha IOUPEKTOPpMM, [NPOMAHA Ha MuMe,
HaCTPOUKU...



Yacr 2- Expansr Ha Word 2003
Banosuasane c Word

BbvBeneHMue

Expansr Ha Word 2003
zryienn 3a CTPaHMLU
JIeHTHTe C MHCTPYMEHTU
[Tomorn

OcHoBHa paborTa C TexcCT

[IposzopeusT DOcument

CeJlekTUpaHe Ha MHOXECTBO TEKCTOBU OJIOKOBE
BwamoxuHocTTa Click and Type

ABTOMATMUYHO BB3CTAHOBSABAHE Ha OOKYMEHTU
BbBexIiaHe Ha PBKOIMCEH TEKCT

[laHensT 3a 3anmayuu

OTBapdHe Ha IOOKYMEHT

3anmMceaHe Ha OOKYMEHT

NsrnensT Print Preview

OTrnneyaTBaHe Ha IOOKYMEHT

dopMaTHMpPaAHE HA TEKCT

SHakoOBO OQopMaTUpaHEe

InajsoroBUAT npo3oper Font

BunoBe nompaBHABaAHE

[TaparpadHo dopMaTUpaHe

[laparpadm C TOUKMU

JONBJIHUTEJIHM TEeXHUKM 3a paboTa C TOUKU
HomMmeprpaHu naparpadm

JONBJIHUTEJIHM TEXHUKM 3a HOMepUpaHe
CTPpYyKTypMpPaHe Ha HOMEPMPAaHM CIOUCHLU
dopmMaTHpaHe C IIOMOUITa Ha I[aHejla 3a 3amdadu
InanoroeusaT nposopel Paragraph

PaboTra C OOKYMEHTH

[lperbpTaHE

YBenlndaBaHe

PasmMepHaTa JIMHUA
IzpasBaHe M BMBKBAHE
KonmpaHne m BMBKBaHEe
MauensT 3a 3amxaum Clipboard



Undo » Redo

[lpexbCBaHMA Ha CTPpaHMLM
V3nosi3BaHe Ha KOJIOHUM U CeKLUU
HedrHMpaHe Ha CeKUuu

T'OpHM M IOOJIHM KOJIOHTUTYJIU
MucrpymenTsT FOrmat Painter

CrunoBe m TeMmn

VznosizBaHe Ha nompasbupaumre ce CTUIIOBEe
PenmakTupaHe Ha ChBUleCTBYyBall CTWMII
Cb3ImaBaHe Ha HOB CTUJI

InanoroeusaT nposopel Style

3HaAKOBU CTUIIOBE

BwamoxHocTTa AutoFormat

TeMu

l'amepmaTa cbBC CTUIIOBE

BusyanmusmpaHe Ha MMeHaTa Ha CTUJIOBeTe

ABTOMATHNYHM BB3MOXHOCTA

TbpceHe M 3aMAHa

CrieuraJsiHM 3HAKOBEe

[I[poBepka Ha NpaBOoIMCa M I'paMaTMKaTa
BwamoxHocTTa AutoCorrect

Br3MmoxHocTTa AutoText

BwamoxHocTTa AutoComplete
CpMUKoOIpeHacaHe

[a6sioHM M CBEBETHULIN

V3nosn3BaHe Ha wWabJIOHU

[logpazbupamy ce HAaCTPOMKM Ha MabJIOHUTEe
MabyioHn 3a QopMyJiapU

Cb3maraHe Ha HOB WabJIOH

[lpoMsaHa Ha CcTuJIoBe B WaOJIOH
ImanorosusaTr nposoperl Templates and Add-ins
CbuBEeTHMIINU

BesMoOxHOCTM Ba pabora c rpabmumum msobpaxeHuss

BMBKBaHE Ha M300paXeHMsa OT OUCK
BMBKBAHE Ha KJMII apT M300paxeHms
Pabora c rpadmuHm mM300paxeHUsd
3psa3BaHe Ha M300paxeHUue

JlenraTa c uHcTpyMmeHnTu Picture
PemaxkTupaHe Ha MMIOPTUPAHO M300paxXeHMe



[Io3MLUMOHMPaHe Ha TeKCTa OKOJIO M300paXeHUH
InanoroeuaT nposopeu Format Picture
Ce3maBaHe Ha oGurypwu

JlenTraTra c mHcTpymenTy Drawing

JIMHMM ¥ 3albJIBaHMUAg

AutoShapes ob6exTn

[lpomMaHa Ha pema Ha oOeKTuTe

I'pynupaHe u pas3rpylMpaHe

WordArt

Tabauum mu rpadpmkm

BMbKBaHEe Ha Tabamua

3uepTaraHe Ha Tabiauila

BeBexmaHe Ha TEKCT

BubkBaHe Ha pen/ xoJjioHa

dopMaTHUpaHe

IzpasBaHe M BMBKBAHE

ClMBaHe Ha KJIEeTKU

BRioxenm Tabamum

S3amaBaHe Ha BMCOUMHA M WMPMHA

Pabora c ¢popmysiu

PamMkmy m ouLBeTABaHEe

BesmoxuocTTa Table AutoFormat

BMBKBaHEe Ha M300paxeHud B TabaImMLu
Jlenrara c uHcTpymenTu Tables and Borders
PasnojioxeHre Ha TeKCTa OKOJIO Tabjmia
Cbp3ImaraHe Ha I'padmka oT Tabiaula
dopmaTHMpaHe Ha Ipadmka

MnopTMpaHe Ha IOaHHM B I'paduka
Cp3maBaHe Ha yeb IOOKYMEeHT

[IMpkyJIsIpHM OMCMa

Breenenue
Cep3maBaHe Ha LMPKYJIAPHM [OIMCMa

Yacr 3- Expansr Ha Excel 2003
Ce3naBaHe Ha HOBa pabBoTHaA KHuUTA

KaxkBoO mnpencraBigapaT pabOOTHUTE JIMCTOBE
[lpeBKIIIOUBAHE MeXIy JIMCTOBETE

IobapsgaHe U M3TpMBaHe Ha paboOTHM JIMCTOBE
ViMeHyBaHEe Ha JIMCTOBE



T'pynvpaHe ¥ pasTpynypaHe Ha JKCTOBE C LeJl
Chb3IaBaHe Ha MUIEHTUUYHU PaboTHU JIMCTOBE

[IpunBmxBaHe MeXOy pPabOTHUTE JIUCTOBE

BeBexpmaHe Ha CBOBEPXaHNE B paGO'I'HMF.[ JINCT

BbrexmaHe Ha OaHHU

[looMaHa Ha ChUEeCTByBallM IOaHHU

PaboTa c objacTu OT KJIETKMU

OOeKTHM MEeHITa

[lpnnBrxBaHe M3 pabOTHUTE JIMCTOBE

[lpeBkJIIOUBaHE MexXnOy pPabOTHM JIMCTOBE

[lpersiexnaHe Ha HAKOJIKO paboTHM JucCTa
[lpenompexiaHe Ha NpO30pUMTe Ha paboTHM JIMCTOBE
Ipyru onepauuu C paboTHUTE JIMCTOBE
[lpocryiendaraHe Ha KJIETKU

TexXHUMKM Ba CeJIeKTHUpaHe

CesylekTUpaHe Ha OJIOK OT KJIETKU
CeJjleKTUpaHe Ha MHOXECTBO O0OJIaCTM OT KJIETKU
CeJleKTHpPaHe Ha LejM KOJIOHM UM penoBe

PepaxkTupaHe

PenaxkTmpaHe Ha CBOBPXAHMETO B KIETKUTE

BMBKBaHe Ha penoBe M KOJIOHU

S3anmucBaHe Ha pabOTHM KHUIU

SanmucBaHe Ha paboTHa KHMUI'a KaTo WabJioH

HamMmpaHe m 3aMAaHa Ha LOaHHU

[lpoBepka Ha NpaBONMCa M M3BBPIBaAHE Ha IPOydUBaHEe

Pabora c bopmynm mu dyHkuIMM

BMbKBaHe Ha QopwmyJia

V3nosi3BaHe Ha BB3MOXHOCTTA 3a OLEeHABAaHEe Ha
bopMy iU

Formula Evaluator

znnosi3BaHe Ha JieHTaTa C MHCprMeHTMFONnma
Auditing

Cp3maBaHe Ha OOMKHOBEHM (QOpMYyJin
PenmakTupaHe Ha oOGopMysn

OTHOCUTEJIHO M abCOJIOTHO alpecHupaHe
[lpyopmuTeT Ha OoIepaTopuTe

KoMOuHUMpaHe Ha paboTHM JIMCTOBE BBBE OQopMyJia
KoMOuHUpPaHe Ha pab®oOTHM KHUITM BBB OQopMyJia
BMbKBaHe Ha QyHKUUSA



Bpp30 CcBhOMpaHe C QyHKUMATaA 3a aBTOMATUUHO
cwbupane (AutoSum)

BMbkBaHe Ha AutoSum dyuxumaTa

VIzriosizBaHe Ha BIPaOeHUTE B Excel OyHKLIUM
dopMaTMpaHe Ha paboTeH JauCT

llpoMaHa Ha pasMepa Ha penobel KOJIOHU

BMBKBaHE Ha KIIETKU, penoBe MJIM KOJIOHU

AsromaTuuno nomnwisaHe (AutoFill)
dopMaTMpaHe Ha CBHOBPKAHMETO B paBoTeH JuUCT

[lpuslaraHe Ha 4YMCJIOBU dopMaTU

[lpoMsaHa Ha wpmdTOoBEe M pPa3Mepu

HpMHaPaHe Ha LI BAT KBM TEKCT UMM UMCIIa

[lpoMsaHa Ha nompaszbupaumsa ce wpudT M pas3Mep 3a
BCUUKM PabOTHM KHUIU

[lompaBHABaHEe Ha CBHBOBPXAaHMETO B pabOTHUA JIUCT

[lpoMdaHa Ha BI'BJIa Ha TEeKCTa

[lpeHacsaHe M CBMBAaHE Ha TeKCTa, 3a Ia ce nobepe B

KJIETKATa

MsnonzBaHe Ha 6yTona Merge and Center
OuBeTHBaHe Ha KJIeTKM OT pa6OTHMH JINICT

[lpunaraHe Ha pPaMKHU

KonupaHe Ha ¢opMaTM Ha KJIETKU
BeamoxHocTTa AutoFormat

MucrpymenTsT FOrmat Painter
Koubpurypmpane Ha cTpaHuUIaTa

3amaraHe
ZapmapaHe
Z3apmasaHe
ZapmapaHe

Ha
Ha
Ha
Ha

ONUMM 3a CTpaHullaTa

ONUMM 3a I1oJIeTaTa

HAaCTPOMKM 3a TropHMa/ ODOJHUSA KOJIOHTUTYJI
ONUMM 3a JIMCTOBETEe

KoHburypmpaHe Ha CTpaHULM C I'padukm
MsrnensT Print Preview

OTrneuaTBaHe Ha pabOTHM JIMCTOBE C IaHHU
BMBKBaHe Ha M306paxeHmns:

Ce3nmaBaHe Ha OuarpaMmu

Turnose OuarpaMm

EJleMeHTM Ha IOuarpaMmure

CeJIeKTMpPAaHE Ha HOAHHUTE 3a M3UYepTaBaHEe

Cbp3maraHe Ha HOBa IOuarpama



e Cronka l: Us3bupaHe Ha HaM- IoOxXondlliaTa IMarpamMa 3a
IaHHUTE

e Crwnka 2. IloTBBpPXIaBaHE Ha IAaHHUTE 3a M3UepTaBaHe
e Crenka 3. 3amaBaHe Ha ONUMM 3a OuarpamMara

e Crwnka 4. VzbupaHe Ha MECTOIOJIOXEHME 3a
IarpaMaTa

* OOHOBABAaHEe M IPOMAHA Ha IOuarpaMu

e [IpoMAHa Ha TMIa Ha IOuarpaMara

e JdopMaTHMpaHe Ha IOuarpama

* PepjakTMpaHe Ha TekKCTa B Ouarpama

* [IlpoMaAHa Ha pas3Mepa UM IpeMecTBaHe Ha IuarpaMu

e JI3TpMmBaHe Ha IOMarpaMmm
OrnnevaTBaHe Ha pPaboTHM KHMUMIM M PaboTHM JIMUCTOBE

e OTneuvaTpaHe Ha LdAjia paboTHa KHUT'A
* OTneuvaTBaHe Ha OTHEeJIHM pPabOTHM JIMCTOBE
* OTneuaTeaHe Ha 00OJIaCT OT KJIETKU

* VYnpaBJIeHME Ha NPeKbCBaHMATA Ha CTPaHMUM UM Opos Ha
CTPaHULUTE

* 3amaBaHe Ha IoJjieTa

e JIpoMaHaA Ha OPMEHTALUMATa M pasMepa Ha XapTuara
e MamaOupaHe Ha OTIeuaTaHMUTe CTPpaHMLU

* Pabora B usrisemna Page Break Preview

e Pabora c onummre Print

* 3amaBaHe Ha TOPHM UM OOJIHU TUTYIIM

e IIybnmxyeaHe Ha EXxcel CpObBPXaHMEe B yeb

* 3anmMceaHe Ha paboTHMA JIMCT KATO yed CcTpaHula
CesnmaBaHe M NOLOIOPEHKKA Ha CHMCBHYHM 6asBmu OaHHM

* TepMMHOJIOTUSA Ha 0Oas3uTe IaHHU

e JI3MCKBAHMA =a Ch3IaBaAaHETO Ha CIIMCBb4YHa Hasza IOJaHHM
B Excel

* (Cb3ImaBaHe Ha CIMUCHBK

e CopTHpaHe IO €OHO II0oJIe

* CopTHpaHe IO MHOXECTBO IIOJIeTa
e Cp3IaBaHe Ha OTUEeT 3a NOOCYMM
e TepceHe Ha KOHKPETHU 3allCu

* lUsnosszeaHe Ha AutoFilter 3aHaMMUpaHe u
BU3yaJIM3VpPaHe Ha 3anucu B CIUCHK

* 3azmaBaHe Ha I10- CJOXHU OUITPU

YacT 4 — WHTepHeT M eJIeKTPOHHA Nouma



