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UToObI OTKPLITE hann Npm NOMOLLM AaHHOIO OKHa, caenaunTte
creayioLlee.

1.Bbibepute gncK, Ha KOTOPOM HaxoauTcsa dpann.

2.BbibepuTe nanky, B KOTOPOM XpaHUTCs doanr.

3.UlenkHnTe Ha Ha3BaHUM panna ABa pasa U BblaenuTe ero u
HaXXMuTe KHOMKY OTKPLITb.



 Cnnedyem obpamumb 8HUMaHuUe, Ymo
Word 2007 no yMmos14aHUro coxpaHsiem
gpausnbi 8 popmame .docx

« DTOT popMaT HE MOTYT YnTaTb CTapble
Bepcuun nporpamMmmel. ['loaTomy, ecnm Bbl
XOTUTE, YTOObI JOKYMEHT OblS1 COBMECTUM C
npeabliayLwmmm sepcuamm Word,
HeobxoaMMO COXpaHATb hann B "pexnme
orpaHn4YeHHOU PyHKLUMOHaNbHOCTN
(Compatibility Mode). 9TO oenaetcs ¢
NOMOLLbIO MeHI0 "CoxpaHUTL Kak...“ (Save
As...) KHOMKK "Office".



Save? Saveas...?

Close Window [ <CTRL+F4>.

Microsoft Office Word

! 5 Do you want to save the changes to word_2007_vene?

Cancel

Yb6egutechb, 4TO B CTPOKE 3arosioBka okHa Word BMeCTO
Ha3BaHUs [JoKyMeHT1 NOSABUNOCH Ha3BaHWE BaLLEro
doanna.



Save as...

Save a copy of the document

Word Document
Save the file as 3 Word Doecument.

Word Template

Save the document as a template that
can be used to format future documents.

Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

OpenDocument Text

Save the document in the Open
Document Format.

PDF or XPS

Publish a copy of the document as a PDF
or XPS file.

Other Formats

Open the Save As dialog box to select
from all possible file types.




Preview and print the document

. Print

@ Select a printer, number of copies, and
other printing options before printing.

@ Quick Print

T  Send the document directly to the
default printer without making changes.

Print Preview
& Preview and make changes to pages

before printing.




Prepare the document for distribution

Prepare B e

View and edit document properties,
such as Title, Author, and Keywords.

ao

Inspect Document

Check the document for hidden
metadata or personal information.

i

Encrypt Document

%5

Increase the security of the document
by adding encryption.
Restrict Permission

Grant people access while restricting
their ability to edit, copy, and print.

Add a Digital Signature

Ensure the integrity of the document by
adding an invisible digital signature.

Mark as Final

Let readers know the doecument is final
and make it read-only.

Run Compatibility Checker

Check for features not supported by
earlier versions of Word.

€ % b b




Send a copy of the document to other people

E-mail
Send a copy cf the document in an
e-mail message as an attachment.

E-mail as PDF Attachment

Send a copy of the document in a
message as a PDF attachment.

E-mail as XPS Attachment

Send a copy of the document in a
message as an XPS attachment.

Internet Fax

Use an Internet fax service to fax the
document.



Publish

Distribute the document to other people

n Blog
Create a new blog post with the content
of the document.

= Document Management Server
K._L‘,.—éj Share the document by saving it to a
document management server,

Create Document Workspace
Create a new site for the document and

keep the local copy synchrenized.
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Prepare the document for distnbution

Properties

View and edit document properties, such
as Title, Authar, and Keywords.

Inspect Document

Check the documant for hidden metadata
or personal information.

Encypt Document

Increase the security of the document by

adding encryption.

Restrict Permission

Grant people access while restricting their  *

ability to edit, copy, and print,

Add a Digital Signature

Ensure the inteqrity of the document by

adding an invisible digital signature,

Mark as Final

Let readers know the document is final and

make it read-only.

Run Compatibility Checker

. Check for features not supparted by carlier
Close versions of Word

Save

Save As

Send ’

Publish
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Word Options

[‘!Uputar
Display
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

ﬂ*‘

E@ Change the most popular options in Word.

Top options for working with Word

Show Mini Toclbar on selection (i)
Enable Live Preview (i)

[] Show Developer tab in the Ribbon (i
Always use ClearType

Open e-mail attachments in Full Screen Reading view (i)

Color scheme: | Silver v

ScreenTip style: | Show feature descriptions in ScreenTips v

Personalize your copy of Microsoft Office

User name: lOpetaja |

Initials: [0 |

Choose the languages you want to use with Microsoft Office: [ Language Settings... ]

][ Cancel ]




prd Op
Popular =] W S
-/ Change how document content is displayed on the screen and when printed.
Proofing Page display options
- Show white space between pages in Print Layout view (i’
Show highlighter marks (i’
Advanced

Customize

Add-Ins

Trust Center

Resources

Show document toeltips on hover

Always show these formatting marks on the screen

[] Iab characters -+
[] Spaces

[] Paragraph marks 1
[] Hidden text b
[] Opticnal hyphens -
[] Object anchors Jr

[] Showall formatting marks
Printing options

Print drawings created in Word (i)
[ Print background colors and images
[J Print document properties

[] Print hidden text

[] Update fields before printing

[[] Update linked data before printing

OK

][ Cancel ]




Popular
Display

WProofing e

Save

Advanced

Customize

Add-Ins

Trust Center

Resources

ABC
»};3 Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: [ AuteCorrect Opticns...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses

Flag repeated words

[] Enforce accented uppercase in French

[] Suggest from main dicticnary only

[ Custom Dictionaries... ]

French modes: | Traditional and new spellings &

When correcting spelling and grammar in Word

Check spelling as you type
Use contextual spelling
Mark grammar errors as you type

[] Check grammar with spelling

[ Check Document ]

Exceptions for: @] Documentl v

[] Hide spelling errers in this decument only

[] Hide grammar errors in this document only

OK

][ Cancel .]:f
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H Customize how documents are saved.
Display
Proofing Save documents

| Save Save files in this format: Word Document (*.docx) v

v VE £ Vi 1 1 ery } a1 H
Advanced Save AutoRecover infoermation every A10 v minutes

AutoRecover file location: IC:"l.Document:- and Settings\Opetaja‘\Application Data\Microsoft\Word\ ’ [ Browse.., ]
Customize

Default file location: ’C:"aDocuments and Settings\Opetaja\My Documents\, \ [ Browse... ]
Add-Ins

Offline editing options for document management server files

Trust Center

Save checked-out files to: (i)
Resources (® The server drafts lccation on this computer

O The web server
Server drafts location: | C:\Documents and Settings\Opetaja\My Documents\SharePoint Drafts\ ’ [ Browse... ]

Preserve fidelity when sharing this document: @ Documentl v

[] Embed fonts in the file (i)

OK

][ Cancel ]:i




Word Options

Popular j 3 :
2 @ Customize the Quick Access Toolbar and keyboard shortcuts.
Display
Choose commands from: (i’ Customize Quick Access Toolban (i’
Preofing l Popular Commands v I For all documents (default) v
Save
~ v

v A <Separator> e & save |

Accept and Move to Next ¥} Undo *

|v€ustomize «.l Borders and Shading... U Redo
' Draw Table & Print Preview

And Ins Edit Footer @ Quick Print
Trust Center Edit Header Save As

E-mail
Resources Foni

Insert Hyperlink
Insert Page and Section Breaks L3 - a
Insert Picture from File
New

New Comment

Open

Page Setup

Paragraph

Paste Special...

Print Preview

Quick Print

Redo

Reject and Move to Next

Save

Rezet

ARG RPFUTRECEINNP>»PRPuwEOS

€

Show All

[] Show Quick Access Toolbar below the Ribben

Keyboard shertcuts:

oK J[ Cancel ]:5
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OkHo HacTtpouka naHenun bbICcTporo gocryna u
COYETaAHUN KNaBuULL UMEET ABE OCHOBHbIE 0bnacTu.

* B neBou pasmelleHbl KOMaHabl, 4OCTYNHbIE B Word,
a B MpaBon — KoMaHabl, 100aBNEHHbIE HA NAHENb
bbiCcTporo gocrtyna.

o [1ns Toro 4tobbI 00ABUTL KOMaHAY Ha NaHerb,
BblOepuTe ee B 0bnactu cnesa v HaXKMUTE KHOMKY
[1o6aBnTbL — Add .

* YTOObI yaanuTb KOMaHAy C NnaHenm 6bICTporo
OocTyna, Bbibepute ee B obnacTtu cnpasa u
HaXXMWUTE KHOMKY YOanuTb - Remove.



Word Options

Popular
Display
Proofing
Save
Advanced

Customize

| Add-Ins
Trust Center

Resources

=

View and manage Microsoft Office add-ins.

Add-ins
Name Location Type
ctive Application Add-ins
Fun Tools C:\Program Files\MyWebSearch\bar\3.bin\M3OUTLCN.DLL COM Add-in
Person Name (Outlook e-mail recipients) C\...mmon Files\Microsoft Shared\Smart Tag\FNAME.DLL ~ Smart Tag
Send to Bluetooth CAWINDOWS\system32\btsendto_office.dll COM Add-in

[nactive Application Add-ins

Custom XML Data

Financial Symbol (Smart tag lists)

Headers, Footers, and Watermarks

Hidden Text

Measurement Converter (Measurement Converter)
Time (Smart tag lists)

C:\Program Files\Microseoft Office\Officel 2\OFFRHD.DLL
C:\...ommen Files\Microsoft Shared'\Smart Tag\MOFL.DLL
C:\Program Files\Microsoft Office\Officel 2\OFFRHD.DLL
C\Program Files\Microsoft Office\Officel 2\CFFRHD.DLL
C:\...on Files\Microsoft Shared\Smart Tag\METCONV.DLL
C\...ommen Files\Microsoft Shared\Smart Tag\MOFL.DLL

Document Inspector
Smart Tag
Document Inspecter
Document Inspector
Smart Tag
Smart Tag

Add-in: Fun Teols
Publisher: <None>

Location: C\Program Files\MyWebSearch\bar\3.bin\M3OUTLCN.DLL

Description: My Web Search Outleck Centainer

Manage: | COM Add-ins vl[ Go...

oK ][ Cancel ];g




Word Options

Popular
Display
Proofing
Save
Advanced
Customize

Add-Ins

|v-§ws(€enter

Resources
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@ Help keep your documents safe and your computer secure and healthy:.

Protecting your privacy

Microseft cares about your privacy. For more information about how Micresoft Office Word helps to protect your privacy, please see the privacy
statements.

Show the Microsoft Office Word privacy statement

Microsoft Office Online privacy statement

Customer Experience Improvement Program

Security & more

Learn more about protecting your privacy and security frem Microsoft Office Online.

Microsoft Windows Security Center

Microsoft Trustworthy Computing

Microsoft Office Word Trust Center

The Trust Center contains security and privacy settings, These settings help keep your computer secure. We

recommend that you do not change these settings. [ Trust Center Settings... ]

oK J[ Cancel ]:i




Word Options
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Popular
Display
Proofing
Save
Advanced
Customize
Add-Ins

Trust Center

'-Resources
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o

get updates

33 Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office programs.

[ Check for Updates ]

Get the latest updates available for Microseft Office.

run Microsoft Office Diagnostics

[ Diagnose ]

Diagnose and repair problems with your Microsoft Office pregrams.

contact us

Let us know if you need help, or how we can make Microsoft Office better.

activate Microsoft Office

[ Contact Us ]

[ Activate ]

Activation is required to continue using all the features in this product.

go to Microsoft Office Online

[ Go Online ]

Get free product updates, help, and online services at Microsoft Office Online.

about Microsoft Office Word 2007

[ About ]

Microsoft® Office Word 2007 (12.0.6504.5000) SP2 MSO (12.0.6521.5000}

[ oK ][ Cancel ]:5




Vanade failide teisendamine

Home Insert Paae Lavout References Mailinas Review View

Recent Documents
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1 Contoso.docx M (= (A=~ |[ 2y ~|[
- 2 Press Release.docx {al
j Qpen.. Paragraph

‘J Conyert k

H Save

H Save As... »

Selleks tuleb dokument avada versioonis Word

2007 ja klopsata Microsoft Office'i nuppu.
Seejarel kldpsake meniu kasku Teisenda.



Dokumentide kasutamine erinevate
versioonide vahel muunduri abil.

Kui keegi piliiab avada

A This document was created by a newer
version of Microsoft Word, Do you want
to download a converter so that you can
work with this document?

ues { [ Mo ] [Cancel ]

Word 2000 dokumenti,
kuvatakse see teade.



Kuidas salvestada Wordi uues
versioonis loodud dokumenti vanemas

Save As

failivormingus?

Save a copy of the document

= I

W_ =

P

|!,‘i' 4

Word Document

Save the document in the default file
format,

Word Template

Save the document as a template that can
be used to format future documents.

Word 97-2003 Document | 2

Save a copy of the document that is fully
compatible with Word 97-2003.

PDF or XPS
Publish a copy of the document as a PDF or

XPS file,

eview View
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Convert

MpeobpazosaHune gokymenTa B popmat Office Word 2007
1. Hawmure kHonky Office ™3 1 sbibepure komanay Npeobpas opare.
2. Hawmure kHonky OK 1 BbING NHMTE OAHO M2 CNenyLMX LelCTEIA;

B Yrobbl 33MeHUTb UCXOAHBIA Gain dainom e o pmate Word 2007,
HaMMrTe KHoNKY ™4, 3 3aTem — CoxpaHuT.

B Y1obbl COXPAHMTD MCXOAHDBIA AOKYMEHT B MCXOAHOM GopmaTe
M CO3AaTh APYT oM foKymeHT B dopmate Office 2007, HaxmmTe
kHonky =%, BoibepuTe nyHKT COXPaHUTE KAK 1 BEEAMTE HOBOE
WMA Gana.
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