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Typicke casti dokumentu

titulni strana

obsah

vlastni text

prehled zkratek

seznam literatury
seznam obrazkd, tabulek
prilohy

X

pouze nekteré casti
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Nad cim premyslet

e obsah
— potrebné informace
— rozsah
— styl (formalnost, Ucel, ...)
e format
— snadna Citelnost, prehlednost
— pravidla, zazité normy, moznosti
— konkrétni priklady formatovani
e pouze doporuceni, lze porusit
e dodrzeni nekolika pravidel — nedopadne to Spatné
e zplsob
— zakladni priklady realizace v MS Word
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Zakladni funkce MS Word
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uzitecné klavesoveé zkratky

— CTRL+N ... vytvoreni nového dokumentu

— CTRL+S ... uloZeni otevieného dokumentu

— CTRL+O ... otevieni jiz existujiciho ulozeného dokumentu
— CTRL+C ... kopirovani (text, obrazek, ...) do schranky

— CTRL+V ... vloZeni objektu ze schranky

— CTRL+X ... vyjmuti objektu z dokumentu

— CTRL+P ... tisk

— CTRL+Z ... krok zpét

— CTRL+Y ... krok vpred

Slova: 0

100 % (=
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| EIEEE
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Rozlozeni stranky

rozlozeni stranky
— okraje, orientace, ...

dvojklik na okraj pravitka
— nastavovaci dialog

nastaveni
— okraje dokumentu
e | netisknutelné okraje
— orientace
— stranky
e normalni, brozura, ...
— format papiru, ...
doporuceny format
— A4, na vysku
— okraje 2,5cm (vazba — vlevo 3cm)

Vzhled stranky ? *
Okraje Papir RozloZeni
Okraje
Mahofe: 25cm = Dole: 2.5 cm =
Vlevo: 25cm Vpravo: 25cm =
U hibetu: 0 em Umisténi hibetu: Vevo w
Orientace

h [

Orientace na vwyiku Orientace na sifku

Stranky

Vice stranek: MNormalni i
Mahled
Poufit na: | na cely dokument ~

Mastavit jako wjchozi
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Titulni strana

1 stranka (+ eventuelné desky)

obsah
— nazev (+ znak) instituce, grantu
— jméno autora, kontakt
— nazev prace
— typ prace (SP, BP, ...)
— datum

e 12.9. 2010, kvéten 2010, ...

vhodny format

— neprekombinovat

— patkové x bezpatkové pismo
necisluje se
dbat na zvyky organizace

— hlavickové papiry apod.

ZAKLADY INFORMATIKY
(SEMESTRALNIPRACE)

Frantifel Ieznalek

Historicky vyznam vynalezeni klavesy
ENTER pro rozvoj pocitacové vedy

neznalelddstudents zew. oz Plzefy, 20132




Text dokumentu

mUZze byt ¢lenén na oddily — samostatné Cislované
radkovani
= odsazeni radek od sebe
odstavce
— opticky odliSené
e odsazeni 1. fadku (tabulator, styly)
e mezera mezi odstavci (max. vyska 1 radky)
e |ze pouzit inicidly odstavcl (= zdobené 1. pismeno)
— format odstavce
e zarovnani do bloku
e velikost pisma 10-12
e patkové (Times New Roman), normalni rez
e radkovani 1 (maximalné 2)
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Odrazky a Cislovani

pro vycty, nadpisy
odsazeni (znaku od kraje, textu od znaku, dalsi radky)
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Nadpisy

e opticky oddélené od textu
— velikost 14-16
— r0zné fonty, rezy
— odsazeni od okolniho textu
e napr. 12b pred, 18b za nadpisem

— Ize zvyraznit linkou a velkym odsazenim
e jen u hlavnich nazvi kapitol

1. Introduction

1.1 Project Description

At the beginning, the whole PhD. work was prepared as a pat of a large
multi-departmental project. The cooperation has started at the end of 2006 and it had
several participants: three departments of the University of West Bohemia - the
Department of Computer Scince and Engineering, the Department of Physics and the

— neprekombinovat

1 Introduction

1.1 Project Description

At the beginning, the whole PhD. work was prepared az a part of a large
multi-departmental project. The cooperation has started at the end of 2006 and i had
several participants: three departments of the University of West Bohemia - the
Department of Computer Science and Engineering, the Department of Physics and the
Departinent of Cybernetics. Except these three university departments, a hi-tech company
Lintech [Lintech] should also participate on this project and support it. The global
overview of the planned project is described in [H&j08a]. The aim of the project was
io develop g real laser equipment (HW device) for engraving any described experiment
into aproper material This device should bawve also several BW parts, which should
control the laser and simulate its function

Ezperts from the Department of Physice have a hig experience with lasers and their
usage, so they showld choose, operate and service the laser equipmment. The group from the

w




Format prakticky

Soubor Domi VloZeni Kreslenf Mawrh RozloZeni Reference Korespondence Revize Zobrazenl MNapovéda
PO - T N p— SO Najit ~
fﬁ CalibriLight (Nad ~ 28 ~| A" A" Aa~ Ao | i=~i=~ 2y =32 2] | aspbcede AaBbCeDe AaBbC( Aasbcel | AQB |- b Noradit
Wliz-it <f B I U~ & x X A~ £~ ﬁ " = = = E = W - ; - TMNormalni T Bez mezer MNadpis 1 MNadpis 2 MNazew = .[; e
Scthranka [ Pismo M Cdstavec M Styly P Upravy

e oznaceni formatovaného textu

e Kkarta Domd
— styly a formatovani, vybér aktualniho stylu
— font
— velikost pisma
— fezy pisma (tucné, kurziva, podtrzené)
— zarovnani textu (vlevo, na stred, vpravo, do bloku)
— fadkovani
— Cislovani, odrazky
— zmenseni a zvétSeni odsazeni textu na levé strané
— ohraniceni
— zvyraznéni textu (= zména barvy pozadi)
— barva textu
— horni a dolni index
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Format pisma

o dialog pro format textu

TFestovacitext
Festoyacitow:
Testovaci ¢
Testovaci text
TESTOVACI TEXT

TESTOVACI TEXT

Pizmo ? >
Pismo  Upfesnit
Pismao: ez pisma: Welikost:
=Zakladni text Obycejné
~Nadpisy A
+Zakladni text Kurziva
Adobe Arabic Tucne

Adobe Caslon Pro

Tutné Kurziva

Adobe Caslon Pro Bold b
Barva pisma: Styl podtrieni: Barva podtrient:
Automaticka w | [Zadné) e Automaticka
Styl
[] Pieskrtnuté [] kapitélky
Dvojité preikrtnuté [] viechna velka
[ ] Horni index [] skryté
[ ] Dolni index
Mahled
E fI | I i | |

Totao je plsmo mativu textu, Aktualni motiv dokumentu definuje, které pismo bude pouZito,

Mastavit jako wichozi Textové efekty...

Storno
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Format odstavce

e oznaceni formatovaného odstavce — zakladni odstavec

e Domdi» Odstavec

3

Odstavec

Cdsazeni a mezery
Obecné

Zarovnanr

Urover osnovy: | Zakladni text |~

Odsazeni

2 Vievo:

Vpravo:

] Zrcadlové odsazeni

MMezery
Pied:
Za:

Mepfidavat mezeru mezi odstavee se stejnym stylem

MNahled

Tok textu

Do bloku ~

0 cm

0 cm

Ob.
Ob.

Specialni

LIS N 3

Prvni fadek

z Radkovani:

Jednoduché

Ve wychozim nastaveni sbaleno

4

5

O kolik:

1,00em |2

Wiika:

Tabulataory...

Nastavit jako wehozi

ZTruiit

— odsazeni zleva i zprava 2cm
— mezera pred 12b, za 18b

— fadkovani 1,5

— odsazeni o 1cm

Lorem ipsum dolor sit amet, consectetur adipiseing elit. Vivaras endsmod malesuadas felis, sit
atnet phatetra odio fringilla sit amet. Alicgaam sollicitudin venenstis pharetra. Etiam nec lacus
niec lihetro hibendum mollis eu sit amet lihero. Proih ac felis fisas, =it amet coteeallis welit. Inoa
justo tellus, Mulla congae, tugpis e venetatis lobortis, metos rd avctor lbero, non dicham nisi
nislnec nisi. Tt id walpuatae justo. Phasellus e gravida ol

Dionee non sceletisgque odio. Maecenas ut sem eget ored dicham ornare

ity vitae nibh. Chais a lovesm wel orel sagittis dapibus nionfee visus. Cras

ar thassa leo, tiec malesnada utha, Donec maaris nibby, wolistate et

mutrm wel dignissim at risus. Aenesn dictom odio wiverra emnim

elementm aactor. Morbd eu lgula non wuena imperdiet lacinda. Cras

cotditmentim pharetra mathis. Mulla aurna elit.

Lorem ipsum dolor sit amet, cotis ectetur adipiscing elit. Fusce id mauris leo, Sed tellus massa,
itperdiet ot ulameorper dictum, tempus ac aague. Integer wel lectus witae massa lacinda
imperdiet vitae non lectus. Invenenatis ultricies imperdiet. Phasellus tincidunt tempor dud nec
eleifend. Donec vestibulum elementum ums, a condimertum cquaty dighizsim vel.

Diiz pellentesque posuere tortor id pulvinar. Suspendizse potenti. Mulla placerat lgula
pretiuh umia ornare iaculiz, Sed et arcu at fowe imperdiet egestas. Vestibubun arnte fpmum
pritnis i Faueibus orcl lectus et ultrices posuere oubilia Curae; Mullam ornare tisus diam,
Cuisgue vel diatn est. Intristicque molestie s,

Aetean e ante, mattis nec hendrerit sed, digndssith sed dolor. Praesent eros lorem,
sollicitudin et alicuiet wel, tempus sit amet angue. Sed angoe sem, sollicitudin wel pretivan id,
sagittis 1wt ma. Suspendisse varius nibh eget punss sollicitudin venenatis. Proin roane puons,
cotrralliz ut placerat nec, molestie non lacs.



Styly

formatovani textu rucne
— jednoduché x Spatné modifikovatelné

styl = urceni formatu

— pismo, barva, velikost, odsazeni, Cislovani, rez, ...

moznost opakovaneho pouziti
prednastavené + moznost viastnich Uprav
prace se styly — viz cv4

14/48



Ukdzka preformatovani dokumentu pomoci styld

Tesknical

1 Simulation

What leads us to simulation creation, which are our reasons and why it iz useful to use
simulation for processes like lazer buming? General simulation methods, the reasons for the
simulation and the concrete techniqua and method we have decidad to use are dazeribed in the
following chapters.

1.1 Reasons for simulation

The whols system of laser devies should serve for miscellansous scisntific and commercial
experiments. Results of these experiments are sometimes not fully deterministic, that iz why
they sometimes nead to be pepparated several imes to obtain optimal result. Repetitions buming
of the same experiment i money and time consuming. That is why any software tool which
would eliminate r=al buming of meorract results 1= beneficial

The simulztion sthould provide experiments 22 quick and cheap as possible. It would alzo anzble
optimization from different pomts of view (=peed, accuracy, ete) and help to eliminate the
unreasonable expenments. All parts of the simulztion should be automatic in the maximal way
o the simulation can mun independently of tha user. Morsover, in contrast to real burning where
each experiment requires servicing, simulation creates a possibility of batch-oniented
experiments axecuting. Aftar the simulation finichas and all gained results are daseribed by
some log system, the best results can be selected.

Az a part of the simulation thera chould be zlso implementsd a tocl for datz 2D and 3D
vizualization. This tool would enzble to explore real or simulated results and to interprat
accuracy and optimality of the simulated sample.

1.2 Technique of Simulation

For the simulation we had to find which simulation method to choose. To be able to decide
which method to choose, we have to learn a= much as possible about the simulated system. We
alse hava to consider possibls cooperation with the real equipment for real data bumning and
measuring.

We had to decids between two basic ways of simulation. [t iz possibla to simulate the real
sifuation on the basiz of analyfical methods or to create simulation model with using an
application approach.

1.3 Analytical methods

Spmulation using analytical approzch comes from knowledze of physical aquations,
mathematical descriptions, procedures and dependencies. Of course, the analytical methods can
be dizeratizad and rasults can be computed numerically. Simulztion modal which we gat by this
method can be general enough but for the case of concrets equipment it could be difficult to
find the right combination of paramesters to describe it exactly.

The simulation should provide experiments 2z quick and cheap as possible. It would also enable
optimization from different pomts of view (zpeed, accuracy, etc)) and help to sliminate the
unreasonzble expariments. All parts of the simulation should be automatic in the maximal way
s the simulation can run independently of the user. Moreover, in contrast to real burning where
each experiment requires sarviems, simulabion creates a possibality of batch-orianted
experiments executing. After the simulation finishas and zll zained results are dascribed by
some log system, the best results can be selected.

1 Simulation

What leads us to simulation creation, which are our reasons and why it iz useful to use
simulation for processes like laser buming? Greneral simulation methods, the reasons for the
zimulation and the conecrete technique and method we have decided to use are dszcribed in the
following chapters.

1.1 Reasons for simulation

The whole system of lazer device should ssrve for mizcellansons seisntific and commereial
experiments. Fesultz of these experiments are sometimes not fully deterministic, that 1z why
they somstimes need to be recperated saveral times to obtain optimal result. Repetitions burning
of the same axpariment iz money and time consuming. That is why any software tool which
would eliminate real buming of mcorrect results i= beneficial.

The simulation should provida experiments as quick and chaap 2= poszibla. It would also
enable optimization from differsnt point= of view (zpeed, accuracy, ete.) and help to elimnate
the unreasonabla axpariments. All parts of the simulation should be zutomatic in the maximal
way zo the simulation can Tun md dently of the user. M . m contrast to real burning
where each experiment requires servicing, simulation creates a possibility of batch-oriented
experiments executing. After the simulation finishaz and zll zained results zre daseribed by
some log system, the best results can be zelected.

Ac 2 part of the simulation thera chould be also implementad a teol for data 2D and 3D
wizualization. This tool would enable to explore real or simulated results and to mierpret
accuracy and optimality of the simulzted zample.

1.2 Technigue of Simulation

For the simulation we had to find which simulation method to cheosze. To be able to decide
which method to choose, we hava to laarn 22 much as possible about the simulatad system. We
also have to consider poszible cooperation with the real equipment for real data burning and
measuring.

We had to decids between oo basic ways of simulation. It iz possible to simulata the real
sifuation on the basiz of analytical methods or to create simulation model with using an
application zpproach.
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Obrazek

vysvetluje, doplnuje, zdobi, ...
vhodna volba
dostatecna kvalita
zarovnani x obtékani textu
— doleva — nahote a dole

- dopravva — rovnobézné —
— na stred s textem

— obdélnik

— tésné
— za textem
— pred textem

doporuceny format

— rovnobézné s textem na samostatné
radce (enter pred a za obrazkem)

— zarovnani na stred

Lorem ipsum dolor st amet, consectetur adipiscing elit. Fusce pharetra ipsam sit amet fortor
semper sollicitudin, Cum socils natoque penatibus et magms dis parbadent mortes, nascetur

1 Ipsu

1dj 5. Maecenas commoado, ipsam non anctor lacinia, est lorem molestie nisl, terpaor
vohtpat felis puras at rane, Proin sodales lacus ac leo bibendwn eget imperdiet dui lacinia,
Aliquam erat volitpat. Aliquam non arte aague. Duis placerat odio vitae purms varms ut
sollicitudin lectus condimentom. Mascenas non arcu et risus bibendum lacinia in eget malla.
Suspendisse non orel ipsamy, vitae consectetur erat. Prom terpor emim sem, a acommsan aron,

1 Ipsw )

Mulla tortor mane, tempus eget vohitpat vitae, feugiat non bbero, Cun sociis
natoque penatibus et magmis dis parturient mortes, nascetor ndienlus mus. Ham m varms
nms. Ut tincidunt ultrices manris in imperdiet. Thais porttior lhero vel odio pharetra nec
lobortis mane porta. Alignam consequat wmalla ut nisl pharetra sodales. In faneibus, poms non
termpor porta, tarpis nu bistique risus, rutpam condimenton nbh horpds non psto. Vestbalom

malesnada facilisis pharetra.

i _[ SHl Y Sed wma mawds, lobortis eget elemerum viverra, suscipit aliquet massa.
p Maaris nut  dapibus prarus, Donee aconnsan dapibus

convallis. Tt posuere n sollicibiding lechis st amet
egestas.  Donee  at 1 placerat msi TH mollis actor
magna a eledeil® ittis massa a i IpSiﬂ arm convallis farmentam.

Chais que ullatmecrper tined an potta, Curabibar hictas mehis in
mi lobortis molestie. Donee abbendam metus. Mamis thonms emim a est
consequat pretium. Curabitur laoreet eleifend b, Vivanms eget urma vitae enim pharetra
varns eget sit amet mbh, Sed dolor erat, laorest lacinia mbmn sed, romave o enim, Cras
lhero est, facilisis m acoumsan nec, scelerisque pharetra aren. Maecena: o sit amet
scelerisque ante. Aliguam gravida, quam quis mattis semper, massa nu.ns! I S;‘”h 113, nec
pharetra quam velit vel metus. Dionec malla lorem, sagittis iamlis lanreet ‘p 1 1am sed
lamis, Mascenas elemnenhum tempor welit, eu dapibus D nec,

i Ipsm Cum socils natoque penatibus et magmis dis parburent morntes, nascetur
rdimbs nms. Quisque ultrices gquamn sed tupis bibendum tempor

Pellentesque tristique velit id lectus fermenton condismenhon, Vestibabun in

eros vel wna comsectetur suscipit. Mozhi fauctbus, elit eget tmeidunt aliguam,

metus mbh dignissim welit, eu lobortis neque ipsum a elit. Nam mattis ague vitae doi
ultricies vestibulum dapibus est sagittis. % Thabitant morhi tristique senectus et
nehys et malemiada fames ac borpls egestas.ﬁ*m tar ipaom vel mehis semmper dignissim,
Fisce mollis enim nec libero egestas pellentesque. Marm ut diam ac neque 1aculis sodales at et
mais. Westhhubim a tells nisi. Donec ultncies, lectus eget feugiat anctor, amte mamis
imperdiet eros, aliguam malesuada lechis erat id musto. Etiam mne pans, laorest in gravida
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Obrazky — MS Word

e ViloZeni» Obrazek
— karta pro praci s obrazky
— moznost rliznych nastaveni — karta Format obrazku

Automatické ukladani (@) o4 » UloZeno: tento poital v jol Jana Varnugkovéd IV

Soubor Doml VloZeni Kresleni Na&vrh RozloZeni Reference Korespondence Revize Zobrazeni N&apovéda Format obrazku P || Upravy v 2
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2
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8
~
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Tabulky

strukturované informace

pojmy
— hlavicka, sloupec, radek, bunka

moznosti formatu

pismo
barva pozadi bunky
ohraniceni

e typ (zadna, plna, prerusovana, dvoijita, ...)

e sila

e barva
zarovnani

e tabulky x bunék

100 g potraviny kCal ET |
Cuber 385 1605
MlEEna Eokolada 535 2235
Hotka fokolada 530 2220
Cokolada na vafeni 515 1575 |
Laskonka 40 380
Eremrole 230 F70 w

100 g potraviny

Cukr 285 1605
MlEEna Eokolada 535 2235
Hoflé tokolada 530 2220
Cokolada na vateni 515 1975
100 g potraviny ACal | KEJ Laskonka g0 380
Cukr 335 1605 Eremrole 220 70
Midénd Eokoldda 535 2235
Horkd Gokoldde 530 2220 100 g potraviny kCal KJ
Cokeldda na vafeni || 515 1875 Clker 285 1605
Laskonka a0 3820 Idleéna cokolada 535 2235
Kremrole 230 970 Hoflca toleolada 530 2220
Cokolida na vareni 515 1975
Laskonka a0 380
Eremrole 230 a0

18/48



Netypické tabulky

e zmena velikosti (fadky, sloupce, bunky)

e moznosti slucovani a rozdélovani bunek
— zakrytim nékterych hran
— smazanim (pridanim) hran




Tabulky — vlozeni a navrh

Automatické ukladani

Dokumentl - Word P Hiedat (Alt+E)

Jana Varnuskova IV
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Rozlozeni tabulky
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Tabulky v MS Word

100 g potraviny LiCal EI
Cukr 385 1605
IMlezna tololada 5235 2235
Hoflka tokolada 230 2220
Cokolada na vafent 215 1975
Laskonka a0 280
Eremrole 230 70
100 g potraviny liCal EI
Cukr 385 1605
IMleEna tololada 235 2235
Hoflca tololada 530 2220
Cokolada na vafeni 215 1975
Laskonlka an 280
Eremrole 230 a0
100 g potraviny leiZal EJ
Cukr ) 1605
IMleEna tokolada 235 2235
Hoflca tokolada 230 2220
Cokolada na vatent 215 1975
Laskonka a0 280
Eremrole 230 70

100 g potraviny kCal KJ
Cukr 385 1605
MléEna fokolada 535 2235
Hofla tololada 530 2220
Cokolada na vafeni 515 1975
Laskonka an 380
Eremrole 230 70
100 g potraviny kCal AJ
Culer 385 1605
MlEEna fokolada 935 2235
Hoflca tokolédda 530 2220
Colkolada na vafeni 215 1975
Laskonka a0 380
Eremrole 230 a7n
100 g potraviny LCal ET
Cuker 385 1605
Mleina tokolada 235 2235
Hofka tokolada 5230 2220
Coleolada na vafeni 515 1975
Laskonka a0 a0
Eremrole 230 70




Jina vyuziti tabulek a ohraniceni

e rozlozeni textu nebo obrazk(d do ,neviditelné tabulky"

Obr. 2: Itilie Obr. 3: Recko

Obr. 3: Recko

e ohraniceni — graficky prvek (nadpisy, zahlavi, zapati, ...)

1. Euro

Euro (symbol €, ménowy kéd ISC 4217 EUR) je ména eurozény a po americkém
dolary (5D druhy nejdiileFitéH reprezentant ve svitovém ménovém svstému. MEnova
politika eurozény je provadéna Evropskou centralni bankou we Frankfurty nad Mohanem

Eure je oficialnim platidlem v 16 z 27 stath Evropské unie (t8chto 16 statdl tvodi
eurozénu) a v Sesti dalfich zemich mimo ET

2. Historie eura

KIV/ZIHE — cvd Ing. Janma Hejkoved, FhD, 2010

Euro plati jako kreditni penize od 1. ledna 1999 a 1. ledna 2002 bylo zavedens jako
hotovestnl penize, a tak nahradile dfive platné mény poufivané v pfislufngch statech
surozény.

Euro swého historicky nejsilngjEihe kurzu (1, 5990 amerického delaru za euro)
doséhlo na devizowdm trbu 15 fervence 2008 swil nejwiétd propad pak zaznamenalo 26
Fijna 2000 (pfi kurzu 0,8252 USD za euro). Primérny kurz v obdobi od zavedeni sura 1.

Cviceni 4:
Hlavnim dkolem tohoto cvifen! je naufit se praci s tabullkami, wkladan! popiskd a kfiZovich

odkazil a 0swojit 51 poufivani stylfi. Postupujte podle nasledwicich bodfl
Fozn: postup je vysvitlovan na M3 Word 2003, V ostatnich verzich se mide rozloZend ovlddacich prvkd nebo
vzhled dialogh lifit, postup pHpravy dokumentu bude ale velmi podabry.




Grafy

grafické znazornéni Ciselnych hodnot, vztahd, struktury, ...
rlizné typy

— volba podle typu dat

— sloupcovy, spojnicovy, bodovy, vysecovy, ...
tabulka hodnot

— existujici v dokumentu

— novy graf + zadané hodnoty do datového listu

vice o grafech — 7. prednaska
propojeni MS Word a MS Excel
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Grafy v MS Word

e Vlozeni» Graf
— vybeér typu grafu
— zadani dat
— graficka uprava grafu

Graf v aplikaci Microsoft Word

A B | c D | E | F |
1 kCal KJ
2 |cukr 385 1605
3 |mlécna tokolada 535 2235
4 |hofka cokolada 530 2220
5 |tokolada na vareni 515 1975
& |laskonka 90 380
7 |kremrole 230 970
8 |
o H
10
11_
12
(4]

[»]

A 4

Vlofit graf ? X

iWiechny grafy |
Posledni
Sablony
Sloupcovy

Spojnicovy

Skupinovy sloupcavy

Vyjsecovy Hisewgralu

Pruhowy

Plogny
Il Ill I

Mapa

Burzovni

Povrchowy

Paprskovy

Stromovd mapa
Wicevrstvy prstencovy

Histogram

EGHBREER SMGEEEQS

B8 Krabicovy graf
mﬂ] Vodopadovy
T Trychtyfowy

Kombinovany

Automatické uklad: Dokument! - Word JanaVamuskova IV

Soubor  Domi | VloZen( | Kresleni Néwrh RozloZeni Reference Korespon Revize Zobrazeni Napovéd: 0 &7 Upraw~ @& ~
E"\ Calibri (Z2kladni text) N T & O 4. irs]
U |8 1 u-mx 2 A L Al QL
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Schrdnka [ Pismo. I} Odstavec Nl Styly Hias Editor | Znovu pouiit so. ~
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N Nézev grafu
t 2500
M 2000
R 1500
7 1000
: B I I
°
: , 1 |
: ki miéndtokoldda hofid fokoldda  Cokolddana laskonka kremrole
] vaieni
-
J miCal WK
2 oI D
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Nastroje grafu

e Navrh — typ grafu, data, preddefinované styly

e Rozlozeni — nazev grafu, osy, popisy, legenda, ...

e Format — graficka Uprava

2500

2000

1500

1000

500

Nazev grafu

— \

cukr

migéna fokoldda hofka cokoldda  Eokolddana laskot
vafeni

| ——K]

Fat

U

Energie obsaZena v potravinach

mkCal mKl

2235 2220
1975
1605
970
535 530 515
385 380
230
S0
cukr miécnd cokoldda hofka fokolada tokoldda na laskonka kremrole
vafeni
)
A

=ONEE]

Prvky grafu

¥ Osy

1 Nazvy os

¥ Nazev grafu

¥ Popisky dat

[ Tabulka dat

1 Chybowé Usetky
L1 MFizka

¥ Legenda

[l Spajnice trendu
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Titulky

pro obrazky, tabulky, grafy
strucny popis objektu (,samonosny")
vhodné odsazeni
Cislovani

— od zacatku do konce (1, 2, ...)

— podle kapitol (1.1, 1.2, ..., 2.1, ...)
obrazek a graf

— titulek pod objektem

— Obr., Obrazek, Fig., Figure

— arabskeé cislovani (1, 2, ...)
tabulka

— titulek nad tabulkou

— Tab., Tabulka, Table

— nékdy rimskeé cislovani (I, II, ...)

Tub. 1: Knlorickd tabulka cuikrovinek

100 g potraviny

Cukr 385 1605
Mlééna ¢okolada 535 2235
Hoika ¢okolada 530 2220
Cokolada na vareni 515 1975
Laskonka 90 380
Kremrole 230 970

Obr. 1: Zdpad shince
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Titulky - format

optické odliSeni od okolniho textu
— napr:
e font stejny jako text odstavci
velikost 10
kurziva
e zarovnani na stred (dlouhé — do bloku)
e zUzené okraje

obrazky vedle sebe
— kazdy svdj titulek — do tabulky
— 1 spolecny titulek
e obrazky do tabulky + obrazkovy titulek k tabulce
e obrazky vedle sebe + titulek tomu nejvice vpravo
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Reference

odkazuje z textu na objekt

umisténi — nejdrive reference v textu, pak objekt
co nejblize citovanému mistu x prazdné pllky stranek

— Uprava velikosti obrazku
— presun obrazku na dalsi stranku

v textu nezvyraznovat

pouzivat automatickeé titulky i reference
— pri vlozeni/smazani se automaticky precisluje
— aktualizaci Ize vynutit
e oznaceni celého dokumentu (CTRL+A)
e kliknuti pravym tlacitkem do dokumentu
o volba Aktualizovat pole

Hledat v nabidkach

|_ﬂ'|:1| MozZnosti vloZeni:
i
B| Altualizovat pole

Upravit pole...

Prepnout zobrazeni poli

A Pismo...

=« Odstavec...
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Titulky a reference v MS Word

Hledat v nabidkach

Kopirovat

o titulky

— oznacit objekt + Reference » Viozit titulek
— kliknuti na objekt pravym tlaCitkem mysi + Vlozit titulek

e reference

— WloZeni (nebo Reference) » Krizovy odkaz

Titulek ? >
Titulek:
Obrdzek 1] |
MoZnosti
Q Popisek: | Obrazek
Umisténi: | pod vybranym objektem -

[ ] vyjmout z titulku popisek

Novy popisek... Odstranit popisek

Automaticky titulek... Zrugit

Cislovani...

F‘D MoZnosti vioZeni:

i

©d Zménit obrazek >
=] >
T, N
Qo >
@y Odkaz >

Uledit jako obrazek...

C

Obrdazek 1: Zapad slunce nad jezerem

el Viogit titulek...
Eat Zalamovat text > E
FZl Zobrarzit alternativni text...
E Velikost a umisténf...
Format cbrazku...
Krizovy odkaz & £
Typ odkazu: WVioZit odkaz na:
Obrézek v v
Hypertextovy odkaz Slova nahore/dole
Cddélovace gislic
Pro titulek:

Chbrazek 1: Vzor formatu prvni tabulk
Obrazek 2: Vzor druhé tabulky i
Obrazek 3: VyuZiti tabulky pro vioZeni obrazkud

Obrazek 4: wivoreni nového stylu titulek”

Zrukit




Zahlavi a zapati stranky

e obsahuje

— libovolny text

— grafické prvky

— automaticky text (Cisla stran, nazev kapitoly, ...)
e treba zvazit vysledny format dokumentu

— jednostranny tisk

— oboustranny tisk (napr. Cisla stranek na vnéjsich okrajich)
e Cislovani

— format (1, -1-,1i, ...)

— pocatecni hodnota

— cislovani po oddilech

— zahrnuti Cisla kapitoly
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Zahlavi a zapati v MS Word

Automatické

Soubor

Zahlavi Zapati

o

cFoo 80090 10

.
:
.
g

R

Strénka 3z 3

Domil

Viozenr

— » Zahlavi
— » Zapati

ukladénf

Cislo
stranky ~

Zahlavi a zapati

Potet slov: 541

VloZeni

Kresleni

o B B =

Navrh RozloZeni

El i kd

Datum Informaceo Rychlé Obrazky Online
afas dokumentu~ Eastiv obrazky

1)

Ce

§

tina

Wloit

[ B I

- na konci dokumentu je nékolik zdrojd, zkuste z nich vytvofit bibliografii (mizete k tomu vyuit
napf. Eislovany seznam) a citace viofte na piisluinad mista v textu
- pfidejte do zdroji libovolnou knihu

oM = UloZeno: tento pocitaé

[&l Piedchozr [] Jiné na prvni strénce L Zdhlavishora: 1,25 em
. - . -
[El Daki L[] Jiné na lichyich a sudych strankach T, Zapatizdola: 1,25 ecm | e e |
Prejit na 5 pas 4 & e Zavitt hlavi v [O——
zéhlavi Zobrazit text v dokumentu ﬂ VloZit zarownavaci tabulator azépati
Filigran
Mavigace MoZnosti Pozice Zaviit ~

AP ENIEE: RN RS- -SRI I - RIS KIS SIS RIS - SIS TRIRE U SN IR LRI AR, A IS CER S ]
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Tabulka | Obrézky

Znovu poudit
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Pieddefinované

Tabulky Dopliiky Muttimédia
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Prazdné (2 sloupce)
=} Obrdzek 4: vytvoreni noveho stylu , tituiek™

Literatura

- nakonci dokumentu je nékolik zdrojd, zkuste z nich vytvofit bibliograt
napf. éslovany seznam) a citace vlozte na pislusna mista v textu

- pridejte do zdrojii libovolnou knihu

e ] [ [——

(mizete k tomu
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Fazeta (lichd stréinka)

Hiedat (Alt+E) Jana Varmnugkova IV & I ——

Reference Korespondence Revize Zobrazeni MNapovéda Zahlavi a zapati D Komentife ¢ Upravy ~ ¢ Sdilet ~
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@ Daléi z3patiz webu Office.com
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Konkrétni priklady

o font stejny jako text, pripadné kurziva

EIVIZIHE — ovd g Jana Hijlovd, FhoD, 2010

Cviceni 4:
Hlawnim dkolem tohoto cwieni je naudit se praci s tabullkami, vkladani popiskd a kfiZovych

7 ’
e 74 h IaV| odkazil a osveoilt si poudivani styld. Postupuite podle nisleduiicich bodh:
Fom: postup je vyavitlovin na M3 Word 2003, ¥ ostatnich verzich e mife rozlofeni ovlidacich prvldi nebo
vzhled dialogi lifit, postup plipravy dokumentu bude ale velmd podobgy.

— Zadné
— text + linka zdola
e pevny text (viz zadani cviceni)
» automaticky text (nazev aktualni kapitoly)
o zapati
— Cislo stranky zarovnané na stred
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Poznamky pod carou

e vysvétiuje v textu
e vytvoreni

7

kurzor na misto, kde ma byt poznamka

Reference » Vlozit poznamku pod carou

dopsat text poznamky

automatické cCislovani a presun na vhodnou stranku

sed sollicitudin ullamcorper erat, vitae dapibus nisl dictum wel Proin ornare lacus et
urna auctor rhoncus. Sed malesuada sapien at nisl facilisis lacinia witae non tellus. Vivamus
consectetur, enttn nec tincidunt fristique, i neque feugiat quam, a lacinia arcu est ut erat
Fusce nulla diam, varius witae venenatis! porttitor, dapibus at msto.

Aliquam wel sodales libero. Vivamus interdum nisl ut risus adipiscing velutpat
Aliquam in libero welit Proin semper tortor eu magna scelerisque sit amet conwallis nibh
malesuada Curabitur westtbulum diam eu sapien scelerisque feugiat Curabitur wel purus in
felis ultricies blandit. Phasellus quam nizl, luctus in sagittis id, ultricies consectetur nibh
Pellentesque lectus ante, wehicula non sellicitudin sed, blandit ut felis.?

! Vivamus interdum nisl ut risus
* Vivamus interdum nisl ut risus adipiscing
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wverenatis pharetra Ftism nec lacus nec

venenatis bbatis, metas i anctoy Lhem,
now dietum misi visl mee misi Ut i
vulputdte justo. Phasellus eu gravida orci.
Doree nom scelevisque odin. Mastenas nt
sem sget crci cmare in vitas rbh.
Druis 2 Joram vel ceni sagittis dapibus non
mec rims Crss x mass lo, e
malesuads wma  Donse manrss mbh,
ulputste et ytwum vel, diguissin at risas
henean distm odb vivema enim
elemantum auctor, Moibi eu ligula zon
wma irpediet lacinia. Cras condinerhom
pharstra mattis. Nulla auma elit

Lowm ipmm  dobor st amet,
consestetur adipiscing elit. Fusce id manis
Ieo. Sed tellis massa, buperfit ut
llamcorper dictum, tampus a2 aigee.
Integer vel lechs vitae massa laimia
imperdist vitas ron lectus. In venenstis
ultricies imperdiet. Pluselios ticidunt
tempor dhui nec eleifind. Donee vestibuhim
lementum uma, & condimentum quam
dignissim, vel. Duis pellertesque posuere
tontor 34 pulvinar Suspendisse poterti
Fulla placesat ligula prebmm uma omars
iamlis. Sed ot arn at mme inpendiet
egestas. Vestimbom ate paum primis in
fauchus orei huetus ot ulrices posuere
cvbilia Cura; Hullam omare visus diam.
Quisque vel diam est. In tristigne molestis
pums

hemean mme e s nmec
henderit sed, dignissim sed dolor. Praesert
eros lorem, sollciudin et aliquet vel
tempus st amet angme. Sed amgue sem,
sollicitudin vel pretium id, ssgittis ut nma.
Suspendisse vais mhh egel pus
sallisiudin venenatis. From mmne pums,
corvallis ut placerst mec, molsstie non
lams. Flaselhs vel ofio mwlls orei

smmsan vivena, Tt distum, lectus ut
gravida venenatis, risws ko huctus loran,
vel laweel muwis sapien m odio. In
tincidurt sapkn ac massa scslerisque
comsequat id in lacus. Vivamus nec mefus
i odio lohotis mimm & me telhs
Aliquam egastas st nec diam elifind en
verenatis Jacus comvallis. Phasslhs fpsum
rimus, phatetra in pretiom sed, sagittis il
telhes. Mamis atmumisan comsequat neque
ut rhorous, Sed lorems dui, bbendum
comsectenr phaetra quis, vivena i est. Ut
swcipit Lorest ko, a daplus massa
ultricies sit amet, In condimentum arte ut
faculis vitze sodales et congne
Cras mme mi mollis quis aliquet vel,
tingidut en A Sed vehimila, telis at
tempus pulvinay, quam tupis sollisidin
arat, eget fingilla massa dui bbatis uma.
Sed ut tempor mi Sed pelledtesque
commodo sapisn elemenhm tarprs.
Pioi i angue, sollicitudin id blandit
&, muattis om riss. Donee yanris menss,
semper af tristique a2, vestiubim vivens
nibh. Ut zee reque egst rivs owsus
ultrices quis quis sapien. Class aptert tasiti

asta eget turpis aligaam tiveidnt. Aerean
ut petivn ews. Prom grarida
foror, vtae mbmm am vl ot
Maris eget quem diam. Cum saciis
natoque penatbus o magnis dis parturient
memtes, nascetur ridimbis s, Demas est
lams, solliciudin id bibendmm vitas
malemaa vel lams

Vivanms auctor mollis egestas
Aliquam id lacinia eros. Prassent
tempoy inperdiet. Prasent curs eni a0
nid i qis ewiomod mi Buga
Vivanms  mollis etus. Nam

vemintis medemads mslemats, Fusce

Lotern psum dolor sit amet, consectetur adipiscing elit. Vivamns enismod malesnada
falis, sit amst pharetra odic fringilla sit amet. Aliquarm sollicitudin venenatis pharstra. Etian
e Jaus 2ee b bibendun mollis e sit amet Thex. Proin ac felis risus, it amet comvallis
velit In a fusto telbss. Hulla comgue, fuspis en venevatis lobantis, metus i anctoy Hhetn, non
dichom nisi nisl mec nisi, Ut id vulputate justo. Phaselbis o gravida ceei. Domec nom
scelerisque odio. Maecenas ut semeget crei dictum omare in vitae nibh. Duis 2 Jorem vel oeci
sagittis dapibus non nee viss. Cras 3 massa o, nec malemada wma. Demee manris nibhy
ulputate et nmm el dignissim 4 zisus, Aevean dicbum odio viven srim slamertu

tor, Mo 1 et Jacinia, Cras Hullaa
uma el

Lo ipsum dolor sit amet, consactetur adipiscing slit, Fusce id mauis leo. Sed tellis
massa, inpandiet ut ullanvarper distum, tepus ac augue. [teger vel lectus vilae massa
Tainia uperdiet vitae nom lects. T veranatis ultrisies inperdiet. Phaselhis tinsidut tenpar
dui nee eleifand. Domes vestibubon, elenetum wa, & condimertum quam digaissizn vel
Duis pellentesque posuere torlor id pulvine. Suspendisse potenti. Mulla plverst Leula
prethim uma omas Sed ot are at e imperdist agestas. Vesthubm ante fpaum
‘panis in Faucibus orei huctus et ultricss posusre cobilia Curse; Nullam omare risys diam,
Qpuisque vel diam et Tntristiqne rolestie prms

Aenean yume ante, mattis nec hendrenit sed, dignissim sed doke Pracsent aos biem,
sollicitudin =t aligust vel, temprus it amat ague. Sed augus s, sollicitadin vel pretium id,
sagittis ut wma, Swspendisse varins nibh sget purss solliciudin venenatis. Froi mne purs,
comvallis t placerst rec, molestie nom Lass. Phaselbns vel adio mollis i accumsan viverea.
Ut dicham, lachss ut gravida venenatis, risis lso hictus o, vel laoreet manris sapien i
odio. Tn tincidint sapin s messs scelerisque comsequat id in laas, Tivanms ree netus i3
odia lohartis ratmm  nee telbis. Aliquam egestas est nee dizm clefond en venenatis lams
corwallis, Phasellus ipsum risus, pharstra in pretian sed, sagitts id fellus, Mauris scoumsan
zomsequat neque 1t rhonos. Sed lotem du, bihendi consectetuy pharetra quis, vivers id
ast. T suscipit Laorest leo, a dapibnus muassa ltriciss sit amet. [n condimsrhom arts o magna
damulis vita sodales erat congue, Cras soane mi, mollis quis aliquet vel, tincidut eu dui, Sed
wahiila, telhis 2t trpus pulvinay quam torpis solliciadin srat, sget fiingilla massa dui
Iohaztis wma. Sed ut termpor i, Sed pellartesque commoda sapisn elementum tangpus.

Proi i augue, sollicitudin id Wlandit et mattis ron risus. Dores mauris metus, senper
at tristique ar, vestbubom vivera mbh Ut nee neque eget risus cursus ultrices quis quis
sapien Class aptert taciti sochsqu ad litora torquent per comshia mostm, per iepios
Timenacos. Fusee vulpuate est sed veli: comurndo vel comurodo ipsum hendrenit, Curabirar
varins sollicinudin tineidn. Aenean gravida facibus lorem vel frugiar mans comsequat at.
Vivanms a diam non orei gravida sollisitdin. Phasellus interdum justo sget fazpis aliquam
tincidure. Aenzan vt pretomm ews. Paoin alipar gravida toitoy, vitae v ave valpatate
ut. Manris eget quam dam. Cum sociis namaque panatibns e magnis dis paturiert momtes,

s, Dane st laeus, solliciud: , alesuada vel hous

Vivamus aucior mollis egestas, Aliquam id Lacinia emws. Prassent shoneus tempor
irpendist. Praesert cuvas enim a wisi nutm quis eismod mi fugiat. Vivarms wollis eni
metus. Ham venenatis makemada malamada. Fisce vilputate tincidurt uliriciss. Vestiuhm
ut Jarms sit amet exat bibenhun vehimla vitae nee doloy. Corshibur serper tineidmt valputate
Dotee viae aren sapin. Suspendisse eget felis wt quam tinsidot prethne eleifind vise
fellus. Sed sed 7ibh 4 mui aliquet tenpus. Domee 3 Jeo menris, ot elemertum hupis
Pellantesque habitant merbi tristigue sensetus et zetus ot maleuada Fames o tupis egestas
Ttest ante, semmmsan egat iterdnm condimerhum, mollis sit amet quam,
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Jednopismenné predlozky a spojky
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Dalsi seznamy

seznam obrazkd, tabulek

— automaticky generovatelné (pokud pouzivame titulky a krizové odkazy —
reference)

prehled zkratek

— vhodny format

— zkratky, které nejsou obecné znamé

— pouze rozepsani zkratky x i kratké vysvetleni
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Prilohy

rozsahlé obrazky, grafy
vypisy programd
uzivatelska prirucka
CD/DVD

oznaceni pismeny (Priloha A)
nepocita se do pozadovaného rozsahu textu (napr. u BP)
stejné formatovani jako samotna prace (jednotny vzhled)
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e vice 0 moznostech grafické upravy — napr.
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vedenim profesionald", Mobil Media, 2002, ISBN: 80-86593-32-0
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