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Microsoft strives to build products that are accessible and easy to leam and use. We are continually
working to demystify technology and make it more accessible to people, regardless of their physical
abilities or their economic, cultural, or educational backgrounds

Among the other innovations we continue to build into our products are a wide range of accessibility
features that make it easier for people with physical or cognitive difficulties, impairments, or disabilities to
use a computer and customize their work environment. We also work closely with companies that design
and build assistive technology devices—such as screen readers that convert text to speech for people
who are blind or visually impaired—that run on the Windows platform and enable people with disabiltties
to perform a wide range of tasks and access information more easily. Accessible and assistive
technologies are designed to help people with disabilities unlock their potential and optimize their abilities

When Mumtaz Lakhani emigrated from East Africato Canada in the 1970s, for example, she had a
college degree in business administration and a severe visual impairment that made it difficult for her to
find a job in her field because she was unable to use the computer systems at the companies where she
applied. With the help of the Canadian Institute for the Blind, she found a job with RBC Financial Group,
where her first assistive device was a handheld magnifying glass. Today, she uses a standard PC
running Microsoft Windows XP and screen magnification software from Ai Squared, which gives her the
same access to materials that her colleagues have.

‘When Satoshi Fukushima was bomn in Kobe, Japan, in 1962, his world was like that of other children,
filled with bright colors and the sounds of laughter and loving voices. But by age nine he had lost his
sight, and by age 18 he had lost his hearing as well

"When | describe my world, | use television as an example." Fukushima says. "Atelevision that has no
picture is in a state similar to that of being blind. A muted television is similar to the condition of being
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Office Word Programu ile
calisma sayfamiza

» Yazi yazabilir,

» Yazilarimizin goriintimlerini
degistirebilir,

» Tablolar olusturabilir,
»Resim ekleyebilir,

» Calismamiz1 yazicidan ¢ikti
alabilir,

» Calismamiz1 kaydedebilir,
» Calismamizi daha sonra
yeniden diizenleyebiliriz.
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OFFICE DUGMESI: Calismamuz ile ilgili dosya islemleri yapmamizi saglar

Yeni bir dosya agma, dosyayi1 kaydetme, yazicidan ¢ikti alma islemlerinin komutlari
bu mentidedir.
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Hizl1 Erisim Ara¢ Cubugu: Sik kullanilan komutlar buraya eklenip,
kullanilacaginda hizli erisim saglanabilir.
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Meniiler: Her biri konusuna gore ¢esitli komutlar icerir. Meniilerin adlarina
tiklanarak boliimler agilabilir.
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Meniilerin Komutlari: Menii konularina gore ¢esitli komutlar bulunur.
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Gortinlim Boyutu: Calisma sayfamizin goriiniimiinii biiyiitiir ve kiigiiltebiliriz.
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Bilgisayar
|

Word programinda yazi yazabilmek i¢in imlecin yanip sondiigiinii gormemiz
gerekir,
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Yazill

Son Belgeler

Yazih Sarular

Yeni Microsoft Office Word Belgesi

indir

ICERIK
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Calisma sayfamiz1 kaydetmek i¢in Office Diigmesinin meniisiinden KAYDET
komutu kullanilir.
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13 SATRANC SAATE

12 ROK

11 MAT TAKTIKLERI
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Calismamiz daha onceden kaydedilmis ise yaptigimiz degisiklikler ile beraber

yine ayni dosyaya kaydedilir.
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Yazil
Son Belgeler i
Fundy fayilar
1 Yazih Sorulan Kayit verit (£ Belgelerim D @ - X -
2 Yeni Microsoft Office Word BEelgesi civenilen 55 18 Wos Haulin
= indit Sablanlar (L) Alnan Dosyalarim
= ) En San [ CDBurmersP Projects
4 iCERIiK Kullandiklarim @MUziﬁim
Masaiiski] |2 Merovision
5 14 SATRANCIN YARARLARI @ rassoes SPcsetun
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8 2 SATRANC TAHTASI Badlantilarim @Payla;lm Klastirlerim
9 PAMO i
tofas arabalar
RUHSAT BILGILERIM

15 SATRANCTA BASARIMIM ESASLART
14 SATRANCIN YARARLARI

13 SATRANC SAATI Dosva ad: |gelt
12 ROK Kayik trl: | yword Belgesi
11 MAT TAKTIKLERI

10 KURAL DISI OYUNLAR =

2] Word Secenekleri | |X Word'den Cik |

]
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Calismamiz daha onceden kaydedilmemis ise ¢alismamizin ismini, kaydedilecegi

yeri belirtmemizi isteyen bir pencere agilir.
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Dosyamizin adini1 yazdiktan ve konumunu belirledikten sonra kaydetmek i¢in bu

o’
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Bilgisayar —> seciivemis

Bilgisayar — secimis

Yazi, tablo yada resimleri bir 1sleme tabi tutmadan once segcmemiz gerekir.

Nesneleri segmenin en kolay yolu fare ile nesnenin bir tarafindan tiklayarak diger
tarafina kadar fareyi siirtiklemektir.




o N

407
1ol
Tiirkiye Egifim Muallim

WORD KULLANIMI

.'fﬁa;. H9 -8 = Yazili Sorulan - Microsoft Word
W s

- B X
Girig Ekle Sayfa Dazeni Basvurular Postalar Gozden Gegir iGaranam '@
=5 4 Calibri (Gvde) 11 ~|i= = ‘§v||£§ ig|

i % i)
g . — === BaBbCcDe | AaBbCcDe
; jt 2[R T A -ae x, X8 |E|=E = S||l= ‘ \ AaBbCi |
ap|§ Ir b - : it “ N |
S A Aar|[A A S~ - B o

Hﬂ Marahk Yok Bashkl :DSFj!li_fi Duzenleme
. eqigtir = -
Pano Yazi Tipi F] Paragraf ] Stiller "
&
SORGUMN KIZ MESLEK LISESI
4 Kes
PRATIKKIZSANATOKULU |53 Kopyala
L | Yapistir
1 NOLU BILGISAYARISLETM A | Yaz Tipi...
I =% | Paraaraf...

Bir nesneyi bir yerden bagka bir yere tasimak i¢in KES komutu kullanilir. KES
komutu ile nesne bulundugu yerden silinir ve hafizaya alinir. Nesneyi tasimak
istedigimiz yerde de YAPISTIR komutu kullanilarak nesne orada olusturulur.
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Nesnenin aymisindan bir tane daha olusturmak i¢cin KOPYALA komutu kullanilir.
Kopyala komutu ile nesnenin kopyasi hafizaya alinir ve kopyasini olusturmak
istedigimiz yere imleg getirilerek YAPISTIR komutu kullanilir. |
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ITALIK

Secili olan metini saga dogru 75 derece acili egitk

ITALIK ili
(EGIK) olarak yazilmasini saglar
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\ ALTI CIZILi I Secili olan metinin altini ¢izer.




o N

i1

WORD KULLANIMI

Tirkiye Egifim Muallim
(O o9-3 - Yazil Sorular - Microsoft Word
yEit)
=
Giris Ekle Sayfa Duzeni Bagvurular Postalar Gozden Gecir
“E 4 Calibri (Govde) -

- | X
Garanam

3 ||k T A~

Yapistir

(7]
e Mo
== = ‘AaBbCcDe | AaBbCcDe AaBbCi
' —— 1. | TNormal | TAralkYok  Baghkl - Stiller
J |- A~ Aav| A | Ié i I.
Pano M« Yazi Tipi Paragraf

Deqistir =
Stiller F

0, H,0

Duzenleme

-

I T SIMGE l Secili olan metini alt simge yapar.



WORD KULLANIMI

|.E!:'.I. HJ} I
[

o N

D101
Tirkiye Egifim Muallim

Yazil Sorulan - Microsoft Word
Girig Ekle Sayfa Dizeni

Ba;vurular Postalar Gozden Gecir
. .

j & Calibri (Govde)

— z— - a—- i-- -J-_
B oy [P |=|_ == ‘.AaBchDc aaBbCcDc AaBbCi %
“"5 I | | o= R T ey vy SR | | -
j |Hu:? A'ﬁﬂ"HA | T Maormal

|Q |. ThAralik Yok Baghk1 ~ _ Stilleri
Pano & Yazi Tipi

Gardndm

Dedistir
Paragraf

X2 o
It‘ISTsiMGE

Secili olan metini Uist simge yapar.




WORD KULLANIMI

e 9

Giris

]

Ekle

‘Fap|§t|r

Pano M=

#& ||| Calibri [Gmrde]
‘j Eg| K T A abe X,

¥ Yazilh Sorulan - Microsoft Word - B X
Sayfa Dizeni Bagvurular Postalar Gozden Gecir Gordnam '@
L 11 - :: - ;E - a 'r||{'_ ¥_| % éﬂ
= |. |_ —= :lrl ‘AaBbCcDe | AaBbCcDe AaBbC
= = = Sl I |
O [ & TNormal | TArahkYok  Baghki - stilleri  Duzenleme
"""" || 1 Degigtir~ v
‘Faz| Tipi [ F'aragraf " Stiller F

3

YAZI TiPiNi
BUYUT

l Secili olan yazinin boyutunu bir kademe biiytitiir.
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\ Secili olan metinin arka planinin rengini degistirir
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