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Formatacao Geral

» Papel tamanho A4
» Letra Times New Roman tamanho 12
* Margens (menu “Arquivo”):

Margens } Papel l Lawout l

Margens
Supetiar: Jcm Inferior: 2 Cm =
Esguerda: |3 cm = Direita; 2o =
Medianiz: 0cm = Posicdo da medianizi  |Esquerda =
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Inserir nUmero de paginas

* Ir no menu “Inserir’, “Numeros de
pagina...”

Numeros de pagina x|

Fosicao: YWisualizacdo

ahe d —
alinhamento:

| ireita - —

[ Mostrar nimero na 12 pagina —

Eormatat.., | QI Cancelar

iInicio da paagina [cabecalbo)

Inserir nUmero de paginas

(0q) F0@n-)- Document2 - Micrasoft Word

5)

J Home Insert Page Layout References Mailings Review View Add-Ins

=l Ellzl ,_[—' Q = A <‘ﬂ & Signature Line -

e » j = 2B = =

= [ 5 ke P 2 M K L =| =l B =| D oete e T Q2
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference || Header Footer | Pa. Text Quick WordArt Drop " Equation Symbol
Page~ Page Break At - - INumber-l | Box- Patsw v Cap- ‘9 Object - - -

Pages Tables TS pp— NTE Symbols

S 2 ae @ pamNumpert 6 17
. Plain Number 2

- Plain Number 3

N Simples

. Niimero sem Formatagio 1
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Quebra de Pagina ou de Secao

» Obriga o inicio de uma nova pagina ou

nova secao

 Menu “Inserir’ e “Quebra...”

D4 Documentol - Microsoft Word

drguiva  Editar  Exibir | Inserir | Formatar  Ferramentas  Tabela

NEHRS| S  Qebra. 2,

Marcacdo na exibicdo final AU TIEES DLl 5 SR I
Data e hora...

A Mormal ~ | N
ALtoTexto »

& @ fat Q § Campo...

[ _. . = ..

Quebra de Pagina ou Secéao

B i 25 ] R b o= ]

* “Quebra de pagina”:

2| |

Tipos de quebra

" Quebra de coluna

" Quebra automstica de texto
Tipas de quebras de secda

£~ Préima pagina

£~ Conkinua

" Paginas pates

" Paginas impares

ol I Cancelar

* “Quebra de seg%o”:
2

Tipos de quebra

™ Quebra de pagina

™ Quebra de coluna

™ Qusbra automatica de bexta
Tipas de quebras de secdo

&' Pr

™ Paginas pares
" Paginas impares

(04 I Cancelar
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Home Insert Page Layout References Mailings Review View

= A LWE D2l @ 2

Picture Clip Shapes SmartArt Chart

4 | Page Break (Ctrl+Return)

Start the next page at the current
position.

&) Press F1 for more help.
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Hyperlink Bookmark ¢

Cover Blank | Page Table
Page~ FPage | Break - Art b
Pages Tables Illustrations Links
| T L N T S - |

Formatac;ao de Tltulos (2007)

» Teclas para formatar titulos:

—ALT + CTRL + 1 Aplica o estilo "Titulo 1"
—ALT + CTRL + 2 Aplica o estilo "Titulo 2"
—ALT + CTRL + 3 Aplica o estilo "Titulo 3"
» Fazer a formatacéo necessaria: fonte,
tamanho da letra, espacamento etc.
» Transformar em padrdo conforme as
instrucdes dos proximos slides
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Padronizar os Titulos (botao da
direita do mouse
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Home  Insert  Pagelayout | References
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E Subtie Reference
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[C] Show Preview
[(] Disable Linked Styles
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Options...
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52 Insert Table of Authorities

Auwiliar.doc [Compatibility Mede] - Microsoft Word

Mailings ~ Review  View  Developer  Add-ns

(3 Manage Sources

3 Style: | APA -

nsert

Citation - 4 Bibliography ~
Citations & Bibliography

Insert Table of Figures Insert Index

2 Update Table f Update Index 2 Update Table

Insert
Caption (A Cross-reference

Captions Index Table of Authorities

[RETERRE TR M TR (o
Sliieiaus Siie PUpaduies o Uauies Ue 1e0uidus.
Pela sua importincia, uma crise nesse setor causara influéncias nos demais setores

Servil Luinig

produtivos.
1 INTRODUCAO 13
1.1 Objetivos 13
2 METODOLOGIA 13
2.1 Coleta de dados 13
2.L1E 13
2.2 Andlise de Dado 13
2.2.] Estatistica Bésica 13
3 RESULTADOS. 13
4 DISCUSSAO. 13
|
1INTRODUCAO
1.1 Objetivos
2METODOLOGIA

2.1 Coleta de dados
2.1.1 Entrevistas
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Crla(;ao do Sumarlo (2007)

« Menu “Referéncias”
 “Sumario”
e “Inserir Sumario”

Y .
* Formatar Sumario
10
F formatacéo de tod titul
azer aiormatacao de todos oOs ttulos,
conforme as instru¢des a seguir
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Heading 2 1 (2
Heading 3 1
Automatic Table 2
Table of Contents —
Heading 2 1
Heading 3 1
Manual Table
Table of Contents
Type chapter title (level 1) 1
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Type chapter ke (RVET 3P i e
Tvne chander fitle {level 1N 4 v
nsert Table of Contents...
N Remove Table of Confents
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Formatar Sumario

Diferente de configurar os titulos no texto

Vai dar a formatacéao final do Sumario
guando ele for inserido no texto

Clicar em “Modificar”
Escolher o Titulo a ser modificado

Modificar o que for necessario: fonte,
recuos, espacamento etc.

Proceder igualmente para cada Titulo
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Show levels: |3
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Formatar Titulo 1

B == ] B = ] B == ] ez = ] o= ]
Style C2 ) Mol EE=]
Properties
Flease select the appropriate style for your index or table Jame: roct
entry -
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- - Paragraph...
TIMES NEW ROMAN | o T#/ TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT
Tabs...
Font: Bold, Al caps, Line spacing: 1,5 lines, Tab stops: Border... uNnugmlls Fhun“zswrgalastsyﬁpswl;:s am, Right,Leader: .., Style: Automatically update, Hide unti
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Formatar Fonte e Espacamento
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Font L% |5  Paragraph (5]
Font | Character Spacing Indents and Spacng | Line and Page Breaks |
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Font: Font style: Size: Alignment: Left
Times New Roman Bold 12 Outline level: | Body Text [~]
Indentation
Left: 0cm = Spedial: By:
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Font color: Underline style:
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Effects Spacing
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Superscript Emboss Hidden
oerserp = H 7] Don't add spage between paragraphs of the same style
[ Subscript [T Engrave
Preview

TIMES NEW ROMAN

This is a TrueType font. This font will be used on both printer and screen,

Preview
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Notas de Rodape

Referénuas dos apuds

Explicacéo especial de assuntos
Transcricao de textos na lingua original
Informacgoes de canais informais
Numeradas em ordem crescente

Usar s se necessario

Usar o menu “Inserir”, “Referéncias” e
“Notas” (figura a seguir) no local do texto
onde havera a explicacao

Profa. Dr2. Sonia V. W. B. de Oliveira 19
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Notas de Rodapée

25 ] p——cs-2 25 ] o2 ] b 22
H L B _..7 _1 am- _4; A Document2 - Microsoft Worc

]
/ Home Insert Page Layout References Mailings Review View Developer Add-Ins

= _1|-Add Text ~ Uiy Insert Endnote ﬁ C’AjManage Sources ﬂ _1 Insert Table of Figures
= 2 Update Table Ag Mext Footnote — —‘/ gy Style: |APA
Table of Insert Insert Insert
Contents = Footnote Citation - [ Bibliography ~ Caption 'f] Cross-reference
Table of Contents Footnotes {F Citations & Bibliography Captions
I+ 2 ' | ‘| Insert Footnote (Alt+Cirl=F) s

Add a footnote to the document,
Footnotes are automatically
renumbered as you move text
around the document.

(@) Press F1 for more help.
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Insercédo de Férmulas

EE 1]

* Ir no menu “Inserir’, “Objeto”, “Microsoft

Equation 3.0”:

Criat novo | Criar do arquiva I

Tipo de objeto:

Gréfico do Microsoft Graph :I
Imagem de bitmap
Imagem do Microsoft Word
iMicrosoft Equation 3.0
Pacote

Planilha do Microsoft Excel ™ Exibir coma icone

RegiizCtrl
Seqléncia MIDI LI

Resulkado

v, Insere um novo objeto de Microsoft Equation 3.0 no
seu documenta,

xJ

Cancelr_|

Insercao de Formulas

» Usar a barra de ferramentas e o campo:

Equacao

x|

cz= | jap [ #5280 |22l va|enc|del | Awl |[a0®

B 248 |80 Sz | Do = |00 | m

- E lo:
" QKSR
n
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Insercédo de Férmulas

B == ] <z ] B o= =z = o= ]
D HY9-cE0@T-Q )+ =
= e, e .
j j = j ol B ﬂ >j i.il C) j J j EVE J J 4 Soraein L Q)
a Smarta ooks i Qui orop o [Faustion| symbot
ges || Tables m ns limks Hea. - =
‘‘‘‘‘‘ X |:
Grar=) ()
&
Expa um
(=142 420 ;D +
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Rota(;ao de paglna

» Possivel para inserir ilustracdo como
“‘Paisagem”

* Iniciar com uma “Quebra de Secao”
» Configurar pagina como “Paisagem”
* Inserir a ilustragao

» Fazer outra quebra de secéo e configurar
a proxima pagina em “Retrato”
 Verificar a numeracgao das paginas!

Profa. Dr2. Sonia V. W. B. de Oliveira
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Renumeracao de Paginas

N\ 0. 0.5 () AL TE-(A) * Modelo pora fazer frente e verso.doc [Compatiblity Mode] - Microsoft . | Heades & Faster Tools -
e mn mom oo O R ke WD GTOETR ARRNRD Design

2E R EE e [ r—" Ditterent First Page e e
| = | S =i Bkl 8, Next Section Different Odd & Even Pages || (&) Footer from Bottom: 1,25 em =
Header Footer Page || Date Quick Picure Cilp Gato Clase Header
e Fogter i sk i e, @Rk te Previous] || [9) Show Document Text 2 insert Algnment Tab o o
Header & Faoter Insert Navigation Optians Postian Claze
R R SRR SRR R s P SN RN S RN TN TSR N IR N T NN TR NN CRMNN"

0 Page Footer St 1- |

- vt Sen I TIC A EMPRESARIAL Sa i e |
i 1. CONCEITO GERAL DE ETICA

. Conteudo:
Page: 4039 | Wordsi 14124 | <5 Portuguese (Brazil | 7] | I o101

Prof2. Dr2. Sonia V. W. B. de Oliveira 25

Renumeracao de Paginas

el - 5 (0 T0- (& )% Modelo para fazer frente e verso.doc [Compatibility Mode] - Microsoft .. | Header & Footer Taols
Mome  Insert  Pagelayout  References  Mailings  Review  View  Developer  Adddns Design
3 3 m = [ B ][] S Froviows secton || 1 itferent Fst Page [+ Header fram Top: 1,28 em 2 a
=] e | =0 =) L] (5T} Mext Sectian ] Different Odd & Even Pages || [ Footer from Battam: 1,25 cm 3
a ac Clase Header

age Date  Quick Ficturs  Clip
b art

[B] Show Decument Text 5 Insert Alignment Tab s
options Postion

1 Page

) [
) | Page Margins

G the format of page
ring used in the header or

s W e B T T T TOA. EMPRESARTAL
A 1. CONCEITO GERAL DE ETICA

B Conteado:
Pageid of 39 | Weordsil | o5 Portuguess (Brazi) | (] | ==
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Renumeracao de Paginas

Page Mumber Farmat =
Mumber format: EE_El
[ Indude chapter number

Page numbering
@ Continue from previous section >

*) Startat: | e

-

0K ] I Cancel
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Controlar alteracoes

Ideal quando varias pessoas fazem correcoes
em um mesmo texto

Ir no menu “Ferramentas” e “Controlar
Alteracdes”

Para ocultar: “Exibir” e “Marcacao”

Aceitar as alteracdes quando corrigidas

Prof. Dr2. Sonia V. W. B. de Oliveira 28
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Controlar alteracoes

25 ] p——cs-2 25 ] =2 b 22
H9-da=Qm-A - Document? - Microsoft Word Table Tools
Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout

&Translation ScreenTip = & Final Showing Markup -
] L =

“‘}SetLanguage j Show Markup ~

spelling & Research Thesaurus T oo MNew  Delete et ||[7 Track |Balloons
Grammar iz3] Word Count Comment Changes~| -~ i Reviewing Pane -
Prosfing Comments 5] Track Changes
DR T RO W R RO RO R R Change Tracking Options... -
- Change User Name...
[

=] -+ ocument? - Microsoft Word Table Tools
Enﬂ H9o-oz040 D Microsoft Word
/ Home Insert Page Layout References Mailings Review View Develope! Add-Ins Design Layout
{? _ [ Transiation screenip - _J 3 _J 2y nat showng arkup | [ S previous j
“< @ setlanguage _1 Show Markup = = = —
s Gte e || New Delete Pre t Tk sl now 5
,,,,,, 23] Word Count @mm Changes "* & Reviewing Pane *
Proofing Comments Tracking
T RO RO RO R RN IR SRR AT R R DR
Click the arrow to accey an,
«changes at ance.
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Dividir janela

Divide o texto em duas partes na tela

Otimo para ver partes distintas do texto,
como o referencial teorico e as referéncias
bibliograficas

Ir no menu “Janela” e “Dividir”

Para remover: ir em “Janela” e “Remover
divisao”

Prof. Dr2. Sonia V. W. B. de Oliveira 30
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(L EMCICAEE ACRL

N e

= ot
New  Amange Remove

(S Page Width || window Al Spit | 4

Zoom Window
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Inserir Simbolos

» Para inserir sinais do tipo =, #, %, < etc.
* Irno menu “Inserir’ e “Simbolos”

» Escolher o simbolo e clicar em “Inserir” e “Fechar”
BSimbolo x|

Simbolas | Caracteres especiais |

i Fonke: [testonomal) ¥ Sgbcun]untu:lm
I TEs]l&l (D I+ T-] 17 4
0123456789:;<.H>?
@A|B|C|D|IE|F|G|H|I|J|K/LM|N|O
PlQR[S|T|U[VIWX|YZ[[[\[]]"]_
Simholos usadas recentemente:
[=["lefe - [plz] [e[t]¥[c]®[r]+]]
EQUALS SIGN Codign do caractere: 0030 de: [Uricode (hex) =l
AikaCarregia... | Tecladsatalha... | Tecla de atahe:

R 32
r)
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(L ERCIEINETE A1) Document

Home | Inset | Pagelayout  References  Mailings  Review  View  Developer

FNHDHBED DM @ b

e || Table | Picure Clip Shapes SmartArt Chart || Hyperlink Bookmark Cr
Page. B Art

Breal
Pages Tables i Links

3002 23 e

; Symbol

| Symbols | Spadal Characters.

. Eont: | (normal text) [=] subset: [arabic presentation Forms-8 [=] @ Press P for more help.
Llelele|=]t e B =]l i]i]a]s]5 "
ANERBNNEERRNARRE
_A\n‘\.A.@JJLg‘Jé“;JJY)S
SFEIRIE £

Recently used symbols:
= |z[+[z[#] €] £[¥|o]@m=] <] [w]u]
ARABIC LETTER GHAIN INITIAL FORM  Character code: [FECF from: Unicode (hex) [ =]

AutoComect... | | Shortautkey... | shortoutkey: FECF, Alt+x

£
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Contar Palavras etc.

* |deal para contar as palavras do Resumo e de artigos
» Selecionar o trecho e ir em “Ferramentas” e “Contar

ZElECE x|

Estatisticas:
Paginas 1
Palavras 22
Caracteres (sem espagos) 164
Caracteres (com espacos) 180
Paragrafos g
Linhas g

[ Incluir notas de rodapé & notas de Fim

Mostrar Eerramentas Fechar =

Prof2. Sonia Valle Walter Borges de

Oliveira
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Contar Palavras etc.

B == ] B = ] B == ] ez = ] o= ]
Ed2-CS0un-3 ) De
¥ |
Hame Insert Page Layout References Mailings Review View Devel

g u’i Eu a:&) 2, Translation SereenTip - |_] _J __J ..z_él

@ Set Language

Spelling & Research Thesaurus Translate | .. Mew Delete Previous Mext
Grammar 23] Word Count Comment
Proofing Comments

212 0 11 Word Count p 4

Find out the number of words,
characters, paragraphs, and lines
inthe document.

You can also find the word count
in the status bar at the bottom of
the window.

S0 g
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Contar Palavras etc.
B2 B2 ] B =22 ] -2 ] =2
Word Count @
Statistics:
Pages 38
Words 14,124
Characters {no spaces) 78.318
Characters (with spaces) 92.172
Paragraphs 533
Lines 1.635
Indude textboxes, footnotes and endnotes
36
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Contar palavras do texto inteiro

EH9-vEDan-Q ) Modelo para fazer frente e verso.doc [Compatibility Mode] - Microsoft Word - =
i)
Home  Inset  Pagelyout  References  Msilngs | Review | View  Developer  Addins

el e el o el e [E B | v e S T B N

8 settanguage 12 Show Markup -

Spelling & Research Thesaurus Translate g New Delete Frevious Nedt | Track Balloons Accept Reject 9% Next Compare Show Source | Protect
Grammar i3 Word Count. Comment Changes~ - 3 Reviewing Pane * - - - Documents - || Document:
Proofing Comments Tracking Changes Compare Protect
T S R W SR SR S S A AR AN SN RN AR (R - KN - KA AN CRMMR 1
= 1

[ETICA EMPRESARIAL
Autora: Sonia Valle Walter Borges de Oliveira
APRESENTACAO DA DISCIPLINA

A ética empresarial vem sendo cada vez mais questionada e exigida pela sociedade.
Atitudes que ndo estejam de acordo com os valores considerados éticos ndo sio mais
aceitaveis por clientes e demais envolvidos com as organizagdes. Cabe a mesma consideragio
em relagdo a produtos e servigos.

As empresas estdo tendo que rever procedimentos, em vista de sua sobrevivéncia.
Nesse contexto, aspectos de sustentabilidade empresarial precisam ser valorizados. Entram ai
os valores morais, que sustentam as areas econdmica, social e ambiental das empresas.

Ao longo da disciplina vocé terd a definicdo de diversos conceitos ligados a ética

Pagfe: 1 0138 | Words: 14124 | & Portdguese (Brazi) =]

Contar palavras do texto inteiro

e B
HB9w-vZ0@mT- g+

Home  Inset  Pagelayout  References  Mailings | Review | View  Developer  Adddns
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