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Pan ca Traberama

TaGena Moxe Aa ce KOPUCTH 3a TPYIUCAkhEe U OPraHU30Bamke HH(OpMAIHja y JOKYMEHTY Y
caxeT W jociienaH ¢opmar Koju je jeIHOCTaBaH 3a yuTame. [lomohy Tabema mHpopmanuje ce
Opranusyjy mo peaoBuMmMa u KosnoHama. Ilpecek pema u kojoHe HasuBa ce hemmja. Moxe ce
HaIlpaBUTHU paBHOMEpHa Tabena ca hemujama paBHOMEpHE BETWYMHE WJIM Jla C€ HaIlpTa HaMEHCKa
tabena ca henujama pa3nuuuTe BeIMYMHE, Kao U Ja ce HampaBu Tabena ox nmoctojeher tekcra. Kama
ce HampaBu Tabenma y henmje Mory ma ce yHoce TekcT, OpojeBu wunu rpaduka. Jla Om ce
KOPUCHHUIIMMA MOMOTJIO Ja MpoTyMade uHpopMmaryje y tabenu, MOTy Ja ce ypeae WId COPTHPajy
nH(popMaIrje JOTHIHUM PEIOCIICIOM.

[TomrTo ce HampaBu Tabena MOXE Ja Ce MPOMEHU BeIMYMHA Talene WM TNOjeIMHAYHHUX
KoJIoHa W penoBa. Takohe mory nma ce ymehy m Opumry komoHe u penosu. Jla 6m Tabema Ouma
BU3YEITHO J0mnaa/buBa Moryhe je opMaTupaTH TEKCT U J0JaTH UBHUYHE JIMHHU]E U CEHUCHE Y LIETy
Tabeny WiIu HEKH HEH J1e0.

IIpencraB/bame TekcTa y Tad€IN

Jla 6u ce y MOKyYMEHT Jojajia jenHocTaBHa Tabena Tpeba ynmorpedutu myrme Insert Table

i
(™) ca nanere anarku Insert, a 3aTumM W3 MEHHWja KOju ce TOjaBJbyje M3abpatu Opoj peaoBa u
KOJIOHA KOJU C€ JKeIH. AKO JKEIMMO OJPEIUTH BEIMYUHY Talerne, 3ajeJHO ca APYrUM OMIHMjaMa, Kao
mTo je (opmaTupame Tabene, Tpeba kopuctutu kKomaHay Insert Table w3 magajyher menwmja.
TaGena Moxe a ce HalmpaBH U MIPETBapamEeM 1octojeher, OOM4YHOT TeKCTa, y Taleiny.

Kana ce nampaBu Tabena, ynmucyjy ce TeKCT Ui OpojeBu y henuje, ucro kaga 6u ce mucao
macyc, caMo IITO ce y Tabenu Tayka yMeTama MpeMelITa U3 jenHe henuje y apyry npUTHCKAmbEeM
tactepa Tab. [Topen tacrepa Tab, 3a npememrame U3 jeqHe y apyry hemujy mory ma ce Kopucre
KypCOPCKHM TacTepH WJIM Moka3uBau muima. Kpajma jeBa henmja y HEeKoM peay cMmarpa ce MpBOM
hemmjom Tor pena. IlpBu pen Tabene mojecan je 3a HACIOBE KOJIOHA, JOK j€ Kpajia JieBa KOJIOHA
NoJIeCHa 3a Harmuce peroBa. HakoH kpeupama Tabene Moxe ce MOAU(PHKOBATH HEHAa CTPYKTypa
yMETamEeM U OpHrcameM KOJIOHA M peloBa. AKO ce Tauka yMeTama MOCTaBU Y Kpajiby JAecHy hennjy
nocieamer pena y tabenu, npTiuckoM Ha tactep Tab Moske Op30 1a ce 1oaa jour jenaH pen Ha JHO
tabene. Moxe nma ce kopuctu u meHu Table pamu ymerama, Opucama M HCTULAKa PEIOBa U
KOJIOHA.

AKO KeIMMO YMETHYTH peJ UM KOJIOHY, TpeOa MOCTaBUTH MOKAa3MBay y pell WM KOJIOHY Ha
MECTO Ha KOME €€ JKEJIM U3BPLUIMTU yMETamke U MPUTHUCHYTH TacTep MHUIIA Jja OU ce MoCcTaBUIIa Tauka
yMeTama, ayroMarcku ce orsapa MeHu Table Tools u OGuhe akTHBaH yBek Kaja je Tauka yMeTamba
WM y Tabeu WU je 03Ha4YeH HEeKH Jieo Tabene (Bpcra, kosoHa). M3 menuja Table Tools nzabparu
onuujy Layout, a 3atum u3 menuja Rows & Columns uzabpatu Rows Above, Rows Below,
Columns to the Right niu Columns to the Left. Ako ce u3abepe BuIe peroBa WIM KOJOHA U
3atuM ynotpebu jenHa ox komannu Insert, Word tabGenu nomaje m3abpanu Opoj penoBa HIH
KOJIOHA.

Axo ce xenu Op30 MojemIaBame BeluurMHaA Tabene Tpeba MOCTaBUTH TOKa3MBay Ha by,
NPUTHCHYTH TaCTEp MMIIA U 3aTUM noByhm pyuuny 3a ncruname () xoja ce nojaBmbyje y nomem
JIECHOM YTy Tabere.
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VY Tabenu Mory aa ce crajajy henmje na 6u ce HampaBmiie henuje paznuuute BennunHe. Ha
pUMep, aKo JKEeTUMO Jla C€ HACIOB HaJla3W y MPBOM peay Tabelie, MOTy Ce CIIOjUTH CBe henmuje y
TOM pely W HalpaBUTHU jeaHa henrja Koja ce mpyxka [ejloM mupuHoMm Tadene. hennjy je moryhe
MOJICTINTH Ha Mamke henurje, OAHOCHO Ha ojapeheHu Opoj peaoBa M KOJOoHA. 3a Crajamke WK JeJbCHhe
hemnja ce kopucre xomangae Merge Cells u Split Cells u3 menuja Table Tools/Layout. Axo
KEIUMO J1a MemaMo Tabeny Moxaa he OMTH HEONXOMHO Jla ce MCTaKHY Iena Tabena win onpeherHun
penoBu, OAHOCHO KosoHe. Y cienchoj Tabenu je 00janmeHo Kako ce UCTUYE J1e0 Taberne Wiy 1ena
tabena.

Harnamasame IHocrynmak

[Mputucaytn nyrme Select Table (#)) y ropmem neBoM yriay mpBe

Tabene henwuje y Tabenn.

3a ucTUlakbe KOJOHE TMOCTABUTU IOKa3WBad Ha TOPHY JIMHU]Y TPBE
henuje y KOJOHM M Kaja MOKa3WBay IOCTaHE CTpeNuila YyCMEpeHa Ha
Konone nnu pena 70JI€ NPUTHCHYTH TacTep MHINA. 3a HCTULAKE pela IOCTaBUTHU
MoKa3uBau JeBO OJ INpBe henuje y peAy M Kaja MOKa3WBay MOCTaHE
CTpeJHIla YCMEPEHA Ha IECHO IPUTUCHYTH TaCTEP MUILIA.

[TocTaBuTH MOKa3WBau Ha To4YeTak henmuje W Kaja MOCTaHE CTpeUIla

henwnje
IIPUTUCHYTH TAacTEp MuUllIa

[TocTaButn mokazuBau y mpBy henujy, a 3aTtuMm, apxkehn mpuTHCHYT
Bume henmja tactep Shift, mputckatu Tactep 1 wim — na 6u ce uzabpane henuje y
KOJIOHH WJIH PEy

JlokymMeHT Mopa na ce Hayia3u y npukaszy Print Layout ma Ou mMornm ga ce KOpUCTE AyrMe
Select Table u pyunna 3a uctuname.

Axo Tpeba mpeMecTUTH Tabeny y JOKyMeHTy, Tpeba mputucHytH ayrme Select Table u
npeByhu Tabeny Ha HEKO APYro MECTO y JOKYMEHTY. 3a IpeMellTame Tabese MOTy a ce KOPUCTE U
nyrman Cut u Paste Ha nanern anatku Home. Kaga ce ynume Texer y Tabeny nadopmaimje Mory
na ce coptupajy no pacryhem unum onanajyhem penocneny kopuirhemem koManae Sort U3 MeHuja
Layout/Data. Ha mpumep, ako mmMaMo Tabelly ca HacjloBMMa KOJIOHA 3a HMMe, aapecy W Opoj
TenedoHa Tabena MoXke Ja ce copTHpa Mo abeleaHOM peaocieay Mo MMEeHHMa ocoba na Ou ce
MOIAIM KOjU C€ OJTHOCE Ha HEKY 0CO0Y JIaKIe MPOHAILIN y TaOCIH.

Insert Table @@

[Tpumep 3a BexOy: blo e
1. Ha nmaneru anarku Office nputrcnytn nyrme New. Number of columns: |8 :
2. Ilputnckom Ha TacTep | MOCTABUTU TAYKy yMETama y Mpa3aH | Mumber of rows: z :
pen wucnon pedyeHunie MoJuMO Bac [a TOMYHHUTE OBAj | Adkofi behavior
06pa3au. (&) Fixed column width: | Auto &

3. V¥V wmenujy Table mocraButu mokasuBau Ha Insert, a 3atum O Autofit to contents
uzabparu Table. TlojaBbyje ce okBup 3a aujasor Insert | O AutsFittapindow
Table. [Tocraparu ce na ce y nojby Number of columns Bugu
5, HAaKOH TOra MPUTUCKAKEM JIEBUM TacTEpOM MHMILNA Ha
HaBuuie ycmepeny ctpenuily Number of Rows ce nocraparu
Jla y OBOM IOJbY Takole CTOju 5, a Ha Kpajy NPUTHCHYTH
nyrme OK.

[] Remember dimensions For new tables

I oK ] [ Cancel
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4. TlojaBipyje ce mpa3Ha Tabena ca MeT KOJOHA U MET peaoBa. Tauka ymMeTama Ce MojaBJbyje y
npBoj henuju.

5. TlocraBuTH MOKa3WBa4 Ha IOJbE 33 MCTUIAKE JICBO OJ MPBOT pela, a 3aTHM NPUTHCHYTH
TacTep MUIIa qa Ou ce UCTaKao Taj pel.

6. U3 menunja Layout nzabpatu Merge Cells na 6u ce henuje y mpBom peny Crojuie y jeaHy

henujy.
7. Ymucatu Obpaszay 3a nopyuusarse kanyenapujckoe mamepujana. OBaj TEKCT Ce M0jaBJbYje Yy
IIPBOM pENy.
I@ Pravljenje_tabele.docx - Microsoft Word - 7 X
= Home | Insert Page Layout References Mailings Review  View @
> =] _ El=l = EL =h ks A A= [&signature Line -
55 D B2l @ 2 900 EE4 s T
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop Equation Symbol
Page- Page Break - Art - - - Number~ | Box- Pats~ ~ Cap~ " Object - ~ -
Pages Tables Illustrations Links Header & Foater Text Symbols |
FEROETLS: J
- MoJIHMO Bac 12 TOMYHHTE oBaj oGpazan
O0pasall 3a IOPY1HBa e KAaHIETaPHjCKOT MaTepHjaIa
B BpojcTpane OmHe KomariHHa IleHa o jen. VKYIHO

KOIHYHHE
3 DacuHEIa 3 60 180

H3HOC Nefle NOpYUGHHe

JonaTH HaKHaIy 3@ OTIIPEMar:e H MaHHITY.THCAIbe
JonaTH HaKHaIy 3@ yCIYTY HCOOpYIHBamha
VYEyIaH HIHOC

OTnpeMame H MAHHITYIHCAILE Haxxana

10 150 naH 40 nHH
B 01150 8= 10 300 IHE 50 aHE
B 01300 1HH 10 500 IHH 75 nun
N 01500 1uH 10 750 IHE 110 zuH
7 01750 nua 1o 1000 1HH 135 ouH
; m3gam 1000 qan 160 guH
- Yeayra nenopyinaBama
° 270 3 naHa 10 oo
- HapenHu nan 20 nuH
? CyGota 15 num

CmandapoHa ucnopyxkaje 3a 5 00 7 nociogHux oana

8. TlocraBuTH moka3wBad y NpBY hemujy Ipyror peia ¥ MPUTHCHYTH TacTep MHIA, a 3aTUM
ynucatu bpoj cmpane.

9. Ilputucuyru Tab u ynucatu Onuc, nputucHytu Tab u ynucatu Koruuuna, NIpUTUCHYTH
Tab u ymucatu [lena no jeo. xon., nputucHytu Tab u ynucatu Vkynwo m Ha Kpajy
nputucHytu Tab na Ou ce Tauka ymerama npemectuna y npBy henujy cineneher pena.

10. Yniucatu 3, nputucHytu Tab u ynucatu @acyuxkna, nputucaytu Tab u ymucatu 3,
nputucaytu Tab u ynucaru 60, nputucuytu Tab u ynucaru /80. OBaj TeKCT ce mojaBibyje
y Tpehem peny.

11. IlocTaBuTH MOKa3WBay y MOJAPYYje 3a MCTHLAKE JIEBO OJl YETBPTOI peda U HMPUTHUCHYTH
TacTep MHUINA, a 3aTUM MOBYhM TOKa3MBay Ha Joje ga Ou Ouiia MCTaKkHyTa JBa TOCIEImba
pena.

12. V menujy Table nmocraButu nokazuau Ha Insert, a 3atum m3abpatu Rows Bellow na Ou
Owna moxara jomr nBa pena y Tabemy. OBa 1Ba pela ce IMojaBJbyjy HCIOJ JBa MCTaKHYTa
pena.
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13. ¥V nocneamem peay NPUTHUCHYTH MHILEM Y TpBY henujy, a 3aTum Jip>kehul IPUTUCHYT TacTep
Shift yeTupu myra npUTHCHYTH TacTep — Aa OU Ce HCTaKIIe IpBe YeTHpH hemuje y peny.
14. 13 menuja Table nuzabpatu Merge Cells na 6u ucrakayre henuje Ouse crojeHe.
15. Youcatu Hsznoc yene nopyudbune, a 3aTuM aBa myta nputucHytu tactep Tab. Ha nHo Tabene
ce nojaaje HoBH pell. HoBu pen mMa HCTy CTPYKTYpPY Kao MPETXOTHH.
16. Ynucatu /Jooamu nakuady 3a omnpemarse U MAHUNYIUCArbe U 3aTUM JIBA TIyTa IPUTUCHYTH
tactep Tab na 6u ce momao HOBU pe.
Yuucatu JJooamu Haknaoy 3a yciyey uchopy4uearsa U 3aTuM
nBa myTa nputucHyTH Tactep Tab ga Ou ce 10120 HOBH pe. T
18. Ynucatu Vxynan uznoc. Humber of columns: |5 E:
19.V macycuma wucnop Tabene HUCTaKHYTH OJOK TeKCTa KOjH
nounme ca OTnpemMame 1 MAHUILYJIMCAKb€, A 3aBPIIIABA CE CA | AutoFi behavior
160 JUH. (%) Fixed colurmn width: — |Auto
20. Y wmenwnjy Insert/Table mocraButu mokasuBau Ha Convert @ T EE A
Text to Table. [TojaBibyje ce OKBUP 3a IHjAIOT &R s
21. TlocTapaTu ce n1a ce y nojby Number of columns Bum 2, a Segr:te o o
3atuM nputucHyTH 1yrmMe OK. MctakHyTH TEKCT ce 0jaBibyje @;Zgrap ° OQ:,?BTS
y Tabenu ca JBe KOJIOHE U Ce/1aM peloBa.
[TocraBuTn moka3uBad y Tabeny W MPUTUCHYTU TACTEp MHUIIA
Ja Ou ce TOHUIITHIO WCTUIalke henuja, 3aTUM TOCTaBUTH
IIOKa3MBa4 Ha JIECHY UBUILy Tabene M 3aJp>KaTH Ia JIOK C€ HE MPOMEHHU y XOPU3OHTAJIHY

17

4 ¥

I 0K l [ Cancel ]

22

JIIBOCMEPHY CTPEIULY (_'*I*), ¥ Ha Kpajy JBa MyTa y3acTOMHO MPUTUCHYTH TaCTEPOM MHIIA Ja
Ou ce BemuMuMHA Tabeye Tojecuia mpemMa MUpUHU Tekcra y hemuju. [lomeputn canpxaj
HaJIoJIe, a 3aTUM TIIOCTaBUTH TIOKa3MBay Ha OWJIO Koje MecTo y Tabenu Yciayra
HCIOPYYHMBaM-a U MPUTCKOM MUIIIA OAPEIUTH MOJI0XKA] TAUKE YMETamba.

23. O3Ha4YUTH CBE OCUM IIPBE BPCTE.

24. M o Table Tools/Layout/Data

uzabparu Sort. IlojaBibyje ce OKBHUP | soty

3a ,HI/I_] ajor SOl‘t Yenyravcnopydneaa v | Type: +| O ascending
1 i (%) Descending
25. U3 onmuje Sort by u3zabpatu Column Using: |Paragraphs 3
2 Then by
, . . V| Type: |Text w | (& fscending
26‘ H3a6paTH OHHHJy Descendlng W () Descending

Using: |Paragraphs
(omanmajyhu penocinen) Type |ienn
Numbered u mocraparu ce na y aemny
My list has Oyne m3abpana ommuja [
Header row (pen ca HacioBom) u Ha | "=
. (%) Header row () Mo headsr row
kpajy nputucHytu OK.
Hpxatn nputucHyro nyrme Select
Table (%) y ropmem jeBOM yriy
tabese Yeayra ucnopyuuBama aa 6u ta rabena Ouiia UCTaKHYTA.
28. [ToByhu xoHTYpy OBe Tabeie HaBUIIE U JECHO oJ Tabene OTnpeMame 1 MAHUNYJIHCAH€
nopaBHaBajyhu noverak tadesne YeJayra ucnopy4ymBama ca oueTkom tadene OTnpemMame 1
MAaHHMIYJHCAK-€ KA0 U JIECHY cTapHy Talese Yciayra ucnopy4uBama ca JIeCHOM CTPaHOM
tabene OOpa3all 32 nopy4YnBame KaHIeJIapHjCKOT MaTepujaJja.
29. Kana tabema Yceayra ucnopyunBama Oyie TaUHO MOCTaBJbEHA, OTITYCTUTH TaCTEp MHUIIIA.
30. [TocraButn moka3zuBau Ha Taleny Yeayra MCHOPYYHMBaHK-a a 3aTUM PYUMIlYy 332 HCTHUIAHE
noByhu y TomHM JACCHHU yrao, OTHyImTajyhu tactep MuIla kaja Joma UBUIA Tabene Ycayra

Ok l [ Canicel

27
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Oyne

nopaBHarTa

ca

IOKOM HWBHUIIOM Tabele

MAaHHIYJHCAK€; TAKO Ce TIOPaBHABA]y OBE JBE Tabere.

OTnpemame u

@ Pravijenje_tabele_vi.docx - Microsoft Word - = x
[t p
Home | Inset  Pagelayout  References  Mailings  Review  View @
== 4 cut Times New R e -li . T % | @ Find -
,_!I ~y Copy tmes Hew Raman s | AaBbCcDc | AaBbCcDe AaBbCi AaBbCc Aalj AaBbCc. 1 Replace
E C - - ac
Paste = * Aa-|[®7- A - ; ; _ Change
S £ Formt Painter /B 7 U -bex x Aa |- A TNormal | 7 No Spaci.. Headingl  Heading 2 Title Subtitle = Sty\esg" s select -
Clipboard il Font e Paragraph e Styles El Editing
do vl - :
'1"'5"‘1""2".'3‘ I R I SR TR I AN VA R RN . KNI AR . S8 e

hlu.]mnosac-;la-non_vﬂnre-ona jrobpazany]

CmandapdHa-ucnopyraje-3a-5-00-7-nociognux-oana-v

- OGpazanzaTopydHBabe KaHIeIapHjCKOr MaTepHjaras 1

B Bpojcrpanec Omae-o KomsaHHao Iena-mo-jen.: VKYMHOO o

- KOTHIHHED

h 3z QacimKTac 3z 600 180% o

- o o o o o I

f:" o o o o o3 3

- H3HOC TeTe HopY IO HEES o 1
JoJaTHHaKHALY 3a-0 TIPeMakse H-MaHHITY THCa el o ]

- JloJaTHHaKHALY 38y CIyTY HCIOPY IHBAmb ™ o r

o VYEVIIaHHIHOC o [

M hil

. Ll #

; OTnpeMame H-MaHHNYIHcame| Hakmanadu YeayraHenopyTHBama o

- Jo-150-gamas 40-guHT |0

; 01150 -78H-10-300-THE= S0 THES |o Hapenmenan 20-mmmn

- 01-300-1HH-10-500-THHT 75 IHHT |0 Cybotac 15mmac ¢

o 01-500-nHE-10-750-THHT 110 muH |

- 0x750-auH 101000 0HH 135 aHHC |10 2-10-3-paHa 10-auHD Jad

M H3Ha1000-gHHD 160 mHH |0

. T

4 1

31. YV mennjy Home u3abpatu Save As u y ¢onnepy Prezime brindeksa y nosbe File name
OKBHpa 3a aujanor Save As ynucatu Pravijenje tabele vI. HakoH Tora IpUTHCHYTH JTyrMe
Save.

32. Y npo3opy nokymenrta nputucHyTtu ayrme Close.

dopmaTHpame TeKCTa y Tadesu

Wsrnen Tekcra y Tabenu Moxke J1a ce modosblna popMaTupameM MOMONy TyrMaan Ha TaleTH
anmatk Home Ha ucTH HA4YMH Kao u nipu popmarupamy Omino Kor Tekcta y Word-oBoM JOKYMEHTY.
Takohe, moxxe na ce Qopmarupa CTpyKTypa Tabene J0JaBakbeéM HBUYHUX JIMHHja U CCHUCHA.
Jyrman Ha nanet anaTtkd Home cityxe 3a Memwame U3riiea u nopaBHame Tekcra y henuju. Jla 6u

'|)I/I

Shading (|ﬂ.') u3 menrja Home/Paragraph, xojom ce orBapa okBup 3a aujaior Borders mmm
Shading.

ce MmoauduKkoBanae UBHYHE JUHHU]e Tabene wim henuje Tpedba kopuctutu komanae Border (it

[Tpumep 3a BexOy:

1. Ha naneru anatku Office nputucuytu gyrme Open.
2. Otuhu o ponnepa Prezime brindeksa u otBoputu nokyment Pravljenje tabele v1.
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12.
13.
14.
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16.
17.
18.
19.
20.
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23.
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[TocTaBuTH MOKa3MBay Ha MOJPYYje 3a HCTHUIAEKE JIEBO OJ1 MPBOT pena y Tadenmu Oopa3ain 3a
NOPYy4YHBaKke KAaHIEJAPHjCKOI MaTepHjajia a 3aTUM NPUTHUCKOM MUILIEM MCTAaKHYTH IpPBU
pexn.

Ha nanern anatku Formatting npuTHCHYTH MHILIEM Ha HaHWXe ycMepeHy crpenuily Font, a
3atuM u3abpatu Arial. IlputucHytn Hanmwke ycMmepeny crpenuiy Font Size, a 3atum
u3abpatu 14. Ctun ¢onTa ce Mema y Arial, a BenmuunHa GonTa y 14 THIOrpadckux Tavaka.

Ha naneru anatku Font nputucuytu Hajupe nyrme Bold (B_), a satum ayrme Center (=).
TekcT ce mojaBibyje y cpenrHu hemnuje ca moaynpHUM CTHIIOM (opMaTHpama.

Jlok je mpBu pen y Ttabenu jomr u3abpaH, u3 MmeHuja Paragraph wuszabpatu Shading
MPUTHUCKOM Ha CTPEJIUIlY HaHHUXKE.

[TocraButn mokaszuBau Ha mosbe Ooje Light Green (mera omuuja ¢ JieBa) U MPUTUCHYTH
Tactep Muia, a 3atuM nputucHytn ayrme OK. Word nozgaje 3eeHo ceHuewme Ha M03aiuHy
IPBOT pefa.

Ucraknytu Tpehu pen Taberne.

Ha naneru anarku Font mputuchytu nyrme Italic (£ ) 1a 6u ucraknyTu TekcT 610 HCIHCAH
KYP3UBOM.
Ha nanern amarku Font mpuTHCHYTH MuUIlleM Ha HaHWke ycmepeHy crpenuny Font Color

(é ") a 3aTuM Ha manet 0oja u3aOpaTtu nosbe 60je Red (apyru ca neBe crpare) ma Ou
n3abpaHu TEKCT IMOCTAO0 IPBEH.

HcraknyTn mocnenma yeTupu pena tadbene OOpa3zan 3a mopy4ymBame KaHIEJIapHjCKOr
MarepujaJja.

Ha manern amatku Paragraph npurucmyrn gyrme Align Right (=). Word nopasmasa
TEKCT Y MOCIIeAba YeTUPHU pea Tabese Tyx JIeCHe MapriHe.

[TocTaBuTH MOKa3WBad Ha OWJIO KOje MecTo y Tabenn OTnpeMame M MaHUNMYJIUCAKE U
MPUTHCKOM TaCTEPOM MHIIIA TIOCTABUTHU TAUKy YMETamba.

V menujy Table Tools/Design/Table Styles knmukHyTH Ha CTpeIUIly HaHMKE, Ja C€ OTBOPE
cBe nonyhene onmyje. [lojaBibyje ce manera onuuja.

N3abpatu nmonyheny onuujy 4. ca neBa u 4. onosro. Tabena OTnpeMame 1 MAHUITYJIHCAH€
ayTOMAaTCKU MEHa U3TIIe].

O3HayuTH CBE OCUM IMPBOT pesia 'y Tabenu Yeayra Hcnopy4nBama.

13 menuja Table Tools/Layout/Alignment n3za6patu Align Center Left (=]).

O3HauuTH NpBU pef y Tabemu.

U3 menuja Table Tools/Layout/Alignment uzaGparu Align Center (=)).

O3HauuTH ey Tadeny.

YV mennjy Table Tools/Design/Draw Borders nzabparu nyHy nuHujy ne6spuHe 1 pt 60ja
iasa (blue, Tpeha ¢ necna)

[TpoMeHuTH CTHI JTUHUjEe M U3a0paTu JBOCTPYKY MBHUYHY (OCMa 07103ro) AeOsbuHe 72 pt.
—+ Borders -

Knuknytu Ha crpenuny ukone Borders ( ), K0ja ce Hajla3u oMax Iope] MeHHuja

ca nuHUjama. W3 manajyher Menuja nzaGparu Outside borders ([2 Outside Borders

VY mennjy File uzabparu Save As u y nosse File name oxBupa 3a nujanor Save As ynucatu
Praviljenje tabele v2. HakoH Tora NpUTUCHYTH TyrMe Save.

VY npo3opy nokymenta nputucHytu nyrme Close.
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@ Pravljenje_tabele_v1.docx - Microsoft Word Table Tools - 8 X
[t |
Home  Insert

Pagelayout  References  Mailings  Review  View | Design | (7]

a | $rshadingr | —— -
i Borders ~ 1 pt -

Header Row First Column

Total Row Last Column

Banded Rows Banded Columns
Table Style Options

2 Draw  Eraser
2 Pencalor  Tapie

Draw Borders il

_pma o jer. VEymIHO
- |frramEe
180
elle mopyLOHHe
MAaHHITY THCAEbE
ACIIOPYYHBaHa
VEyIaH H3HOC
Veayra Hemopy4HBaba
Hapennu nau 20 nHH
CyGota 15 nuH
2710 3 1aHA 10 nuH
-
[B8 Modify Table Style...
B Clear
8 New Table Style...
Pravljenje_tabele_v2.docx - Microsoft Word - X

_Jm Insert Page Layout References Mailings Review View @

Cut ! N || &8 Find -
I N T R e s AaBbC, Aapoce AAB aossce. - A | B
paste 7 Format Piter | T e %, X Al_”ay A ,|: |?1 Re A THormal | T MNoSpaci.. Headingl  Heading 2 Title subtitle gl';alz\s!lf‘ s Select -

Clipboard i Font = Paragraph e Styles =/ Editing

O R R I S I A IR I A A A I A A TR IS TR A - RN N AR " XIS RN IR o -

MoaHMo Bac Ja IONYHATe oBaj oGpasan

Bpoj crpane Ormmc Konmannaa Lena mo jex.
KOJTHYHHE
3 Pacyuria 3 60 180

VI3HoC Hene mopyuoHHe

JloJaTHHaKHaZy 3a OTIpeMarke H MaHHITy.THCAme
JoJaTHHaKHAIy 3a YoIyTy HCIOpPYIHBaka
YKyIaH H3IHOC

OTnpeMame H MaHHNyAHcamke | HakHaga

Yeayra HCIOpYYHBAILA

IDIEEET s

01150 auH no 300 quE . Hapensu nan 20 a0
7 Cydota 15 ouH

DS Ty

u3Hajg 1000 gHH 2710 3 1aHa 10 auu

CmandapoHa uchopyraje 3a 3 0o 7 nOCI06HUX OaHa
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Pax ca crynuuma. YMerame o0jexkara.

IIpeacraBbame TekcTa y CTYNIAMA

Kanga >xenuMo HampaBUTH OKYMEHT, Kao INTO je OWJITEH, CTYNUU Cy KOPUCTaH HAuuH
npeacraBbama nHpopManuja. Y Word-y crybarr je OJOK TEeKCTa KOjU MMa COIICTBEHE MapruHe.
JIOKyMEeHT MOXe Ja ce MOJeNM Ha JBa, TPU WIM BUIIE cTydama TekcTa. (AKO HE JKEIMMO Ja
JOKYMEHT JCIIMMO Ha BHIIE cTybama Moxe ce ¢dopmaTUpaTH Kao jelaH cryobar, a To je
MoJIpa3yMeBaHo cTame 3a cBaku Word-oB mokymeHt.) Kana ce HOKyMEeHT mojienu Ha CTYMIe, TEKCT
Te4e, OJTHOCHO HacTaBJbha Ce, ca JIHA JeAHOT CTYyIIa Ha BpX cieneher. AKo XeTuMo Jia CTyII Oyay
UCTE AY)XHHE, Tpeba YMETHYTH TPEJIOM U TaKO MPUHYIHM TeKCT na npehe Ha Bpx cieneher crymma.
Kana ce TekcT mpenomu y crymie, MOKe Ja Ce MPOMEHH HHXOBAa MIMPHHA. TEKCT y CTymiy ce
dbopmarupa kao mTo 60U ce hopMaTupao U OUIIO KOjU APYTH TEKCT.

[Tpumep 3a BexOy:

1. Ha maneru anatku Office mputucHytu nyrme Open.

2. Oruhu no ponnepa Prezime brindeksa u otBoputu noxkyment Dokument v3.

3. U3 menuja Page Layout/Page Setup muzabpatu Columns. [TojaBbyje ce OKBUp 3a IHjaior
Columns.

4. W3abpatu oniujy ca TpH CTYIIIA.

=
Home Insert

j B cotors -
— Fonts =

Th
T O] effects ~

Themes

[d2-604 -

Page Layout

Margins Orientation Size |Columns

References Mailings Review

=) Breaks -

L]

E K

£ Line Numbers ~

b Hyphenation - |
Page s G
One I

[
Two

Page Background

Dokument vd.daocx - Microsoft Word

View Add-Ins

B L Indent Spacing
Al @) ) |G .
EE Leftt Ocm

Watermark Page  Page | __ 1=
~  Colar~ Borders |2 Right: 0 cm o[ §= after 0pt

= :
- || y= Before: O pt

Paragraph

rg- T Y

oy ”

kA

st  Align Group Rotate

=
S

[V T R

Three

Left

ulh._ i

Right

£= | More Columns...

T3 o —rroraors
omepaTHBHI CHcTeM 7Y

T

OmnepaTHBHH: CHCTEM:- je-
CKYII' IPOTPAMCKHX- alara-
HaMeHCHHX: 3a
KOMYHHKAIH]y- H3Mehy-
xapisepa- H-  codTBepa.
xapasepa- M- JApyror
xapaeepa.. codIBepa H-
gpyror-  codreepa.:  bes
OIEpaTHEHOT CHCTeMa:
KOMILjyTep: ou-

CERaKH-IPo30p-TIPEACTARBA-
jedaH- HOKPEeHYTH: IporpaM:-

(mporpam- 3a-
KEIbHI'OBOJICTBO, * 3a-
EBHJICHIIHjY.. TporpaM- 3a-
uprame:  ...).- KopHCHHEK-

OIICPAaTHBHOT" CHCTEMA" HMa-
MOTyRHOCT* KpeTama: Kpo3:
OTBOPEHE- IPO30pe- H- paja-

y- HeKOM-  ompeheHoM:-
npo3opy- 0e3- moTpede 3a-
ramemeM: JpYTHX-
OTBOPEHHX- Ipo30pa.-

MarvhoneT. meTapnavraonT.

5. CenekroBartu 11€0 TeKCT y 1oKyMeHTY (Ctrl+A).

6. Ha manerm amatkm Home/Paragraph mputucaytun ayrme Justify (

OmepaTHEHH- CHCTEM- je-
CKYII- IIPOTPAMCKHX- ajlaTa:

HAMCHEHHX- 3a-
KOMYHHKAIIHjy-  H3Mely:
xapaBepa- H-  codTBepa.-
xapaBepa- H- JIpYTor-

xapigepa.-
Jpyror-
OIlepaTHBHOI

codrrepa: H-
codreepa.r bes
CHCTEMa-
KOMITjVTED- on-
TIPEACTABIBA0" CAMO- CKYIY-
MaImiHy- Koja- He: pad:
HHIITA.- HakoH- yBoljema-

ATTANATHDLONT: ~IICTAMA: Ta.

) ma Ou ce MOpaBHAO

TEKCT y CTyMNI[MMa, a 3aTUM MOCTAaBUTH MOKa3UBad OWJIO TN Y JTOKYMEHTY M MPUTHUCHYTH

TaCTCp MUIIA Ja Ou ce MOHMIITHIIO HCTUIAKkC TCKCTA.
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7. Ha XOpH30HTATHOM JICHUPY TOCTAaBUTH MOKa3uBa4y Ha wHAMKaTop Right Margin 3a npyru
cty6ar. [Toka3uBau Mema 00JIHK.

— Left Indent uaaukarop — Right Margin uaaukarop
,/ED Dokument_vd.docx - Microsoft Word - =7 X
L= Home | Insert Page Ljyout References Mailings Review  View AddIns (7]
s = o R [ ] B =L ELTNE S (A== A= (& signature Line ~
205 D@D Q@ % 5 930 RKI4EZT T Q
Cover Blank Page Table | Pifture Clip Shapes SmartArt Chart || Hyperlink Bookmark Cross-reference | Header Footer Page Teft Quick WordArt Drop Equation Symbaol
Page~ Page Break o Art - = Number~ | Boj~ PartsT - Cap~ ' Object ~ - -

Pages Tables THustrations Links Header & Footer Text Symbols
FERCREE
ERE E T S O 5 6 LAl in. EEE TS S T TS, | 1z I IR RN IR LIt O Tt [r_%‘

] .
= OIIEPATHBHII- ce OJBHja- Kpo3+ pal- ¢4 HAMEHEHHX 3a-

il CIIC TEh/_[' IIPO30PHMa. T KOMYHHKAIIH]Y- HE]\{E}]Y'
. \VINDOVVSﬂ CBaKH- TPO30p- MPEACTAaBGa: - oPABCPad  H codreepa,
= . jelAH' TIOKpEHYTH: mpOrpaM: Xapasepa-H-IPYTor-XapaBepa,
: q _f codrrepa 58 Jpyror
" U Rt codreepa.- be3- onepaTHBHOT
5 HIta-  je-  Windows: 3a- epugenumjy,- mporpam- 3a: ing iy

- o . CHCTeMa-  KOMILyTep- OH-
8 onmepaTHBHH cHcTeM?q nprame:  ...)..  KopHcHHK-

. MPEACTABBAD: €AMO* CKYIy:
i 1 ONEPATHEHOI CHCTEMa: IMA: - ' S

¥ OIlepaTHBHH- CHCTEM:- je- CKyI-  MOIVIHOCT- KpeTama: Kpo3: HH_[]I'[:)-[ # aJJ\‘O]-[- Bol?eamfhai-
& MPOTPAMCKHX- amaTa:  OTBOPEHe: IIPO30pe- H- pajma- y- : ¥

: . OIEpaTHBHOT- CHCTeMa- Ha:
i HaMemEeHHX- 3a- HEKOM- oipeleHOM: mpo3opy: G ol e
: KOMYHHKALH]y" mamely-  Oe3- moTpeler 3a- ramemeM: ( yyIep )ry yE

0 HHCTATHPATH): A3HH
z Xapaeepa- W codTRepa, IPYIHX: OTBOPEHHX- IIPO30pA. p

coTBepCKH- aaTH- Koju-hie- y-

Xap/Bepa-H-Apyror-xapasepa,r MorylHOCT-  HCTOBPEMEHOT: e i e osmand
codpreepa: u fytor  [RdA § RO GEHPCETR mecons o KOMTIjyTEpOM-
cogTeepa.- bes: ONEPAaTHEHOI-  TPO30pA-  je  jomr  jefHa: H3BPIIABATH Pa3He- IOCTIOBE:
CHCTEMA'  KOMIjyTep- OH'  KapaKTCPHCTHKA: (EBPII],aemlH'a .P aRJbarbe:
IIPEICTABEA0: CAMO- CKyIy- ONEpaTHBHOI- cHCTeMa - % ynguecmm-
MAIIHHY Koja- He pamm  (cHrTeckm-multitasking).| KOMij’IepCKE-mp? N :
HHITA.- HakoH: ohema- i
OIlepaTHBHOT- CHCTey]:a?j i CIIEMEHTI V- TaHAlIbE: BPEME: jefiaH: Ol
; P Windows- ONEPATHBHOT-  Haj3aCTyIUbEHH]HX-
FOMIyIe] MOLy: 08" JRECT  oporenal OLCPATHBHHX- CHCTeMa je-
(MHCTATHpATH): pazHH- Wind ;

A amamrr seain Fas PamHa- TIORNITIHHA HCOWS

Page:1of2 | Words:483 | ¢ Serbian (Cyrillic, Serbia)

'3_'4’] Dokument_v4.docx - ...

[IputucHyTH TacTep MHIIa U MOBYhH MOKa3uBadeM 3a MPUOIMKHO 2 mm a 3aTUM OTITYCTUTH

TacTep MHUIIA Ja OW ce MpoMeHWsIa mmpuHa crybama. [loBmademeM MoKa3HWBaya YAECHO
cMamYyje ce pa3Mak usmMehy crybara.

9.
MHUIIIA.

[TocraBuTH TOKa3WBay y Mmacyc KOju MOuYWe ca PagHa MOBPUIMHA TIPUTHUCHYTH TacTep

10. ITopyhu mapkep Left Indent na nemupy 3a oko 0,4 cm ynmecHo. CBU peqoBH TEKCTa y
nacycy cy yBY4€HHU.

11. IloctaBuTn mokKa3uBad OWiIO TA€ y macyc Koju mounme ca CBakH NMpo30p, a 3aTuM
nputucHytH Tactep F4 na Ou ce ucto popMaTupame IPUMEHHUIIO U HA OBaj Macyc.

12. TloctaBuTH TIOKa3WBay JICBO OJ] TEKCTa Y JaHAllllb€ BpeMe KOJUM IMOYHILE JAPYTH Macyc
NPUTUCHYTH TacTep MUIIA Ja O ce OApeano MOJI0Ka] TaUuKe yMeTama.

13. 13 mennja Page Layout/Page Setup n3abparu Breaks ma 6u ce oTBOprHo OKBHp 3a JHjajior,
3atuM notBpauTu oniyjy Column. Tekcr ce cana mnojaBsbyje Ha MOYETKY cieneher crymma
jep je nepuHuCcaH MPeoM CTYMIIA.

Crpana 10/19

1. 10.2012.



OCHOBHU UH®OPMAIIMOHUX U KOMYHUKAIIMOHUX TEXHOJIOI'NJA

[Iporpam 3a o6pany Texcta Word

14. 13 menuja Page Layout/Page Setup mzabpatu Columns/More Columns. I[TojaBmyje ce
pO30p 32 AUCKYCHU]Y

15. Yniucatu mmpuHa KOJIOHE 5 ¢cm U O3HAYUTHU
nosbe Equal column width, na 6u cBe konone [EITuLE
OuJie jeHaKe MHUpPUHE 5 cm. Presets

16. Y wmenujy Office mputucaytun nyrme Print
Preview 1a ©Oum ce BHAEO JIOKYMEHT
(opmaripaH ca CTymuma. humber of columns: (3 &

17. Ha naneru anatku Print Preview DPUTHUCHYTH | width and sparing
nyrme Close Previe ga O6u ce 3aTBOpHO Mpo30p @L*’ ";"-f;h’ - peodng: -
3a Mperye/ Mpe mTamMiama.

18. YV mennjy Office nzabpatu Save As u y mosbe
File name oxBupa 3a qujanor Save As ynucaTu
Pravljenje stubaca vl. Hakon TOTa
IPUTHUCHYTH OyrMme Save.

19. Y 1po3opy [OOKyMEHTa HNPUTHCHYTH JIyrMe
Close.

()
X

Three
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Equal calumn width

Apply to: | whole document w

oK l [ Cancel

Ymerame 1 MOAU(PHUKOBAKE CIIHKE

Y Word-oB 10KyMEHT MOXKe Jla ce yMeTHE CKeHupaHa (poTorpaduja wim ClIvKa HalpaBJbeHa
y TOTOBO CBakoM mporpamy. Tpeba mocraButu nokazuad Ha komauay Illustration y menujy Insert
U niojaBuhe ce MOAMEHH KOjU MOKe Jia C€ KOPHUCTH 32 3aJlaBamke M3BOpa CIMKe, Ha cienehn HauuH:

e Jla Ou ce yMeTHy/a CIMKa U3 KOJEKIHMj€ TOTOBUX CIMYHIIA Koja ce ucrmopyuyje y3 Word

Tpeba n3abparu mogmenu Shapes (3%e=).

e Jla O6u ce ymerHyna ciauka u3 Qonmepa Ha TUCKY, ca KOMIAKT JUCKa WIH ca Mpexe Tpeba
kopuctuTu kKomanay Insert Picture From File ().

3
e 3ayMmerame qujarpaMa KOpUCTH ce oniuja SmartArt (s==z),

HaxoH ymerama ciamke y JOKyMEHT MOXeE c€ IPUTHCHYTH MUIIEM Ha By J1a Ou ce oTBOpumIIa
naneta anatku Picture Tools a 3atum je Mmoryhe MmoandukoBaT cinuky KopuihemeM IyrMaau Ha
OBOj TIAJICTH AJIATKH:

Recolor (78 Recolor ™y ITomohy oBor gyrmera Moryhe je MemaTu CIMKY y LPHO-0eTy WiIu
CHBY WIHU je Moryhe u301e1eTH CIuKy;

Contrast (P Contrast 7 ) _ [Tomohy oBor syrmera nmoehasa ce u cMambyje KOHTPACT CITHKE;

Brightness ( * BM9MNe7) _ omohy oBor myrmera mosehaBa M cMarbyje OCBET/HEHOCT
CIIUKE;
)
Crop () — OBo0 ayrMe Ciy>Ku 3a OJCELAmkE CIUKE;
)
Sh

Rotate (") — [Tomohy oBoOr AyrMeTa ciiMka ce potupa yaecHo 3a 90 crenenu;
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4

Picture

Picture Border (=) — [Tomohy oBor qyrmera Moxe Jia ce MpOMEHH OKBHP CIIHKE;

. H o Pict
Compress Pictures (#* "°mPres Fieure

— CIIHKC;

) — [Tomohy oBor ayrmera cmamyje ce BeauuuHa Qajia

1 ﬂ —
Text Wrapping ( —') — Ilomohy oBor gyrmera KOHTPOJHIIE CE€ MpeTaMame TEKCTa OKO
CIIUKE;

0 *'\f i .
Reset Picture (& "5 FICAUE Y _ TTonmo0hy oBor gyrmera cimka ce Bpaha y cBoje mpBOGHTHO
cTame.

[Tpumep 3a BexOYy:

1. Ha nmaneru anarku Office nputucuyru nyrme Open.

Otuhu 1o ponnepa Prezime brindeksa u otBoputu nokymentT Umetanje_slike.

3. Ilputucnyru tacrepe Ctrl + End na Ou ce Tauka ymerama npebamuiia Ha Kpaj JOKYMEHTa, a
3aTUM NpUTUCHYTH TacTep Enter.

4. Ha manern amatku Paragraph nputucnyru nyrme Center. Tauka ymerama je cana
[eHTpupaHa u3Mel)y MapruHa.

g

5. V menujy Insert nosectu nokasusau Ha Picture.

6. Oruhu no domnmepa Prezime brindeksa w nBa myra mnputucHytd Ha ¢aja
Display_Properties.jpg. Ciuka je yMeTHyTa y JOKyMEHT Ha MECTO TauKe yMETamba.

7. lloctaBuTH MOKa3uBay Ha CIIMKY U MPUTUCHYTU TacTep MUIIA Jja Ou cirka Ouja O3Ha4YeHa.

8. OrBapa ce kapruua Picture Tools.

9. OrtBoputu kaptuny Size u nosse Height ynucaru 70% u HakoH TOra NpUTHCHYTH Jyrme
OK. BenuunHa cimke je cMameHa.

10. Ha maneru anarku Adjust nputucaytu gyrme Recolor (%REC':'"”'), a 3aTUM WU3a0paTH
Washout. arensurer 60ja ce cMamyje.

11. Ha nanern anarku Adjust nputrcayru gyrve Brightness (519855 ™)y ysaGparn -10%
1a OU ce CMamMJIO0 OCBETJHEHOCT CIIHKE.

12. Ha naneru anarku Adjust nputucuyru ayrme Contrast (P Contrast )y yaagparu +10% na
6u ce nmoBehao KOHTPACT CiIMKe

13. V mennjy Office uzabpatu Save As u y nosse File name okBupa 3a aumjanor Save As
ynucat Umetanje_slike vI. HakoH Tora NpuTHCHYTH AyrMe Save.

14. Y npo3opy nokymenta nputucHyt ayrme Close.
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‘ D_.D Picture Tools -
Home  Insert  FPagelayout  References  Mailings  Review  View  Adddns | Format @

G Brightness = 18 Compress Pictures

— — —— — = [} Ficture Shape ~ H| T Bring to Front |;'l.AI\gm - | &7 Heignt: 158 em =
(p Contrast = Change Picture ] ~ [ Picture Border - 2 send to Back Group
: = ] L

— Position crop : B
GgRecolor~ g Reset Picture = D Picture Effects " [ Text Wrapping * 5 Rotate ~ it
Adjust Picture Styles ) Arrange size [
@9- uaa =
[ T N NP AN A RN SR AR A S AR "N SRR (JCRNCE AR IR SRS 3 S
— - Show the Size dialog box to
~ Size HE S change the size of the shape or
- — : pict

ure, and to specify alternative

Size | AltText fed

Size and rotate

Height:  [1L58em (3] wigth:  [10.4em 3

L — )

Display Proj [k lglg
Height:  [97% 2 width:  [98% -l

Themes Dd Lock aspect ratio

i Relative to original picture size
- Athemeis 4| crop from bents
: tohelpyoul  h: oo 3] o o 3
r}. Theme: Right:  [6.27cm 3] Bottom: [1.é6em 3|
Original size
- Height: 13.55cm Width: 16.93cm
:

Sample:

: :
- .

- | Active Window

findow Text

HItamname 10KymMeHaTa

[Ipe Hero mrTo ce onmramma HEKH JOKYMEHT HOTPEOHO je NMPOBEPUTH Ja JIM HEroBe
CTpaHHIIC U3IJIE/Iajy OHAKO KaKo XeluMo. Y npukaszy Print Preview ce TauHO BHIM Kako he Tekct
na Oyae mocTaBJbeH Ha cBakoj crpaHuIi. OBO je MOCeOHO KOPHCHO Kajla JOKYMEHT HMMa BHIIE
crpanuna. [lamera anatku Print Preview mocenyje amaTke Koje cy HEONXOJHE 3a MPOBEPY H3TIeaa
CBake cTpaHule. AKO Cy y TOKYMEHTY MPUCYTHA 3ariaBjba U MOAHOXK]a, OBU eleMeHTH he ce Takohe
BUJIETH y npuKka3y Print Preview. Y oBom npukasy je yak Moryhe mpOMEHHUTH U TEKCT.

JIOKyMEeHT Moe /a ce oITaMIIa IPUTUCKOM Ha ayrme Print (@)Ha naneru anatku Office
WIM Ha nanetu anatku Print Preview. Kaja ce mputucHe TO IyrMe M oTmouyHe mrammname Word
KOpUCTH Tekyhe mapamerpe Koju cy nedHUHHCaHW y OKBHPY 3a aujajor Print ¥ mramma Ha OHOM
mrammnady Koju je oapeheH kao moapazymeBaHu. AKO XKeJTUMO Jia OTBOPUMO OKBUP 3a aujanor Print
Ja Ov ce mperfieflaii Wk MTPOMEHIIIA TIapaMeTpy 3a mramiiame, n3 MmeHuja Office Tpeba nzabparu
Print. ¥ okBupy 3a nujanor Print moryhe je uzabpatu aa iu he ce mrammnaru cBe CTpaHuLE, CaMo
Tekyha cTpaHunia uiaum camMo Heke onpehene crtpanuiie. Moryhe je ommrammard BHIIE KOIHja
JOKYMEHTa WA N3a0paHuX CTpaHa.

1. Ha naneru anatku Office nputucuytu agyrme Open.
2. Otuhu no ponnepa Prezime brindeksa u otBoputu nokyment Pravljenje stubaca.

3. Ha nmaneru anatku Office nputucaytu nyrme Print Preview (@N). OtBapa ce npo3op 3a
Iperie]l Ipe MTaMIama.
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4. TloctaBuTH moka3uBad (KOjU TMOCTaje JBOCMEpHa Tpenuia) Ha uHaukarop Top Margin Ha
BEPTUKAIHOM JICHUPY, a 3aTUM MMOBYhH 1MOKa3uBayeM HaHWXe 3a mpuommkHo 1 cm. Ha oBaj
HAuYWH je BeJIMYNHA MapTrHHE TPOMEHEHA Y CAaMOM TPO30PY 3a MPETJIe] Mpe MTaMIIamba.

5. IlocraButu nokazuBau Magnifying Glass (+) () Ha JOKYMEHT, a 3aTUM IIpU BpXY
JIOKYMEHTa MPUTUCHYTU TacTepoM muiia. [Ipounenar ysehama nprkasa JOKyMEeHTa Memba ce

Ha 100%, Tj. cTBapHy BEJIMYMHY CTPAHUIIE.

6. IlocraButum nokaszueau Magnifying Glass (-) ( ~ “)Ha JOKyMEHT, a 3aTUM IPHU BpXY
JOKYMEHTa HPUTUCHYTH TacTepoM Muma. [IpoumeHar yBehama npukasa JOKyMEHTa ce
cMamYyje.

7. Tpurucuyru nyrme Two Pages ( 49 Two Pages ) Ha maneTu anatku Print Preview.

8. Capna ce Ha exkpaHy BHE JIBe CTpaHe, jeaHa mopen apyre. Ha nmanern amatku Print Preview
nputucHytH xyrme Close Preview (< ). IIpo3op 3a mperiie/ npe MTaMIamka ce 3aTBapa, a
Word-oB nokyMeHT 1ojaBibyje ce y mpukasy Print Layout.

9. U3 mennja Office uzabparu Print. OTBapa ce okBup 3a aujanor Print.

10. Axo je Ha padyyHap HWHCTAIMPAHO BUIIE IITaMIlIadya TPUTHCKOM Ha HAHIKE YCMEPEHY
crpenuily Name ce Moxe U3 magajyhe nucre m3abpatu mrammad. AKO Cy NpUCYTHa
nojieliaBama y OKBUPY 3a aujasior Print sxesbeHa mputuckoMm Ha ayrme OK ormounme
[ITaMITAE.

11. YV mennjy Office uzabpatu Save As u y nosse File name okBupa 3a aujanor Save As
ynucatu Pravljenje stubaca v2. HakoH Tora NpuTHCHYTH AyrMe Save.

12. Y npo3opy nokymenta nputucHyt ayrme Close.

BE
Printer
Marne: ._2‘;” HP Deskjet 5700 Series |'v_ Properties
g 5 S
Type: \:ﬁ
where: . [ Print ta File

Comment: f ;_ﬂ Auto HP Deskjet 5700 Series on GORAMPC [ Manual duplex

Pagerange | 7
=
@ 5 ?_ﬂ Auto HP Laserlet 4P an NECT

O Currgnt | 7
=
e 5 iﬂ Auto HP Laserlet P1006 on GORAMPC

Type pal T
ranges o
From the

section, For exampl
or plsl, pls2, pls3—p8s3

Print what: | Dacurment w | Zoom

Print: Al pages in range +| Pagesper sheet: ! page -2

Scale to paper size: | Mo Scaling "

Options... OF ] [ Cancel

Memame usriena 10KyMeHTa nomohy crunosa

Crtui je ckyn opMaTHpma TEKCTa U Mmacyca KOju MOXE Jla Ce MPUMEHH Ha TEKCT y IeJIOM
nokyMmeHTy. [loMohy cTuiaoBa Ha JHOKyMEHTE MOKE€ HCTOBPEMEHO Ja Ce MPHUMEHH CKYyN H3MEHa
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dbopmarupama. CTuiioBUMa 3HaKoBa (GopMaTupajy ce m3abpaHe peud W PeOBH TEKCTa Y IMacycy,
JIOK Cce CTWIOBMMa macyca (opMmartupajy Lead nacycH, yKJbydyjyhu yBiauema, MopaBHama H
tabynarope. Ha mpumep, ctui 3HaKoBa Moke /1a Oyze MOJYLPHU, MOABYYEHH U IIECHTPUPAHU TEKCT
BennunHe 18 Tumorpadckux tadaka, TOK CTHII Macyca MOXKE Ja CaJap:Ku WUBUYHY JMHH]Y U Bucehe
yBJIa4YeHE. YMECTO Jla ce MOjeIMHavYHO MTPUMEYje CBaku oBaj edekaT popmaTupama UiIu aTpuodyT,
MOTy ce IPUMEHUTH CBHU 3aj€HO KopUCcTehH CTHIL.

AKxo ce He uzabepe mabIoH U3 OKBHpa 3a nujaior Styles TOKyMEHT KOjU ce TIpaBU KOPUCTH
UCTH TIOJIpa3yMeBaHu madsioH — madiod Normal. ¥V ma6iony Normal (kao u y cBUM I1a0IOHUMA)
Haja3e ce CTUJIOBM KOjU YrHE aTpulyTte popMarupama mabdiona. Ha mpumep, ctun Normal canpxu
noapasyMmeBaHu cTwi GoHTa, BeNMUuuHy (hoHTa M mopaBHamwe. [lonpazymeBanu ctuin Normal mma
tekcT Times New Roman Bennunne 12 tunorpadckux Tayaka U MOpaBHAT je€ HA JIEBO] MApPTUHHU.
(Ctun Normal ce KOpUCTH M y MHOTUM JPYrUM Ia0JIoHUMa, a He caMo y 1mrabimoHy Normal.) 3a
TEKCT KOjU Cc€ YIMHUCYje Y TOKyMEHT KopucTu ce cTuia Normal cBe 10K ce HE MPUMEHU HEKU APYTH
ctiwi. Ha mpumep, Ha TEKCT KOjU ce€ KOPUCTH Kao HACJIOB JOKYMEHTa MOXXE /la C€ MPUMEHHU CTHUII
Heading 1.

Jla Ou ce Ha TEKCT y JOKYMEHTY MPUMEHHO HEKU JIPYTH CTUII MOXKE Ja c€ yIoTpeOu aujaaor
Styles Ha maneru amatku Home. Moxe u na ce HampaBu HOBU cTWi. Takohe, mMoxe u na ce
MoauHKyje HEKH IMOCTOjehr CTHII WIIHM Ja C€ Ha OCHOBY TEKCTa KOju je GopMaTHpaH HApaBu HOBU
ctun. Kaga ce moaudukyje CTHII, TEKCT y JOKYMEHTY Ha KOJH J€ Istyles - x

IPUMEREH Taj CTHII aXKypUpa ce Aa OU 0Apa3uo U3MEHE. Clear Al

[Tpumep 3a BexOy: ) :Zr;n;;cmg

1. Ha maneru anmatku Office nputucHytn nyrme Open. OtBapa ce Heading 1
OKBHp 3a nujanor Open. | Heading 2

2. Oruhu 1o <¢onnepa Prezime brindeksa w  otvoriti fajl || Headnas
Document v3. ::; e

3. Ucraknytu pen tekcra ILlrTa je Windows XP omepatuBHM || (o 0o o
cucrem?. Emphasis

4. U3 menunja Home n3abparu Styles and Formatting. Intense Emphasis

5. V¥ okny nocna Styles nzabparu ctun Heading 2. Ctun ucrakayror | | Strong
TekcTa Mewa ce y Heading 2. ?nt:ze -

6. IlputucHyTH mMumeMm OHIIO I/ie y JOKYMEHTY, a 3aTHM HCTaKHYTH cubte Reforone
pen Texkcta OcHOBHH eneMeHTH Windows ONEPaTHBHOI | ... ;ofrence
CucremMma. Book Title

7. Y okny nocia Styles uzabpatu ctun Heading 2 ma Ou ce oBaj List Paragraph
CTWJI MIPUMCHUO HAa UCTAKHYTU TCKCT.

8. IlputucHytu mumiem OUIIO Tle y JOKYMEHTY, @ 3aTUM UCTAKHYTU | []show Preview
pen tekcta OIIEPATUBHU CUCTEM WINDOWS XP. (] Disable Linked Styles

" oun mpaeno ma eyt e, e oo o [

10. IIputucayrn mumem y pen Ttekcra Ilra je Windows XP
onepaTuBHU cucTem?, a 3aTuM y okHy nocia Editing nzabpatu Select/Select Text With
Similar Formatting. Word cByna y JoKyMeHTy UCTHYE TEKCT Ha KOJU j€ TIPUMEHEH CTHJI
Heading 2.

11. V okny nmocna Styles nputucHyTr nyrme Ha nHy jJeBo New Style. [lojaBbyje ce okBup 3a
mujanor Create New Style.

Ay o By oo BEE[ER-= -

Opkions. ..
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12. V nosee Name ynucatu Heading 2 Plus na
GU Ce HAIPABHITO HOBO MME 33 CTHIL.

13. V neny Formatting uzabpatu Font Size, |fo=t=

16, TUPUTHCHYTH MMIIEM HAa HaHWKE | - Hesdng 2Pl
yemepeny  crpenuny  Font  Color, | . E—— -
MOCTABUTHU TIOKA3WBA4Y HA TIOJbE 00J€ | gy forfoloming saragrah: 7
Green M TPUTUCHYTH TacTe€p MHUIIA, A |roneting
3atuM  nputucHytd nayrMe OK. Crum | [Conbriatesdngsv]is v||[B | 7 U || EES——
Heading 2 Plus mojaBmyje ce y OKHY
nocia Styles and Formatting. Ako ce ume
HOBOT' CTWJIa HE MpPHKAXE Y LEIOCTUH Y
okHy mocia Styles and Formatting
POMEHUTH BEIUYMHY OKHa mocina. [IpBo
MOCTaBUTH MHUIIA Ha JIEBYy HWBHUIY OKHA
1ocjia U KaJa MoKa3uBad MPOMEHH OOJIHK
y JIBOCMEPHY XOPHU3OHTAJHY CTPEIUILY
NPUTUCHYTH W ToByhm uBHIly na O6u ce
MIPOMEHUIIA HIMPHUHA OKHA MOCIA.

14.Y oxny mnocna Styles wuzabpatu cTHI
Heading 2 Plus. Ha u3aGpanu Tekct ce
npUMerbYje HOBU CTHIL.

15. 3aTM TPUTHUCHYTH MUIIIEM HAa HAaHWXKE YCMEPEHY CTPENIMIly ca JECHE CTpaHe, W Ha Kpajy
uzabpatu Modify. ITojaBipyje ce okBup 3a aujanor Modify Style.

16. Y neny Formatting nputucuytu nyrme Italic n1a 6u ce monumTno n360p oBor atpudyTa, a
3atum nputucHytu ayrme OK. Crun Heading 2 Plus je axxypupan 3ajenHo ca IeTuM
TEKCTOM Y TOM CTHILY.

17. CByna y Tekcty rae je 6uo crun Heading 2 Plus mpomenuTu ra y Heading 2.

18. V okny nocna Styles nmoctaButu nmokasupad Ha ctuil Heading 2 Plus, nputrcHyTH MuIieM Ha

HaHIWKE YCMEpPEHYy CTpeNuIly ca JecHe cTpaHe, a 3atuM u3abpatu Delete. IlojaBibyje ce

OKBHIP 32 IUJJIOT Ca MUTAkEM J1a JIM CE YKEJIH J1a C€ U30pHUIle CTHII.

[putucaytn Yes. Ctun Heading 2 Plus je u3bpucan u3 okBupa mocina Styles and

Formatting.

Y oxny mocma Styles o3nauuté mnosbe Show preview. CTWIOBH KOjU c€ KOpHUCTE Y

JIOKYMEHTY T10jaBJbY]jy C€ y OKHY mocia Styles, a n3adpaHu CTHII j¢ YOKBUPEH.

Jla 6u ce mponamao oxpeheHn cTuia U OMO 3aMEHEH HEKUM JIPYTUM MOXKE C€ KOPHUCTUTH

okBup 3a mujasior Find and Replace. V3 mennja Home wuzabpatu Replace, 3atum

nputucHyTH nyrme More, mocne Tora npuTUcHyTH ayrme Format um Ha kpajy mzabpatu

Style. ¥V oxBupy 3a aujanor Find Style w3abpatu cTHI KOjU KEIUMO 3aMEHUTH, a 3aTHM

nputucHytd ayrme OK. Ilputncaytn mumem y nosse Replace with, 3atum nputucHytn

nyrme Format, uzabpatu Style, m3abpaTu CTHUI KOJjU C€ JKE€TM KOPHUCTH W Ha Kpajy
nputucaytn nyrme OK. Ilputucaytu nyrme Find Next na 6u ce mponamnwio cieaehe

M0jaBJbHBAKE TOT CTUJIA, a 3aTUM pUTHCHYTH a1yrMe Replace.

22. 'V okny nocna Styles nputucuytu gyrme Close 1a 61 ce OKHO 3aTBOPHIIO.

23. Y mennjy Office n3abpatu Save As u y nosbe File name oxBupa 3a mujamor Save As
ynucatu Stilovi_vI1. Hakon Tora npuTUCHYTH JyrMe Save.

24. Y npozopy nokymenrta nputucaytu agyrme Close. Jlokyment Stilovi_v1 ce 3arBapa.

Style bype: Paragraph v

1= | = =

IlIta je Windows XP onepaTHEHH cHCTeM?

Style: Quick Style, Based on: Heading 2 Plus

add to Quick Skyle list [ Automatically update
(®) Only in this document () Mew documents based on this template

19

20

21
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IIpaBbewe U MOTU(PUKOBaE CaAPxKaja

Canpxaj (eurn. Table of contents) ce 1o paBUITy Hajla3u HAa MOYETKY JOKYMEHTA U Y HEMY
ce HaBOJIe TJIABHM HACJIOBH W TIOJIHACIIOBH y JIOKYMEHTY, ca oaroBapajyhum OpojeBMMa cTpaHUIIA.
Canpxaju 00e30elyjy mperien tema koje cy oOyxBaheHe mokymMeHToM u omoryhyjy Op3o
pOHAJIAKEHHE HEKE TEME.

Jla Ou ce HanpaBuo U (opmaTupao caapxkaj, Tpeda aepuHucaTu oaroBapajyhuM cTuioBuma
HacjoBe U nmoaHacioBe (Ha mpumep, Heading 1, Heading 2, ...) u motom n3abparu komanay Table
of Contents n3 menunja References. Word Taga kopucTH CTHIIOBE HACIOBa 32 MICHTU(UKOBAH-C
onpenHunia caapkaja u ymehe tabenmy caapxkaja Ha Tadyky ymeTama. Kama je TtabGena m3abpana,
caJipkaj je oceHueH na Ou ce mokasaino aa ra Word Tpetupa kao jeqHo nosbe. CBaka oJpeaHuIa y
caZipkajy je ToBE3aHa ca HACIOBOM Ha Koju ce omHocu. Jpkehu nputucayt Tactep Ctrl tpeba
NOCTaBUTH TMOKa3MBau Ha OJPEJHHUILy M NPUTHUCHYTH TacTep MuIIa jJa OM ce OTHUIUIO [0
oarosapajyher onespka.

Word o06e36ehyje Hexonmko yHampen nepuHHcaHuX GopMmaTa calapikaja, ykibydyjyhu
Classic, Formal u Simple. IlogpazymeBanu ¢opmar je From Template koju y3uma ctuiioBe
campkaja M3 OWJIO KOr IabiOHa NPUKJbYYEHOT JOKYMEHTY. YKOJHKO je oBO mabimoH Normal
(mompaszymeBann) ctiwiioBu From Template unHe na y caapikajy BaKHE peud UMajy BEJIMKa IMOYETHA
cioBa (OBO je yoOWYajeH HAuMH NpPUKa3MBamba HAcJIOBa y JHMTEPATypud Ha EHIJIECKOM [E3MKY).
Canpxaj ce Moxe (popmaTtupaTd pydHo, Kao mTo Ou ce dopmaTUpao OWIO KOjU IPYrH TEKCT Y
Word-y o3HauaBameM TEKCTa, a 3aTUM IPUMEHUBakbEeM opMaTHpama 3HaKOBa, acyca U CTHIIOBA.

Moske na ce mpwmitarohasa gopmar caapkaja popmatupamem ctuioBa. Y MeHnjy References

Table of

Tpeba nzabpatu Table of Contents (~+-). Hakon tora tpeda nputucuytu nyrme Insert Table of
Contents. OtBapa ce oxBup 3a aumjasmor Table of Contents. Cama mMoxe na ce Mema H3TIe]
caapkaja. AKO ce MpaBU caapkaj, aJld C€ KacHHU]Je MpaBe M3MEHE y JOKYMEHTY KOje YTH4y Ha
HACJIOBE WJIM CTpPaHHMLE JOKYMEHTa, Moryhe je axypuparu caapkaj nmputuckom Ha nyrme Update
Table na manetu amatku Table of Contents nim OupameM omiyje aXypupama WA TPUTHCKOM
JICCHUM TacTepoM Mulla Ha cajpxkaj u uzdopom omnmuje Update Field u3 shortcut menunja. Mako
TEKCT MOXE Jla Ce MEHha JUPEKTHO Yy CaapiKajy, MOTpeOHO Ta je axXypupaTd Kako OW OApenHHUIle U
HaCIIOBH OMIIM ycKial)eHu.

[Tpumep 3a BexOYy:

1. Ha naneru anatku Office nputucuyru nyrme Open.

2. Otuhu o dponnepa Prezime brindeksa u otBoputu nokyment Izrada liste v2.

3. Ca TaukoMm ymeTama Ha ModeTKy AokymeHra nputucHyta Ctrl + Enter na Ou ce ymernyna
HOBA IIpa3Ha CTpaHa.

4. Tlputucuytu Ctrl + Home na Ou ce Tauka ymeTama NpeMecTHIIa Ha IoYeTak JoKkymeHTa. Ha
najgeTd anatku Formatting mnputucayrm ayrme Bold nma 0w ce moHWMIITHIO OBO
dbopMaTupame TeKCTa.

5. VYmucatu CA/[P)KAJ w Ha Ty ped npuMenutu ctuil Normal ca Benmmuunom ¢onHTa on 20
TUnorpaCKuxX Tayaka ¥ HaKOH Tora npuTHcHyTH Tactep Enter.
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Tahle of Contents @E|
Table of Contents

Prink Preview e Preview
- -

Heading ... 1 Heading 1

Heading 2.....cocceveeeeeeeceeeene 3 Heading 2
Heading 3. crmeesnceeines 5 Heading 3

w w

Show page numbers Use hyperlinks instead of page numbers

Right align page: numbers

Tableader: | AT

General
Formats: Distinctive b

Show levels: |3 T

Qptions...

6. YV menujy References uzaoparu Table of Contents (=u:-). HakoHn Tora TpebGa NpuTHCHYTH
nyrme Insert Table of Contents.

7. OtBapa ce okBup 3a aujanor Table of Contents koja mpukasyje nmapameTpe caapxkaja.

8. IlocraBuTH mOKa3WBa4 Ha HAHWKE YCMEpPEHY CTpJHUIly JAecHO oja nosba Formats u
INPUTUCHYTH TacTep MUINa, a 3aTuM u3abparu Distinctive. dopmat caapxaja Distinctive ce
10jaBJbyj€ y MOJbY 3a MPETXOIHU TIPETIIE].

9. IlocraBuTM MOKa3MBau4 Ha HAaHWXKE YCMEpPEHY cTpenuly AecHo of nosba Tab Leader u
MPUTUCHYTH TacTep MUINA, a 3aTHM MHIIEM W3a0paTu TadyKacTy JIMHH]Y (Apyra omiuja) y
nanajyhoj nucru.

10. Hakon mojaBspuBama caapskaja u3 menuja Insert ubaciti Page break. Cana mouerak Tekcra
kpehe ox ctpane Opoj 2, a cajpikaj ocTaje Ha MPBOj CTPAHU.

11. U3a6patu HacioB OcHoBHU ejieMeHTH Windows onepaTUBHOI cucTeMA.

12. Ha naneru anatku Styles mocTaBUTH MOKa3MBay Ha HAHM)KE YCMEPEHY CTPEIUIY JIECHO O]1
nojba Styles W TMpPUTHUCHYTH TacTep MUIA, a 3aTUM W3 Maaajyhe nmcrte m3abpatu CTHI
Heading 1. Ctun oBor HacioBa ce Mema y Heading 1. Ilomro je monuto 10 npomMeHe cTpaHa
3a 1, Tpebasio Ou TO W y caapKajy axypupaTd. Takole je momumwio u 70 TPOMEHE CTHIIa

HacCJoBa.

13. UcrakHyTn capkaj a OHAAQ MPUTHUCHYTH KOMAaHIY Update Table of Contents @@
Update Table ( St Update TabIE) MEHHU]

p y y ‘“Ward is updating the table of contents, Select one of

References/Table of Contents the Following options:

14. TlojaBspyje ce mpo3zop 3a auckycujy Update Table © Lpdate page numbers anly.
of Contents ) Update entire table

15. Uzabpatu  onmujy Update entire table u ok | [ cancel
nputucHytu OK.
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E Tzrada_liste_v2.docx - Microsoft Word - 8 X
Home Insert Page Layout J References I Mailings Review View Add-Ins @
% [Zp Add Text - AB‘ [[p}yInsert Endnate % 3 Manage Sources [ Insert Table of Figures |51 Insert Index E"‘ 5 Insert Table of Autharities
Update Table AB} Next Footnote ~ & styte: |21 Update Table |2 Update Index |2 update Table
Table of Insert Inset ., Insert Mark Marl
Contents ~ Footnote =] Show Notes Citatian - ! Bibliography - Caption L] Cross-reference Entry Citation

Table of Contents Footnotes = Citations & Bibliography Captions Index Table of Authorities

Huxemepeka HHPOPMATHEA
-npocpam 3a obpady mexcma Word-

16. Y mennjy Office nzabpatun Save As u y nosbe File name okxBupa 3a aujanor Save As
ynucatu Pravljenje sadrzaja vI. HakoH Tora npuTUCHYTH yrMe Save.
17. YV npo3opy nokymenta nputucaytu agyrme Close.

E Izrada_liste_v2.docx - Microsoft Word - 8 X
Home Insert Page Layout J References l Mailings Review View Add-Ins
% [Zp Add Text - An\ UpyInsert Endnate % 4) Manage Sources 4 Insert Table of Figures 1 Insert Index @* |25 Insert Table of Authorities
Update Table AB Next Footnote ~ (2 style: |2 Update Table = Update Index |2 Update Table
Table of Insert Insert .., Insert Mark Marl
Contents ~ Footnote =| Show Notes Citation - @) Bibliography Caption [# Cross-reference Entry Citation
Table of Contents Footnotes fa Citations & Bibliography Captions. Index Table of Authorities

Huxemepeka HHPOPMATHEA
-npozpau 3a obpady mexcma Word-

CAJTPIKAT

OMEPATUBHU CUCTEM WINDOWS XP ...coovvvvivivivviriniiessssssnissssisssns s s ssssaavasssssnsnsssssnsnsnann

Lita je Windows onepaTtMBHuM cucTem?

Heke op, Aocagalw/bux Bep3vja 0OBOr oNepaTMBHOr CUCTema

OcHogHU enemermu Windows 0MepamuHO2 CUCINEM.....ceeeeeereeieeirirereieseririrssmsmmsnsnssssesesenan
PagHa noBplUIMHa
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