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1. YBoa

Microsoft Office WORD 2007 je npoussox Microsoft-a y osupy Office paketa, uznar
2007.ronHe ¥ HAMEHEH je 3a pajJ ca TEKCTOM - TEKCT Ipolecop. Y OJHOCY Ha IMPETXOJHE
Bep3uje, y WORD 2007 namasu ce HMOTHYHO M3MEH-EeH KopucHHYkH mHTepdejc - Microsoft
Office Fluent user interface. 3a pasnuky ox npeTxoaHux Bep3uja ymecro menuja (Menu bar) u
nunuje anara (Toolbar), y Bepsuju 2007 nanasu ce Office myrme (Office button) u tpaka
(Ribbon). denosu tpake (Ribbon) cy moaemenu y racrepcke menuje (Tabs) kojux uma cemam:
Home, Insert, Page Layouts, References, Mailings, Review, View (nmonekan u Add-1ns). Caku
TACTePCKH MEHH je TojebeH y rpyme - raiepuje (Groups). I'pyme cy joruuke CKymuHE

notpeOHUX akTUBHOCTH 3a pagy WORD-y.

Jenou WORD mpo3sopa cy (Cnuka 1):

Office nyrme n menn (Office button) 3

Tpaxka (Ribbon): KapTune (Tabs) — I'pyne - raaepuje (Groups)
HacJioBHA JII/IHI/Ija (Title bar) Tekst u WORD - Microsoft Word

Program Window controls (Minimize, Maximize, Restore, Close) - = = *

M w0 P

-

5. JIunuje anara 3a 6p3 mpuctyn (Quick access toolbar) =

. Page:1 ofl | Words: 1/4
6. JImauja craryca (Status bar)

7. Cxpoa tpaxa (Scroll bar) MEL_u_ FEEH

= 0
8. YBehame u ymameme (Zoom in — Zoom out) ) e )

9. Jlyrme 3a nomoh (Help button) @

10. Jlyrman 3a npuka3s qokymenara (View document) [ 85

11. Pagna moBpmmna (Working space)
12. lonaTtana kapruua (Contextual tools) - mojaBibyje mpu paay ca 3arjiaBjbeM U

MOJTHOX]jeM, ca TabeIoM, ClIMKaMma. ..

NMHOOPMATHUYKE METOJE ¥V BUOMEJIMIITUMHCKUM UCTPAXKMBABMA 3
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H9-06013)- Documentl - Microsoft Word - =8 x

Home | Inset  Pagelayout  References  Mailings  Review  View  Add-ns )

=5 cut . = 7S % 44 Find ~
Frar | Calibri Bady) n \-@@ AaBbCeDc | AaBoceDc AaBbCi AaBbce AL aasbee. aosvcn acsbeen: . Replace
%
PaSE g Format Panter [B £ U e x x Aar|[#- Sae el | Tnomal | 1nospad. Headingl  Heading2 Tt Subtitle  SubtigEm..  Emphasis gﬁ:sﬂf I} Select~
Clipboard &

Fant Paragraph i Styles || Editing

Pageiiofl | Wordsi0 | % Serbian (Latin, Serbia and Montenegro {Former]) ]

Cnuxka 1: lenosu WORD npo3zopa

MHOOPMATUYKE METOAE Y BUOMEJIUMILIMHCKUM UCTPAXKUBABUMA 4
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2. Office Button (Office myrme)

Kmukom na Office nqyrme orBapa ce Drop down menu (Office menu), koju canpxku
OIIMje Koje ce oxHoce Ha pax ca (ajiaom: kpeupame HOBOr gokymenta (New), orBapame
nocrojeher mokymenta (Open), cumMmame (Save/Save AS), mrammame (Print), mpumpemy

(Prepare), cname (Send), myonukosame (Publish) u 3arBapame noxymenrta(Close) (Cnuka 2).

0p) 90 )~
o
—J Home Insert Page Layout References h
Office Button
: : |A
[« Click here to open, save, or print,
P, - and to see everything else you can 'Ha
O- = do with your document. |
Ed x
& L
~
% f@ Press F1 for more help.

Cruka 2: Office myrme

3a oTBapame HOBOT JOKyMeHTa kopucte ce cienehe komanne: Office button — New ...
(Cnuka 3). OTBaparme HOBOT JJOKYMEHTA MOKE C€ M3BPIIHUTH U IIPUTHCKOM KOMOHMHAIIHM]jE TacTepa

Ha tactarypu: Ctrl+N.

e d9- a3+
@ Review  View
Recent Documents i
Hew [::
L seminarski draft = (1=
2 2 03.2015 Zadatak 2 = [%
7 Qpen
3 Vezbabr2 ol o
4 Zadatak br 2 = || — .
Héﬂ"ﬂ NEEFXNEER
5 03.2015 Zadatak1.2 = I :
=] 6 03.2015 1.1 _Zadatakl =
SaveAs
7 Vezbabri =
8 Zadatak bri =
@ Brnt > 9 Yriterjjumi ODVSSEY =
Pozadina =
?% Prepare  » Vezha bri =
Zadatak br1 =
—£ Send 4 Comparison of methods for prevention of dru... =
IFMSA SCORE Project Form 2014 =
L/ pubish > SCORE Project Form prof. Jankovic =
Standard Praject Form Prof Jakovljevic =
ey
Close Lzvestaj AM1S =

2] Word Gptjons || X Exit Word

Crnmka 3: OTBapame HOBOT TOKyMEHTa

3a oTBapame HOBOT' JokyMeHTa Kopucte ce cineaehe komanae: Office button — Open —
Dialog Window (Crmuka 4). OtapameM Iujasor mpo3opa MOXe Ce HM3BPLIMTH IpeTpara
JKEJHEHOT TOKYMHTA WJIM CEJIEKIMJOM MHMILIEM WIH yKylaBawmeM nMeHa. (Cruka 5). [Iputrckom

komOuHarmje tacrepa Ctrl + O Ha TactaTypu, MCTa KOMaH/Ia c€ MOXe OpKe U3BPIIHTH.

NMHOOPMATHUYKE METOJE ¥V BUOMEJIMIITUMHCKUM UCTPAXKMBABMA 5
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@E Al NPl Eow\ E
Recent Documents ey v@ v Libraries » Documents » [+ ][ 5= s 2|
New
i sEmmEE e = Organize *  Mew folder =~ 0 @
] 2 03_2015_Zadatak 2 =
= e % Vs brz = @ Microsoft Office W Documents library ———
H e 4 Zadatak br2 A | — L. Templates Includes: 2lecations
- 5 03_2015_Zadatak 1.2 = I‘ ‘ -
—] 6 03_20151.1_Zadatakl = 34 Favorites M
‘& Smels b3 Verbabrt = %] Recent Places | |
8 Zadatakbri = B Desktop
@ Bint g griterijumi ODYSSEY = 23 Dropbox L L L L
Rz il [&7 OneDrive Blugtooth Folder Dewnloaded G00BZO Iy Albums L
@ bigzn O Vezba brl A 1§ Downloads Installers 3
Zadatak br1 = ~ ~ ~ ~
@ send  » | Comparison of methods for prevention of dru.. & Libraies
IFMSA SCORE Praject Form 2014 = S Documents | |
L Publish + | SCORE Praject Form praf. Jankovic = T 1 1 1 B
Standard Praject Form Prof Jakovljevic ] pirtaee i K b* i b
B coe e - = i A SRS,
File name: ~ |4l Werd Decuments
[ Word Options | | X Exit Ward Ty o Gpen |'

Crnmke 4 u 5: OTBapame HOBOT JOKYMEHTa

Kana sxenmumo 1a cagyBaMo W3MEHE Ha JOKyMEHTy KopucTuMo cienehe komane: Office
button—Save... (Ciuka 6) win kom6bunanujom tecrepa (Ctrl + S) na Tacratypu. UyBame HOBOT

nokymenta: Office button—Save As—Dialog Window (Cnuke 7 u .8).

@I S
el
Recent Documents
Mewr =
1 seminarski draft = =
=] H (I=
B open 2 03_2015_Zadatak 2 =
— 3 Vezba br2 =
4 Zadatak br2 4= | -
H Save i
5 03_2015_Zadatak1.2 = L
= § 03_2015_1.1_Zadatakl 1=l
M Save As b
7 Vezbabri =
§ Zadatak brl 4=
@ Brint > 9 riterijumi ODYSSEY =
Pozadina 4=
@ Erepatgy Vezba bri =
Zadatak br 1 4=
E Send 4 Comparisan of methods for prevention of dru.. =
IFMSA SCORE Project Form 2014 =
:ﬁ Publish  # SCORE Project Form prof. Jankovic =
Standard Project Form Prof Jakovljevic 4=
T Close Lzvestaj AMI1S =
[ word Options | | 3 Exit Word

Crnuka 6: UyBame n3MeHa Ha TOKyMEHTY

@\ﬂ“) v -

Save a copy of the document
Hew 24 =

Word Document
Save the file as a Word Document.

W,

Open

Word Template
Save the document a3 a tamplate that can

Save
be used to farmat future documents.

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

¢ KPZT L

Save As | b ‘

OpenDocument Text

Save the document in the Open Document
Farmat,

Print b

Prepare b PDF or XPS

Fublish & copy of the document as a PDF or
PS file

Other Formats
Open the Save As dialog box ta select from
I ruoisn all possible file types.

Z e e

[ word Options | | X Exit Word

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA 6
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Crnuka 7: UyBame HOBOT JOKYMEHTa

NHOOPMATHUYKE METOJE Y BUOMEJJUITUHCKHUM UCTPAXUBABUMA 7
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] Save As ==
=
() [E v Libraries » Documents » BYE 2|
Organize »  Mew folder 8- @
%l R it Places
[ LEERHAE Documents library .
B Desitop Includes: 2 locations d
43 Dropbox r
5 OneDrive L =
i Downloads 1 j j j j
& Libraries 1 | |
D t
5 Documents Blutooth Folder Downloaded GOOBZO My Albums '
@ Music Installers
[ Pictures
B videns S ki ki | . b 5
File pame: | B8] -
Save astype: [Ward Document -
Authors: Marijana Nikola Tags: Add atag
7] Save Thumbnail

Crmka 8: Jujasor mpo3op 3a dyBamke HOBOT JOKYMEHTA

3a mrammname JokymeHTa kopucte ce cieaehe komanme: Office button—Print...
(Cnuka 9). KimmkoM Ha mMoJMEHHM KOjU Ce OTBapa, MOxe ce mnpehu Ha aujajnor mpo3op paiau
oJabupa mTammava, 6poja komnuja u apyrux omuuja — onnuja Print (Cnuka 10) , Ha AUPEKTHO
mramnamwe — onipja Quick Print winu Ha nperiea nokyMmeHTa npe mTammnama - Print Priview.

3a omiujy Op30r mTaMIama ce MOXKe KOPUCTUTH U KoMOuHanuja tacrepa Ctrl+P Ha tacraTypu.

@H=' O )F

Revi

j Lo Preview and print the document I
Print ":
~ Select a printer, number of copies, and Ig
7 Qpen ather printing options befare printing. =

& Quick Print !
I I Save Send the document directly to the default o
= printer without making changes. l_

= Print Preyiew

M saveds > || S preview and make changes to pages befare
printing,

% Prepare

I_'g send v

/ Publish »
o PRl

_T Close

2] Word Options | | X Exit Ward

Cnuxka 9: llltamMmname JOKyMeHTa

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA 8
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Print @

Printer

Mame: E_g Send To Onelote 2007 E|
Status: E= Find Printer...
Type: Send To Microsoft OneMote Driver

Where:  Send To Microsoft Onehlote Port: [Cprint to file
Comment: [ Manual duplex
Page range Copies

@ Al Mumber of copies:  |d =

() Current page () selection 1 1
) Pages: .1 Colate

Type page numbers and/or page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or pisi, pis2, p1s3-p8s3

Print what: | Document E Zoom
Print: Al pages in range E Pages per sheet: 1page E
Scale to paper size: | Mo Scaling E

Crnmka 10: Injayor mpo3op ca omigjamMa 3a MTaMIame T0KyMeHTa

VY okBupy Office myrmera Hamase ce jomr W KOMaHAE 3a IPUIPEMY JOKyMEHTa 3a
muctpuoynujy: Office button — Prepare... (Cinuka 11), npumnpemy TOKYMEHTa 3a Clambe
enekTpoHckoM momTom win ¢dakcom: Office button— Send... (Ciuka 12) u npunpemy
nokyMmeHTa 3a on-line myonukosame: Office button —Publish... (Cauka 13).

@H:‘ Tk

Prepare the document for distribution

Hew

=TT

B Properties
View and edit document praperties, such
Open as Title, Author, and Keywords,

e

)

. Inspect Document
=) Check the document for hidden metadata

or persanal information.

W

Save

T

=] Encrypt Document
Ineresse the security of the document by
adding encryption.

Savess

Bt b | [ D) BestictPemission
|_@ Grant people access while restricting their  *
abiltyto edt, capy, and print
Prepare > 5 Add a Digital Signature
|8 Ensure the integriy of the document by
adding an inuisible digits signsture

I NPALCUD
B

seng >
Mark as Final
Let readers know the document is final and
7 5 make it read-orly.
L publish
[ 3 Run Compatibilty Checker
“ Check for features not supported by earlier
Close wersions of Word.

21 wora Options | [ X st wora

Cnuxka 11: Ilpunpema JoKkyMeHTa 3a JUCTpUOYLIHjy

@H-“ CAFDN

Revie
e Send a copy of the document to other people I
z [::
Iu] E-mail =
~ = senda copy of the document in an e-mail [g
7 Open message as an attachment. =
jy E-mail as PDF Attachment !
| I - %= Send a copy of the document in a message S
= as a PDF attachment, I
= = E-mail as XPS Attachment
M Saveds > | S5 senda copy of the dacument in a message

as an XPS attachment,

@ mint b | (g IMemet o

= B Use an intemet rax service to fax the
document.

1% Prepare

@ seng

/' Publish
==

o aose

23 Word Options | | X Exit Word

Cruxka 12: ITpunpema ToKyMeHTa 3a Cllambe eJIeKTPOHCKOM ITOIITOM TN (hakcom

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA 9
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H9-6):

L

Distribute the document to other people

Blog
8| create s new blog post with the content of
Open the documant.

1/ 4 Document Management Server

~
&
| IEM =T Share the document by saving itto a
Z

document management server,

@, Create Document Workspace
SaveAs b | ¢

4 Create a new site for the document and
keep the local copy synchronized.

|__§ lmar e

Print ¥

Prepare »

!EE/ Publish  »
)
| gose
] Word Options | | X Exit Word

Cunuxa 13: Tlpunpema qokymenTa 3a on-line my6nukoBarmbe

3a 3arBapame jgokymeHTa ce kopuctu: Office button — Close... i koMOuHaNMja
tactepa Alt+F4. TlpunnkoM 3aTBapama JOKyMEHTa KOjU MPETXOIHO HHje cadyyBaH OTBapa ce
JIMjaJIoT TIPO30p 32 YyBaHE UCTOT.

Word Options menu Bam omoryhasa na npuiarogure WORD 2007 ckiaay ca Baimm
xeJbama. Y MPEeTXOJHUM Bep3ujaMa, OBaj MEHH je cmemTeH Ha meHujy Tools — Preferences. ¥V

WORD 2007, to je neo Office menuja (Cnuika 14 u 15).

9-G[@ )

2

&

Recent Documents

1 seminarski draft
03_2015_Zadatak 2
Wezba br 2

=]
&

Zadatak br2

03_2015_Zadatak 1.2
03_2015_1.1_Zadataki
Vezba bri

W T

&€ NDETQD

Saveds b

[ I = TR

Zadatak br1
Brint  * |9 griterijumi ODYSSEY
Pozadina

Prepare » WVezba br i

Zadatak br1

-
[

Camparison of methods for prevention of dru...
IFKISA SCORE Project Form 2014

L/ Publish > SCORE Project Farm praf, Jankavic

Standard Project Form Prof Jakovljevic

ITYFFTEYTYFTYEYEUYTETYY T

T gese Izvestaj AM1S

123 Weord Options| | XX Exit Word

Ciuka 14: Mecro Word Options menu y Office menujy

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA 10



Display
Praofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

s:,! Change the most popular options in Word.

Top aptions for working with Word

[¥] Show Mini Toalbar on selection &

nable Live Preview (1)
how Developer tab in the Ribbon &
pen e-mail attachments in Full Screen Reading view ()

Color scheme:

ScgeenTip style: | Shaw feature descriptions in ScreenTips |z|

Personalize your copy of Microsoft Office

Username: | Marijana Nikola

Initials:

Choose the languages you want ta use with Microsoft Office: | Language Settings...

Cnuka 15: Word Options menu

QK Cancel

Word 2007 - BexOe
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3. Tacrepckn menu Home (Home Tab)

Tacrepckn menn HOME canpyxu rpyme: Clipboard, Font, Paragraph, Styles « Editing.
KirkoM Ha JyrMe ca CTpENUIOM '® OoTBapa ce AMjalior Mpo30p 3a IPHKa3 OCTAIMX ajaTKH M3

HaBEJECHUX IPyIIa.

3.1.Moamenu Clipboard

Microsoft Office Clipboard omoryhasa na xonupare 10 24 pa3iM4uTHX TEKCTyalTHUX U
rpaduukux craBke u3 Office JOKyMeHaTa WK Ipyrux nporpama u Hanenurte ux y npyre Office
JOKYMEHTE. 3a MpeMelTame TeKeTa ik objekra kopucte ce cienaehe komanne: Home—Cut...
i komOuHaiuja tactepa Ctrl+X Ha TactaTypu. 3a Komupme TeKcTa Wi 00jeKTa KOPUCTH Ce:
Home — Copy... wiu kombunanumja tacrepa Ctrl+C Ha Tactarypu, a 3a Jelblbe TEKCTa HIIH
o0jekta: Home —Paste... i xomunamuja Ctrl+V. HeonxomHo je TekcT wim o0jekatr Kou
KEJTMMO KOTIMPATH WM PEMECTHTH Hajupe Mapkupartu (Crnuka 16).

JloJaTHe OMIMje U Caapikaj Ce MOTY BUIETH KIMKOM Ha yTMe ca CTPEIHIOoM =

Aunartka Format Painter ciysxu 3a xonupame Gopmartuparma ca jeJIHOT MeCTa Y TEKCTy U

npuMeHe Tor popMaTupama Ha APYTUM MECTHMA y TEKCTY (IBOKJIMKOM Ha aJIaTKY).

,E% d9-0a ¢

Home | Insert  Pagelayout  Refersnces  Mailin

& cut
53 Copy

Paste - o
o Format Painter | 2. £ U abe 3. X' Aa ||

Cliphosrd E] Font

Clipboard v_x

imes New Roman (12 - [A A7

B raste Al | (B Cear A

Click an item to paste:

Clipboard empty.
Coy or cut fo collect items. a

Show Office Clipboard Automatically
Show Office Clipboard When Ctrl+C Pressed Twice
Collect Without Showing Office Clipboard

v Show Office Clipboard Icon on Taskbar

v | Show Status Near Taskbar When Copying

Cnuka 16: Microsoft Office Clipboard

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA 12
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3.2.Hoamenn Font

Microsoft Office Font canmpsxu anatke 3a mpoMeHy (oHTa TeCTa, BeIUYHHE, 00je CIoBa

oriyje nojeosbaBama, HICKPUBIbCHA, MoJIBIIaUeHha TekcTa (Crnuka 17), ka0 1 MHOTO JIpyre

OILMj€ KJIMKOM Ha JyIMe Ca CTPEJIULIOM JAyrMe ' M OTBapambeM HOBOI IPO30pa TJIE Ce HAla3u

criekTap ormiuja 3a hopmatupamme Tekcta (Civka 18).

O\ H92-0 R >
o
- Home | Insert  Pagelayout  Refersnces  Mailings
% cut
Times New Roman ~l12 - AN A || ‘
3 Cop

Paste =
o Format Painter || B £ L abe 3, x' Aa~|[ - A -
Clipboard i

Font e

Clipboard - x |E|

12

Cnuxka 17: Microsoft Office Font

Font

Fopt | Character Spacing

B =

Eont: Font style: Size:

Times New Roman Regular
Syifazn P
Symbol Itall[ a3
Tahoma m
TmeshewRoman |
Font color: Underline style: Underline color:
autmane v [ fnone) Automatc
Effects
[ strikethrough [ shadow [ smal czps
[7] Double strkethrough 7] Qutine [ &ll caps
(] Superscript (] Emboss [ Hidden
[7] Subscript [] Engrave

Previen

Times New Roman ‘

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

Cruka 18: [lonatHe onuuje 3a popMaTHpame TeKCTa

3aHuMIbMBO je pehu jga ce cenekiujoM Tekcta otBapa W Mini bar ca anarkama 3a
dopmartupame cenektoBanor Tekcra (Cnuka 19).

Calibri (Bot - 111~ A A7 1“:\3* 7
B J =% A.g: :

s— v

Cnuka 19: Microsoft Office Font
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3.3.Hoamenu Paragraph

Microsoft Office Paragraph campxku anatke 3a gopmarupame nacyca — IMpaBHbame
TEKCTa y3 JICBYy WIH JCCHY MBHWILY, LIEHTPAIHO WM jeqHaKo, mpopen, rpanmme (Crmuka 20).
KiMkoM Ha JyrMe ca CTPENMIOM '* oTBapa Ce AMjajor Mpo30p 3a IPUKA3 OCTAIMX AlaTKH

(Cnuxka 21).

[y = —

Home Insert Page Layout References Mailings Review View Add-Ins

y
do Cut Times Mew Roman -1z ~|A A'Hifb‘ H
53 Copy -
Paste - 2 ~[[3B? ~ A ~
- Format Painter (A e x, x' Aa~| a7

Clipboard (F] Font [F} Paragraph E}

Cuka 20: Microsoft Office Paragraph

Paragraph @

Line and Page Breaks

General
Alignment: Justified IZ|
Qutline level: |Body Text IZ|

Indentation
Left: 0em = Special: By:
Right: O0cm 5 {none) IZ| s

[ Mirror indents

Spacing
Before: 0pt $ Line spacing: At
After: Opt $ Single IZ| s

[ Don't add space between paragraphs of the same style

Preview

[ Tabs... ] [Qefault... ] [ oK J’ Cancel ]

Cnuka 21: JlonaTHe onuuje 3a pomMpaTHpamke macyca
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Y okBHpY OBE Ipyle Haja3e ce M OMiHuje 3a HaBoleme u HaOpajame (Bullets and

Numbering); xiaukom Ha crepiuie ™ poaaTHo ce nedunuiry (Cnuke 22 u 23).

| A a
isoft ¢ I 5 b
zan: Nl c c

......

Define New Number Format...

Cnuka 22: [Tagajyhn Menu ca onmujama 3a Habpajame

“FlE =B T] | aamnca | azmnc
L Al
‘| Current List -

1 —
L

List Library

) | [ f—

Hane aj

—— [RR—

Article | Head
Section 1.01

——— | | (a)Hesang =

Cha

b=

Define Mew Multilevel List..,

Define New List Style...

Crnuka 23: JlogatHe omnuje 3a Habpajame 1 HaBoheme

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA 15
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3.4.Moamenu Styles

Microsoft Office Styles campxu ctuinoBe 3a Gpopmarupame mqokymeHTa. CTHI je CKyIl
KapaKTepHCTUKa 3a (hopMaTHpame, Kao MTo cy uMe (hOHTa, BETUUUHY, 00jy, CTaB MOpPAaBHAKE U

pa3Mak. Heku cTHIIOBU yKJbyUyjy 4akK U rpaHuiie u cenueme (Ciuka 24).

arski draft - Microsoft Word =

| |azBbcer| AsBbccl AaBbC aaBbce AAB 4esbee. daBicer sambcer M

T Normal | Mo Spaci.. Headingl  Heading 2 Title Subtitle  Subtle Em..  Emphasis ;glt";iﬂgi
es

Styles =

Cnuka 24: Microsoft Office Styles
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3.5.0oamenu Editing

Microsoft Office Editing (Cnuka 25) campku omiMje 3a MpOHATKEHE Jea TEKCTa -
Editing—Find... (Ctrl+F) (Cnauka 26), npoHanaxeme aena Tekcra W 3ameHy - Editing —
Replace... (Ctrl+H) (Cnuka 27) u npoHanaxesbe KeJbeHe CTpaHe WM J0/aBamke KOMEHTapa,

o0enexxrBaya crpane, komeHnrtapa - Editing—Go to—Page Number... (Ciuka 28).

3 Find ~

E'Qc Replace

Ly Select -
Editing

Cnuxka 25: Microsoft Office Editing

Find and Replace @
Find Replace | GoTo
Find what:

Crnuxka 26: [IpoHanaxkeme nena TeKcTa

Find and Replace @
Find Replace | GoTo
Find what: |z|
Replace with: |z|

Craunka 27: 3aMeHa Jiena TeKkcTa

Find and Replace @

Find Replace GoTo

Go to what: Enter page number:

|E| Enter +and — to move relative to the current location, Example: +4 wil
Bookmark move forward four items,

[ Previous I [ Next J [ Close ]

Crnuka 28: JlogaBame KOMEHTapa, 00enexuBaya CTpaHe, KOMEHTapa. ..

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA 17
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4. Tacrepcku mennm Insert (Insert Tab)

Tacrepcku wmenm INSERT campku  rpyne: Pages, Tables, Illustrations, Links,
Header&Footer, Text u Symbols.

4.1.IMogmenu Pages

Microsoft Office Pages caapsxu anatke 3a nmojaemiaBame HaciaoBHe crpade (Cover Page),
noxaBame HoBe mpasHe crpane (Blank Page) u mpenasak na HoBy crpanuny (Page Break).
KiukoMm Ha crepesnmily TacTepa 3a HACIOBHY CTpaHy, OTBapa Ce MOIMEHH ca Oliuhjama 3a

nedunucame ucte (Cnuka 29).

o)\ H92-63)- seminarski draft - Microsoft Word
3

Home Insert References Mailings Review Vit

B2 @

Cover | Blank Page e Clip Shapes SmartArt Chart || Hyperlink Boo
Art 4

Page~| Page Break
Built-In

-

a INSER'
2 INSER1

fr Office

& HOEE T}

Consenvative Contrast Cubicles v
3
(B Remove Current Cover Page

Iy gave Selection to Cover Page Gallery..,

Cnuxka 29: Microsoft Office Pages — mojemniaBame HacJI0BHE CTpaHe

4.2 Tlommenu Tables

Microsoft Office Tables cagpxxu anatke 3a kpeupame u 00MMKOBame Tadena. Kinkom
Ha CTpenuily =~ oTBapa ce najgajyhu menu ca oumjama (Cnuka 30). Knukom Ha ommwmjy Insert
Table, oTBapa ce aujanor mpo3op ca omnijama 3a aepunucame tadene (Crnuka 31). Knukom Ha
onuujy Draw Table, nojaBipyje ce ojoBKa Ha pajHO] MOBPUIMHU TJ€ HNOKpETHMMa MHIIA ce

HucupTaBa taberna.

NMHOOPMATHUYKE METOJE ¥V BUOMEJIMIITUMHCKUM UCTPAXKMBABMA 18
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‘ Insert ‘ Page Layout References Mailings Review

=S @A EBEP2dN @

Page Table Picture Clip Shapes SmartArt Chart Hyperlin
jreak = Art i

5x5 Table

Dl:”:”:”:l Microsoft !
DDDDD IIOJCINABAEE

I Acmaname ®
I npenazak Ha 1
I
a Insert Table...

ﬂ Draw Table

% l;:_;c;;pr;ds};ee: )
a Quick Tables

-

Crnmka 30: Microsoft Office Tables

Insert Table E

Table size
Mumber of columns: 5 lil
Mumber of rows: 2 El
AutoFit behavior
@ Fixed column width:  |Auto El

) AutoFit to contents
@) AutoFit to window

[ Remember dimensions for new tables

[ OK ] [ Cancel

Cnuka 31: Jledpunucame tabene

Kana ce kpeupa Tabena, mojaBibyje ce momarHa kaptuma (Contextual Tools) y tpauu

(Ribbon) xoja canpsxu nomatHe omiwmje 3a popmarupame Tebene (Cnuke 32 u 33).

@ H9-03 - seminarski draft - Microsoft Word Table Tools

=3

= Home  Insert Pagelayout  References Mailings Review  View  AddIns Design

¥ Header Row  [¥] First Column Shading ~ - @
== B

1 TotalRow |71 Last Column - Eswdm\-l i pt
= Draw Eraser

ZPencolorT  Taple

¥| Banded Rows [] Banded Columns

Table Style Options Table Styles Draw Borders (F1
D) H9-6 )+ seminarski draft - Microsoft Word Table Tools
),
= Home  Insert Page Layout References Mailings Review  View Addns Design Layaut

-"EFIEELEIEEEIET : Ram A ] 4] By
1] Height: 0.4 cm 2 || HF Distribute Rows == l B = f

% | = = || [ |1 t e —i z+ BB @\= Jx
Select  View Propetties | Delete | Insert Insert Insert Insert | Merge Split  Split || AutoFit | =3 wigth: 558 em = || 2] Distribute Columns . Tet  Cell sart Convert Formula

- Gridlines A Above Below Left Right Cells Cells Table - \5 Ig \g Direction Margins He ows to Text

Table Rows & Calumns F] Merge Cell Size F] Alignment Data

Cnuke 32 n 33: JlogaTHa KapTHIA ca ajaTkama 3a ypehusame Tadene
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4.3.Moamenu lllustrations

Microsoft Office Illustrations caapxu anatke 3a nonaBame ciuka (Picture), nogaBame
nokperHux ciuka u3 rauepuje Microsoft Office (Clip Art), uprame o0jexkata U HBHXOBO
dbopmarupame (Shapes), nomasame aujarpama (Charts) (Crnuka 34). Hopuna y WORD 2007 je
Smart Art.

Home Mailings  Review  View  Adddns
SNHDBORE @ B 5 (330 HId4sgm T o
E | = = = = = =] ==
I e n ) =l = Z 5} Date & Time
Cover Blank foge || Table | Picture Clip Shapes fmatArt Chart | Hyperlink Bookmark Cross-reference | Header Footer  Page Tedt  Quick Wordart Drop Equation Symbol
Page~ Page Hfeak - Art - ~ ~  MNumber~ || Box+ Paisr v Cap - '8 Object ~ - -
Pages Tables llustratioffs Links Header & Footer Text Symbols

Ciuxka 34: Microsoft Office Illustrations

3a npopaBame cinuka kopucre ce komanae Inmsert—lllistrations—Picture—Dialog

Window... (Cauka 35).

v+ [Crum

Crnmka 35: lujanor mpo3op 3a ogadup CIuKe

Kama ce ciauka moctaBu Ha pajaHy MOBPIIUHY, [0jaBJbyje Ce€ I0JaTHA KapTHIA
(Contextual Tools) y tpauu (Ribbon) koja campxxu nomatHe omiuje 3a ypehuBame CiHKe
(Crnuka 36).

(@ Ho-®3 )+ seminarski draft - Microsoft Word Picture Taols - =z x
a —

Home  Insert  Pagelayout  References  Mailings  Review  View  AddIns | Format

&)

% Brightness = 13{ Compress Pictures

3 - || E@| Twerngtorront- = awgn< || [T & =
— — — ) — Lp icture Snspe & ’ b= i ‘JJ 4] Heignt: |408 em 2
 Contrast - B Change Picture I I~ ‘ P EI ~ | £ Picture Border ~ LY Ea 13 Group

_ Position crop =2 width: |7, .
Ay Recolor~ 9 Reset Picture | @ picture Effects - ~ [ Text Wrapping ~ Sk Rotate - Yo Width: [T

Adjust Picture Styles = Arrange Size =

Crnmka 36: JlomaTHa kapTHIa 3a ypehuBame cIuke
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3a nonmaBame caapxkaja w3 ranepuje kopure ce komannae Insert—lIllistrations—Clip

Art—Dialog Window... Ca ecHe cTpaHe ce 110jaBJbyje rajiepuja ca MyJITUMEINjOM U 10JaTHUM
onuujama (Cnuka 37).

(B H9-uv )+ seminarski draft - Microsoft Word

_ s ox
Wome | mnsent | Pagelyout  Refersmces  Malings  Review  View  Adans

Cover Blank Page || Table | Picture| Clip [Shapes SmartArt Chart || Hyperlink Bookmark Cross-reference | Head
Page~ Page Break | - At |- -

Pages Tables

Bomamme JU 82

Equation Symbal
5 ' Object - ST

@
080 EEP2S @ 3 3 003 A)g4 s

aoter  Page Tet  Quick WordArt Drop
> Number~ | Box~ Pars~ i
Tiustrations Links Header & Faoter Text
vr2iiie | 2 [REERRE AR AN

Symbols

Selected colectans

Results shouid be:

All mediz fie types

Dodavanje pokrenih slika, zvuka. iz galerifije MOffice: Insert—lllistrations—DPicture—Dialog
Window ..

(8] organize dips...

£ Clp art on Offies Online
% 6ing Privacy Polcy
© Tips for finding dlios
Paqei 10010 | Words:832 | <& Serbian flatin. Serbial

Cnuka 37: JlonaBame caapxaja u3 Clip Art ranepuje

3a nogaBame objekra kopucte ce komanae Insert—Illustrations—Shapes... Kimmkom na

CTpesvlly ~ OTBapa ce najajyhu MeHu ca omniujama u BeJIMKUM u3BopoM o0jekaTa (Cimka 38).

|@ H9-03 )+ seminarski draft - Microsoft Word
(3

Home | Insett | Pa Review  View  Addns

8 L) @ 3 H 5> 4 A= g T Q)

~—— [} Date & Time
Cover Blank Page | Table Hyperlink Bookmark Cross-reference || Header Footer Page Test  Quick WordArt

brop ) Equation Symbol
Page~ Page Break - - Number~ | Boxv Partsv v Cap- '#Object - - -
Pages Tables [lustrations Links Header & Footer
—

Picture Clip |Shapes Smartart Chart
Art A

Text Symbols

Cnuka 38: JlonaBame o0jexara

Kana obGjexar moctaBu, mojaBsbyje ce moaatHa kapruna (Contextual Tools) y tpauu
(Ribbon) koja canpsxu noxaTHe omiyje 3a ypehusame o0jexta (Cruka 39).

|r':!g- H92-6014 )+ seminarski draft - Microsaft Word
e

Home Insert Page Layout References
LOAENNO -

L shape Fill ~ D o £ Ty Bring to Front = |2 Align = || & -0 R
OOALLD - . . . . . . . < @ svape ouine - || || P32 T, 7 b T b E Wozsem 2
LEN R AN e 30

By send to Back *  [E] Group
Shadow

Drawing Tools

- =2 X
Mailings Review View Add-Ins Format

Position — -
| [P change Shape ~ | ffacts~ l, Erects- | G - B et Wrspping -+ Sk Retate - || F B4 -
Insert Shapes Shape Styles (£} Shadow Effects 3-D Effects Arrange Size ]

Cnuka 39: JlogatHa kapTuia 3a ypehuBame 00jexTa
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3a nmomaBame Tpaduka kopucte ce komanae Insert—Chart/Smart Art... Kioukom ce

OTBapa Mpo30p ca CIEKTPOM orirja 3a u3dop rpaduka (Cruka 40).

Insert Chart
me (1] ] 12 4 08 8 90
=] ed] 98] 0] LuA] 04
vl L] o] AS]

FAEEEEEEE
=L Lol

Cnuka 40: JlonaBame rpaduka

Kana rpadux/Smart Art nocrasu, mojasibyjy ce noxatue kapruue (Contextual Tools) y

tpanu (Ribbon) xoja caapxu noxarHe ommwuje 3a ypehusame nctux (Ciuka 41).

Choose a SmartArt Graphic

L

List

Basic Block List

Use to show nan-sequential or grouped
blocks of informatian. Maximizes bath
harizontal and vertical display space for
shapes.

& eee

% Process
Cyde
Hierarchy

Relationship

Matrix

Y T

Pyramid

Cruka 41: 1360p Smart Art

4.4 Monmenu Header&Footer

Microsoft Office Header&Footer caapsxu anaTke 3a ©3MeHy 3ariaBiba U MOAHOXK]a, Kao

U 01aBame cTpanuia crpane (Ciuka 42.).

|@ H9-0603 )+ seminarski draft - Microsoft Word - = x
E) ;

Home Insert Page Layout References Mailings Review  View Add-ns @

0 =L [jj EE @ a ;E = =D E E A= |&signature Line - TE Q)

L = B | | = = = B () Date &Time

Cover Blank Page | Table || Picure Clip |Shapes|Smartért Chart | Hyperlink Bookmark Cross-reference | Header Foster  Page Ted  Quick Werddtt Drop Equation Symbol

Page~ Page Break - Art - - ~  Number~ | |Box- Pats- Cap - '9d Object ~ - -

Pages Tables I Tlustrations J Links Header & Footer Text Symbols
—

Cnuxa 42: Microsoft Office Header&Footer
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3a nmomaBame momHOXKja u 3arnaBipa. Insert—Header&Footer—Header/Footer...

Knukom Ha crpenuily, mojaBibyjy ce naaajyhu MeHUju 3a AeQUHHCAE MOAHOXkja U 3arjaBiba

(Cnuke 43. u 44.)

seminarski draft - Micreseft Werd

5 Ej . - . 4 A= (Zsionatureline - | #

() Date & Time |

rmm Header G P || Mo Gent gt Drup Eq
Box~ Pats~ - gd Object ~

Built-In
\ 51| Blank

ol
Il
i
i
=
3

Blank (Three Columns)

- fro— -

Alphabet

Annual

FType the document tie | vear]

|2 Edit Header
5L Remove Header
B | seve Selection

Cnuka 43: Jlepunucame 3ariaBiba

ture Tools

Format

= ﬂ . A . A Bsensuewnes TT ¢

(5 Date & Time

e

it e | e || B Bnd e Equation 51
Number~ || Box- Parts~ - "8 Object - -
Hel BuiltIn <) Symbais
7. 1| Biank
e

Blank (Three Columns)

s | Alphabet

=L Remove Footer

i

] ;

j 1 J  Edit Footer i
-

—

El
E]
5l save Selection to Footer Gallery,
-

Crnuka 44: JlebpuHrcame MOIHOK]a

Kana momHoskje/3arnaBsbe MocTaBu, mojaBibyje ce gogarHa kapruia (Contextual Tools)

y tpamu (Ribbon) koja cagpxu monmatae omimje 3a popmarupame moaHoXKja/3arnassba (Cinka

45).

Ho-™Q s seminarski draft - Microsoft Word Header & Foater Taols
~ Home  Insert  Pagelayout  References  Mailings  Review  View  Adddns Design
=b Ej . . ElE _r .? (5 Previous saction || [7] Different First Page £+ Header froamTop: | 1.25em 3 E
— = [} Next Section [ Different Odd & Even Pages | [ Footer from Bottom: 1.25 cm =
Header Footer  Page | Date  Quick Picture cup Goto Goto Close Header
~ MNumber~ | &Time Parts~ At || Header Footer |2 Linkto Previous| | @] Show Document Text [B) tnsert Atignment Tab and Foater
Header & Footer Insert Navigation Options Position Close

Cruka 45: Jlonatana kaptuia 3a ypehupame 3ariaBiba 1 MOHOXK]ja
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3a nonaBame Opoja crpane kopucte ce komanze Insert—Header&Footer—Page Number...

Knukom ce nojasspyje najgajyhu Mmenu ca onujama 3a 1nosoxaj Opoja ctpane, npuMmepa u

dopmatupame (Cnuka 46).

ski draft - Microsoft Word

Header Footer | Page Test  Quick Wordart Drop
- umber~ | Box~ Parfs~ Cap

A — (& Signature Line - TE Q

—— [5} Date & Time
e Object ~

Equation Symbol

Header &

| [&]  Top of Page
' | [§]  Bottom of Page

Simple

»
» | Plain Number 1

Page Margins »

»

Current Pasition

Remave Page Numbers

=]
O]
[& Format Page Numbers...
=

Plain Number 2

o r

Plain Number 3

s3je ce a0aaTHa xapruua (Contextual T
+3a dopvaspame podnozja’zaglavlja.
Page X

Accent Bar 1

Cnuka 46: JlonaBame Opoja cTpaHUIle
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Microsoft Office Text cagpxkwu amatke 3a jgonaBambe Tekcta - Insert—Text—Text

Box....(Ciiuxe 47 u 48) u nomaBame Word Art-a - Insert—Text—Word Art— Dialog

Window...(Ciiuke 49, 50, 51) usmely ocramux. Kaga ce moma HaBegHH Caapxkaj, MOXKE Ce

(dbopmaTupatu Kpo3 0TBapame JI01aTHE KapTHIIC Y TPAIlH.

Vu

T

[Ipumep Text Box-a

Simple Text Box Zlphabet Quote

Alphabet Sidebar

nnual Quote Annual Sidebar

Crnuke 47. u 48: JlonaBame u npumep Text Box-a
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Edit WordArt Text -6 Il
Font: Size:

T Ariel Black El = B
Text:

Your Text Here

Word 2007 - Bexx0e

i 00

Cruke 49. u 50: Tujanor npo3op u npumep Word Art-a

seminarski draft - Microsoft Word

(.;@H-ru_-; s

WardArt Tools = = -
Home  Insert  Pageloyout  References  Mailings  Review  View  Adddns Format @
{I AV AA Even Height w Ly shape Fill ~ |_ o “'l £ | T Bring to Front ~ |2 Align fltaem =
< b verticaiText || || [0ELARR Wo orda,, wll'llﬂ Wordart 2 ~ [ shape Qutline = —J D20, < T < ¥ sendtoBack + 18] Group
Edit  Spadin, R =i Shadow 3D o Position Sios6em *
Text = lignment = ~ [ Change shape v || Effects ~ Q, Effects = 5 ~ [EfText Wrapping = Sk Rotate | 797 =
Text WordArt Styles Shadow Effects 3.D Effects Arrange

Size [F]

Cnuka 51: [TomatHa kaptuna 3a ypehusame Word Art-a

v OKBUDPY OBC€ TIpPYyHC HaJlaz€¢ C€ U aJlaTKC 3a J0JaBakbe BpEMCEHA U JaTyMa -

Insert—Text— Date&Time—Dialog Window (Cnuxka 52) u nonaBame objekara u Gpopmysna -

Insert—Object... (Ciuka 53).

Date and Time

Available formats:
11.1.2016
ponedeljak, 11. januar 2016
11, januar 2016
11.1.16
2016-01-11
11jan.-16
11f1/2018

11 jan. 16

111716

januar 16

jan.-16

11.1.201% 19:28
11,1.2016 19:28:49
128

2845

19:28

18:28:42

B 5

Language:

Serbian (Latin, Serbia and Montenegro (Former)) E

Default...

[ Update automatically

Cnuxka 52: JlonaBame 1aTyma U BpeMeHa

2 ==

Object
Create New | Create from File
Qbject type:

Adobe Acrobat Document

Adobe Acrobat PDFXML Document

Adobe Acrobat Security Settings Document
Bitmap Image

Microsoft Equation 3.0

Microsoft Graph Chart

Microsoft Office Excel 57-2003 Worksheet
Microsoft Office Excel Binary Worksheet

~ | [ Display as icon

Result

B,
EB into your document.

Inserts a new Adabe Acrobat Document object

Cnuka 53: [lonaBame objexara u popmyiia
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4.6.Moamenu Symbols

Microsoft Office Symbols caapxu anatke 3a qoqaBambe MaTeMaTUYKUX (Gopmylia

(Equattion) u cum6oma (Symbol) (Cnuxka 54, 55, 56).

“@ H9-03 )= seminarski draft - Microsoft Word - = x
Home | Inset | Pagelayout  References  Mailings  Review  View  Add-ns @
- O LEDPH @R B D03 HE 4o
] > = n == — = A
] = =
=) L (5 Date &Time
Cower Blank Page | Table || Ficture Clio Shapes Smartart Chart || Hyperlink Bookmark Cross-reference | Header Footer Page Tod Quick Wordént Drop o Equation Symbol
Page~ Page Break - Art - Number- || Box~ Parts~ - Cap - '8dObject - - -
Pages Tables Hlustrations Links Header & Footer Text Symbols
Cnuka 54: Microsoft Office Symbols
I|;| H92-0601 )+ Microsoft Word 2007-Vezbe Seminarski rad - Microseft Word Equation Tools - 2 X
Home  Insert  Pagelayout  References  Mailings  Review  View  Adddns Design @
gomaenens | [+][=][-] L[] CI 3 et L0 oy e 3 lm A Y
B = A -~ sin 11T
1 [~] : € 2 {0 6 g i
Equation - . . . EI H E - E . Fraction Script Radical Integral _ Large _ Bracket Function Accent Limit and Opera()r Miatrix
abe Normal Text 7] = = Operatore = 5 e 5
p 9
Tools Symbaols Structures

Cruka 55: MaremaTruke opmyiie

Symbol @
Symbols | Special Characters

Font: |Times Mew Roman |Z| Subset: | Arrows

=
e

Ne|T™ Q| e |36] a2 | V4|35 | va| %5 | %5 | T4 :J<—T

Vel e| ATz = /] |V ]e|e|n] ]

=l zl=(= =~ [ = ela Y |‘||
I T I

Flalm|nlE }

Il
.

T

Recently used symbols:

— €0 Z£|Qw|<|=|ul—|l|®|pla|ld|Y
RIGHTWARDS ARROW Character codes | 2122 from: | Unicode (hex) |E|

’ AutoCorrect... l ’ shartcut Key... ] Shortout key: 2192, Alt+X

[ Insert ][ Cancel ]

A

Crnuka 56: JlogaBame cumb01a
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5. Tacrepcku menu Page Layout

Tacrepcku menu Page Layout cagpxxu ommuje Koje ciyke 3a JAeduHUCAmEe U3IIena
CTpaHuIle, 0HOCHO pagaHor jucta Word qokymeHTa. Y OKBHPY OBOT TaCTEPCKOT MEHH]ja Halla3u
ce 5 cnenehux moamenuja: Themes, Page Setup, Page Background, Paragraph u Arrange
(Cnuxka 57).

@ = Document1 - Microsoft Word
a
Home Insert Page Layout References Mailings Review Wiew PDF Architect 4 Creator
— = d -

Colars ~ 5 V= Breaks ~ Indent Spacing ] = . = 3
| —ses Nl NTE N B BN RN = '
=8 o +— .= s i e
[A]Fonts - = j £ Line Numbers ~ E Left: O 2| 3= Before: 0pt s =l L = .

Themes Margins Orientation Size Columns ) Watermark Page Page | _. - — = —|| Pesition Bringte Sendte  Text Align Group Rotate
- @ Effects = - - - - be™ Hyphenation - - Color~ Borders | =% Right: |0 T || p= After | 10pt c Front~ Back~ Wrapping -
Themes Page Setup & Page Background Paragraph (F] Arrange

Crnuka 57: Page Layout
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5.1.INoamenu Themes

Iogmenu Themes oMoryhaBa Ham TpOMEHY IMEIOKYITHOT JIW3ajHA IEJIOT JTOKYMEHTA,

ykipydyjyhu 60je, pontose u edexre (Cnmxa 58). YV okBupy noamenuja Themes Hanasum ce

riaBHa Kaptuia Themes, kao u tpu nomohue kaptuue: Colors, Fonts u Effects.

j n Colors =
— . Fonts =
Themes

@ Effects =

Themes

Cnuka 58: Ilogmenu Themes

Kiukowm Ha kapTuity Themes otapa ce najiajyhu Menu kao Ha ciuiy 59:

Built-In
Aa Aa |-
Em=m= Emmm= EmEmm= EEEmEn
Office Apex Aspect Civic
Aa Aa
el EmEmEn mmmm
Concourse Equity Flow Foundr}r
Aa
mmEmn memm= mEmm= mEm=En
Median Metro Madule Cpulent
Aa Aa Aa Aa
EEme=n - = EemEEn
Oriel arigin Paper Solstice
Aa Aa
EEEmEn mEmEn mEEmm= EEEEEn
Technic Trek Urban Verve
Reset to Theme from Template
More Themes on Microsoft Office Online...
[=] Browse for Themes...
53 save Current Theme...

Cnuka 59: ITanajyhu Mmexu 3a u360p Tema

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA
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Y ropmem Jeny mpo3opa MOTY C€ YOUMTH TeMe Koje ce Hanaze y okBupy Office makera
(20 moapazymMeBaHUX TeMa) M KOj€ KOPUCHHUK MOXKE J1a 0J1a0epe jeJTHOCTaBHUM KIIMKOM MHUIIIa Ha
TeMy Kojy kenu. Mcmoxa nmanere ca monyheHuM Temama Hanase ce yetupu omnuuje. [IpBa omnimja
Reset to Theme from Template omoryhaBa kopucHuKy &a, y ciydajy Ja HHje 33J0BOJbaH
o/a0paHOM TEMOM, MOBPATH M3IJIE] PAJHOT JIMCTAa MpeMa TEMH Koja ce Haja3d y TEeMIUIE|TY.
Jpyra omja More Themes on Microsoft Office Online omoryhasa kopucHUKY, y3 acKBaTHY
HNHuTepHeT xoHeknujy, Behu m300p TemMa KOje Cce Hajla3e JOCTYIHE Ha 3BaHWYHO] MHTepHeT
crpanunu Microsoft-a. Tpeha omuja Browse for Themes omoryhaBa mperpary Tema koje ce
MOTr'y Hasa3uTH y okBupy Hekor Office qokymenTa Ha pauyHapy KOPHUCHHUKA, JJOK YETBpPTA OIIIHUja
Save Current Theme omoryhasa cuuMame ogabpaHe TeMe.

ITpBa momohna kaptuma Colors ciyxu 3a nmpomeny 60je nzabpane reme. Kimmkom Ha OBy

KapTHUIly 100uja ce maaajyhu menu (Criuka 60).

B colors - i Ly
Built-in
RN office
O Grayscale
O  Apex
NN Aspect
O Civic
[ N cConcourse
NN cquity
HCONEEENN  Flow
ECONEEEEE  Foundry
O redian
N Metro
EONNENEE Moduls
TN opulent
T Oriel
NI origin
N Faper
OO soistice
O Technic
O Trex
NN urban
HO NN verve

Create New Theme Colors...

Cruka 60: [Tamajyhu Mmeru 3a u36op 6oja uzabpane Teme

JenqHOCTaBHMM KIIMKOM Ha KBaJpatuh kesbeHe 0oje omabpana TeMa he Outu 060jeHa ToM
60jom, a ommuja Create New Theme Colors koja ce Hanma3u Ha JHY OBOI' najajyher meHuja
omoryhasa kpeupame HOBe 0oje.

Hpyra momohna kaptuma Fonts omoryhaa npomeHy (oHTa 3a TEKCT KOjU Ce HaJla3H y
HACJIOBY alli U y OcTaTKy AokymeHTa. Kimkom Ha kaprtuny Fonts mobuja ce mamajyhu menu

(Cnuka 61).
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T | e B

Built-1m -
Office
Cambria
Aa Calibri
Office 2
Calibri
Aa Carabria
Office Classic
A Arial
= Tines Mew Foman
Office Classic 2
Acrial
Aa Arial
Apex
A Arial
i Times Mew Foman
Aspect
A werdana
= werdana
Ciwvic
Georgia
Aa Seorgia =

LCreate Mew Theme Fonts...

Cnuka 61: M360p doHTa CBUX AeI0Ba TEKCTa

JemHOCTaBHUM KJIMKOM MOXE CE€ M3BPIIMTH H300p JKeJhbeHe KoMOwmHamuje (GoHTOBa 3a
TEKCT KOjH C€ HaJa3W y HACIIOBY ald M Y OCTaTKy JIOKyMEHTa, JOK CE Takolje MOry Kpeuparu
HOBe koMmOuHauuje GontoBa n3bopom omiumje Create New Theme Fonts koja ce Hanasu Ha aHy
oBOr nasaajyher Mmenuja.

Tpeha momohna kaprtuma Effects omoryhasa nam mpomeny edekra 3a ogabpaHy Temy.

Knukom Ha oBy kapTHiy oTBapa ce najaajyhu menn (Cnuka 62).

WISTGITIS UIISTILAtiun Dise COIUmns

O] Effects - = = = < 2t
Built-In
&S| =
Office Apex Aspect Civic
(. {
Concourse Equity Flow Foundry
@ S e
— U 1
Median Metro Module Opulent
— — —
Oriel Origin Paper Solstice
1 s (G
Technic Trek Urb.an Verve -

Crnuka 62: M300p edekata 3a nzabpany TeMy

JemHOCTaBHMM KJIMKOM Ha HEKH O]l oHyheHuX edekaTa BPIINA C€ J0JaBamE KEJHEHOT

edekTa 01adpaHoj TEMH.
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5.2.lloamenu Page Setup

Iogmenun Page Setup cagpku HEKOJIMKO KapTHIlA KOjeé TEHEPAIHO CIyXe 32
nedunncame u3riena crpane. To cy kaprune: Margins, Orientation, Size, Columns, Breaks,

Line Numbers, Hyphenation (Carka 63).

oy lj r,:::: Breaks =
= £ Line Numbers ~
Margins Orientation 5ize Columns i
- - - - be Hyphenation -

Page Setup F]

Cnuka 63: I[Tommenu Page Setup

[Mpea kaptuna Margins ciayxu 3a aeduHHCcame MapruHa. MapruHe NpeacTaBibajy
npasaH MpOCTOpP O] MBHIE TEKCTa A0 MBHUIC nanupa. KimkoMm Ha OBy KapTuily noOuja ce

nasajyhu menu (Cnuka 64).

L]

Margins |/

Normal
Top: 1 Bottom: 17
Left: i Right: 17

Narrow
Top: 0.5 Bottom: 0.5
Left: 0.5 Right: 0.5

Moderate
Top: 1 Bottom: 1"
Left: 0.75" Right: 075

Wide
Top: 1 Bottom: 17
Left: 2 Right: 2~

Mirrored
Top: T Bottom: 1°
Inside:  1.257 Cutside:1”

Office 2003 Default
Top: 1 Bottom: 1"
Left: 1.257 Right: 1.25

Custom Margins...

Cnuka 64: [Tagajyhu menu 3a neduHucame Mapriaa

Ha Bpxy ce namasu ommmja Normal umjum omabupom ce mojeimiaBa ja CBE UYETHPH
Mapruae (ropma, 10ma, JieBa M JecHa) u3dHoce 1 nH4Y. To je ommMja Koja je mojapazyMeBaHa
npema Office 2007 u ona je Hopmanuo aktuBHa. [lopex oBe ommmje, Office 2007 myau jorr
HEKOJIMKO TMOApa3zyMeBaHUX KomOuHaiija Mapruna: Narrow (cBe MapruHe MMajy BPEIHOCT O
0,5 unua), Moderate (ropma u g0ma 1o 1, a neBa u aecha o 0,75 unya), Wide (ropma u 1oma
no 1, a yieBa u jecHa no 2 un4a), Mirrored- y o0uKy mpeamera U Jidka y orjienany (ropma u

JoWa 1o 1 uHY, yHyTpalimka Mapruda 1,25 uHYa U croJballikba MapruHa 1 uH4Y) U KoMOuHanuja
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Koja je Owia noapasymeBana npema Office 2003 (ropma u goma mMapruHa mo 1 uHY, a JieBa u
necHa mo 1,25 waua). Ha nHy oBor magajyher menuja ce Hanmasu ommmja Custom Margins, a

KJIMKOM Ha OBY OIIIIH]jy OTBapa ce MeHH (KOjH je uaeHTH4YaH kao maaajyhu meau y Word-y 2003).

Page Setup ?

Margins | Paper | Layout
Margins
Top: bu = Bottom: 1"
Left: 1 = Right: 1"
Gutter: 0" 3| Gutterposition:  |Left v

Orientation

Portrait  Landscape
Pages

Multiple pages: Normal v

Preview

Apply to: | Whole document |+

el ==

Cruka 65: TIpo3op 3a nqeduHMCame MaprHHA U Apa

[Iperxoane kapruie cy caapkaie GUKCHe KOMOWHAIM]e MapTUHA, JOK OTBAPAEKEM OBOT
po30pa KOPUCHHUK MOXKE Ja Je(UHHIIE BPEAHOCTH MaprHHA IO CBOjOj JKEJbH, a TIOPE]] TOra 0Baj
IPO30P CaIPKU U OPOjJHE IPYTe OMITHje KOje CIIy)Ke 3a MoJIenaBame u3rieaa crpannie. Kao mro
ce Moxe BujaeTH, mpo3op Page Setup uma Tpu kaprtuue: Margins, Paper u Layout. Kana je
obenexkeHa mpBa kapTuiia, Margins, mpo3op uMa u3riiel Kao Ha MPETXOAHO] CIUIH. Y TOPHEM
JIeNTy TIpO30pa ce Hala3| Jieo 3a JeduHUCamhe CBE YeTUPH MapruHe, anu u ommuja Gutter. Opa
OMIIMja Ce KOPUCTH KaJga ce JOKYMEHT KOpPHYH, Ia jeé HEONXOJHO OCTaBHTH JEO CTPAHHUIIE
nmpasaH, 06e3 Tekcra, koju he 6utu oOyxBaheH kopuuemem. [lopen Tora, Moxke ce MOAECUTH H
no3unuja Gutter-a, oJHOCHO ca Koje CTpaHe KOPHCHHUK Xelu J1a JOKyMeHT Oyzae kopuueH (Gutter
position). IToapasymeBaHo je 1a Oy/e YK/bydeHO KOPHUUCHE Ca JIEBE CTPaHe.

HWcnos oBor sienna ca MapruHama y OKBUpPY OBe KapTulle Hajasu ce aeo Orientation (Cruka 66).

Orientation

Al [A)

Portrait Landscape

Cnuka 66: OpujeHTanyja namnmpa
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OBaj nmeo ce kopuctu 3a JedUHUCAKE OpPHjCHTAllMje Tamupa OJHOCHO CTpaHHIIC.
Ykonuko je obenexena omnmuja Portrait, crpanuna he OuTH opujeHTHCAHA BEPTHKAIHO, a aKO
obenexumo onujy Landscape crpanuiia he Outu opujeHTHCaHA XOPU30HTATHO.

Crnenehu neo y okBupy kaptuiie Margins ce nasuBa Pages. Y okBupy OBOr jena ce

Hanasu kaptuia Multiple pages, a kinkom Ha By ce oTBapa najajyhu mexu (Civka 67).

Mormal W

Mirror margins
2 pages per sheet
Book fold

Cnuka 67: Multiple pages nagajyhu menn

VYkonuko ce u3 oBor najnajyher menuja omabepe onmuja Mirror margins, crpanuue he
MeljycoOHO OWTH OpHjeHTHCAHE Kao MpEeAMET W JIMK y orjenany. YKOJHKO ce omadepe Tpeha
ommwmja- 2 pages per sheet, To 3Haun na he campikaj 1Be cTpaHUIe OMTH MPEACTABIBCH HA JSTHO],
a akTuBUpameM yetBpre onuuje Book fold nokyment he nobutu usrnen xkmure.

Ha nny oe kaptuiie Margins y oxsupy namajyher menuja Page Setup wamasu ce meo
Preview, rze ce Ha BpXY CJIMKOBHMTO IPUKa3yje M3IJIEA CTPAHUIlE ca oabpanum mpomenama. Ha

IHY ce Hanaszu kaptuna Apply to, a kiMkoMm Ha By oTBapa ce cienchu nagajyhu menn (Cimka
68):

Whole document

This paint forward

Cnuka 68: Ommmje kojoM ce n3abpaHe MpoMeHe IPUMEYjy Ha [Ie0 MIIH JIe0 TeKCTa

VYxomuko ce omabepe omuja Whole document, mpomene he 6utu morBpheHe Ha cBUM
CTpaHMIIaMa JTOKYMEHTa; a ako ce yekupa omnuuja This point forward mpomene ce ogHoce Ha

AKTYCJIHY CTpaHHUIly U Ha CBC HAPCAHC CTPAHULIC.
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Jpyra kapTuina y okBupy npo3opa Page Setup je Paper (Cnuka 69).

Margins | | Paper || L
Paper size:

Letter v
width: |8.5"

Height: 11"

Paper source

First page: Other pages:

Default tra Default ra

Apply to: | Whole document | v Print Options...

etk Cancal

Crnmka 69: IIpo3op Page Setup u kaptuma Paper

HajoutHuju 1e0 y OKBHpY OBE KapTHIIC je MpBH - Paper size, riae ce 3amnpaso jaeduHuUIIe
BEJIMYMHA TAlKpa OJHOCHO CTpaHuIle 3a mTamiame. OTBapameM NpBe KapTuie noduja ce

cienehu nanajyhu menu (Cauxka 70):

Letter | : |
rs

Tablaid

Ledger

Legal

A3 v

Crnuxka 70: Onabup BenTUYHHE Manupa

Ha oBaj HauwH ce neduHUIIEC BETUYHHA TTANUpa, TauHuje GopMat namnupa (HIp. Omiuja
Letter o3nauaBa nucmo, A3 na he crpanuna 6utu BenuuuHe ¢opmara A3 wutn). [lopen tora,
ucron ce Hanmase u omiuje Width u Height, rae koprcHuK MOe IO COTICTBEHO] JKEJbH Ja TIOAECH
HIMPUHY U AyXUHY nanupa. CIMYHO Kao U ca MPETXOAHOM KapTHUIIOM, Ha THY C€ Hajlla3u OMIlfja
Apply to, ca uaentiHuHM MOryhHOCTHMA.

Behuna onmuja xoje cy npuka3ane y okBupy manajyher menuja Page Setup 2003 (a xoju
je wmuterpucan u y Office 2007) ce MHOro jeaHOCTaBHHje MOTY IPOMEHUTH Yy OKBHPY
oaroeapajyhux kapruiia y moamenujy Page Setup. Creneha na peay je xaprtuma Orientation,
IJIe C€ MHOTO j€THOCTaBHH]e MOXKE O0Ja0paTé BEpTUKATHA WM XOPU3OHTAIHA OpHjEHTAIlH]ja

nanupa (Cruka 71).
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Home Insert | Page Layout | References Mailings Review
1=l
n Colors = 1 =| 4= Breaks -
jlg"E'll || =
@ Fonts = — £ Line Numbers ~
Themes Margins |Orientation| Size Columns a W
- |§| Effects - - - - - we Hyphenation ~
Themes | hp Fa |
EI Portrait L
= Landscape

Cruka 71: Kapuria Orientation

Tpeha kaptuma je Size, rme ce, Takoje MHOro jeAHOCTaBHHjE, MOXKe ojaadbpatu

onrosapajyha Bennunna nanupa (Criuka 72).

.‘pl

Size

Letter -
85 x11°

Tabloid
M w17

==

Ledger
17" x 11"

Legal
8.5 x14°

A3
11.69" x 16.54"

A4
|__I 8.27" x 11.69"

A4 Small
827" x11.69

L] =3

AS
|___I 583" x8.27"

Ab
413" x 5.83"

LetterSmall
85 x11"

More Paper Sizes...

Cnuka 72: Kapruna Size

Yerepra kaptuna - Columns, Hyau jako MHTEpecaHTHE OIIHUje Ja TEKCT Ha jEHO]
CTpaHUIK OyJe MpHUKa3aH y HEKOJIMKO KoJoHa (jeHa, 1B, TPU KOJIOHE), a TIOCTOje U BapHjallrje
Left (texct he OuTh mprKa3aH y JABE KOJOHE IPH YeMYy je jeBa 3HauajHO yka) u Right (tekct he

OWTH MIPHUKA3aH y JIBE KOJIOHE MPHU YeMy je JecHa 3HauajHo yxka) (Crouka 73).
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Two

Three

Left

£ More Columns...

Cruka 73: Kapruna Columns
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Ha nny osor nmagajyher menuja ce Hanasu onmuja More Columns, 4ijuM aKTUBUpPAHEM

ce otBapa cienehu nanajyhu menu (Cnuka 74):

Presets

l

Two Three

Mumber of columns:

Width and spacing
Col #:  Width:

| Equal column width

Apply to: | Whole document n

Cnnka 74: JlonatHe omnmuje 3a euHICAmHE KOJIOHA

Right
Line between

Preview

Start new column

| | Cancel

Kao mro ce mMoxxe 3akipyunTu ca npuioxeHe ciuke (Cnuka 74), oBaj magajyhu mMeHu

CJIY7KM 3a I[e(bI/IHI/IcaH,e " U3MCHY CaMUX KOJIOHA, BbUXO0BC HNIUPUHE, NYKHUHC, 6poja,...
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[era kapTuna y okBupy noamenuja Page Setup je Breaks, koja cmyxu 3a negunucame
npekuga u3Mel)y mHojemMHUMX eHTUTeTa IOKyMeHTa. AKTHUBHpAameM OBE KapTUIIC OTBapa ce

cnenehu nanajyhu menn (Ciuka 75):

,f| Breaks 'l

Page Breaks

Page
Mark the point at which one page ends
and the next page begins,

]

Column
Indicate that the text following the column
break will begin in the next column.,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

L M) |

Section Breaks

Mext Page
Insert a section break and start the new
section on the next page.

-

(Il

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

PR

0dd Page
Insert a section break and start the new
section on the next odd-numbered page.

(%1

Crnmka 75: lebpuHucame IpeKuia MOjeAMHAX SHTUTETAa JOKYMCHTA

Kao mTo ce moxe BHIETH, Y OKBHPY OBOT majajyher MeHuja mocroje aBa nena: Page
Breaks u Section Breaks. ¥ npBom nieny nocroje Tpu ormiuje. YKOIUKO ce ogadepe mnpsa omniuja-
Page, To 3HauM Ja ce ca aKTUBHE CTpaHMIIE MTPeNa3u Ha HOBY cTpanully. [pyra onmuja- Column,
yKa3zyje na he TEeKCT mocie MmpeKuja KoyioHe mouetu y cieaehoj xononu. Tpeha ommumja- Text
Wrapping, omoryhaBa ja TekcT Oyne HamumcaH OKO HEKOr 00jeKTa, Kao IITO je HeKa CIIMKa,
tabena, Aujarpam.

Hpyru neo y okBupy paaror mnaaajyher menuja cy Sections Breaks, rme ce mory
nedunucatu ceknuje. Cekiyje NPeCTaBibajy »IOKYMEHT Y TOKYMEHTY, Y KOME MOCEOHO
MokeTe JeduHUCaTH cBe napaMere wu3rieAa crpaHe. CeklHje ce KOPUCTE y CIOXKEHUM
JIOKYMEHTHMa, TJie, HapaBHO, U oTpede 3a popmaTupameM jako pacty. [IpBa omnmuja Next Page
nozpazymeBa (opMupame cekipje Ha cienehoj crtpanu, a qpyra Continuous gopmupame HOBe
ceknuje Ha Toj ctpanu. Tpeha ommmja- Even Page, moapasymeBa yMeTame CEKIIM]CKOT MTPEKHUIa U
3almouynmbamba HOBe cekiuje Ha cienchoj mapHoj crpammnu; ciumgao, ommmja Odd Page
NoJpa3yMeBa yMeTame CEeKIMjCKOI IMpeKHJa M 3alouMibaba HOBE CEKIMje anu Ha cienehoj

HEMapHOj CTPAHUIIH.
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[lecra xaptuuna y okBupy noamenuja Page Setup je kapruma Line Numbers, gnjom ce

aKkTHBaIjoM otBapa cieachu nmanajyhu menn (Cnuka 76):

P,f; Breaks ~
£ Line Numbers =
v | Mone
Continuous
Bestart Each Page
Restart Each Section
Suppress for Current Paragraph

Line Mumbering Options...

Ciuka 76: Kapruma Line Numbers

[TonpaszymeBano je yekupana omuuja None, mro 3HaYu Ja HUCY MPEICTaB/BEHU PEIHU

OpojeBU JIMHM]jA, OJTHOCHO PE0Ba ca TEKCTOM Y OKBUPY JOKYMEHTa. AJlM, ako ce 4eKHpa oIniuja

Continuous, mopes cBakor HOBOT pelia O MeCTa YeKuparma Ouhie nmpukazaH meroB peaHu 0poj.

[Mpumep je npukazan Ha ciuiy ucrnox (Ciuka 77).

145
146
147
148

149

150

151

152

Tloppazvmerano je 9ekupana onmja None, IITo 3HAYH 03 HACY NPEACTAEBEHHE DEIHH OpojeBH
THHM]ja, OJHOCHO pEeoBa Ca TEKCTOM V OKBHPY JOKVMeHTa AmM, aK0o Ce HUeKMpa OmIHja
Continuous, Iopes CEAaKOT HOEOT Pefda 0] MeCTa 9eKHparka OHhe NPHKAazaH HBelr0E PedHH 0poj.

TIpunep je IpHKa3aH Ha COHITH HGIIO,J.I

Cnuka 77: Ilpumep OpojeBa pemoBa TeKcTa

Tpeha omnmmja y oxkBupy oBe kaptuie je Restart Each Page, mro 3naun jga Opojame

penoBa ayToMaTCKU MPecTaje ca 3aBpIIETKOM CTPaHHUIIE, a Ha cienehoj CTpaHuIM MOYHEEe HOBO

Opojame, on moueTka mpeor peaa. CrnuuHa je u yeTBpTa omuuja- Restart Each Section, yujum

aKTUBUpAKEM ce Opoje pelloBH Y OKBHPY CBake ceKlyje mojenunHadno. Ilera ommmja- Suppress

for Current Paragraph, moapasymeBa na skesbenu maparpad Oyae u3yser ox Opojama peaoBa u

HaBolema HUXOBUX PEAHUX OpojeBa.
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Cenma kapTuna y okBupy monmenuja Page Setup je xapruma Hyphenation, uujum

aKTUBHUpamEeM ce n1oduja cienehu nmagajyhu menn (Crmka 78):

b~ Hyphenation =

v | Mone
Automatic

Manual

L2~ Hyphenation Options...

Cimka 78: Kaprumna Hyphenation

AKo je pex mpenyradak Ja OM MOrao Ja CTaHe y MOTIIYHOCTH y CKJIQAy ca MOJACHICHUM
MapruHaMa, OJJHOCHO YKOJIMKO HEKa ped He MOXe Iielia Ja Oyje NMpuKazaHa y OKBHPY jeIHOT
pena, MS Word 2007 ayromarcku Ty ped npebaityje y HOBU pea. MehyTuM, yKOITHKO KOPUCHHUK
JKeIu, TocToju MOryhHoCT 1a, aktuBaiujom ommuje Hyphenation, ta peu Oyae mpekuHyTa Ha
MECTy T Ce y CKJIaAy ca MOJEIIEHNM MapruHama 3aBpIlaBa Taj pel, Ja Ha TOM MecTy Oyne
yMETHYTa LPTHIIA, a J1a HacTaBak peun Oyne mnpukasaH y cienchem peny. To ce moxe ypenutu
TAKO Jla pauyHap BpIIM MPOMeHe ayroMaTcku (AutomatiC) wiam 1a KOPUCHHUK CaMOCTAIHO, IO
COIICTBEHO] JKeJbM HM3BpIlIaBa NpPEKUJAkE pPeYd Ha MecTHMa Ha kojuma To sxkenu (Manual).
AKTHBHpamEM TOCIIEAmEe KapTUIle Y OKBHPY OBOr magajyher menuja - Hyphenation Options,

otBapa ce cienehu nposop (Ciuka 79):

Hyphenation

[V]{Automatically hyphenate docume{Help
Hyphenate words in CAPS

4k

Hyphenation zone: 0,25"

Limit consecutive hyphens to: Mo limit =
Manual... Cancel

Crnuka 79: JlogaTHe onmuje 3a IPOLEC IMOIENe PeUH

VY okBHpY OBOTI' Ipo30opa MOry ce JAepuHucaTH ojapeleHa mojemaBama Be3aHa 3a caM
npoliec MojeNe peur, a HajuHTepecaHTHUja je MoryhHocT AeduHucama 30HE 3a MOAETy peud,

KOja ce U3paxkaBa y MHUMMA.
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5.3.Hoamenu Page Background

IMoamenu Page Background canpxu omiuje koje omoryhaBajy nedunucame usriena
1o3aJIMHe CTpaHuIla. Y OKBUPY OBOTI IOJMEHH]ja rocToje Tpu Kaprtuiie: Watermark, Page Color u

Page Borders (Cauxka 80).

Al @ U

Watermark Page Page
- Colar= Borders

Page Background

Cnuxka 80: TTogmenu Page Background

IMpBa kapruma, Watermark, je jako unrepecantHa, Oymyhu na KOpucHUKY omoryhasa a
ybanu oxpehenu caapkaj, koju he OutH Tpuka3aH U30IeneNMM CIIOBMMA, KOja Cy ca jeaHe
CTpaHe JOBOJHHO BHIJBHBA, a Ca JPYyre CTpaHe JOBOJHHO Oliefa /a MpeKko HmHUX Oyle HamucaH
TEKCT caMor JokyMmeHta. [lopen Tekcra, kao Watermark moxke mociyutu OWIO Koja ClMKa,
aMjarpaM WM rpaduK, NMPEACTaBJbeH TaKO Ja HE OMeTa TEeKCT JAOKYMEHTa. AKTHBHPAHEM

kapruiie Watermark otsapa ce cienehu menu (Cruka 81):

4]

‘Watermark

3

Confidential

COMFIDEMTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1

DO NOT COPY 2 -

Al | Custom Watermark..,

A% | Remove Watermark

y

Cruka 81: Kapruma Watermark
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Ha Bpxy cy Hajupe HaBeaeHH yoOWUajeHH CHMOONM KOjH CE€ Haja3e Ha TMO3aJUHU

crpanuile, kao mto je DO NOT COPY, koju ce KOPHCTH 3a 3allITUTY ayTOPCKUX mnpasa. [Topen

tora, cieaeha ommuja je Custom Watermark, uujom axTuBammjom ce orapa cieiehu mposop

(Cnuka 82):

Printed Watermark

7 I

Scale:

Language:
Text:
Font:
Size:
Color:

Layout:

) Ficture watermark

Auto

() Text watermark

| Washout

English (United States)

ASAP
Constantia

Auto

Automatic «| Semitransparent

® Diagonal Horizontal

Cancel

Cnuka 82: TIposzop Custom Watermark

[TonpazymeBano je na nema Watermark-a, ogHocHo na je mo3agmHa manmpa Oedna.

MebhyTuM, Kao MITO je MpHKa3aHO Ha OBOM Ipo3opy, kao Watermark ce moxe omaOparu

oz[peljeHa CJIMKa UJIM TCKCT, IIPpHU UCMY CYy HOHYIjeHe J04aTHC MOFYHHOCTH, BC€3aHC 3a BCINYHUHY

doHTa, je3uK, BeNUYHHY, O00jy cjoBa, mno3unujy. HapouuTo je wuHTepecaHTHa OMIlHja

Semitransparent, uujuM YekHpameM ce omoryhaBa OCHOBHO CBOjCTBO CBakor JJo0por

Watermark-a: ma Oyne mpoBHaH 3a TEKCT CaMOr' JOKYMEHTA, aJId HMIIaK JOBOJHHO jacaH Ja ra

gutagan Moxe youmtd. HMcemom ommuje Custom Watermark wnamasu ce ommuja Remove

Watermark, kojoM KOpHCHHK MOe jeJIHOCTaBHO YKIOHUTH onabpanu Watermark ykonuko je u3

OuI0 KOT pasjiora HE3a10BOJbaH HBUME.

Jlpyra xaprtuiia y okBupy rnoaMenuja Page Background je Page Color, kojom ce mMoxe

neduHICaTH 00ja manupa. AKTUBUPAkEM OBE KapTHUIle oTBapa ce cieaehu magajyhu Mmenu:

&)

Page

Color

The

Standard Colors
HE

-

me Colors

Mo Color

Maore Colaors...

Fill Effects...
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Kao mro ce ca mpunoxene ciauke (Ciuka 82) Moxke BUACTH, MMOpa3yMeBaHoO je 1a Oye

aktuBupana omiuja No Color, mto 3Ha4ym Jga nmanup Heje 000jeH, Maaa ce jeAHOCTABHUM KJIMKOM

Ha XeJbeHy 00jy Moxe n00uTu oaroapajyha 6oja manupa. HapouuTo je nHTEepecaHTHa OmIuja

Fill Effects, uujum ce aktuBupamem no6uja ciaenehu mposop (Ciuka 84):

iG t: Texture
Colors

() One color

() Two colors

() Preset

Transparency
From:

To:

Shading styles

() Horizontal

I

Fill Effects

Pattern | Picture

=
arf[ar

0 %

Variants

() vertical

() Diagonal up
() Diagonal down
() From corner

(_) From center

Rotate fill effect with shape

-
-

Cancel

Crnuka 84: Edexru 60je

VY okBupy oBor mpo3opa mnoctoje yetupu kaptuie: Gradient, Texture, Pattern, Picture,

noMohy KOjuX ce MOXKe MOJECUTH Ja manup Oyzae o0ojeH ca Buile 00ja, MOXKE Ce MOJIECUTH

TPAHCIIAPEHTHOCT, KOHTPACT, e(DeKTH 3aceHYeHha U OpOjHU APYTH BU3YETHH €PEKTH, KOJH CE Y

IMPAaKCH UITaK HE KOPUCTE TAaKO YECTO.

Tpeha kaptuna y okBupy nmoamenuja Page Background je Page Borders, nomohy koje ce

MOKC TIOACCHUTH Ja CTpaHHILA 6y,ue YOKBHUPCHA HAa HCKH HAYUH. AKTI/IBaI_II/IjOM OBC KapTule

oTBapa ce cineaehu nposop:

Borders

=
)
3
m

m
1
=3

Shadow

S i

Is]
i
&
g
3

Herizontal Line...

Page Border

Borders and Shading

Shading

Style: Preview

Automatic ~
Width:

Y2 pt

Apply to:
Art:
{none)

Whole document

Click on diagram below or use
buttons to apply borders

7 I

w

Options...

Cancel
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Cnuka 85: ITpo3op Borders and Shading
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IMpo3op uma tpu kaptume: Borders, Page Border m Shading, amu ce merosum
IOKpETamheM Ha OBaj HauMH oTBapa Kaprtuiia Page Border (Camka 85). ¥ oxesmky Setting ce
MOXe JeuHHCAaTH CTHJI caMor OKBHpa (ToJpa3yMeBaHO je dyekupaHa ommuja None, mazna ce,
YKOJIMKO KOPUCHUK TO eI, CTPAHHIIA MOXE YOKBUPHUTH Yy OONMUKH KyTHje-BOX mim Ha Heku
npyru nonyhenu HauuH). Y ozxesbKy Styles Moxe ce nedmHUCATH CTHI JHMHHja CaMOT OKBUpA

(Cruka 86):
Style:

Cruka 86: CTui TMHUje OKBHpa

Hcnox oBor ojiesbka ce Hana3u ojesbak Color, momohy kojer ce pedunuiire 6oja TuHH]a,
u oxesbak Width, momohy kojer ce nedunuiie nedpuHa JTUHKUjA 0a0paHuX 3a okBUp. Ha mHy
OBOT Jlella C¢ Hajla3d WM Omiuja Art, 4djuM aKTHBHpameM ce MOry ojabpatu ompeleHu
AHUMHUPAHH CaJIPXKaju KOJU CE MOT'Y KOPUCTHTH Kao OKBHD.

Ca necue ctpane kapruiie Page Border y okBupy mpo3opa Borders and Shading nanasu

ce onrja Apply to, unjum ce akTuBUpameM oTBapa cieaehu naaajyhu menn (Cruka 87):

Apply to
Whole document

This section - First page only
This section - All except first page

Cnuka 87: omja Apply to

IMIpBa ommuja - Whole document moapasymeBa MocTojarbeé OKBHpa Ha YHTABOM
JOKYMEHTY, IpyTa camMo Ha cejekToBaHoj cekuuju. Tpeha omuja - This section -First page only,
nojipa3yMeBa IMOCTOjalb€ OKBHpA CaMO Ha MPBOj CTPAHUIM AaKTUBHE CEKIHje, a MOCIeqmba

ommuja- This section-All except first page, Ha cBuM cTpaHHIIaMa aKTHBHE CEKI[H]je, U3y3€B MPBE.
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5.4.Moamenu Paragraph

IMoamenu Paragraph caapxu omnigje Koje CIyKe 3a IOJCIIaBalbe€ IOpaBHAMbA

naparpada u pazmaka uzmely mux (Ciuka 88).

Indent Spacing

Ef Left: O . I: Before: Opt .

=3 Right: 0" 2| 4= After 10pt *
Paragraph ]

Cnuxa 88: ITommenu Paragraph

Kao miro je mpukaszaHo Ha CIMIM, OBaj MOJMEHH MMa jaBe Kaprtuile - Indent u Spacing.
Kaptuma Indent cnyxu 3a nojemasame yBydeHoctr naparpada. [Taparpad ce moxe yByhu ca
JIeBEe W/WIM JIECHE CTpaHE 3a BPEIHOCT KOjy caM KOPHCHUK Moe na u3abepe. pyra xapruma-
Spacing, ciyxu 3a nojielaBamke pa3Maka u3Mel)y cycennux naparpada. Ako ce ogadepe omuuja
Before u Ha w0j mogecu ojapelena BpeaHocT, To 3Hauw jaa he maparpad u3Hag OUTH yAabeH O
CeJIEKTOBAHOT maparpada 3a HaBeZieHy BpeaHoct. CaudHo, akTUBamjoM omiuje After momerraBa
ce pacrojame u3Mel)y cenekToBaHOT M HapenHor maparpada. Y JHY OBOT IMOJMEHHja HaIa3| Ce,
CJIMYHO Kao M y OKBUpPY noaMmeHuja Page Setup, nkonuna koja omoryhaBa oTBapame mpo3opa 3a

dopmarupame naparpada (Cruka 89) koju je npeyser uz Office 2003:

{Indents and Spacing }| Line and Page Breaks
General

Alignment: Justified ]

Outline level: |Body Text ]

Indentation

Left: o Special: By:

A [

Right: o" (none) v =

[ Mirror indents
Spadng
Before: 12pt |5 Line spading: At
After: 0pt & 1.5lines v -
[[]Don't add space between paragraphs of the same style

Preview

Tabs... Default... Cancel

Cnuka 89: I1pozop 3a popmarupame naparpada
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ITpozop Paragraph uma nse xaptuue: Indents and Spacing u Line and Page Breaks. Y
OKBHpY NpBe KapTtuile Hana3u ce Aligment, rae ce monemasa nmopaBHame naparpada y ogaHocy
Ha maprune (mro je y Office 2007 muoro makme omoryheno y menujy Home). Ilopen ose
oliuje, y OKBUPY OBe KapTuie ce Hamaze u ommuje ldentation u Spacing, koje cy Beh
objammeHe, kao W ommuja Line spacing, Te ce Moxke mojecutu pasmak usmehy pemosa (1
navHMja, 1,5 nuHMja Wik 2 nuHbje) mTo je Takohe y okBupy Office 2007 makera MHOroO J1akiie

omoryheno y menujy Home.

5.5.Hoamenn Arrange

IMoamenun Arrange je mpBEHCTBEHO HaMEH-CH 3a ypehuBame caapikaja JOKyMEHTa a
HApOYMT 3HA4aj UMa KaJa JIOKYMEHT CaJpXH CJIHKe, TeKCTOBe, Talbene, rpaduKoHe WK Apyre
o0jekte, ¢ 003UpPOM Ja Mpyxka pa3auuuTe MOTyhHOCTH 3a TMO3MIMOHUpalke THUX objekara y

oIHOCY Ha TekcT. M3rmex oBor moaMeHuja ca 7 KapTula npukaszaH je Ha ciuiy ucrnox (Cnuka
90):

- - = —
o B - |
P n Bring Sen Text Align G n Rotate
Arrange

Crmuka 90: ITonmenu Arrange

Kao mro ce Moke BUIEeTH ca CIMKE, YKOJIMKO HHUjEe CEIEKTOBAaH HUjelaH 00jeKT Y OKBUDPY
caMor TOKyMeHTa y noaMeHujy Arrange aktusta je camo kaptuua Align. CenexToBameM HEKOT
o0jekTa MOCTajy aKTHBHE W OCTale KapThie oBor mnoamenuja. Kaptuma Position, Hakon
CEJIEKTOBama HEKOr O00jeKTa, IOoCTaje akTUBHA M omoryhaBa pas3inuyuTa MO3ULIHMOHHMpAkA

cesIeKToBaHoT o0jexTa Ha cTpanuuu (Ciuka 91).
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Position

-

In Line with Text

(sl

With Text Wrapping

l & [l
sl = [l
il = sl

@ More Layout Options...

Cimka 91: Kapruma Position
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v IIpBOM J€JIy OBC KapTHULIC HaJIa3u CC MOI‘y}_lHOCT MMO3UIMOHHPAakha O6jeKTa napaJjieJIHO

ca TeKCTOM, JIOK IPOCTOp ca JIeBe U JIeCHe cTpaHe o0jekra ocraje mpasan- In Line With Text.

Jomu neo kaprunie omoryhaBa na o0jext Oyje MO3UIIMOHMpPAH TakO Ja ca CBHX cTpaHa Oyne

OKpyxeH TekcToM (9 paznuuntux Bapujantu) - With Text Wrapping. Ha any kaptuiie Hanasu ce

ommuja - More Layout Options, unjuM akTuBHpameM ce oTBapa cieaehu mposop (Crmka 92):

Advanced Layout

x|

Distance from text
Top 0"
Bottom |0”

AR 4K

Left |0.13"
Right [0.13"

OK

ENLARIE N

Picture Position | Text Wrapping
Wrapping style
Sguare Tight Through Top and bottom
Behind text In front of text In line with text
Wrap text
Both sides Left only Right only Largest only

Cruka 92: lujanor mpo3op ca Layout Options
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Kao mTo ce ca mpuioxeHe CIMKe MOXE BHJETH, OBaj AMjalior mpo3op omoryhasa
KOPUCHHKY pa3IMYMTa IOJICIIaBakha Be3aHa 33 OJHOC TO3HMIMOHMpPama 00jeKTa mpeMa TEeKCTY,
Kao0 IITO Cy YIaJbeHOCT 00jeKTa IMpeMa TEKCTY, TOPaBHAKE CaMOT 00jeKTa. ..

Jpyra kaptuna - Bring to Front oOuwuyno Huje akTMBHa a omoryhaBa T3B.
NO3UIIMOHUPAkE M0 HUBOMMA; HAMME, YKOJIHMKO C€ Ha jeHOj CTPAaHHWIM HaJla3u 2 WU BUILE
o0jekTa M 300T HUXOBE BEIMYHMHE j€ HEOMXOIHO MpEKJAName y W3BECHO] MEPH, OBa OMIlHja
KOPUCHHUKY oMoryhaBa Jia celeKTOBaHH 00jeKT Oyjie MpHKa3aH y IEeIUHH, HCIIPE] CBUX OCTAITMX
oOjekara. Ciimuno, Tpeha kaptuna- Send to Back omoryhaBa ckpuBame celiekToBaHOT O0jeKTa
Tj. FETOBO MO3UIIMOHHUPALE HA HUKU HUBO, UCTIOJ] IPYTOT 00jeKTa.

Yerspra kapruna - Text Wrapping omoryhasa jeqHOCTaBHO I0JaKeH-€ 0 OIIHja Koje
Cy NETMMHUYHO OOjalllheHe aHATM30M IMpBe KapTuile- Position. OBa kapTHiia mocraje aKTHBHA
CEJIEKTOBAEM HEKOT 00jeKTa, a KOPUCTH ce KajJa KOPHUCHUK HE JKEJIH J]a My CEJICKTOBAaHU 00jeKT
Oyle mapaienaH ca OKOJHUM TEKCTOM, OJHOCHO KaJia KOPHCHHK JKEeTH Ja O0jeKT IOoCTaHe
WHTETPAJHU J€0 TEKCTa JIOKyMEHTA.

AKTHUBHpameM OBE KapTHUIle OTBapa ce najaajyhu Mmenu kao Ha ciaunu (Ciuka 94):

. ‘
Text

Wrapping =
In Line with Text

Square

Tight

Behind Text

In Front of Text
Top and Bottom
Through

[l =l & [ & & E

1]
@ Maore Layout Options..,

Cnuka 94: Kapruna Text Wrapping

Oga kaptuna omoryhasa Ja cenekToBaHU 00jeKT Oy/e OKpY>KE€H TEKCTOM ca CBUX CTpaHa
(Square), ma ob6jekt Oyme y MO3aJAWHH OJHOCHO Ha HUBOY Hcmox Tekcra (Behind), 3atum na
o0jexT Oynme Ha HUBOY U3Han oxHocHOo wuchpen Tekcta (In Front of Text), a napouuto
uHTepecaHnTHa je ommurja Through xoja kopucHHKY omMoryhaBa ja TEeKCT Oy/le MCIHMCAaH MPEKO
camor o0jekTa. AKTHBUpameM Mocleame onuuje- More Layout Options oTBapa ce UaeHTHYAH
MPO30p Kao MPUIMKOM aKTUBHpama UCTE OIIIMje Y OKBUPY KapTuile Position.

[Mera xaprtuia y okBupy noamenuja Arrange je kapruma Align, koja je jeTuHO aKTHBHA Y

cBakoM MoMeHTy. tbenum oTBapamem noduja ce cienehu nagajyhu menu (Cnuka 95):
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Align

X
=l
I

Align to Page
v | Align to Margin

View Gridlines

H# | Grid settings...

Cruka 95: Kapruma Align

[IpBeHcTBeHAa (yHKIMja OBE KapTUIE je Ja oMmMoryhw pasiuuuTa TOpaBHaWma HWBHUIA
CCJIGKTOBaHUX oOjekara (JIeBO, JECHO, rope, aoie). MehyTum, Kao IITO Ce MOXKE BHJIETH ca
CJIMKE, TIOJIpa3yMEBaHO je Jia TopaBHamkE OyJie M3BPIICHO Y OJHOCY HA MapruHe, IMa je 3aTo W
akThBHa Ta omiuja- Align to Margin. Tlopex Tora, moMohy oBe KapTHIle CEIEKTOBAHU O0jEKTH
MOry OMTH pacrojie/beHd Xopu3oHTanHo win Beprukaino (Distribute Horizontally u Distribute
Vertically). Ha any oBe kaprtuile Hama3u ce BeoMa HMHTepecaHTHa omiuja- View Gridlines.
HbernM akTHBHpameM Ha 0elioj TO3aJMHU Tamnupa ce IM0jaBJbyjy KBaapaTwhu, KOju CIyXe 3a
Ipeluu3Huje MOo3UIMOHNpamke 0bjekaTa, koju mehytum Hehe 6utu onmrammanu. [Ipukas mpexe

OBHUX KBaI[paTI/Ihaje IMpUKa3aH Ha CJIMIA UCIIOA.

axTHEHa Ta onumja--Align to Margin [ TTopes Ttora. momohiv oBe KapTHile CEeleKTOEAHN 0OjeKTH
MOTY OHTH pPAcCIOOe/EEHN XOPDHEOHTATHO HIH BepTaramao (Distribute Horizontally mDistribute
Wertically). Ha  opv OB KapTmile Hala3H Ce BeOMd HHIepEeCaHTHA onmmja- | view | Gridlines.
Hoemmn aRTHEHMpAamen Ha DEI0j DO3aIHHH MamHpd Ce DO0jaREyV)y KBagpaTHhn, Kojm coviae za
OpenEH] ¢ TosHITHOHHpalke 0bjekaTa, koju Mehyviv Hehe bHTH ogorraMoans. [Ipikas Mpes#e

OBHXY KEadpaTHla [ NpHKazaH Ha CIIHIHE HCII0g,

Cnnka 96: Ilpuka3 mpexe kBaaparuha

ITopen tora, omumja Grid Settings omoryhaBa mojemaBamba OBe rpaduuke Mpexke, a

BCHUM aKTHUBUPAKBLEM OTBapa CC cne;[ehn mpo30p:
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Drawing Grid ?

Object Snapping

Grid settings
Horizontal spacing: 0.08"

A4

Vertical spacing: 0,13"
Grid origin
\Use margins

Horizontal arigin: 1"

Ar[an

Vertical origin: 1"
Show grid
["] pisplay gridiines on screen
| Vertical every: 2 :
Horizontal every: 1 =

["] snap objects to grid when the gridiines are not displayed

Default... Cancel

Crnmka 97: IIpo3op 3a mocTaBibamke MpeKe Ha pagHOj TOBPIIMHA

IpBa onmuja Ha Bpxy- Snap objects to other objects omoryhasa na y ciydajy na umamo
JBa WM BHIE o0jeKkaTra MBHIIA jeqHOT o0jeKkTa Oynae mopaBHATa y OJHOCY Ha UBHUILY JIPYror
objexra. [Ipyru meo oBor mposopa- Grid settings ciyxku 3a neduHHCabE MUPUHE U JTYKHHE
camux kBaaparuha koju umHe mpexy. Tpehu neo- Grid origin, omoryhaBa na mpexa Oyne
npUKa3aHa caMo 10 MapruHa (YKOJHMKO je dekupana omimja Use margins); y cympotHom he
Mpexa OMTH NpUKa3aHa Ha YWTABOj MOBPLIMHU nanupa. HapouwTo je mHTEepecaHTHa omuuja-
Snap objects to grid when the gridlines are not displayed, uijum dekupamem hie 06jekTn OuTH
“IerbeHN”’ 32 MPEXKY YaK M KaJla OHA HUje TPUKa3aHa.

Hlecra xaptuna y okBupy noamenuja Arrange je Group koja je akTUBHA caMo KaJia cy
CeJIEKTOBaHa J[Ba WJIM BHIIE 00jekTa. Y TOM ciydajy KopuuihemeMm oBe OmiMje TH 00jeKTH ce
TPYIHILY U MOTY C€ TPETUPATH Kao jeaaH o0jexT. OBa ollrja je KOpUCHA Ka/la KOPUCHUK JKEITU
Jla W3BPIIMA jelHy UCTY NPOMEHY Ha HEKOJIMKO pa3IMYUTHX oOjeKara, ITO, MPUMEHOM OBE
oMuyje, MOXK€ YYMHUTH U3 jenHOr Kopaka. KoHayHO, ceaMa KapTula y OKBUpPY IOAMEHHja
Arrange je Rotate, koja omoryhaBa poTarujy cenekToBaHOr 00jekTa. AKTUBHPAHEM OBE KapTHULIE

oTBapa ce cineachu nanajyhu meHu:
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N

i |Rotate

-

Zh | Rotate Bight 907
42 | Rotate Left 907
= Flip Vertical

Al | Flip Horizontal

More Rotation Options...

Cnuxa 98: Kapruma Rotate

[IpBe aBe ommuje omoryhaBajy poTanmjy CelIeKTOBaHOT 00jekTa 3a 90 cTeneHu yAecHO,
omHocHO yieBo. Tpeha ommmja- Flip Vertical omoryhaBa oxperame celeKTOBaHOT 00jeKTa
HaoIla4yKe BEPTHKAIHO, a 4yeTBpTa onmuuja - Flip Horizontal okperame 00jexTa M0 XOPU30HTANH.

Konauno, k1MkoM Ha ety onmujy - More Rotation Options oteapa ce cieaehu mpo3sop:

Size ?
ze || Alt Text
Size and rotate
Height: 2,017 s width: 1.75" o
Rotation: |0® =
Scale
Height: 100% | width: 100% -

Lock aspect ratio
Relative to original picture size

Crop from
Left: o + Top: o =
Right: o 3| Bottom: |07 S
Original size
Height: 2.01% wWidth: 1.75%

Reset

Crnuka 99: JlonaTHe omiyje 3a pOTaIHjy

ITpo3op uma aBe KapTHIlEe, O KOjUX je 3HaudajHHja mpBa- Size. Ona Hyau moryhHoct
poMeHe AYXWHE W IHpuHE 00jeKTa, a MOCTOju MOTYNhHOCT poTaruje o0jeKTa IOoJ TadyHO
onpehenum yriaom. Takohe, onmuja Crop Hyaum MmoryhHoCT ucenama oapeheHor gena objexra ca

CBE YETHPH CTPaHE U TO y TaYHO ojipel)eHoj Mepu (M3pakeHO y HHYMMA WM [IEHTUMETPUMA).
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6. Tacrepckn menu References

Tacrepckun menu References omoryhaBa KOpHUCHHKY Op30 U jeJHOCTaBHO yOallMBambe
BOXKHUX €JeMEHaTa CBaKOI JOKyMEHTa, Kao IITO Cy caapxkaj, QycHOTe, IUTATH, Pa3Id4duTH
HaTnmucd. Y OKBHPY OBOI MEHMja mocrtoju Imect moamenuja: Table of Contents, Footnotes,

Citations & Bibliography, Captions, Index u Table of Authorities.

]
_./ Home Insert Page Layout References Mailings Review View PDF Architect 4 Creator
[ Add Text - [} Insert Endnate Y 2 Manage Sources ﬂ ] Insert Table of Figures 2] Insert Index :2# 2 Insert Table of Autharities
! ol = . Jom
- j Update Table A§ Next Footnote = = L.,‘é Style: APA & I Update Table = Update Index I Update Table
Table of Inse Insert Mark Mark

it " Insert
Contents * Foatnate = Show Notes Citation = o Bibliography * || caption 4] Cross-reference Entry Citation
Table of Contents Footnotes L] Citations & Bibliography Captions Index Table of Authorities

Cmuka 100: Tactepcku menu References

6.1.loamenu Table of Contents

Ilogmenu Table of Contents omoryhasa ybauuBame caapkaja. be3 oBe ormiuje cBako
PYYHO IIPaBJBECHE Calipkaja M3MCKYje BEIMKU YTPOIIAK BpEMEHA M TPYyHa, a CBaKa €BEHTyaslHa
POMEHa Y JJOKYMEHTY ca cOOOM HOCH M HEOIXOAHOCT U3MEHA M 'y CaMOM calipkajy. Mehytum,
nomohy OBOT MeHHja cajipikaj ce ayTOMaTCKH, Op30 M JIaKO, y CBera HEKOJIHMKO IOTe3a MOXKE
HAINpaBUTH, @ IPUMEHOM OJroBapajyhe ommuje mocToju MOryhHOCT U ayTOMaTCKOT aKypUparmba
caapkaja. Y OKBHpY OBOT MOAMEHHja pasnukyjemo Tpu kapruie: Table of Contents, Add Text
u Update Table.
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OTtBapameM MpBe KapTuile oTBapa ce cneachu nanajyhu menu:

Table of
Contents =

Built-In
Automatic Table 1

Contents
Heading 1

Heading

Heading

Automatic Table 2

Table of Contents
Heading1

Heading,
Heading

Manual Table

Table of Contents
i )

Type chapeer title (level 2)
Type chapter title (kevel 31
itle (level 1)

] InsertTable of Contents..,
[Z%  Remove Table of Contents

Cnmka 101: JonaBame canpikaja

Word 2007 - BexOe

FOpH&»I/I J€0 OBOTI' l'IOI[MeHI/Ija CaapiKu mrabJIoHe 3a AYTOMATCKO IIPAaBJbCHC caz[pxcaja. [[a

Ou ce caapkaj Ha OBaj HAYMH HAMpPaBUO, HEOMXOJHO j€ Jla HACJIOBUM W MOJHACIOBH Oyny

obenexxeHn Ha ojaroBapajyhm HauWH, OAHOCHO Ja Oydy TMpeacTaB/bEHH OJroBapajyhum

ctwioBuMa (y OkBupy MeHuja Home namasu ce moamenu Styles). Tlopen wmoryhHocTn

ayTOMaTCKOT MpaBJbema caapikaja, Word 2007 kopucHuIMMA Jaje MOTYRHOCT U py4HE U3paje

cagpxaja (Manual Table). Onuuja Insert Table of Contents nyau HaunHe 3a MOTU(UKALU]Y H

ypehuBame caapxaja, a beHUM aKTHBHPAmEM ce 0TBapa cienehu mpo3op:

2
Table of Contents :
Table of Figures  Table of Authorities
Web Preview
.................................. 1™ Heading -~
_____________________________ 3 Heading =
......................... 5 Heading 3
w o
Show page numbers Uge hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ... £
General
Formats: From template L

3 =

Show levels:

Options... Modify...
Concel

Cnuka 102: IIpo3op 3a Moandukaiyjy caapxaja

NMHOOPMATHUYKE METOJE ¥V BUOMEJIMIITUMHCKUM UCTPAXKMBABMA

54



Word 2007 - BexOe

VYkomuKo je yekupana omiuja Show page numbers, mopen cBakor HacjioBa U IMOJHACIOBA
JTIOKyMEHTa y caapkajy he ce Hahu Opoj cTpaHe Ha KO0joj ce OHM Hayaze. YoOWuajeHo je
npensuheHo na ce OpojeBH CTpaHMIIa Haya3e ca JCCHE CTpaHe, MTO Ce MOCTHKE aKTHUBAIM]OM
omuje Right align page numbers. [Tomohy onmmje Tab leader moryhe je nepunucaru cumbore

KOJU Ce y caJipkajy Hayiaze u3Mely CBakor HaclioBa M Opoja CTpaHUIE Ha KOjOj CE€ Taj HACIIOB

HaJla3H:

Tab leader: |....... |T|

(none)

Crnuka 103: [Iedunucame cumboa y caapxajy

[Tomohy oBor mpo3opa moryhe je nedunucata u O6poj HUBOA MOAHACIOBA Koju he Outh
MpHUKa3aHu y caapxkajy (yoOwdajeHo Cy 3 HHBOa- HAclioB W 2 mojHacioBa). Hapouwrto je
3HayajHa onuuja Use hyperlinks instead of page numbers. AkTuBHpameM OBE ONIMjE€ CBAaKU
HACJIOB M TMOJHACIOB Yy caJpkajy nobuja (opMmy XHUIIEpIMHKA Ma MOCTOju MOryhHOCT na
KOPUCHHK jETHUM KIIMKOM Ha )KEJhEHU HACIIOB ayTOMATCKH Oyzie mpedadeH Ha €0 y JOKYMEHTY
y KOjeM Ce Hajla3d JIe0 ca THMM HacJOBOM, OJHOCHO mojaHaciioBoM. [Tomohy omiuje Modify

MOFYBG je MOI[I/I(l)I/IKOBaTI/I (1)OHT U CTBAPH BC3aHC 3a CTHII HaBOIjeH:a HacCjlioBa U IIO0JHAC/IIOBa

(Cnuka 104):
Modify Style » IEH

Properties
Meme: Toc1
Style type: Paragraph v
Style based on: T Normal v
Style for following paragraph: | 9 Normal v
Formatting

Constantia (Body) |w||11 w|| B £ U Automatic v

= | *= = | =

V= 4=

o
L

Tlencly cecr Tie je opoi jin e Grorne

npraass y cazpialy (yoSiriajeno cy 3 Hirsoa- Hacaoe i 2 mozacaces). Hapouia je
awasajua omma Use .

Space After: 5pt, Style: Automatically update, Hide ntil used, Quick Style, Priority: 40, Based on:
Normal, Following style: Normal

Add to Quick Style list Automatically update
(@) Only in this document () New documents based on this template

Cnuka 104: Moaudukanyja cTHIa HACJIOBa U IMOJHACIOBA
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Hpyra kaptuna Add Text omoryhaBa Op30 1 jeZJHOCTaBHO yBOlEHE LIENIOT CEJICKTOBAHOT

naparpada y Tabeny ca cagpxkajeM. theHum aktuBupameM ce oTBapa cienehu nagajyhu menu:

2 Add Text =

v | Do Mot Show in Table of Contents
Lewvel 1
Level 2

Level 3

Cruka 105: Kapruia Add Text

HopmainHo je y OkBHpY OBE KapTHIIC aKTHBHA IpBa OIHja, KOjOM CE€ CEICKTOBAHH
naparpad Hehe BugeTH y Tabenu ca cajipikajeM, ajid ¢ BeoMa JIAKO TOM CEJICKTOBAHOM CaJIpKajy
MOJKe JOJICJIUTH CTaTyC HaclioBa mwin Hekor nmoaHaciosa (Level 1, Level 2,...), anu ce oBa omnuja
TCHEPAITHO jaKO PETKO KOPUCTH.

Tpeha kapruria Update Table je jako BaxHna, jep omoryhaBa na ce, y ciydajy cBake
EBCHTYaJIHE TIPOMEHE CaJipiKaja JOKyMEHTa, Ta IPOMEHa ayTOMaTCKH pedIIeKTyje u aKypupa u 'y

camoj Tabenu ca caapskajeM. [locroje nBe MmoryhHOCTH:

Update Table of Contents ?

Waord is updating the table of contents. Select one of
the following options:
(®)Update page numbers only!

() Update entire table

Cnuka 106: Kapruna Update Table

[TpBa ommmja- Update page numbers only omoryhasa camo mpomMeHy OpojeBa cTpaHHIA Y
OKBHpY Tabemne ca caapikajeM, JIOK ce mpuMeHoM apyre ommmje- Update entire table mema u

aXypupa yuTaBa Tabesna ca cajpikajeM.
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6.2.Iloamenu Footnotes

IMoamenu Footnotes xopucHuimma omoryhaBa ymerame gycHoTta. Yecto je Ha HEKUM
MEeCTHUMa Yy JIOKYMEHTY HEONXOJHO JOJAaTHO O0O0jacHUTH TIIOjeiMHE IIOjJMOBE, a TO Ce
HajeJIeTaHTHUje TIOCTIKE yMeTameM (ycHoTa (o0jammere ce OOMYHO I0jaBJbyjeé HAa JIHY
CTpaHHIlE) WJIM CHIHOTa (00jallmkerme Ce TOjaBJbyje Ha Kpajy AOKyMeHTa). Y OKBHPY OBOT

noaMeHuja mocroje 4 kapruue: Insert Footnote, Insert Endnote, Next Footnote u Show Notes.

_[ijInsert Endnote

ﬁg Mext Footnote -
Insert B
Footnote J aNow Notes

Footnotes [=

Cnuka 107: ITonmenn Footnotes

[IpBa kaptuma ciuyxu 3a Kpewpame ¢(ycHOTe. Hajmpe ce cenmekryje ped kojy Tpeba
00jacHUTH, a 3aTHM C€ KJIIMKOM Ha OBY KapTHUIly Kpewpa (ycHOTa M TO Tako IITO CEe Ha AHY
CTpaHHWIIe TOjaBJbyje O3Haka 3a (ycHOTy (Hajuemrthe Opoj) W mpocTop 3a oOO0jalImbEHEe
CEJIEKTOBAHOT I0jMa, 0K C€ M3HAJ] CaMe T PEYH Y JOKYMEHTY I0jaBJbyje UcTa o3Haka. OOUIHO
ce Kao O3HaKe KOpUCTe OpOjeBH, TaKO Ja CBAaKM HAapEIHU I0jaM 3a KOju ce Kpeupa (ycHOTa
ayromarcku OuBa o3HauyeH Behum Opojem. Kapruma Insert Endnote ¢yHkuuoHuUIIE MO HCTOM
NPUHILIMITY, C THUM IITO ce, Kako je Beh o0jalmeHo, €HAHOTE NO3UIMOHUPA]y Ha Kpajy
nokymenTa. Kapruma Next Footnote omoryhaBa KOpHCHHKY J1a MPHJIMKOM YWTama JOKYMEHTa
ckaue ca jenHe pycHoTe aupekTHO Ha cienehy GycHOTy. Y J0WmeM JeCHOM YIIIy OBOT Mpo30opa
HaJla3u ce Mpeuulia koja omoryhaBa oTBapame 1po3opa 3a MouuKaiujy ¢ycHoTa U eHIHOTa (a
Koju je uneHtnyaH kao u'y Word-y 2003):

Footnote and Endnote ?

Location

Bottom of page W

Endnotes: End of document

Format

Number format: 1, 2,3, .. Y]

Custom mark: l:l Symbal...

Startat: 1 -
Numbering: Continuous W
Apply changes

Apply changes to: | Whole document Y]

Cruka 108: IIpo3op 3a Mmoaudukanujy GpycHOTa U EHIHOTA

NMHOOPMATHUYKE METOJE ¥V BUOMEJIMIITUMHCKUM UCTPAXKMBABMA 57



Word 2007 - BexOe

ITpBu nco oBor mpo3opa je Location, rae je kopucHuKy omoryhieno ma omabepe JIOKaIujy
rae he outu cmemrene GpycHoTe U eHIHOTE. Y0o0HMUajeHo je aa ¢pycHoTa Oyje cMeITeHa Ha IHY
UCTE CTPaHWUIIe, a CHIHOTA Ha Kpajy JokyMeHTa. Jlpyru neo mposopa je Format, rae cy moryha
pasnuunTa nojemanama. Ha kaptumm cumbon Moryhe je omabpatu cumOoi 3a ¢pycHory. CBaku
ol cuM0O0JIa HaBEIEHUX Ha CIUIM C€ MOXE KOPHUCTHUTH Kao cMMOOJ 3a o3HavaBame (pycHOTa

(Mama ce Hajuenthe kopucTe OPOjEeBH):

Symbol ?
Font: | Symbol "
OIY || <| /]| fla]e]elalol<| T[54
R = x|x| @ +¢E=...‘—.J
N|J| R p|® @D nuojoje|c|c|e|e
ZV|@|@™MIIV| - |=|a|vicc =l
ol ¢l@e™ = ({1 UT[TILITE] L]
OV I ol
Recently used symbols:
<la = u[=] €[] [e]a [+ ][ || =
Symbol: 183 Character code: | 183 from: | Symbol (decimal) |

Cancel

Crmka 109: TIpo3op 3a omabup cumbona 3a QycHOTY

VYkonmuko ce mmak omadepe CHUCTeM O3HadaBama (ycHOTa MO pacTyhmM BpemHOCTHMA
(ObpojeBuMa wi croBUMa) Takole mocroje paznmuute MoryhHocTH (n1a HaOpajame pedepeHIH
noyHe ox TayHo onpehenor Opoja (Start at), na HaOpajame Oyau y KOHTHHYHUTETY 3a II€0

JIOKYMEHT WJIM JIa C€ pecTapTyje Ha Kpajy cBake cTpanuiie ogHocHo cekimje (Numbering)).

6.3.Hoamenu Citations & Bibliography

IMoamenu Citations & Bibliography cayxu 3a nurtHpame mogataka U3 pasIHudUTHX
TUTNIOBAa Hay4yHUX myOsiukanuja. CaBpeMeHa Hayka 3aCHOBaHa Ha JIOKa3MMa 3axXTeBa Jia CBaka
TBp/ilba U3pEUCHA Y HEKOM HAay4yHOM paiay Oyje MOTKperbeHa HaBohemweM pedepeHile pana u3
Kor je mpeysera. Jla Ou HaumH HaBOohewa pedepeHnn OMo yHUPUIIUPAH Y HAYYHUM KPYroBUMa
Cy YCBOJeHa ojpeheHa mpaBuia IUTUpama, a Koja Cy ayTOMAaTCKU MOJCIICHAa Y OKBUPY OBOT
o MeHHMja, koju uMa yetupu kaptuie: Insert Citation, Manage Sources, Style u Bibliography.

IMpea xapruma- Insert Citation omoryhaBa yBohewme HOBe pedepeHie (mmrarta) 3a

oapeheHu mojam, a ’beHUM aKTUBHPAEM Ce OTBapa cliiefehu namajyhu MmeHu:
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@ Add Mew Source...
Add New Placeholder...
ﬂ Search Libraries...

Cnuka 110: Kapruma Insert Citation
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[TpBa ommuuja - Add New Source omoryhasa yBolheme HOBOT U3BOpa IUTUPAHA, & lbEHUM

aKTUBUPAKEM ce OTBapa cieachu mposop:

Type of Source v

Language |Default -
Bibliography Fields for APA
Author Edit
[[] corporate author

Title

Year

City

Publisher

[] show all Bibliography Fields
Tag name
Placeholder 1 =

Crnmka 111: TIpo3op 3a yBoheme HOBOT H3BOpa IIUTHPAHA

Y okBHpY OBOT' Tpo3opa JcehHUHHINE ce THUIl HAydHE MyOJWKanuje (KHHUTa, MOTJIaBIbe
KIbUIe, paJ M3 HAaydyHOI 4YacollucCa,...), ayTop HaydHe IyOJIMKaluje, HAclOB HAay4HOT paja,
roJIMHa U3/aBamwa, Ipaj u u3nasad. Y okupy kapruie Insert Citation untepecanTHa je u omnuuja
Search Libraries koja omoryhaBa mperpary MO3HAaTHX CBETCKMX VHTepHeT OuOIMOTEKa Y
NOTpa3H 3a HAyYHHM HM3BOPOM O] 3Hauaja. tbeHMM aKkTHBHpameM ce ca JIeCHE CTpaHe paaHOrT

nucta oTBapa cieaehu aujanor nposop (Cnuka 112):

Research v X
Search for:

3Haqaja

[

All Reference Books
CEEINC]

<

Type fext fo ook upina
vanety of research and’
refErence Services.

You can alse press ALT and
dlick & word fo start 3
seardh.

53 Get services on Office
Marketplace

{5, Research options...

Cnuxka 112: Jujanor npo3op onuuje Search Libraries
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VYHomewmeM oroBapajyhux mogaraka y mojba oBOT AHUjajior mpo3opa Moryha je edukacHa
nperpara.
Hpyra kaptuma - Manage Sources npyska yBUJ y JUCTy CBHX Hay4YHHX HU3BOpa KOJU Cy

UTUPAHU y OKBUPY TOT JOKyMeHTa. tbeHnM akTuBUpameM ce oTBapa cieaehu nujanor mposop:

Search Sort by Auther v

Sources available in
Master List = Current List

v cited sowree
2 placeholder source

Preview (APA):

Close.

Crmuka 113: Ypehusame pedeperim

Kopumhemem oBe kaptuiie Moryhe cy HajOpike U HajeUKacHU]je TPOMEHE Be3aHe 3a pedepeHIie
U HauydH BUXOBOI HaBoOhema, momTo ce y aeay Master List Mory um3BpIIuTH CBa reHepaiHa
HoJIeIIaBakba 3a CTUII HaBohewa pedepeHIin, Tako Jia Ce CBaka CBEHTyallHAa H3MEHA TeHEpHUCaHa y
OKBHPY OBOT T10Jba peIiekTyje Ha CBe pedepeHIie y pary.

Tpeha kaptuna - Style ciayxu 3a mojemaBame cTHia HaBohewma pedepeHun. Y muby
MIOCTU3amkba ONTUMANTHE YHU(DUIIUPAHOCTH MPHUIMKOM IUTHPAka HAYYHH KPYTOBH Cy YCBOjHIIH
npaBuia 3a HaBohewme pedepeHir, TpU YeMy ITOCTOjH HEKOJIMKO Pa3JIMYMTUX CTHIIOBA.

Hajnomynapuuju ctuinoBu cy o0yxBaheHr 0BOM KapTUIIOM:

style: APA |T|

i APA

Chicago

GBETT14

GO5T - Mame Sort

GOST - Title Sort

|53 690 - First Element and Date
153 680 - Mumerical Reference
MALA,

SI15T02

Turabian

Cnuka 114: U360p ctuia HaBohemwa pedepeHnn
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YoOuuyajeHo je ma ce Ha Kpajy HayyHOT pajia Haias3u IMorjaBjbe ca Ha3uBoM JluTeparypa
win bubnurorpaduja, Koje caapiku JUCTY CBUX IUTHPAHUX U3BOpA. YKOJIHMKO CE MPHIUKOM paja
UCIIOIITYjy CBa HaBeleHA MpaBHja Be3aHA 3a MPABHIHO IUTHPABE MPUMEHOM IPETXOIHO
objammenux omija o0yxsahenux y noamenujy Citations & Bibliography, oo nornassme ce
MOXXE ayTOMaTCKu TOOMTH NPHUMEHOM 4YeTBpTe Kaptuue - Bibliography. Axruupamem oBe

Kaprtuie noobuja ce ciaeaechu nmagajyhu Mmenu:

i‘_’-jj Bibliography ~

Built-In

Bibliography

Bibliography
Chen, |, (z003). Citations and References. New York: Contoso Press,

Haas, |, (3005). Creating a Formal Publication. Boston: Proscware, Inc.

Kramer, | IV (2006). How to Wiite Bibiographies. Chicago: Adveniure Worles Press.

‘Works Cited

‘Works Cited
Chen, J. {200). Citations and Refirenors. New York: Contosn Press,

Haas, |. {2005). Creating a Formal Publicatian. Boston: Proseware, Inc.

Kramer, [. 1. (ana6), How to Write Ritlographies. Chicago: Adventure Works Press

G Insert Bibliography

Cnuxka 115: Kapruua Bibliography

JennocraBuuM kimkoMm Ha omuujy Insert Bibliography monasu mo dopmupama mnoceGHOT
HOrJ1aB/ba KOje CaJp)KH JINCTY CBMX LUTHPAaHWX W3BOpa y OKBHPY paja, a Koje je

NO3ULIMOHUPAHO HA KPajy TOKYMEHTAa.

6.4.Moamenu Captions

IMonmenn Captions omoryhaBa ayromaTcko HaBohewme HacioBa oapeheHuX rpaguyKux
o0jekaTa Koju ce Mory HahM y JOKYMEHTY, Kao IITO cy Talene, ciukKe, rpaduKOHU U JUjarpaMu.
Omniute je MpaBUiIo J1a C€ UCIOJ] CBAKOT rpadUuKor o0jeKTa HajJa3u KPaTKo 00jallmbenhe BeroBor
cazpkaja, Koje je Hajuenthe MpenCcTaB/bEHO CaMUM HACJIOBOM. Y OKBHUDPY OBOT IOJMEHH]a
pasnukyjemo uetupu kapruie: Insert Caption, Insert Table of Figures, Update Table u Cross-

reference.
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[pBa kaprtuia - Insert Caption je najakHuja u omoryhaBa yBohewe THX T3B. HaTIUCA.

Bennm akTuBUpameM ce oTBapa cieaehu npo3op:

Caption ?

Caption:
Figure 1| |

Options
Label: Figure w
Position: |Below selected item

[] Exdude label from caption

Mew Label... MNumbering...

AutoCaption. .. Cancel

Cnuka 116: Kaptuua Insert Caption

VY neny Label moxe ce omabpatu ommmja rpaduk (Figure) wiu tadema (Table), mro
ayroMarcku OuBa mpaheHo mpomenom y aeny Caption. Moryhe je y oxBupy gena Position
MOJIECUTH U No3ulrjy rae he ca HanazuTu Harnuc rpaduykor odjexkra (yodudajeHo je na 1o oyae
ucron camor objexta- Below selected item, maga ce moke omabparu u omija Above selected
item, mro 3Haum ga he ce HATmUC TOr rpaduyukor o0jeKTa Hala3uTH M3HAA mera. [loctoju
MoryhHOCT 11a ce HekH rpaduyku 00jeKaT UCKJbYYH U3 OBOT CHCTEMa ayTOMATCKOT J0/eJbUBamka
narmuca - Exclude label from caption. Illto ce Thue HaunHa HaOpajama rpaduykux objekara,
yoOu4ajeHo je aa To OyJe peryaucaHo OpojeBUMa, ajlu ce U TO MOXKe MOAU(UKOBATH KIMKOM Ha

orujy Numbering, kaga ce orBapa cieachu nposop:

- - ]
Caption Numbering :
Format: v

[l 1indude chapter number
Chapter starts with style |Heading 1

Use separator: - (hyphen)

Examples: Figure II-1, Table 1-A

=

Cnuka 117: TIposop 3a HaOpajame rpaduukux objekara
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Jpyra kaprtuna - Insert Table of Figures omoryhaBa ayromaTcko kpeuparme Tabene y
OKBHpPY Koje he OWTH mnpuKazaHa JUCTa CBUX TIpaduukux objexkara oOyxBaheHHUX TUM
JIOKYMEHTOM (Beoma cJIM4YHO Tabenu caapskaja). OBa mpakca HHUje TaKo 4YecTa, alld Ce

aKTUBHpPAEM OBE OIMIIHjE OTBapa cienehu mpo3op:

Table of Figures ?

Index | Table of Contents |} Table of Figures | | Table of Authorities
Print Preview Web Preview

Figure 1: Text 1A ol
Figure 2: Text 3

Figure 3: Textuummmmmsnneinnienns 5

Fioure 4: Text. b Figure 4: Text o
Show page numbers Use hyperlinks instead of page numbers

Right align page numbers

Tab leader: | ... v

General
Formats: From template v
Caption label: |Figure v

Indude label and number

Options... Modify...

Cruka 118: Kapruia Insert Table of Figures

AxTtyenHa je Tpeha kaptuiia y okBupy oBor mpo3opa - Table of Figures. Beoma cimuno
Kao W KoJ Tabeye camapikaja, Moryhe je neduHucaTH aAa y OKBUPY OBe TaOeie Oyay HaBenaeHE
CTpaHHUIC JOKYMEHTa Ha KOjuMa ce Haiasze T rpaduuku objextu (Show page numbers), ma
Opojesu cTpanuiia Oyay ca necue crpade (Right align page numbers), a moryhe je nogecutu u
cuMO0JT KOju ce Hayta3u u3Mely HazuBa rpaduykor o0jeKTa U CTpaHHUIE Ha KOjO] C€ OH Haja3u.
Jako umHTepecantHa je ommuja Use hyperlinks instead of page numbers, momohy koje HacioB
cBakor rpaduykor o6jeKkTa MocTaje XUMepauHK, fa ce jeAHUM KIMKOM Ha Taj XMIIEPIUHK MOXeE
JUPEKTHO A0hHM 70 /ena JOKYMEHTa Ha KOjeM ce Hajla3u Taj rpagMuku 00jeKT.

Tpeha xapruria - Update Table 6uhe akTiBHA caMO YKOIMKO KOPHUCHHK Kpenupa Tabeiy ca
rpaguyKkuM cajpkajuma, a oMoryhaBa /1a ce jeIHOCTAaBHO CBE NMPOMEHE Be3aHe 3a rpaduyke

00jeKTe y OKBHpY TeKCTa peIeKTyjy U Ha Tabemy.
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Yerspra kapruiia je Cross-reference. Kpoc-pedepeniie ynyhyjy KopucHuKa Ha HEKH €0
JIOKYMEHTa, y cMHCy: ,,Bunu tadeny 6” wnm ,,Bpatu ce Ha ctpanuiy 10”. AKTUBHpamEM OBE

KapTulile oTBapa ce cienaehu nposop:

2
Cross-reference :

Reference type: Insert reference to:
MNumbered item v | |Paraaraph number W
Insert as hyperlink []1ndude above below

Separate numbers with
For which numbered item:

Cancel

Cnuka 119: Kapruma Cross-reference

Kpoc-pedepeniia uekupamem ommje Insert as hyperlink mobuja Gopmy xwumepiauHka,
TAKO Ja YWTajall jeJIHMM KJIMKOM Ha Y JUPEKTHO JOCIEBa 0 Jeja JOKYMEHTa Ha KOjeM ce

HaJla3M JoAaTHO objaumemne. Kpoc-pedepeniie mory outu pasiuuure o tuimy (Ciuka 120):

Reference type:
Numbered item

Heading

Bookmark

Footnote

Endnote

Equation v

Crnuka 120: [Tagajyhn Mmenn ca TumoBuMa kpoc-pedepeHiu

6.5.IMoamenn Index

Moamenn Index cuyxu 3a Qopmupame mHAeKca. MHAEKcH HaBoIe TeMe Koje ce
10jaBJbY]y Yy JAOKYMEHTY 3ajeIHO ca CTpaHMIlamMa JOKyMEHTa Ha Kojuma cy nomenyre. OBaj
noaMeHu uma Tpu kaptuiie: Mark Entry, Insert Index u Update Index. Munekc ce popmupa tako
IITO C€ HAjIpe CENeKTYyje Je0 TeKcTa Koju Tpeda jia mocrane nHaekc. Hakon tora my Microsoft

Office Word nonespyje crieruduuan 3uak XE.
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IIpBa kaptuma - Mark Entry cnyxku 3a nebunmcame caapikaja uHaekca. HbeHum

aKTUBUpamEeM ce oTBapa cieaechu mposzop (Ciuka 121):

Mark Index Entry ?

Index

Main entry: | |

Subentry: | |

Options
() Cross—eference:  [See
(®) Current page
() Page range
Bookmark:

Page number format

[ gold

[ ttalic
This dialog box stays open so that you can mark multiple
index entries.

Cnuka 121: Kapruua Mark Entry

VY nospy Main entry yHocu ce IJaBHHM cajp)kaj TEKCTa KOju Tpeba Ja MOCTaHE J1eo
uHJIeKca. 3a oapehuBame JoKalyje HHIeKCa MOXKe e KOPUCTHTH (opMma Kpoc-pedepeHIn Wil
yemhe Opoj cTpaHuIle Ha Kojoj ce caapxaj Hamasu (Current page). Takohe, moryhe je
nedunucaru hopmar HaBohewa Opoja crpanune (Bold umu Italic).

AxTtuBHpameM apyre kaptuiie - Insert Index orsapa ce cieaehu npo3op:

Index ?

{/fndex"} | Table of Contents | Table of Figures | Table of Authorities

Print Preview

Aristotle, 2 A Type: (®) Indented () Rup+n

Asteroid belt. See Jupiter Columns: |2

Atmosphere Language: | Serbian (Cyrill, Serbia) v
Earth

exosphere, 4

h o v

[T right align page numbers
Tableader: |.......

Formats: | From template v

Mark Entry... | | AutoMark... Vodify...

=

Cnuka 122: TIpo3op Insert Index
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CanuHo Kao M Kox Tabena ca caapkajeM OJHOCHO rpaduuKuM 00jeKTUMa Moryhe je U3BpIIUTH
u3BecHe MoJuM(UKaIMje y CMUCITY CTWJIa HaBohema MHIEKca, yeTBpTa Kapruna- Update Index
10CTaje aKTUBHA TEK HAKOH KpeWupama HMHJICKCA W CIY)XKH 332 ayTOMAaTCKO aXKypUpame CBHX

IMPOMCHA BC3aHUX 3a UHICKCC.
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6.6.Iloamenu Table of Authorities

IMogmenu Table of Authorities je Koprucan mpUIMKOM cacTaBJbamka JOKyMeHaTa Koja y
cebu canpxe onpeheHe craryre, 3akoHe, W JAPYre aJIMUHUCTPATUBHE ojapende. YKOIUKO je
noTpeOHO Ja ce ayTop BUIIE IyTa Y CBOM JIOKYMEHTY T030BE Ha HEKY aIMHHUCTPATHBHY
ozipen0y M YKOJIMKO caM JIOKYMEHT cajipku Behu Opoj pa3iuuuTuX OJpei0H MOoKeJbHO OM OHIo
HAIPaBUTU Tabelly Koja caapKu crucak Tux oapeadu. OBaj moaMeHu uma Tpu Kaptuie: Mark
Citation, Insert Table of Authorities u Update Table.

[IpBa kapuma ciayxu 3a obenexaBame Jena JOKyMEHTa Koju Tpeba ma mobuje craTyc

HEKe aMUHHUCTPATUBHE 0O/IpeNi0e, a ihbeHUM aKTHBHPAmEM Ce OTBapa ciienehu mpo3op:

Selected text:

MNext Citation

Category: |Cases

Short citation:

Category...

Long dtation:

Cuuxka 123: ITposzop Mark Citation

[Tocebno je wHTepecantan neo Category, rme ce onpehyje THIT agMUHUCTpAaTHBHE
oapenoe:

Category: |Cases

Statutes
Other Authorities

Rules

Treatises

Regulations A

Cruka 124: Tlagajyun MEHU ca TUIIOBMMA a]MUHHCTPATHBHUX O/IpeN0n
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Hpyra xaptuna - Insert Table of Authorities cmyxu 3a ¢opmupame Beh nmomumane

Tabene neuHMUCAaHUX 3aKOHCKHUX OAPEI0H, a hbeHHMM aKTHBHPAEM e OTBapa cliieaehu mpo3op:

Index = Table of Contents = Table of Figures

Print Preview

Cases -

Other Authorities
Rules

Baldwin v. Alberti,

58 Wn. 2d 243 (1961)........ 5,6 Treatises
Regulations
Constitutional Provisions
Dravo Corp. v. Metro. Seattle, v 3 w
Use passim
Keep original formatting
Tab leader: |....... W
Formats: From template v

Mark Citation. .. Modify...

Cnuxka 125: ITposop Insert Table of Authorities

CanyHO Kao U KOJ MPETXOAHO o0jallmbeHnX Tabena Koje ce MOry Je(UHHCATH y OKBUPY
menuja References moryha cy pasnnmumra nonemaBawa. Tpeha kaptuna- Update Table G6uhe
JOCTYITHA TeK HAaKOH Kpeupama TakBe Tabese, a omoryhaBa jma ce y Tabenu BpPIIU ayTOMATCKO

@KypUpame eBeHTyaTHUX IPOMEHA Be3aHUX 3a Ie(huHICAHEe aIMUHICTPATUBHE Ofpeaoe.
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/. Tacrepcku menu Mailings (Ilomusbke)

Tacrepcku mMenu Mailings cagpxu QyHKUMje HaMemeHE Kpeupamy, popMaTHpamy H
crnamy Beher Opoja mucama, MejiioBa, WM JIOKyMEHAaTa OJHOCHO TaKO3BaHE ,,IIUPKyJapHE
nomte*. HakoH kimka Ha Tactepcku MmeHu Mailings, omnuuje cy nojaesbere y net rpyma: Create,

Start mail merge, Write & Insert Fields, Preview Results u Finish.

Seminar statistika - Microsoft Worc

Home Insert Page Layout References Mailings Review View Developer Add-Ins PDF Architect Kutools Advanced
-E =‘>|. J j -j _j j =P Rules fecy] || W4 [ BBl
'b'l @ < % Match Fields b ' Find Recipient Y
Envelopes Labels || Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B, Finish &
Merge ~ Recipients * Recipient List || Merge Fields Block  Line Field #] Update Labels || Results | = Auto Check forErrors || pMerge
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish

Cnuka 126: Usrnen tacrepckor meHuja Mailings

7.1.Ioamenu Create

Y rpynu Create Hamasze ce oOmmMje 3a KpeHpame H3IlieAa ajapeca MpUMaona u
nomusbaorna (Labels), omHOCHO 3a Kpeupame u3rieaa kosepara y nenunu (Envelopes). Kimikom
Ha OWJIO KOjy O/ JBE MOHYyheHe oIlrje OTBapa ce HMCTH MPO30p Ca JIBE Pa3U4UTe KapTHUIS

(Envelopes u Labels).

Envelopes and Labels

Envelopes Labels

Delivery address:

[ add electronic postage

Return address:

Preview

-

Before printing, insert envelopes into the following printer fray: Automatic.

Erint ] [ Add to Document ] [ Options... ] [E-posiage Properties. .. ]

Cancel
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Cnuka 127: Usrnen kaprune Envelopes
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VY okBupy kaptuue Envelopes mocroje mpocTopu 3a yHOC ajapeca NIpUMaona u
MOIIMJbAOIIA, TACTEPH 3a MOCIIaBakha Be3aHa 3a BEJIMUYMHY KOBEPTE M IPOCTOpa 3a ajipecy, Kao

U TIOJIelIaBakba Be3aHa 3a mTamny u3Mely Kojux U mojeliaBame MoJioKaja KOBEpPTe MPHINKOM
mrraMIic.

Address:

Envelopes and Labels o X

| ——.——

[ + ] use return address

4

Print Label

(@ Full page of the same label Microsoft, 1/2 Letter
() Single label 12 Letter Postcard

Row: |1 —| Column: |1

Before printing, insert labels in your printer's manual feeder.

Print l[ MNew Document ]

[ Options... l [E—poslage Properties... ]

Cnuka 128: Usrnen kaptuie Labels

VY okBupy kapruire Labels mocToju mpocTop 3a yHOC azipece, Kao ¥ TaCTepH 3a

noAcCIaBamkbe onunja mrTaMIie 1 BEJIMYUHE ITalurpa.
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7.2 Hoamenu Start mail merge

I'pyna Start mail merge campxu ommuje 3a Kpeupame JJOKyMeHaTa Yy OKBHUPY
nupkynapae nomre. [IpBa ommuja (Start Mail Merge) ciyxu 3a ogaOup BpCTe W KpeHpame
caMmor JIOKyMEHTa IpU 4eMy C€ ayTOMaTCKH MEHajy alapeca MmpuMaona u odpahame y mucmy.
Jenna ox ommwmja mamajyher MeHuje jecte 4apoOmaK KOjH IMOYETHUKE BOJIU KpPO3 IOCTYIIAK

Kpeupama.

By

é:l'

Start Mail| Select Edit Higt
Merge ~ | Recipients = Recipient List || Merg

Letters

E-Mail Messages
Envelopes...
Labels...
Directory

Mormal Word Document

B RAOIDLD D

Step by Step Mail Merge Wizard...

Cnuka 129: Msrnen magajyher menuja onmuje Start Mail Merge

Hpyra onuuja (Select Recipients) cimyxu 3a yHOC IojlaTaka KOjU €€ ayTOMaTCKH MEHajy
y nokyMmeHTy. [lomanu ce MOry yHOCUTH JMPEKTHO y OKBUPY IUjaJior Mpo30pa KOjU ce OTBapa
aktuBHpameM ommuje Type New List wim ce mMory yHeTH y oOiuky .xIs ¢ajma, amu y ToM

cirydajy Mopajy outu oarosapajyhe ¢popmarupanu y Excel-y.

Edit Highlight
Recipients ~|Recipient List || Merge Fields

IE Type Mew List...
Use Existing List...
f= Select from Outlook Contacts...

Cnuka 130: Uzrnen nanajyher menuja omumje Select Recipients

[peocrane Tpu rpyne omuuja (Write & Insert Fields, Preview Results, Finish) coyxe
3a (UHATHA TOJeIIaBaka W IPOBEPY H3IVIeNa JOKyMEHAaTa W KoBepara Ipe KOHAYHOT

mTaMIiama.
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8. Tacrepcku menn Review (Peaqnrosame)

Tactepcku Menum Review cagpku omnmmje Koje Ciayke 3a IMpoBepy NpaBoluca |
rpamMaTHhKe, OCHOBHO MPEBOHECHE TEKCTA, KAa0 U 32 KOPEKTYPY TEKCTa O/l CTPAHE jeJTHE MU BUIIIC
ocoba. CBe A0CTymHE OIIIKje MoAeJbeHE Cy Y mecT rpymna u To: Proofing, Comments, Tracking,

Changes, Compare u Protect.

— Homz Insert Fage Laycut References Mailings Review View Cerloper Add-Ins “DF Architect uioo's Advanczd

- E % [ Trenslatizn SaeecTip - ) = & =3 & 3 50 Showing Warcug Ba [ 3 1 b
vV Q%o PR D R 5 Jhchicesd VA LS B
Set language 2 3 Show Markup * N et
Spelling & Research Theszurus Translate o New Deetz Previous Mext Track  Zalocns oo Accert Rejec é} Maxt Comparz § urce Frozect
Grammer 124 WVord Coun: Comment Changes~ v E Redevang Panz ~ 4 i v Doturert Document -

Prcofing Comments Tracking Cranges Compare Protect

Crmka 131: TIpuka3 Tactepckor MeHHja Review

8.1.Iloamenu Proofing

I'pyna Proofing cagpxu ommuje 3a mpoBepy rpamathke u mpaBommca (Spelling &
Grammar), WHTETpUCAaHW TpeTpaxkuBady peyHuka u eHuukioneaunja (Research), peuHmk
cuHonnMa u kJbyuHuXx peud (Thesaurus), uarerpucanu npeomwian (Translate), kao u Opojau

(Word Count).

y E A4 %Translatinn ScreenTip ~

& 5et Language
Spelling & Research Thesaurus Translate .
Grammar a3 Word Count

Proofing

Cnuka 132: Usrnen rpyne onuuja Proofing

[IpoBepa rpamaThke W TmpaBonuca (QYHKIMOHWIIE TaKO Ja KaJa je aKTUBUpaHa
NPaBOMHCHE TPEIIKEe Ce MOJBIaYe MPBEHOM, a TpaMaTHYKe 3€JIEHOM TajacacToM JuHHjoM. OBa
onuyja (PyHKIMOHUILE AJ€KBAaTHO Kajla je y MUTamby €HIJIECKH je3UK (M APYr'H MOMYyT HEMAuKor,
(paHIrycKOT, IMaHCKOT, KHHECKOT U Ap). MehyTum, y citydajy CpIcKOr je3uka TO HUje Cilydaj,
HajBUIIE 300T HEJOCTaTKa aJeKBAaTHOT €JIEKTPOHCKOT PEYHHKA W TpaMaTHKE, ald j€ TIOCTUTHYT
3HaYajaH Hampeaak y HOBHjUM Bep3ujama nporpamckor makera Office (2010, 2013, 2016).

VY cnyuajy aktuBupama omnija Research, Thesaurus u Translate ca mecHe cTpaHe akTUBHOT

IMpo30pa 0oTBapa €€ HOBU III/IjaJ'IOP mpo30p €a pasjIMYuTOM HAMCHOM Y 3aBUCHOCTH O aKTUBUPAHC
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ommyje. [Iperpara GpyHIMOHHMIIIE TaKO MITO CE ped O MHTEpeca yKyla y oaroapajyhe mosbe 3a

IpeTpary Wi JIEBUM KJIIMKOM Ha ped oJf UHTepeca y3 JApxkKame KOHTPOJIHOT TacTtepa Alt.

Home Insert Page Layout References Mailings Review View Developer Add-Ins PDF Architect Kutools Advanced
zy Efd I—_ ’I a% {4 Translation Screenip ~ IJ = = (% & = aﬂ 9% Final Showing Markup @ @ &3 Previous j 1 I:E
#% setLanguage e 2 show Markup ~
Spelling & |Research|Thesaurus Translate e New Delete Previous Next Track  Balloons Accept Reject ?{} Next Cnmpare Show Source Protect
Grammar 123) Word Count Comment Changes~ = [B] Reviewing Pane ~ - - Documents Document ~
Proofing Comments Tracking Changes Compare Protect |
D T AR R R TR R R RN AN R R R R R S RS R T v x
LOKYMEHTW - KOJW- HUCY - KperpaHu-y-camom- Word-y,- D p,-T).-pafHa-n ,-Ha-KoJy,-Takofe,- Search for:
. MOXKETe CMeCTUTH HEKN - A0KYMeHT, My-Documents, oju hETE -‘HaMewhe Kopwc‘m‘m jep-npencTagLa-
= NOTMYHOMECTO-3a-uyBae-TekcToBa, My -Comy - -chacyyy NIpeKo-Koje npucTynaTe-qucl Ha ‘Al Reference Booke =

pauyHapy; - Ha- kpajy- My- Nelwork Places,-npeko- kora- Mo}eTe- Aa- NpUCTyNUTe- NOKYMEHTUMa Ha-
NOKanHoj Mpexu unu-Ha-Vinteprety

Ca- Te- nucre- dhacumknu- ogabepete- oHy- Y- KOjoj- Ce- Hana3w- OKYMEHT  KOju- KenuTe- fa-
oTBopwWTe.- HakoH- Tora-hie- ce-y- lecHoM- ieny- Npo3opa- NPUKa3aTh- eH- caapikaj.- [arbe, o3HaqnTe-
KeSbEeHW- 1OKYMEeHT- (Ha- TopHs0j- CNWLMW- je- NpuKasaH- NnpumMep- ca- hacumknom- My- Documents- u-
nokyMmeHTom-ACTIVE),-a-3aTUM-KNUKHUTE Ha gyrMe Openy
Hanomera:- Y- nosvy- Files- of-type- feduHuiLeTe: KOjU- AOKyMeHTH-hie- BuTh-npukasasu- y- gujanory-
Open.- OHO- (DYHKUMOHMILLE Kao-MACKa-Koja- A03BOIbaBA 18- Ce - NPUKaKy-CaMo-J0KyYMEeHTU-ofpefjeHe-
EKCTEH3M]E; Y- HaLleM-NPUMEepY-[03BOTLEHE - EKCTEH3M]e Cy- do¢, dot, UTL.To-je-u-HaMewwnn-cnyJajy-
npakci.- TUMe,- JeHOCTABHO,- 13- NPYKA3a- YKNaHATe: OHe- AOKYMEHTE- Koju- Cy-y- hopmary-koje-Word,-
THWje, He B -1cl -oTBOpMO. g

" YyBatbe-gokymeHTaq

Kapna-ce-lOKyMeHTuyBa NpBM-NyT, NOTPeBHO-je-Aa-My-AaTe-lMe-1-1a Ta-CMECTHTE Ha KeTbEHO MEeCTo-
Ha- ovcky - [la- bucre- To- ypagunw,-ogabepute- komaHny- File/Save-As - Ha-ekpaHy-he ce nojaButu-
nOujanor-npo3op-komaHae-File/Save-As.

Haang-obnactu:-< MICROSOFT-WORD->

—
| B | Recovered |

Cruka 133: M3rnen npo3opa HakKOH akTUBHpama onuuje Research

el

This service could not be.
searched because you are
not connected to the
Internet. Please connect and
try again
4l Translation
= Can't find it?
Try one of these alternatives
or see Help for hints on
refining your search,
other places to search
Search for ' in:
[, Al Reference Baoks

{4, Al Research Sites

%3 Get services on Office
Marketpla

[l Research options...

dy  S2PM

Huje neomxomHo 3aTBapame jenHe omiyje Aa Ou ce Mpenuio Ha HeKy ApYyry, Beh ce To

pazu jelHoCTaBHUM M300pOM y OKBUpPY najajyher MeHuja.

Rezearch
Search for:

All Reference Books

]
All Reference Books

Encarta Dictionary: English (Morth America)
English Assistance: US
Thesaurus: English (United States)
Thesaurus: French (France)
Thesaurus: Spanish (Spain, International Sort)
Translation

All Research Sites

Bimg

Factl'u'a iVorks™

Research

Cnuka 134: Usrnen napajyher MeHuja y okBupy akTuBupaHe omuuje Research
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AxtuBupameM omnuuje Word Count mporpam ayToMaTcKu Ucmucyje Opoj cTpaHa, peud,

KapakTepa (ca u 6e3 pazmaka), naparpada u peaona.

Statistics:
Pages
Words 11,339
Characters (no spaces) 61,706
Characters (with spaces) 72,822
Paragraphs
Lines

[ Indude textboxes, footnotes and endnotes

Crnmka 135: Nsrnen akrusupane omuje Word Count

8.2.IHoamenn Comments

VY okBupy rpyne Comments Hanaze ce omiMje Koje Cy HaMemeHEe 3a J0/JaBambe U

6pI/ICEIHE>C KOMCHTAapa, Kao U 3a HaBI/IFaHI/ij Meljy KOMCHTAapumMma.

" e e
Mew Delete Previous Mext
Comment

Comments

Cruka 136: Usrnen rpymne omnimja Comments y OKBHPY TaCTepCKOr MeHHja Review

8.3.Iloamenn Tracking

V okBupy rpyne Tracking nanase ce onuuje nomohy kojux je moryhe nogecutu Word
Jla TIpaTH NPOMEHE y OKBUPY JOoKyMmeHTa u na ux Oenexu (Track Changes). Takohe, y okBupy
oBe Tpyre Moryhe je n3abpatu HauMH Ha Koju he ce 3abenexene npomene npukaszaru (Balloons,

Show Markup, Reviewing Pane).

-'_29 ? ‘J,_Ij Final Showing Markup <
= 2 Show Markup =

Track EBalloons
Changes - - £ Reviewing Pane =

Tracking

Cnuka 137: Usraen rpyne onmuja Tracking y okBupy Tactepckor MmeHuja Review
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Csu A0JaThu KOMCHTApH, Ka0 U CBC NPOMCHC Yy JOKYMCHTY HAKOH aKTHBHUpamkha onunje

Track Changes noapasymeBaHO ce NpHUKa3zyjy ca JECHE CTpaHe JOKyMEHTa y OKBUDPY T3B.

,,0aJIOHA", MIPU YeMy Cy ,,0a7T0HU" KOMEHTapa UCIYyHEeHH UCTOM 00jOM Kao IITO je U MBHUIA, a

,,OTOHH"* IpOMeHa ¢y Oene 6oje. CBakyM KOMEHTap WM MPOMEHA UMa oaroBapajyhu penuu 0poj.

KOMGHTapI/I CIIY’KC CaMO 3a CKPCTALEC MAXKEKC Ha onpeljeHH JAC0 TCKCTA, a IPOMCHC IIPUKA3aHC Ca

JecHe cTpaHe Mory Outu npuxsaheHe (Hmp. mpomeHa 60je Tekcra) WM OfOHjeHe, a CBE TO

nomohy rpymne onimuja Changes.

Home  Insert Page Layout References Mailings Review | View Developer  Add-ns PDF Architect  Kutools Advanced

y Eﬁ Eu a}’ {54 Transiation ScreenTip ~ Ij '\_J m m _ l 2| Final Showing Markup © @ @ & previous j J I:E

#% Set Language 5] Show Markup ~
Spelling & Research Thesaurus Translate oo New Delete Previous Next || Track |Balloons ) Accept Reject 93 not Compare Show Source || Protect
Grammar izs] Word Count Comment  ~ Changes~| ~ 3 Reviewing Pane ~ - - ~  Documents- || Document~

Proafing Comments Tracking Changes Compare Protect

T AR AR RS AN AN RN SRR NN SAEE ERRE SRR NN TRRT TRRF SRRNTRRN

CHIURE S5 Qujaiiue 1iD030p ROMaRUe FHe/ OPein|

N 1
* Ha-neeoj-cTpaHw-oujanora-je-nucTa-thacyyknm-y-kojiMa-ce-Hanaan-BepTukana-ca-HekonmKko-

HEKOMUKO- AeceTHa- NoKauuja- Koje- cTe- NOCeTHnW,  Mefy- KojuMa- Mory- BUTK- 1- dacumKne: unu-
LOKYMEHTW- KOJW- HUCY- KperpaHu-y-camom- Word-y,- Di p,-Tj.-pafHa-noep ,-Ha-Kojy,-Takofe,-
MOXKeTe CMeCTUTH HeKW AoKYMeHT,- My-Documents, koju TieTe-HajelWNe KOPMCTUTW, jep NpeacTagmba-
2 NOTMYHOMECTO-3a-uyBake - TekcToBa, My-Comy " -chacyyy NIpeKo-Koje npucTynaTte qucl Ha
- pauyHapy;- n- Ha- kpajy- My- Network- Places,-npeko- Kora- MoXeTe- Ja- NPUCTYN1Te  AOKYMEHTMMA Ha -
o hokanHoj- Mpesxit wnu-Ha-VHTepHeTy

Ca- Te- nucre- dhacumknu- ogabepete- OHy- Y- KOjoj- Ce- Hana3w- OKYMEHT  KojW - KenuTe- fa-
oTeopuTe.- HakoH- Tora-hie- ce-y- lecHoM- ieny- npo3opa- Np1KasaTv- beH- caapikaj.- [arbe, o3HaunTe-

- | mokymentom ACTIVE) a-3aTM-KnukHMTe Hadyme-Openy | Font color: Text 1 ]

Open.- OHO- (PyHKUMOHMILIE- KAD- MACKA- KOja- A03B0/bABA" 4a- Ce-NPUIKEXKY CAMO- IOKyMEHTU- ofpeNere- ... Font color: Red ]
eKCTEH3M]E; Y- HaLLeM NPWUMEepY- 103BOILEHE EKCTEH3M]E CY- doc, dot, UTA. 10 je-u-HajMelwn-cnyJajy
npakcy - TuMe,- jeHOCTABHO,- U3- NPVKa3a- yKNakaTe- OHe- JOKYMEHTe Koju- Cy- y- oopMaTy-koje-Word -

HajgepoBaTHuWje, -He B-ncnpaeHo-oTBopuo g

" YyBatbe-gokymeHTaq

Kapa-ce-oKymeHT {yBa peu:NyT, NoTpebHo je-Aa My AaTe:1e 113 ra-cMecTuTe Ha, ?'.‘.E..“!.E.’!E’.'M.EF.I?;..-’”'{ Highhight ]

Ha- gucky - [la- bucre- To- ypagunw,-ogabepute komaHny- File/Save-As - Ha-ekpaHy-he ce nojaButu-
nOujanor-npo3op-komaHae-File/Save-As.

Page: 6 of 38 | Words:11,339 | <6 Serbian (Cyrillic, Serbia and Mantenegro (Former)) | 3 |

Cnuka 137: Usrnen npo3opa Kaja je yHeT KOMEHTap U KajJa Cy HaUHb-eHE IPOMEHE Y IOKYMEHTY HaKOH

akTuBHpama omnmuje Track Changes

Recovered =] N ——

[
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8.4.Moamenu Changes

I'pyna onuja Changes oou4HO ce KOpUCTH Yy KOMOMHANUjU ca rpyrnom onnuja Tracking,
Ia Ou ce mpoMeHE KOje Cy MPETXOAHO HAmpaBJbeHE W 3a0eNIe)KEHE Ha Kpajy MPUXBATHIIC WA

onouie.

@ \%’ ‘E} Previous

Accept Reject @Neﬂ
Changes

Cruka 139: Usrnen rpyne onuuja Changes y okBUpy TacTepckor MeHHja Review
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8.5.1loamenn Compare

I'pyna onmmja Compare cioyxu 3a nopeheme U KOMOMHOBAWE JIBE pa3IMYUTE Bep3uje

JOKYMEHTA, IIITO c€ KOPUCTH KaJla je BUIIEe 0c00a KOPUTOBAJIO HEKH JOKYMEHT.

BB E

— Compare|5how Source Protect
jﬂ 1 b Documents Document =
= Compare...
Compare Show Source B Compare two versions of a
- Documents document {legal blackline].
Compare

¢j Combine...

= ﬁj Combine revisions from multiple
authors into a single document.

Cnuka 140: Usrnen rpyne onnuja Compare y OKBUPY TacTepCKOT MeHHUja Review (J1eBo) u majajyher MeHuja

omuje Compare (1ecHO)

8.6.Iloamenu Protect

VY rpynu Protect manasu ce camo jeaHa ommuja u To Protect Document koja cimyxu 3a
3aIITUTY IOKYMEHTa Yy CMIITY 1a he 3a O0mino kojy Oyayhy u3MeHy of TpeHYTKa aKTHBHPAha OBE

omnuuje OuTH HeonxoHa mudpa kojy oapenu ayrop. Kimkom Ha oBy onuujy oTBapa ce najaajyhu

MCHHU.

e

ource Protect
ents Document =
% Restrict Reviewing Options
Protect Restrict Eormatting and Editing
Document = ~ —
Restrict Permission
Protect

v | Unrestricted Access
Restricted Access

Manage Credentials

Cnuka 141: Usrnen rpyne onnuja Protect y okBupy Tactepckor MeHHja Review (1eBo) u nanajyher Menuja onmuje

Protect (mecHo)
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9.  Tacrepcku menu View (IIpuka3)

VY okBupy Tactepckor MeHuja View Hayiase ce OIIHje Koje CIyKe 3a MPOMEHY IpuKaza
WIM Tperjiefa JOKyMeHaTa W JPYrHX eKpaHCcKuX mpukaza. Omnuje y OKBUPY OBOT MEHHja

OpraHu3oBaHe cy y et rpyna u To: Document Views, Show, Zoom, Window u Macros.

Home Insert

Page Layout References

Mailings Review Wiew Developer Add-Ins PDF Architect Kutools Advanced
J _\: IE I:I V| Ruler Document Map C% - _—LIOH: Page L E 11 View Side by Side % =
Gridlines Thumbnails Al Twu Pages ﬁ (A} Synchronous Scrolling E=r]
Print |Full Screen 'Web  Qutline Draft Zoom 100% . Mew  Arrange Split Switch Macros
Layout | Reading Layout Message Bar =] Page Width Window
Document Views

All +4 Reset Window Position | windows =
Show/Hide

Window

Zoom

Macros

Cruka 142: Tlpuka3 oniuja y OKBUPY TaCTEPCKOT MeHHja View

9.1.MMoamenn Document Views

HOK}’MCHT cey Wordu moxe IIPpUKA3aTHU HA PA3JIMYNUTC HAYUHC IIPpU YCMY CBAKU IIPHUKA3
oAroBapa CHGHI/IQ)I/I‘-IHO_]. HameHu. Haunun IIpruKa3a MCwa CC KIIMKOM Ha O,ZLI‘OBapajyhe TaCcTEepC U3

rpyne Document Views ca kapruiie View win Ha ayrmajn mnajiere anatku View Shortcuts koja

Ce HaJla3¥ y JOKBEM JCCHOM YTy MPOrpaMcKoOr Ipo30pa.

E/gEE k™

Print |Full Screen Web  Outline Draft 'ElEEE
Layout | Reading Layout

il
1
o

Document Views

Cunuxka 143: Ipukas rpyne Document Views y okBupy Menuja View (JieBo) u naere View Shortcuts (qecHo)
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IIpuxka3 Print Layout (pacmopen mrammama) — Ha €KpaHy IpHUKa3yje Kako he TOKyMeHT

H3rjcJgaTu Kajaa 6YI[C oJmTaMIIaH. MOI‘y CC BUACTU CJIEMEHTHU Kao IITO Cy MapruHe, mnmpeiom

CTpaHa, 3arjaBJjba, HOI[HO)Kja 1 BOACHHU KUTOBU.

lome Insert Page Layout References Mailings PDF Architect Kutools Advanced
E= V| Ruler | Document Map ‘ Q JJone Page @ E D 1) View Side by Side E
I &
& "] Gridlines | Thumbnails | =129 (77 Two Pages ‘ L3} Synchronous Scrolling
Print |Full Screen Web  Outline Draft || Zoom 100% New Amange Split Switch
[] Message Bar (=) Page Width || window  All 14 Reset Window Position | windows »

Layout | Reading Layout
Document Views Zoom

Review | View | Developer  Addins

EEEEE

ge:10f1 | Wordsi1/1 | < Serbian (Cyrillic, Serbia) | ¥
w ] RFoEWE®RT*EDO

¥ il @) 10:18PM

Cruka 144: ITpuka3 Print Layout
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IIpuxa3 Full Screen Reading (untame Ha 1eIOM €KpaHy) — aKTHBALMjOM OBE OMIIHjE

IpHUKa3yje ce OHOJMKO Cajpkaja JOKyMEHTa KOJMKO MOXE Ja CTaHe Ha €KpaH Tako Ja je

MPUXBAT/bUB 33 YHTame. Y OBOM INpHUKa3y Tpaka ca anatkama (Ribbon) 3amemeHna je jeaHom

NaJieTOM ajlaTKU Ha BpXy €KpaHa ca oAromapajyhum gyrmMaguMa 3a dyBame M IITAMIIAE

JOKYMEHTa, MPHUCTYN pedepeHnama U APYrUM alaTuMa, O3HAyaBambe TEKCTa U IPaBIHCHE

koMeHTapa. OMoryheHo je u KpeTame ca CTpaHHULe Ha CTPAHUIlY Kao U ImpuiiarohaBame Mpukasa

n300poM Heke of onuuja u3 MeHuja View Options. JJokyMeHT y OKBHpY OBOI' IIpHKa3a Moryhe je

MEmaTu caMo ako ce aktuBupa onuuja Allow Typing u3 oBor menuja. [IpebaruBame Ha APYTH

MpHUKa3 BPIIA CE TAaKO IITO ce KiaukHe Ha ayrme Close ma OWcMoO ce BpaTWiIM Ha MPETXOIHH

NIPUKa3.

|8 & Rook ¥~ 4 Smenlefl - b 41 View Optons - X Oose

“%EWM Options ~| X [Iose|

E
E

Don't Open Attachments in Full Screen

Don't open e-mail attachments and documents from a
Windaows SharePoint Services site in full screen view.

Increase Text Size

Make the text larger for reading. Temporarily changes
how much text fits on a page.

Decrease Text Size

Make th ller for reading. Temporarily
changes how much text fits on a page.

Show One Page
Read one page at a time.

Show Two Pages
View two pages at a time,

Show Printed Page
Show pages as they will look if printed.

Margin Settings
Hide the margins on the printed page to display 3
larger text.

Allow Typing

Allow typing while reading. Set this if you like to edit
your documents as you read them.

Track Changes

Track changes made to the document, L3

Show Comments and Changes

Select what markup to show while reviewing the 4
document.

Show Original/Final Document

You can view the final or original document, with or L3
without changes.

Cnmuka 145: [Tpuka3 Full Screen Reading n m3rnen nanajyher menuja View Options
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IIpuka3 Web Layout (BeO pacriopesn) — 01abupoM OBe OIIKje HA €KpaHy ce MpUKasyje
KaKko hie JOKyMEHT M3IJieaTi Kaja ce mperiieia y OKBUpY BeO-nperpaxuBadya. Mory ce BUACTH

M03a/IMHa, KaKo je MO3UIMOoHMpaHa rpaduka. edekTu, a Takohe U TO Kako ce TEeKCT mpenaMa aa

Ou cTao y OKBHUp MPO30pa.

Add-Ins PDF Architect  Kutools Advanced

Home  Inset  Pagelayout  References  Mailings  Review | View | Developer

J = I:I | Ruler Document Map (% ¢l One page Y E 11 View Side by Side E? =
= J o | —E E N E
Thumbnails 9 (33 Two Pages 4] Synchronous Serolling ==

Switch | Macros
Layout Reading |Layos Message Bar L

Gridlines
Zoom 100% _ New Armange Split
=] Page Width || window  All 14 Reset Window Position | windows ~
Document Views Show/Hide

ut
Zoom ‘Window
e-w-?w‘z‘ S3 04151670 8 1 e o100 | 110 | 120 1 13 1 1dr | 150 1 16+ | 17+ 1 18 | +18+ | 200 | 210 | 23+ 1230 124+ 0 25 136 1270 108 '2?'\“3RE§Eﬂr(h v x
Search for:

INFORMATIKAY
All Reference Books
Qe |- | @]

Print  Full Screen| Web | Outline  Draft

e

Type text to look up in a
varisty of research and
reference services.

You can aiso press ALT and
dicka word fo starta
search,

Marketplace
[, Research options..

. %) Get services on Office
=
@
s

Serbian (Cyrillic, Serbia) | 7

B o oM™ "™

&

Words: 1
N

.‘;.

Cruka 146: [Ipukaz Web Layout
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IIpuxka3 Qutline (cTpykTypa) — aKTUBAIIMjOM OBOT MPHKa3a MOjaBJbyje Ce XHUjepapXujcKa

CTPYKTypa OKyMEHTa (HHMBOM HAcCjlIOBa M OCHOBHOI TEKCTa), Ka0 W aJlaTKe 3a IMperjien u

IIPOMEHY IbUXOBE XUjepapXuje.

~ Outlining | Home  Insert  Pagelayout  References  Mailings  Review  View  Developer  AddIns  PDFArchitet  Kutools  Advanced @
9 Show Level: v [ )
|%0 | BodyTet - || 39| 2 @ =
V| Show Text Formatting — .
[0 & % =| A Show  Collapse Close
Show First Line Only Document Subdocuments || Outline View
Outline Tools Master Document Close
o [NFORMATIKAY &)
+
o

I ——
} ()

Page:1of1 | Words:1 | <5 Serbian (Cyrillic, Serbia) | *3
—
¥ g 10:42AM

Cuuka 147: Ipuka3 Outline
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IIpuxa3 Draft (pagna Bep3uja) — aKTUBAIMjOM OBOI' NPHKAa3a I0jaBJbYje Ce CalpiKaj

JIOKYMEHTa ca MO0jeIHOCTaB/LEHUM PacoOpeoM y LHJbY Op)Ker Kyllalkba U Memama TeKcTa. Y

OKBHPY OBOTI' IpHKa3a HE MOXKE CC€ BUJICTU pacrope €JICMEHTA IIPEJIoMa Kao HITO Cy 3arjiaBjba U

MOJTHOXK]a.

PDF Architect Kutools Advanced

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

i: V. Ruler | Document Map Q . lJone page ;1 E j 1) View Side by Side g? E
4 i 29 (33 Two Pages 31 Synchronaus Serolling =
Dvaft

Switch Macros

n‘

Gridlines I Thumbnails

Print Full Screen Web  Outline Zoom 100% New Arange Split
layout Reading Layout Message Bar =) Page Width || Window Al 414 Reset Window Position | windows ~
Document Views Show/Hide Zoom Window Macros
- 7 2 R ER 6 17 0B+ 0§+ 0100 111+ 112 113+ 0 14+ 15+ 1 16+ ARAZL L 18 N 115 @)
IN'FOR]\/[AT]:KAﬂw
+
o
=

Page:10f1 | Wordsi1 | <5 Serbian (Cyrillic, Serbia) | 3 |
¥ .1 s 1045AM

Crnmka 148: Ipuka3 Draft
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9.2.Moamenu Show

Kana je Heonxo1HO paBHOMEPHO PACIIOPEANUTH PA3INYHUTE EIEMEHTE JOKYMEHTa MOTY Ce
ykpyuntu aewmup (Ruler) m momohne nmunmje mpexe (Gridlines) yekupamem oarosapajyhux
omija y okBupy rpymne Show y tacrepckoMm Menujy View. Ilpeocrane aBe omiuje y OKBUPY
rpyne Show (Document Map u Thumbnails) aktuBanujom npukasyjy mMamny JOKYMEHTa y BUIY
ynpomheHor tekcra (Document Map) wnu ymameHor npukasza cBake crpanuiie (Thumbnails).

Oge nBe omyje ce Mel)ycoOHO UCKIbYUY]y Tj. HE MOTY OMTH aKTUBHE Y HCTO BpEME.

| Ruler ] Document Map
[ Gridlines [} Thumbnails

|:| Message Bar
Show/Hide

Cnuka 149: Msrnen rpyne onmuja Show

Home  Insert  FPagelayout  References  Mailings  Review | View [ Developer  AddIns  PDF Architect  Kutools  Advanced (7]
ﬁﬂ IE | Ruler ¥ Document Map q /) one Page @ E j 1) View Side by Side %
W/ Gridlines [ Thumbnails 0 [ Two Pages o 3} Synchronous Serolling B

Print |Full Screen Web  Outline Draft Zoom  100% New Amange Remove Switch || Macros
Layout| Reading Layout [] Message Bar (S Page Width || window Al Split | i Reset Window Position | windows ~ -

Document Views Show/Hide Zoom window Macros
Document Map + x T
[rForMATI)

Page:1ofl | Wordsi1 | (5 Serbian (Cyrillic, Serbia) 3 | EEEEE T —
i} ® @

Cnwmka 150: Uzrnen npo3opa kazna cy aktusupane onuuje Ruler, Gridlines n Document Map
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9.3.loamenu Z00Mm

VY oxBupy Word mpo3opa moryhe je mpunaronuTi HMBO yBehama TOKYMEHTa aKko ce
KOPHUCTE ajJlaTH KOjU Cy Ha pacrojiaramy y rpynu Z00M y OKBUPY TAaCTEPCKOT MeHMja View WiIn
onuuje Zoom Level nnu Zoom Slider ca necHor kpaja crarycHe Tpake. AKO ce KIMKHE Ha J1yrMe
Zoom wiu Zoom Level, npukasyje ce OKBUp 3a JUjaJIor Y KOME ce MOXke 0JabpaTH WK YKyLaTu
npoueHar ysehama. McTu moctynak ce Moke 00aBHTH M TaKO INTO €€ TOBJIAYM Kiu3ad Zoom
Slider yneBo wim ynecHo, OHOCHO KIMKOM Ha ayrmaz Zoom Out uian Zoom In koja ce Hanaze
ca 0o0e cTpaHe KiIM3aya IpU 4eMy ce NpoleHar yBehama Mema y Kopaluma Maje BPEIHOCTH

(mogpaszymeBano 3a 10%).

Zoom 100%
=] Page Width

Zoom

Cnuka 151: Usrnen rpyne onuuja Zoom

Home  Insert  Pagelayout  References  Mailings  Review | View | Developer  AddIns  PDF Architect  Kutools  Advanced @

i)
Lz.l‘ ﬂ @ I:l | Ruler Document Map C% lone Page E‘ E E’ 1 View Side by Side E? \:_ﬁa

Gridlines Thumbnails (33 Two Pages 4] Synchronous Scrolling
Print |Full Screen Web  Outline Draft Zoom  100% New Arrange Split _ _ Switch || Macros
Layout | Reading Layout Message Bar =] Page Width || window Al 18 Reset Window Position | windows = || =

Document Views Show/Hide Zoom Window Macros

]S S S A S A S A N SR RN SRR SR 0

(©) Many pages:

(©) Whole page

Percent: |200% [+

INFORMATIKAY] |~

AaBbCcDd

EeXxYyZz
e PPN

Page:1ofl | Wordsil <%  Serbian (Cyrillic, Serbia) | [
p— o

11:52 AM

Cnuka 152: Usrnen npo3opa kana je Zoom nozenieH Ha 200%
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9.4 Moamenu Window

VY oxBupy Word mpo3opa He IMOCTOjU OTpaHUYCHE Yy CMIIIy paja ca caMoO jeIHHM
JOKYMEHTOM Y jeIHOM TpeHYTKy. [IpebanmBame ca jeqHOr OTBOPEHOT JOKYMEHTa Ha IPYTH je
BEOMa jeZIHOCTaBHO KopulnhemeM ommuje Switch Windows y okBupy rpyme onmuja Window y

TacTepCKOM MeHHjYy View.

1 = | 1] View Side by Side %
4 47 synchronous Scrolling
Mew  Arrange Split Switch

Window Al +4 Reset Window Position | windows =
Window

Cuuka 153: Usrnen rpyme omwmja Window

le by Side % :ﬁ

nous Scrolling
Switch Macros
indow Position | \Windows ~ -

v || 1 Documentl

2 Inform metode u biomed. istrazivanjima-P02 (Last saved by user) [Compatibility Mode]

3 Seminar statistika

Cnuxka 154: Usrnen nagajyher menuja ommje Switch Windows

Takohe, moryhe je u UCTOBpEeMEHO MpHUKa3aTH BUIIE MPOrPaMCKHUX IMPO30pa

kopumthemem onmuje Arrange All.

NHOOPMATHUYKE METOJE VY BUOMEJJUITMHCKHUM UCTPAXMUBABUMA 88



Home  Insert  Pagelayout  References  Mailings  Review ew | Developer  Add-ns

PDF Architect

Word 2007 - BexOe

Kutools Advanced

Document Map
Thumbnails

Ruler
Gridlines

] Message Bar
Show/Hide

q [Jlone Page
{100

@l =] (=] T
Full Screen Web  Outline  Draft Zoom  100%
Layout | Reading Layout
Doeument Views

Zoom

Tile all open
si

1) View Side by Side
[ synchronous Scrolling

==

Switch
Windows ™

Ma

214 Reset Window Position
Window

program windows

de on the screen.

Home | Insert  Pagelayout  References Developer

Add-Ins

PDF Architect

Kutools Advanced

34 Find -

& Cut
153 Copy

¥ Format Painter
) Font

Times New Roman -1z

[B 2 U -bex x Aar|?¥- A

Paste

oard

AaBbCcl

T Normal

B

AaBbCcl AaBbC AaBbce AADB sasbec assbcn

7 No Spaci..

2, Replace
[§ Select -
Editing

Heading1l  Heading 2 Title Subtitle  Subtle Em.. -

Page: 11 of 13 | Words:1,140 | 58

Crmka 155: [Ipuka3 n1Ba mpo3opa HCTOBPEMEHO HAKOH aKTHBHpama onmuje Arrange All
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VKOIMKO je HEONXOJHO Ja C€ HCTOBPEMEHO paad Ha [Ba pPa3IUuUTa Jela HCTOTr
JOKyMeHTa Moryhe je uCKOpUCTUTH oniujy Split. AKTUBHpameM OBE OILHje IMPO30p Ce JIeNIN Ha

JIBa JieJia ca He3aBUCHOM HABUTAIIH]OM.

Home  Insert  Pagelayout  References  Mailings  Review | View | Developer  Addns rchitect  Kutools  Advanced  Design  Layout @
["Eu E | Ruler | Document Map q ‘ Ll one Page @ E D [ View Side by Side g?
] Gridlines [ Thumbnails 9 7 Two Pages i 4] Synchronous Scrolling =
int |Full Screen Web Outline Draft Zoom  100% New Arrange Remove Switch || Macros
Layout| Reading Layout [] Message Bar = Page Width | window Al | spit || 21 Reset Window Position | windows = 5
Doeument Views Shoaw/Hide Zoom Window Macros
0] C3cuczoa o1 a# LB . . "5 | Spiit window T

Split the current window into two

<WH®OPMATUYKE METOOE-Y-BUOMELUL| 2 ey an ey Seremt \HMA->q]
same time.
1
ObnacTt-6poj-29
<MICROSOFT-WORD->1
1

Microsoft- TekcT-npouecopu= ‘Yno3Haeare ca-pafom-y
Word-2003= nporpamy3a-0bpaay-Tekcra-
Microsoft Word =

R S SRR R AR R SR AT IR R TR AR AR - NS SN T RAACE CRRIEN o -l
T AvRy i

[a-6ucTe 0TBOPUNM HEKM 10KYMEHT, OTPeGHO je-1a-akTMBMpaTe KomaHay -File/Open (Ctri+0)vnin-na-
KNVIKHETe-jelHOM-Ha KoHY-Open, ca-Standard nuHuje-anatkv.-Y-oba-cnydyaja-ce-fobwuja-uctu gujanor-
npozop:y

o B~}
Lookin: | () My Documents v] @ @@ % @3 - Todks~

| Picture Motion Browser [M]BACHELOR LEVEL,
| Prevod Diploma

{22 The Incredibles.

{C3U.5. Department of State - Electronic Diversity Visa Home

My Recent
Documents

Desktop | L) 2dravkovic Dragan | Mica

avkovic Jelens
Pagei10f38 | Words:14/11,339 | <& bian (Cyrillic, Serbia and Montenegro (Formen) | P-] | Recovered |

Cnmka 156: Mzrnen nmpo3opa HakOH akTUBHpama omnuuje Split
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9.5.loamenun Macros

Y mporpamy Microsoft Office Word 2007 mory na ce ayroMaru3yjy HEKH YeCTO
kopuithenun 3amanu (HOp. ymerame Talene onpeheHe BeNMYMHE M MBHIA, KOja MMa TadyHO
onpehern Opoj penaoBa M KOJIOHA) Tako mTo he OuTH Kpeupanu oaroBapajyhu makpou. Makpo
MpeACTaB/ba HU3 KOMaHIM U MHCTPYKIIMja KOje Cy TIOBE3aHe y jeAHy KOMaHy J1a Ou 3a1aTak 0uo
ayToMaTcku u3BpiieH. Ha mecHom kpajy Tactepckor MeHrja View Hanasu ce rpyna Macros koja

caJpXKi KOMaH/Ie 3a MperJie/l, CHUMame (3aliCUBabe) U Nay3Upambe MaKpoa.

=
=5

[Macros]|

-

:a Wiew Macros
' S Record Macro...

L

Crnuxka 157: TIpuka3 meHnja Macros y OKBUPY TaCTEpPCKOT MeHHja View
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10. Tacrepcku menu Add-Ins (Ilporpamcku xoaamm)

VY okBupy tactepckor Menuja Add-Ins cmemTajy ce ommuje Koje HUCY MHTETPUCAHE Y
ocHOBHOM mporpamckom mnakety Office 2007, amum ce Mory HakHagHO HHCTamupaTu. Ha
noapyurjy CpOuje Hajuemhe ce KOPUCTH MPOrpaMCKU JOAATaK 3a IPECIOBbaBame ca

JJaTUHHUYHOI Ha hI/IpI/IJ'IH‘-IHO IIMCMO U 06paTHO.

Exc mE
[

Custom Toolbars

Cnuka 158: M3rien nporpaMckor 1omaTka 3a MpecioB/baBambe y OKBUPY TacTepckor menuja Add-Ins

OBaj mporpamMcku JoaaTtak (YHKIIMOHHIIE TaKO ITO C€ TEKCT KOjU Ce IMPECIIOB/haBa

03HAYH MUIIIEM, a 3aTUM Ce KJIMKHE Ha oAroBapajyhu Tactep y MeHH]y.

2

Custom Toolbars|

Transliteration : Cyrillic to Latin SRR SN - NI R -
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Cruka 159: TIpuka3 pyHKIMOHUCAA OIIIHjE 3a MPECIOBbaBame ca NUPHIIHIE Ha JIATHHHLLY
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Word 2007 - BexOe

11. JIutepatypa

Microsoft Office Word Help (ITomoh unTerpucana y mporpamy)

. How To Use Microsoft Word 2007 HoctymHo Ha!

http://web.simmons.edu/~gslislab/website/howto/word2007.pdf [MTocnenmu nyT
noceheno: 23.01.2016

. YIyTcTBO 3a pan y Word-y 2007 JoctynHo Ha:
http://rc5.gaf.ni.ac.rs/dec/mgocic/Informatikal/materijal/WORD2007.pdf Tlocneamu myt
noceheno: 23.01.2016

. Word 2007: Using the Review Tab HocrymHo Ha!
http://www.keystonelearning.com/resources/articles/word_2007_using_the_review_tab
[Tocnenmu myt noceheno: 23.01.2016

Microsoft WORD 2007 Elektronski priru¢nik JloctymHo Ha:
http://www.znanje.org/abc/tutorials/word2007/word2007_abc.htm  Tlocnenwu  myT
noceheno: 23.01.2016
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