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1. YBox

Microsoft Office PowerPoint 2007 je mporpam koju mpejcraBiba naeo makera Microsoft
Office. OH je HamemeH Kpeupamwy MYJITUMEIMjalHUX Mpe3eHTauuja. HakoH mokperama mnporpama
10jaBJbyje ce yoOMdajeHu u3ries ekpaHa Koju npukasyje Ciouka 1. YMecTo cliokeHor cuctema
MeHHja Koju je Ouo npucytan y Bep3uju 2003, y Bep3uju 2007 y ropmeM Jieny npo3opa Hajasu ce
rpapuuka Tpaka ca komanmama (Ribbon) y okBupy koje ce Hayiaze kapTuie ca AyrMaguma U
JrcTama 3a ojrosapajyha nojemaBarma. Y ropmeM Jeny npozopa Hanasu ce u ayrme Office (Office
button) u manera amatku Quick Access Toolbar Ha kojy ce MOYe MOCTaBUTH FOTOBO CBAaKO IyrMe,
npeynia WIM KOMaHJa Koja ce 4eCTO KOPHCTH KajJa ce JCCHHM TACTepOM MHUILa HPUTHCHE

oxrosapajyha craBka u usadepe komanaa Add to Quick Access Toolbar.

Office button Quick Access Toolbar

Tpaxka ca komangama (Ribbon)

H9-0 IE‘ y- Presentation] - Microsoft PowerPoint A - = X

l Home, Insert Design Animations Slide Show Review View MathType AddIns Menus \ @
[ ) ) - \
| %2 Layout - | I: |A‘ = | | @ = | < Shape Fill - & Find
Sl 1 - . EANE I = y i
Er | Reset = _.‘é’{ Zshape Outline = ﬁk‘Repla(e -
Paste MNew AV - E Shapes Arrange Quick

- 7 || siide- #dDelete | B | S e | - ~ " Siyles - =) Shape Effects - || [3 Select~
Clipboard ™= Slides Font F} Drawing (F Editing

[ siides " Outline . x|

1

B RN EE R RN BT RURY RN FA R

Click to add title

B XN CA R

Click to add subtitle

RN T R R SRR RA RN R

Click to add notes

Slide1 of 1 | "Office Tneme™ | English (U.5) |
— T ST — g

Cauka 1 M3rien ekpana HakoH MOKpeTama nporpamMa
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Wucranauujom oarosapajyher nonatka moryhe je 1oaatu KapTHIly ca KJIaCUYHUM U3TIIEIOM

MEHHM]ja Koja mojceha Ha u3riie Koju je Ono mprucyTaH y MpeTxoaHo0j Bep3uju nporpama (Ciuka 2).

L

( ﬁ?-a\‘- d LIRS Presentationl - Microsoft PowerPoint =] x
i

—/ Home Insert Design Animations Slide Show Review WView MathType Add-Ins Menus ‘Q)

All~ Filer Edit~ View~ Insert~ Format~ Tools~ Slide Show - Window - Help -

0 EH B g | 0|9 E &5 @ S | b E- 2= - B 2@ Q- @)
|B L U & Aa||EEF| - == ||A 4 EEE A [P S B2 |
Toolbars
Slidee .m\ xll 17 i, I T T e e I T T T T L B N A Y 17

Ciinka 2 H3rien ropmer jeja npo3opa nporpama ca akTHBUPaHoM kaptuuom Menus



2. Office myrme (Office Button)

Knukom Ha Office nyrme (Office Button) oTBapa ce MeHH ca OCHOBHHUM KOMaHIama 3a pajl

Power point 2007 - BexoOe

ca JOKyMEHTOM (HIp. Kpeupame HOBE IpE3CHTalldje, OTBapame IocTojehe mnpe3eHTaluje,

[ITaMITakhe) | JIMCTOM HEJIaBHO OTBapaHUX MPE3CHTAIIH]A.

™ » " o - )
DCERTIuE, & -
= Qy Hama Incart Nacian Animatinnc lic
Office Button ‘ B Mew
[ ™ Click here to open, save, or print, d ~u
= ! and to see everything elseyoucan | (@7 Spen
j = do with your document. D
—— z
c 5 < l H Save
- 8 - -
S @ | ﬁ Save As
t @ g
= = L L@ﬂ Print
@ Press F1 for more help. 5? p—
| = T
Cuuka 3 Office xyrme \E Send
EE}': Publish
J LClose

U[A- )=

Recent Documents

psihoze uzrokovane primenom kortikosteroida...

02 2015 B.pps
02 2015 B.ppt
02 2015 B.ppt

15-LWD-Javna odbrana doktorske disertacije.p...

1

2

3

4

5 Writting for excellence 1.ppt
3

7 14-Pisanje disertacije.ppt

8 12-Kako se cita naucni rad-UWVD. ppt

9 11-RecenziranjelJVD.ppt
10-Podnosenje rukopisa-ljvd SLIKA.ppt
09-Citiranje literature LIWVD.ppt

Dismenoreja.pptx

Ana Pejcic Farmakologija 1 Fakultet medicinski...

Prezentacija.pptx
Prezentacija.pptx
Slucajevi.ppt

prezentacija.pptx

I ¥ Y ¥ IETY¥TLUTYTYTEYTYDXTIYTYTIETWTIU

Pres

T —

—

] PowerPoint Options | |X Exit PowerPaint |

I T

Cuinka 4 U3raen Mennja Hakon nputucka Ha Office

ayrme
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2.1. Kpeupame HOBe Npe3eHTaLHje

Office Button — New

%?‘f_ ) = IR Pre

Recent Documents

1=

W

1 Inform metode u biomed. istrazivanjima-P04.ppt 1= |
2 psihoze uzrokovane primenom kortikosteroida.., 1= |

3 02 2015 B.pps =

[

pen

—
-
Cuuka 5 IMo3unuja komanae New y nagajyhem mennjy Office myrmera

OtBapa ce aumjamor New presentation (Cnuka 6) rae ce mzdbopom Blank Presentation u

nputuckoM Ha Create kperpa HOBa Mpa3Ha Mpe3eHTallH]ja.

New Presentation @
Templates |~ | Search Microsoft Office Online for a template ‘ Blank Presentation
Blank and recent l
Installed Templates Blank and recent

Installed Themes
My templates... r 1

Mew from existing...
Blank
Microsoft Office Online Presentation

Featured

m

Agendas
Award certificates
Calendars

Content slides

Design slides

Diagrams

Plans m

Presentations

Resumes -

Create l[ Cancel

Cuauka 6 W3ruen qujasora New presentation

HoBy mnpesentanujy moryhe je kpewpatu u komOuHamujom Tactepa CTRL+N wnmm

npuUTHCKOM Ha ukoHuiy y Quick Access Toolbar-y (Cruka 7).

@) @9 OG-

Home Insert
- Mew (Ctrl+ M)
j # { =] La Create a new document, A
B CE| E Reser—77
M= edom Blmasa 1 — - - & el ATr

Cuimka 7 Ilpuka3s nxonune New y Quick Access Toolbar-y
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2.2. OrBapame nocrojehe npesenranuje
Office Button — Open
:-E"‘g'\. FERCIDM =L

Recent Documents
Hew

Inform metode u biomed. is

~
/ Open

1
2 psihoze uzrokovane primen
3

02 2015 B.pps

015 B.ppt
Save | Open [Cirl+O)
15 R.nnt

Cuuka 8 Mo3unuja komange Open y nagajyhem mennjy Office nyrmera
OrtBapa ce aujanor Open (Cnuka 9) y KoMe ce Jajbe TPaKH IyTama J0 MPE3CHTALHje KOjy

Tpeba OTBOPHUTH.

(3 Open (el
- = — - T = ]
bt j + Biblioteke » Dokumenti » - | +y | Pretrazi Dokumentt e

Organizuj v Mova fascikla g== - E] ':E:'

M Radna povriina Biblioteka "D"' Rasporedi po:  Fascikla ~
P Ukljuéuje: 2 lokacije
4 Biblioteke =

%) Dokumenti ] Ime Datur

| Moji dokumenti | Bluetooth Exchange Folder 26.6.2

/ Javni dekumenti J EBI 26.6.
o Muzika | E-Cam 12417

= Slike 1 . Fax 811.2

H video zapisi 1 | FinePrint files 2210

A Met = , GomPlayer 15.7.2

M Racunar . microsoft 18.10

&, Lokalni disk (C:) a My Music 1473

i=a Lokalni disk (D) g My Pictures 1472

© % DVD jedinica (E:) [ P——— S

File name: - [AII PowerPoint Presentations (* VI

Tools - [ Open |v] [ Cancel ]

Cauxa 9 Usraen qujaaora Open
Hujanory Open moryhe je mpuctynutu u komOuHamujom tactepa CTRL+O wnm mputuckoMm Ha

ukonuiry y Quick Access Toolbar-y (Cruka 10).

o d9- o0 -
i
Home Insert D al
Open [Ctrl+=0)
=X 1 =] Layout =]

Ciuka 10 Ipuxa3 ukonunue Open'y
Quick Access Toolbar-y
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2.3. 3arBapame npe3eHTanuje
Office Button — Close

EE\Q Hd92 o[- 0FZ -+ Pres
Wi
Recent Documents i
Hew |
1 Inform metode u biomed. istrazivanjima-P04.ppt
= 2 psihoze uzrokovane primenom kortikosteroida.., |
/7 Open
o 3 02 2015 B.pps
u I 4 022015 B.ppt B
Save ¥
5 02 2015 B.ppt I
& Writting for excellence 1.ppt
Save As B
1 15-LIWD-Javna odbrana doktorske disertacije.p...
& 14-Pisanje disertacije.ppt
Efint ’ 9 12-Kako se cita naucni rad-UVD.ppt

11-RecenziranjeVD.ppt
Prepare ¥ 10-Podnosenje rukopisa-ljvd SLIKA. ppt
098-Citiranje literature LWVD.ppt

Send 4 Dismenareja.pptx

Ana Pejcic Farmakologija 1 Fakultet medicinski...
Publish * Prezentacija.pphx

Prezentacija.pphx

I ' ' ¥ ¥ T ' ¥ ¥ YTEIEYULULWUINTUYWTE

Close Slucajevi.ppt

L |

] PowerPoint Options | |X Exit PowerPaint |

I T~ i

Cunka 11 Tlo3unuja komanpe Close y magajyhem menujy Office nyrmera

[IpesenTanmjy je moryhe 3arBoputu u komOuHammjom tacrepa CTRL+W wmmm kmukom Ha

ukonuiy y Quick Access Toolbar-y (Crnuka 12).

Insert Dresign ir

i & s | 5| Layout ~
Cuauka 12 TIpuka3s uxonnne Close y Quick Access Toolbar-y

!.ﬁ@g- O DEd) s
- Home

3arBapame mporpama Moryhe je u3BpmuTH KoMOMHarmjoM tacrepa ALT+F4, kimukom Ha
Exit PowerPoint y okBupy magajyher menuja Office myrmera wiam mpuTHCKOM Ha Ayrme ,, X< vy

ropmeM JecHOM yrity npo3opa (Cruka 13).

[t} b 4

| 2 PowerPoint Options | 4 Exit PowerPoint

2) 6) | [zatver

Cuauka 13 a) TTo3unuja xomange Exit PowerPoint y magajyhem mennjy Office
nyrmera u 0) [Ipuka3 1yrmera 3a 3aTBapame anJiMKanuje




2.4. CHumame npe3eHTalHje

Office Button — Save

Power point 2007 - BexoOe

—

&
) e

[ OA-QEG )0

Recent Documents

1 Inform metode u biomed. istrazivanjima-P04.ppt 1=
= 2 psihoze uzrokovane primenom kortikosteroida... 1=
7 Open
o 3 02 2015 B.pps =
| I 4 02 2015 B.ppt =
Save
5 022015 B.ppt =
— itti . =
u_t ! Save (Ctrl=S) & Writting for excellence 1.ppt
7 15-LVWD-Javna odbrana doktorske disertacije.p... 1=

Cuanuka 14 Tlo3unuja komanae Save y naaajyhem menujy Office nyrmera

Kana ce mpBu myT cCHEUMa JOKYMEHT, KOMaH/1a Save oTBapa aujajor mpo3op Save As (Ciuka

15) y okBHpY KOTa Ce Jlaje Ha3uB MPE3CHTAIM]H, BPIIKA H300p THIIA JaTOoTeKe U (aciukiie y Kojoj he

Ipe3eHTalmja OuTH cayyBaHa.

Bl Radna povriina
3 Biblioteke

3 Dokumenti e

Ukljucuje: 2 lokacije

G Save Az @
9 5 3 Ribliotek Dok - < | E— |
l\_)l\_/l v Biblioteke » Dokumenti » v| 4 Pret. 0
Organizuj « Mova fascikla = v (@'
Biblioteka ,Dokumenti” . .
Rasporedi po:  Fascikla ~

Datum izmene Tip

+ Hide Folders

= Moji dokumenti | Bluetooth Exchange Folder 26.6.2010 5:32 Fascikla datote
| Javni dokumenti | EBI 26.6.2010 5:35 Fascikla datotd =
.J'. Muzika L , E-Cam 12.11.2010 16:04 Fascikla datoty
] Slike I | Fax 8.11.2010 19:40 Fascikla datote
B video zapisi | FinePrint files 22.10.2014 16:39 Fascikla datote
A Net . GomPlayer 15.7.201216:14 Fascikla datot:
18 Racunar . microsoft 18.10.2010 14:26 Fascikla datote
2 Lokalni disk (C:) a My Music 14.7.2009 6:53 Fascikla datots ~
s Lokalni disk (D) RN n ¢
File name: Presentation3.pptx -
Save as type: |PowerPoint Presentation (*.pptx) V]
Autori: Met Oznake: Dodaj oznaku
Tools - Save l [ Cancel ]

Cauka 15 Ilpuka3 qujanor npo3opa Save As

CHumame npeseHranyje Moryhe je u3Bpmuti 1 komOuHanujom tactepa CTRL+S, kao

1 KirkoM Ha ukonuity y Quick Access Toolbar-y (Ciuka 16).

S

(0n)

i

i

Cnuka 16 TIpuka3 nkonune Save y Quick Access Toolbar-y

O (Al
(s

10
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CBaka HapeqHa NpUMEHa ONIHje ,,.Save” cHUMa HalpaB/beHE H3MEHE Y HM3BOPHOM
JOKYMEHTY. YKOJIMKO je MOTpeOHO Ja ce cadyBajy M3MEHE HalpaB/beHE y Mpe3eHTaluju, 0e3
MIPOMEHE y M3BOPHOM JIOKYMEHTY KOPHCTH ce ommuja ,,Save As‘“ T1j. ,,CadyBaj Kao...“ KOjoM ce
paBu HOBM J0KyMeHT. OBa omiiyja ce Hanmasu y nanajyhem menujy Office nyrmera (Cnuka 17).

_-"E’_E\. = - OA-0E )+ Prese

wie

Save a copy of the document

Save the file as a PowerPoint Presentation.

|
IIS j PowerPoint Presentation |
Open |

{,Er PowerPoint Show

Save Save as a presentation that always opens in ol
- Slide Show view, I

I e

@ PowerPoint 37-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPaint 97-2003,

Save As ¢

OpenDocument Presentation

Save the presentation in the Open
Document Format,

rint 3

3[E))

LB

97| prepare » PDF or XPS
g Publish a copy of the presentation as a PDF
or XPs file,
Send S 1 (|| S
=] Other Formats
Open the Save As dialog box to select from
7 Publish » all possible file types,
— i

_T Close

| j PowerPoint Options | |X Exit PowerPoint |
" T

Cuauka 17 Tlo3unuja komanjae Save as y nagajyhiem menujy Office myrmera

Tunosu npesenranumja y PowerPoint-y 2007:
e .pptx — cranmapaHu 00Kk npe3eHTanuje (PowerPoint Presentation);
e .ppsX — aupekTHO emuTOBame (PowerPoint Show);

e .potx — mra6mon (PowerPoint Template).

11
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2.5. Ia6uaouu (Templates)

2.5.1. OrBapame nocrojeher maodJ/iona

Office Button — New
-’E_éi Hd9-o-DNEg
=

Recent Documents

Inform metode u
Open psihoze uzrokova
02 2015 B.pps
02 2015 B.ppt

02 2015 B.ppt

(L T ¥ S (R [ S o

I =

Cuauka 18 Tlozuuuja komange New y nagajyhem menujy Office xyrmera
OtBapa ce aumjaior New presentation rae ce HakoH u3bopa kapruie Installed

Templates u3 nucte ca neBe cTpane nabe Oupa xesbenu madaon (Couka 19).

Mew Presentation @

Templates - @ search Microsoft Office Online for a te Classic Photo Album
Blank and recent

Installed Templates l Installed Templates

»

Installed Themes u
My templates...

Mew from existing...

Microsoft Office Online
Featured = =
Agend

gendas Classic Photo Album Introducing PowerPoint
Award certificates 2007
Calendars

Content slides

Design slides

Diagrams

Plans

Presentations

- Contemporary Photo Pitchboak -

[ Create ]l Cancel ]

Cnuka 19 WU3rnex nujanora New presentation ca akTHBUpaHOM KapTHIIOM ca HHCTajaupaHuM madaonuma (Installed templates)

12
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2.5.2. CHuMame npe3eHTaluje Kao madJoHa

Office Button — Save As — Other Formats

- LY -
@ B9 o-0Ed )+ P
Save f the d t
New acopy o locumen
l'G PowerPoint Presentation
| =| Save the file as a PowerPoint Presentation.
Open

:6.:|' PowerPoint Show

Save — | Save as a presentation that always opens in
- slide Show view.

@ PowerPoint 37-2003 Presentation
— | Save a copy of the presentation that is fully

compatible with PowerPoint 97-2003,

Save As |k

Print » @ OpenDocument Presentation
- (3| Save the presentation in the Open
Document Format,

Prepare * PDF or XPS
= Publish a copy of the presentation as a PDF

e SH AT LT

ar ¥P5 file,
Send 3
—1J Other Formats
Open the Save As dialog box to select from
Publish all possible file types,

Save As ([F12)

Cuauka 20 o3unuja onmuuje Other formats y menujy Office nyrmera

Haxkon tora orapa ce mujanor mposup Save As (Cauka 21) rae ce u3 magajyhe jaucre 3a

mabnon npesenrammje PowerPoint 2007 6upa Tun PowerPoint Template (*.potx).

ﬁ’_?}', Save Ac PowerPoint Presentation (*.pptx)
M — PowerPoint Macro-Enabled Presentation (*.pptm)
“: JU j b Bik PowerPoint 97-2003 Presentation (*.ppt)
PDF (*.pdf)

Organizuj + Me XPS Document (*.xps)
Y |
PowerPoint Macro-Enabled Template (".potm)
PowerPoint 97-2003 Template (*.pot)
) o Office Theme (*.thmz)
i Biblicteke  'powerPoint Show (*.ppsx)
3 Dokumenti PowerPoint Macro-Enabled Show (*.ppsm)
PowerPoint 97-2003 Show (*.pps)
PowerPoint Add-In (*.ppam)
J Javni doku PowerPoint 97-2003 Add-In (*.ppa)
J’ Muzika PowerPoint XML Presentation (*xml)
. Single File Web Page (*.mht;*.mhtml)
=] Slike Web Page (*.htm;*.html)
E Video zapisi GIF Graphics Interchange Format (*.gif)
A Net JPEG File Interchange Format (*.jpg)
PMNG Portable Metwork Graphics Format (*.png)
. .spss TIFF Tag Image File Format (*.tif)
| AppData De.vicelndepenc.ient Bitmap (“bmp)
~ Windows Metafile (*.wmf)
. Application Fphanced Windows Metafile (*.emf)
Outline/RTF (*.rtf)

File name: OpenDocument Presentation (*.odp)

B Radna povriina

| Maji doku

Save as type: [PDWEIP oint Presentation (*.pptx) -

Autori: Net Oznake: Dodaj oznaku

“~ Hide Folders Tools = Save ] I Cancel ]

Canka 21 U3rien nagajyhe amucre u3 koje ce 6upa skeJbeHH THII JaTOTeKe y qujaiory Save As
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2.6. IlpedauuBame npesenranuje na CD
Office Button — Publish — Package for CD
%_"\. FERCIDEST=1= D ;

Distribute the document to other people

. Package for CD
; w . Copythe presentation and media links to a
7 Open falder that can be burned to a CD.

E:.‘ » Create Handouts in Microsoft Office Word

5
[y
| I Save ‘@J Open the presentation in Word and

prepare custom handout pages.

j Document Management Server

Save As b Share the presentation by saving itto a

document management server.

&
@ Print » 3?, Create Document Workspace
: - ‘QJ Create a new site for the presentation and
keep the local copy synchronized,
7
£

Prepare F
Send [ 3

/ Publish »
==

Cuuka 22 Tlo3unuja onuuje Package for CD y mennjy Office nyrmera

Hakon u3bopa oBe omnuuje otBapa ce aujanor Package for CD rue ce HakOH MpUTHCKA Ha

Copy to CD Bpum cHumame npesentanuje Ha CD.

[ Package for CD @

Ir#; Copy presentations to a CD that will play on computers
‘:{aﬁ running Microsoft Windows 2000 or later, even without
PowerPoint.

-

Mame the CD: | PresentationCD

Files to be copied:

Presentation3.ppt Add Files. ..

Linked files and the PowerPoint Viewer are

induded by default. To change this, dick Options. Options....

Copy to Folder... Copy to CD ] [ Close ]

Cuauka 23 Usraen aujanora Package for CD
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2.7. TlorJyiex mpe mWIraMnama

Office Button — Print — Print Preview

’E N OA-QEo )+ Pre
Preview and print the document |
j Mew
Print
~x L'Ep Select a printer, number of copies, and
7 Open other printing options before printing.

Quick Print |
[ Send the presentation directly to the

default printer without making changes.

= y Print Preview
H Saveds b } Preview and make changes to pages before
5/3

Save

printing.

Print ]

Prepare  »

Cuiuka 24 Tlo3uuuja komanje Print Preview y nagajyhiem mennjy Office xyrmera

2.8. Ulramname npe3eHTanuje

Office Button — Print — Print

-‘/E_i-\. = (L] ' RE=Ar D Presentatii
wiew
Preview and print the document
Hew
Print *ﬁ
~ Select a printer, number of copies, and -
7 Open -

other printing options before printing.
Print [Ctrl=+P)

@  Quick Print -
Save [ Send the presentation directly to the G
Q

default printer without making changes. I

Print Preview
. Preview and make changes to pages before
printing.

Print »

Prepare F

e/
H Save As b
?f

Cuiuka 25 To3unuja komanae Print y magajyhem mennjy Office myrmera

Haxkon omabupa ommuje Print wim kopumhemem komOuHanmje tacrepa CTRL+P oTtBapa ce

aujanor mpo3op Print y kome ce nasbe Oupa mmra he ce mramnartu. [la Ou 1Ba WK BHIIE CJ1ajI0Ba

OWJI0 OJIITAMIIAHO Ha jeIHOj CTPaHU HEONXOIHO je na ce y aemy Print what omabparu Handouts, a

HakoH Tora y neny Slides per page ogabpatu xesbeHu Opoj ciajnosa no crpanu (Ciuka 26).
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Print =

Printer

Name: g PDFCreator B2
Status: Idle Find Printer...
Type: PDFCreator

Where: pdfcmon

L

Comment: eDoc Printer [ Print to file
Print range Copies
@ Al () Current slide Selection Mumber of copies:

Y

Custom Show:

1 b
(7 Slides: !!
Enter slide numbers andor slide ranges. For example,

1;3;5-12
Collate
Print what: Handouts
Handouts IE‘ Slides per page:
Color/grayscale: Order: @ Horizontal () Vertical | 5]
Colar
[ scale to fit paper Print hidden slides
Frame clides [] High quality

Print comments and ink markup
o) [

Cuinka 26 Wsraen aujasor npo3opa Print

2.9. IoaemaBama

Office Button — PowerPoint Options

"E’_E-\. H9-¢[rOEo)- Pre
] Recent Documents i

Inform metode u biomed. istrazivanjima-P04.ppt

psihoze uzrokovane primenom kortikosteroida...

02 2015 B.pps

02 2015 B.ppt

02 2015 B.ppt

Writting for excellence 1.ppt

~
7 Open

bl =
H Save As  F

15-LVD-Javna odbrana doktorske disertacije.p...
14-Pisanje disertacije.ppt

[T R CN T W R TS T R

12-Kako se cita naucni rad-LVD.ppt
11-RecenziranjeLIVD.ppt
o
‘f'/f Prepare  » 10-Podnosenje rukopisa-livd SLIKA.ppt
09-Citiranje literature VD ppt
| |
_ﬁ Send L4 Dismenoreja.pptx
Ana Pejcic Farmakologija 1 Fakultet medicinski...
7 puplish » Prezentacija.pptx
L Publis rezentacija.pp
Prezentacija.pphx
3 Close Slucajevi.ppt

2] PowerPoint Options | | X Exit PowerPoint

Cuinka 27 To3unuja noaemasama y menujy Office
Ayrmera

¥ ¥ ¥ ¥ ¥ Y Y¥ ¥ Y¥Y¥TE¥YYTEETYLEELE
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PowerPoint Options

Papular
Proofing

Save

- Advanced

Customize

Add-Ins

Trust Center

Resources

13_ Advanced options for working with PowerPoint.

Editing options
‘When selecting, automatically select entire word
Allow text to be dragged and dropped
|:| Automatically switch keyboard to match language of surrounding text

-

Maximum number of undos: |20 =

Cut, copy, and paste

Use smart cut and paste
Show Paste Options buttons

Display

Show this number of BEecent Documents: |17 H G
Show all windows in the Taskbar

Show shortecut keys in ScreenTips

Show vertical ruler

Open all documents using this view | The view saved in the file IZI

Slide Show

Show menu on right mouse click

Show popup toolbar’i

Prompt to keep ink annotations when exiting
End with black slide

Print

Print in background
|:| Print TrueType fonts as graphics
|:| Print inserted objects at printer resolution

»

m

| Advanced
Customize
Add-Ins
Trust Center

Resources

] [ Cancel

Print

Print in background

|:| Print TrueType fonts as graphics

|:| Print inserted objects at printer resolution

7] High quality

|:| Align transparent graphics at printer resolution

‘When printing this document: @I] Presentationd |Z|

@ Use the most recently used print settings (i

! Use the following print settings: (i
Print what: Slides

LColor/grayscale: | Color
Print hidden slides
Scale to fit paper
Frame slides

Save
Link sounds with file size greater than: 100 +| KB

General

|:| Provide feedback with sound
|:| Show add-in user interface errors

’ Web Options... ] [ Service Options...

<Oe

QK

] [ Cancel

Canka 28 U3rien aujajaor mpo3opa ca HanpeIHUM MoAelaBakbIMa
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3. Quick Access Toolbar

Power point 2007 - BexoOe

Quick Access Toolbar je nanera anarku koje ce yecto kopucte (Ciuka 29). by xoprcHUK

MOYKE TPUJIATOJUTH CBOJUM MOTpedaMa U J10AaTH KOMaH/Ee KOje€ Cy MY HEOIXOHE Y CBAKOJHEBHOM

pany (Cmuxka 30).

Cuuka 29 Usraen Quick Access Toolbar-a u akrusupanor nagajyher menuja Customize Quick Access Toolbar

@H
i
Home

B9 -0 0&0

Presentati

Setup Orientation =

L&) ([aa

Page

1|
Slide ] -

Page Setup

Insert | Design

Customize Quick Access Toolbar
Mew
Cpen
Save

E-mail

(st (Quine_x.

pmmoimopﬁm

NN AN TN RN NN

Cruick Print

Print Preview

Spelling

Undo

Redo

Slide Show From Beginning
More Commands...

Show Below the Ribbon

Minimize the Ribbon

34 IbEroBO NnoJiclIaBambe

-8 ]

Popular
Proofing
Save

Advanced

Add-Ins

Trust Center

Resources

I
Customize the Quick Access Toolbar.

Choose commands from: ()

| Popular Commands

[]

<Separator=
Action

Bring Forward

Bring to Front
Custom Animation...
Draw Table

Draw Vertical Text Box
Duplicate Selected Slides
E-mail

Format Background...
Farmat Shape

Group

Insert Hyperlink
Insert Picture from File
Layout

Mew

MNew Slide
Cpen

Paste Special...
Print Preview
Quick Print
Redo

Regroup

=] Reuse ilides...

DR GHE YLD UEPEESD O RK s He

-

m

g

ishow Quick Access Toolbar below the Ribboni

Customize Quick Access Tool

By \ @

bar: ()

| For all documents [default)

B

Save
Undo
Redo
Themes
MNew
Open
Close

(AT RCY ]

| Remove |

L)

Cuauka 30 IIpuka3s Buiie onumja 3a nogemasame Quick Access Toolbar-a koja ce noduja Hakon
nputucka Ha More Commands... y nagajyhem mennjy Customize Quick Access Toolbar
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3.1. TlonumraBame U3BpIIEHe onepaiuje
W3Bpmieny omepanujy Moryhe je MOHWUITHUTH KomOwHamujom Ttacrepa CTRL+Z wumm
nputuckoM Ha ukonuiy Undo y Quick Access Toolbar-y (Cnuka 31).

Oa)\\H2- 0B )
)

M) Undo Typing (ctri+z) f7 | A

Cuuka 31 Tpuka3s uxonune Undo y Quick Access Toolbar-y.
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4. Kapruna Home

4.1. IlpememrTame caap:Kaja

Canapixaj je HaKOH obOesekaBamba Moryhe npemectutu kopuihemem onuuje Cut (,,uceru’)
13 MEHHUja JOOHMjeHOT MPUTUCKOM Ha JCCHU TacTep Mulla uin ukonuie y aeiny Clipboard kapruie
Home wunu xomOumHarmjom tactepa Ha Tactarypu CTRL+X. HakoH Tora ce mo3unuoHUpameM
Kypcopa ,,ICCUeHH * caapiKaj ,,JIeH* Ha KeJbeHO MecTo Kopuinhewem omiuje Paste u3 meHuja
I00MjEeHOT MPUTUCKOM Ha JIECHU TacTep Muma win ukoHuue y neny Clipboard kapruine Home wunu

KoMOmHarmjoM Tactepa Ha Tactatypu CTRL+V.

all ibri (F oAt T . .
~ Home It Catibr [E’Tﬂ Av2-Z-J Calibri(E =32 | A" A7 & -2
________ B I == === | —— R
=0 | = b - B I|IEE=ZEA-EEi=|
=] < | + Informafika = :
= &b cut
Paste Mew 2
- F | slde~ 53 Copy
Clipboard ™ E % Paste ==
I Slides }Cut (=X Exit Edit Text [ Paste

Ciuka 32 IIpememrame caap:kaja
4.2. Konupame caap:xaja
Canpxaj je HaKOH oOenexaBama Moryhe xonuparu kopuuthemem onuuje Copy u3z MeHuja
J00MjeHOT MPUTUCKOM Ha JICCHU TacTep Muina win ukonuie y aeny Clipboard kxapruie Home wu
komOuHamjom Ttactepa Ha Tactarypu CTRL+C. HakoH TOora ce mO3WIIMOHUpPAKEM Kypcopa
UCKOTIMPaHU CaapxkKaj ,,JIeMu* Ha KeJbeHO MecTo KopuiheweM onmuje Paste u3 menuja qo6ujeHor
OPUTUCKOM Ha JIECHW Tactep Mmuma win ukonune y neny Clipboard kaprune Home wnmm

KoMOMHarmjoM Tactepa Ha Tactatypu CTRL+V.

() H - [~

- Calibri (£ - |32 -~ A" A7 2% - &2 - Calibrif~32 + A" A7 &~ 7 -
- Home Inser alibri { A a ﬁ = J ( A a 52 = J
" . B I[ElEEA-E s rEE=A-=5E -
R ol

— 2 & o Inforp~~*il=
Paste Mew | # | Cut

- F || slide- * —

Clipboard ™= Sl 23 Copy :ﬂ:
- [ Paste Paste
| Slides }c.:-py (Ctri+0)

Cimka 33 Konmupame caapxaja
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4.3.
HoBu cnajn moryhe je nomaTd HPUTHCKOM Ha

(Cnuka 34) wm

JonaBame HOBOT cJiajaa

ukonurry New Slide y Slides
kopumthemem komOunaiuje tactepa CTRL+M, kao u
uzbopom komanzae New Slide u3 nmangajyher menuja koju ce
no0rja MPUTUCKOM Ha KEJbeHH CIajl JIeCHUM TacTepoM

muma (Cnuka 35).

Cut

Copy
Paste

L B e

Hew Slide

Duplicate Slide

Delete Slide

Check for Updates ]
Layout k
Beset Slide

Format Background...

Photo Album...

I

Hide 5lide

Canka 35 YoanuBame HOBOT CJIajia MPUTHCKOM Ha JeCHH
TacTep MHIIA

Power point 2007 - BexoOe

-~ A QS )

fa MY
N Ciaa)
| Home l Insert Design Animation
E ﬁ \:I [ Layout -
Ee ‘ EReset
Paste
| - 3 5“,:1&7 - Delete | B U ab
Clipboard ™| Slides
[ | New Slide

Add a slide to the presentation.

@ Press F1 for more help.

Ciuxka 34 Tlozuuuja uxouune New Slide y kapruuu Home
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4.4,
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dynnupame nocrojeher ciajaa

Cnajn je moryhe nymmpatu nzbopom komanne Duplicate Selected Slides y nanajyhem

mennjy New Slide y kaptuum Home (Cinuka 37) wim xomOunaimjom tactepa CTRL+D, kao u

u3zbopom komanne Duplicate Slide u3 mamajyher meHuja koju ce 1o0OHMja MPUTUCKOM Ha KEIJbCHU

ciajn gecHuM tactepom muina (Cruka 36).

- I A D N=T= DL ‘
- k Home | Insert Design Animations Slide Show ]
i | ‘
% 2 =] Layout ~ - =\
32 A E
% cut FE % ‘Q o _E=E
aste ew s
Iq"a CGFJ'_!I' + 7 ||lslide ~| % Delete P iy i i £ Aa ||—
&= n Clipboard ™ || Office Theme i
— = ]
IE Paste O
. ) 1
=] Mew Slide
Duplicate Slide | Title Slide Title and Content  Section Header
— g
Delete Slide : :
= A= AN T
Check for Updates k i . .
_— Two Content Comparison Title Only
=|  Layout r
ResetSlide | BR[| “ur
@ Format Background...
Elank Content with Picture with
1 B Caption Caption
4 | Photo Album :
=] Duplicate Selected Slides
ﬂi de Slide slides from Outline..,
Reuse Slides...
Canxka 36 lynianpare cjiajaia u3 MeHuja 100ujeHor Ciuxka 37 lyniupame cjiajaa KOManaoM y KapTHIN
NMPHTHCKOM HA ICCHH TACTEP MHIIA Home

45. Dbpucame ciaajaoBa

Cnajn je moryhe m30pucaru oOeliexkaBameM KEJLEHOT Cliajaa U MOCTYIakeM Ha HEKU O]

cienehux HaumHa:

1)
2)

3)

HpI/ITI/ICB.K Ha TaCTCp DELETE Ha TaCTaTypH; _| Ho;] Insert Design Animations Sl
nu360p komanne Delete y neny Slides y xaprunm | & Ij (= Layout - »
- B Reset
Hom K ; N &
ome (Cnuka 38); 7 || Jew i Delete |B 7 U abe & &
u360p komanae Delete Slide u3 mamajyher menuja ad = Slides Font

. . . a_"l Delete Slide
KOJju ce 11061/1Ja NOPUTUCKOM Ha >XCJbCHU CJIa)n1

Remaove this slide from the
necuum tactepom muma (Ciuka 39). i

——

Cnuka 38 Bpucame cjajaa koMaHaoM y
KapTunu Home
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&

53 | Copy

@ Paste

5] Mew Slide

Duplicate Slide

Delete Slide

Check for Updates b

Layout 3
Reset Slide

@ Format Background...

@ Photo Album...

Hide Slide

Cnuka 39 Bpucame cjiajaa u3 MeHHja 100MjeHOr MPUTHCKOM Ha 1eCHH TacTep MULIA

4.6. MH3sraen caajaoBa
Wsrien cnajmosa (Slide Layout) momeniaBa ce mpuTrckoM Ha ukonuiy Layout y gemy Slides

kaptuie Home (Cnuka 40).

(w" DY m-uANEd ¥ Presentation.

LT L
Home l Insert Design Animations Slide Show Review 4

b | i) [Ermeud] S PP ol e =
|—='|§ Office Theme -
Paste Mew
- & Slide~
Clippoard & || || g (00l
| Slides { Outline . | '
Title Slide Section Header
EopcH N s
s Two Content Comparison Title Only
Infarrarics
]
'l =
[
Blank Content with Picture with
Caption Caption L

Cauka 40 IMogemaBame U3riaena ciaajaa
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47. @opmaTupame GpoHTa

[TonemaBama opmata onTa (BpcTa hoHTA, BETUYMHA CJIOBA, MMOAcO/haBambe, MOBIAUYCHE,
0oja cioBa...) Hayase ce y aeny Font kaptuie Home (Crnuka 41). Burie noaemasama moryhe je
JOOUTH TPUTHUCKOM Ha CTPENUIY Y JOHEM JECHOM YTy Kajaa ce oTBapa aujayior mposop Font
(Crmuka 42). Hekum mojemaBamuMa je Moryhie IpucTymuTH U 00elieKaBalbeM JKEJBEHOT TEKCTa, a

3aTUM IMPEIACKOM CTPEIMIIOM MHUIIIa ipeko mwera (Ciuka 43).

M)\ d9-0-0EE )+ Presenta
i
J Home Insert Design Animations Slide Show Revi
= = Layout ~ .=
= CERETT Calibri (Heading: ~ (44 ~ | A” A7 |||
Ep| EReset
Paste Mew AV . - A -
S F || siae~ 53 Delete B I U ahe 8§ &~ Aa~|| A ~|
Clipboard M= slides Font ]

Camnka 41 IlonemaBama ¢onta y kapruuu Home

Font @
Font || Character Spacing
Latin text font: Font style: Size:
+Heading El Regular IZI 44 &
all text
Font color Underline style|  {none) Izl Underline colar
Effects
[] strikethrough [] small Caps
[] Double Strikethrough [] all caps
[] Superscript  Offset: 0% +|| [C] Egualize Character Height
[ subseript
[ QK ] [ Cancel

Cauka 42 {ujanor mpo3op Font

CalibiiE~32 ~ A A" -7 ~

]
=
by
I
1]
]
b=
it
i
11

L

* Informatika

—

Ciuka 43 Onnuje kojuma je moryhe npuctynuru
NPeJIACKOM CTpeJIHIle MUIIA NPEKOo 00e/IesKeHOr TeKCTa
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4.8. dopmatupame naparpaga
dopmar nmaparpada, ykipyuyjyhu nopaBHame, HaOpajama U JIUCTE, pa3Mak u3Mel)y penosa u

cMep TeKcTa rojeniaBajy ce y aeny Paragraph kaprumne Home (Cnuka 44).

e
¥

:“-. H9-0x]- Q&5 - Presentation3 - Microsoft PowerPoint
ame Insert Design Animations Slide Show Review View MathType Ad

i |

p | (&

=)0

-

-

} E L tv - = e —
B & ;_I = Calibri Body) ~ 32 - |[A° A7 [|2Y] [=|- = -2

=3 o5 Reset .
Paste MNew (B 7 U abe & AV~ | A== = =|E=E~
- j Slide = %] Delete = o7 Aa — — L = |__ | Ej‘

Clipboard M Slides Font ] Paragraph ]
. B Cunka 44 Tlo3unuja nena Paragraph y kapruuu Home
JlogatHuM TojemaBambuMa Moryhe je MPUCTYNMHTH HPUTHCKOM Ha CTPENUIy y JIOHEeM
necuom yriy (Cruka 45).

’F'aragraph @

i Indents and Spacing |

General

Alignment: | Left IZI

Indentation
Before text: |0,95cm 5| Spedal: HanginngI By: |0,95cm =

Spadng
Before: 7.68pt 5| Line Spadng: |Single IZI At (D
After: 0pt =

o] (o

Cunuka 45 Usrnen aujanora Paragraph

Hexkum mnopemaBamuma mnaparpagda (IopaBHame, JIUCTE) Moryhe je NpUCTYNIUTH H

o0eTeKaBambEM KEJbEHOT TEKCTa, a 3aTHM TPEIACKOM CTPEIIUIIOM MHUIIIa Tpeko mera (Cruka 46).

Naslov
Calibri (E = |32 AN F-F
- ——1 t 1 é 2= =

1: * Informatika
|

Cianka 46 Onuuje KojuMa je Moryhe nmpuCTYIIMTH NMpeJIaCKOM CTPeJIHIIe MUIIA MPEKO 06e1e:KeHOT TEKCTa

=
by
I
1]
]
)
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4.8.1. Pax caaumcrama

IIpomena HUBOa HaOpajama MIIyCTpOBaHa j€ Ha cie/lehuM ciukama:

\I H9-0 ' QEo ) & Presentationd - Microsoft PowerPoint Drawing Tools = = x
Home | Insert Design Animations Slide Show Review View MathType Add-Ins Menus @

Format
. & ).': ) [Eayout~
. Reset

_l- ]u £ shape Fill ~
Paste @ %é @

L shape Outline -
E=EE=EE Shapes Arrange  Quick

- 9' sndev +1 Delete - ‘ + Styles - = Shape Effects =

Clipboard ™= Slides

calibri (Body)  * 32 'HAA'Avl

IFS TRV NI
P

Drrawing

R R - R R

BB o3z g e

\ u L R lz" D H D‘ ) L Presentationd - Microsoft PowerPoint Drawing Tools - = x
Home | Insert Design Animations Slide Show Review View MathType Add-Ins Menus Format @

[E & lE | Layout ~
% =

Reset
Paste New
+  F || slide~ * Delete

Clipboard = Slides

Calibri Bedy)  ~ 28 -”A‘-;] [i=]- _v[¢_—‘._—l- @ %& S shape Fill -

L? Shape Outline ~
' ' ' | AV . - = = Shapes Arrange Quick
[B Z 0 abe @ 7 Aa l == - ‘ i e S%M.anapezﬁed;-

Drawing

PR T

||-4-|-3-\-2-|-1-|-|=

Camnka 47 Ilpomena HHBOa HaOpajama
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49. TIlperpaxkuBame

Jujanor npo3op 3a nperpaxkuBame (Find) moryhe je oTBoputH KopuiIhiereM KOMOUHAIH]€E

tactrepa CTRL+F wiu nputruckoMm Ha ukoHuiy ca asorienom Find y aeny Editing xkaptuine Home
(Cnuka 48).

i

0 i Find B
g Qutline = 2, Replace -
Find what: : i
eEffects = || L Select - = Eind Mext
7 |:| Match case Close
e [ Find whole words anl
ind whole words on
Find text in the dooumemnt. - ¥
4

Camnka 48 IlperpakuBamse y pe3eHTaOUjH

4.10. 3amena

Hujanor mpo3op 3a 3ameny (Replace) moryhe je otBopuTH KopuinhemeM KOMOHWHAIH]jE

tacrepa CTRL+H nnu nputuckom Ha ukonuity Replace y neny Editing kaptuiie Home (Ciuka 49).

" I
e Fill 24 Find Replace Eo e
e Outline ~ | ||3;; Replace|~ Find what: _
eEffects ~ || lg Select~ v
la Editing Replace with:
|'| Replace
Replace (Ctrl+H) =
[ | Match case
Click here to replace text or fonts 7 Eind whale words only Replace A
in the document. - -

Cauka 49 3ameHa TeKCTa y Npe3eHTALUjH
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5. Kaprumna Insert

5.1. donaBame TabeJie
YoanuBame Tabene y nmpe3eHTalujy BpIIMMO KIMKoM Ha gayrme Table — Insert Table y
kaptunu Insert (Cauka 50). Kiiukom Ha Insert Table mojasibyje ce nmpo3op y kome aehuHHUIIEMO

’KeJbeHu Opoj peaoBa u KojioHa y Tabenu (Ciuka 51).

EE9- 6

Home Insert Design

j I_“I jﬁ] %‘ I'l—j’ Murnber of columns: |5 ; (

. ) Murmber of rows: z
Table Picture  Clip Photo Shape
- At Album=~ - [ oK

Insert Table ns

| { O I .
HENE NN Canka 51 Jlnjamor nposop Insert Table
| { O I
I I O | [ |
OO0 0O0O000]
IO
OO0 0O0O000] R

I [ I | | | | —

Insert Table...

Insert Table

][ Cancel ]

i

Draw Table
- Cunka 52 Tlonoxkaj nkonune Insert Table y

OKBHPY 32 cajipiKaj

il B E

Excel Spreadsheet

Cauka 50 Komanpaa Insert Table

Hujanor npo3op Insert Table (Crnuka 51) Moxe ce OTBOPUTH M KJIMKOM Ha WMKOHHILY ca
3HaKOM Talelle Ha clajay Ipe ydaluBama HEKOr JAPYror cajpikaja y OKBHpP 3a YHOC caapikaja
(Cnuka 52).

Kana ce tabena Hanpra u o0ene:Kd aKTUBUpajy ce aBe HoBe kaptuie (7able Tools) 3a

noJieniaBame weHor au3ajua (Design) u usrnena (Layout) (Criuka 53).

C't??;\"‘ = ' QEo )+ Presentationd - Microsoft PowerPoint Table Tools - = x
i3 —
—/ Home Insert Design Animations Slide Show Review View MathType Add-Ins Menus Design Layout L7
¥| Header Row First Column 1T T T - A/ A - —_— j//_ ._fr
Total Row Last Column ||| ————— [ ——=——— ] —————  —————  —————  ———_—— g - 1pt -
===  ==0=a | 22222 | E==== Quick Draw  Eraser
¥| Banded Rows Banded Columns T -l Styles ~ - i Pen Color = Table
Table Style Options Table Styles WordArt Styl... ™= Draw Borders
,Q?J\ H ) - ' B ,} J = Presentationd - Microsoft PowerPoint Table Tools - = x
a) =
—/ Home Insert Design Animations Slide Show Review View MathType Add-Ins Menus Design Layout (7]

% E ﬁ Eﬁl & insert Below E2=2] |:|:_|:|:| fiem g ‘Hﬁ J I1] Height: 2,06 em E -;g,aringtoantq;-.

i nsert Left — o) Width: 2286 cm * || B Sendto Back = Lf]
Select | Wiew Delete | Insert Merge Split = - =\ =] [ Text Cell
*  |Gridlines - above HbInsertRight | o cens || 4T - [ SEe Direction ~ Margins ~ Lock Aspect Ratio iy Selection Pane Sk
Table Rows & Columns Merge Cell Size Alignment Table Size Arrange

Canka 53 KapTuue 3a nojgemasame IH3ajHa H H3rjeaa Tabdeine
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5.2. JlomaBame CJIHKe

Jeo lllustrations na xapriu INsert caxpku omiuje 3a noaaBame ciuka. Jujamor mpo3op

Insert Picture (Cnuka 54), y koM ce BpiIx u300p *KeJbeHe CIIMKE KOja ce Halla3u Ha JTUCKY, OTBapa

ce komanom Insert — lllustrations — Picture (Cnuka 55) win KJIMKOM Ha HKOHHILY Ha CIIajay mpe

y0aluBama HEKOT JIpyror

Insert Picture

caapraja 'y oKBHp 3a yHOC caapxaja (Ciuka 56).

P FIIULU  DMIapPEY JMArtArl  Liart OYPEINNG ALUUH JEXL  MEAUET  VWUTUAIL  Uate ANULE DYMDUL JDJELL MIUVIE  JUUnNU

Look in: l@ My Pictures v[ @ @A XciE-
Lb My Recent -~
9 Documents < =
@Desktop :
My [
Documents [r——
My slika Slike_Zivotinja_Slike_...  Slike_Zivotinja_Slike_... Slike_Zivotinja_Slike_... Slike_Zivotinja_Slke_...
Computer
.‘aMy Metwork.
Places -
m
— -
Slike_Zivotinja_Slike_... Slike_Zivotinja_Slike_... Slike_Zivotinja_Slke_... Slike_Zivotinja_Slke_... Slike_Zivotinja_Slike_R... =
— . .
File name: | v l
Files of type: |AII Pictures v'
= |
Cymnka 54 Tujasor mposop Insert Picture
(=]
Home | Insert | Design Animz o N o O
f—n ——————— * Click to add text
hal B2 B [ B
| | FE] =
Picture | Clip Photo Shapes SmarthA
Art Album~ e
Illustrations
Insert Picture from File | J .| hl
Insert a picture from a file. Vaal
(@ Press F1 for more help. Insert Picture from File
Cauka 55 JlonaBame ciauke
(e i O

Canka 56 Ionoxkaj nKOHHUIE 32 J0laBambe CIHKe Y OKBHPY 32 caap:Kaj
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5.3. Hdonamame Clip Art-a

Komanmom Insert — Illustrations — Clip Art otBapa ce kapTHiia U3 Koje ce MOXKe u3adbparu
HEKH LpTex, GpuimM, 3ByK wim Gotorpaduja 3a mwiycrpanujy npesenranuje (Crnuka 57).

1\:-!) Home | Insert I Design Animations :

O L= D 2 X |

Table Picture |F Clip

Photo Shapes SmartArt Chart

& Sound
o At |Album= - B
Tables | Nllustrations tia Clips )
[ = — Clip Art v X
— CRp ALk Search for:
1 Insert Clip Art into the document, | | [ Go ]
including drawings, movies, earchin:
sounds, or stock photography to | =areh in:
illustrate a specific concept. |Selected collections v|
v Results should be:
|AII media file types v|
(lvreeres e revers o e e e e e e e e e e e v s -] e oo PR s}
[ ]

i il

[m}
ElE |» &
HBE &9

|§| Crganize clips...

Ea Clip art on Office Cnline
@I Tips for finding clips

Cuanxka 57 JlonaBame Clip Art-a
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5.4. JlonaBame (porTo-andyma
Kopumhemem komanae Insert — Illustrations — Photo aloum — New photo album mory

ce n3abpaTH CIMKE Kako OM ce HalpaBHO (POTO-aIOyM.

|'/|:'T9 H9 o6 )+ Presentationl - Microsoft PowerPoint - = X
o =

Home Insert Dresign Animations Slide Show Review View

DLEEm2l @ A 4EDQ= &9

Table Picture Clip |Photo |Shapes Smartart Chart Hyperlink Acion Text Header WordArt Date Slide Symbol Object Movie Sound
ke Art Album ~ ¥ Box & Footer k4 & Time Number k4 Kl

Tables New Photo Album... Links Text Media Clips
slides " Outline . )

Cnuxka 58 [lonaBame oro-andyma

Photo Album

Alburn Conkent

Insert picture from: Pictures in album;: Preview;

Eile/Disk. ..

Insert bexk:

MNew Text Box
Mo preview is available For this

Pickure Oplions: selection
Capkions below 8LL pictures

ALL pictures black and white

1 REmave dee (| Sl | | (| )| |EET || L

Alburm Layout

| | Browse, ., ﬂ

Cuauka 59 JTujanor mpozop Photo Album
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5.5. lomaBame qujarpama
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VY6auuBameM pa3IMYUTHX BEKTOPCKUX OOJIMKa M3 MeHHWja JoOujeHor komaugom Insert —

Ilustrations — Shapes (Cnuka 60) moryhe je Hatpratu pasauuute qujarpame (Ciuka 61).

D\ H9-0 )F Presentationl - Microso
-  ——
Home | Insert | Design Animations Slide Show Review View
El=l ; 3
DdEap=d @ & 3
Table Picture Clip Photo |Shapes|Smartart Chart Hyperlink Action Text Header W
< At Album ~ 2 Box & Footer
Tables | HIUst  Recently Used Shapes -
[istaes Nouumen x| E N\ NOOOALLSE O
CIRTAR N i+
Lines
SNSTLL WG %
Rectangles
o o | o o
Basic Shapes
EOoAMNIASCOOOO®
@GCo0Or Lynoio
OO@CHEY 2T (<D™
014> .
Block Arrows Cl I C k
AL QS LERE ST
§owvneDDedaldy |
Lon
T T Click t
Flowchart
O0<fJO000S=0ay
ondAdn@B R ¢ AVED
Qoo
Stars and Banpers [T
ML AU EHES
LeRed il g iAW
Callouts
Ao e.am (& AR AR & A8 A
o ADAD o __
Action Buttons
(= =[] o] () [ [ [ O] [ (21 ] ~
Slide1 of 1 | “Office Theme™  En =

:4 Start

Caunka 60 /lonaBame pa3IinyuTHX 00JIMKA

Cauka 61 Haupran qujarpam

=7 ’_‘ 4 Shape Fill -
i1 é
= L shape Outline ~
Arrange Quick
- Styles - =/ Shape Effects ~

o

Shapes

Drawing Fl

' Shapes

Insert ready-made shapes, such as
rectangles and circles, arrows,
lines, flowchart symbols, and
callouts.

@ Press F1 for more help.

Ciuka 62 Iprame Aujarpama u3 kaprune Home

Pazmmuure obmuke moryhe je momatu w u3 kapruie HOme rae ce takohe Hamasm jyrme

Shapes (Cnuka 62), a Takole je moryhe mematu 60jy u nqoaasaru pasnuuute edekre (Quick Styles,

Shape Fill, Shape Outline, Shape Effects). Jour Burire omiyja 3a mojaemaBame ce Hala3l y KapTHIINA

Drawing Tools Format koja ce aktuBupa Kaja ce ooenexu HanpTan aujarpam (Ciuka 63).

Cn )| H 9- 0 E‘ |_1 E ﬁ\ )= Presentationd - Microsoft PowerPoint Drawing Tools
i) |
Home Insert Dresign Animations Slide Show Review View MathType Add-Ins Menus Format
NN LE - g2 .| S shapeFill - A - | Thbringto Front - |2 Align -

\NOOOA -
1Lodn s B

Insert Shapes

= Shape Effects =
Shape Styles

| Abu: - L_/Sha;:lec}utllneY A A - ﬁ ‘EaSendto Back ~ I%,Gr:uup

1A % Selection Pane S Rotate =

WordArt Styles (P Arrange

5]

‘-CI-'

5,56 cm
8,73 cm

Size

®

-

Canka 63 U3srien onnuja 3a nofemaBarmbe ¢popMaTa HAIPTAHOT AMjarpaMa
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5.6.

JlonaBame 0J10K J1HCTE
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Paznuuure G0k JMcTe ce Mory jgojaaTu kopuinhemwem komanae Imsert — lllustrations —

Smart Art (Cnuka 65) wii KIMKOM Ha MKOHHILY y 10JbY 3a caapxkaj (Ciuka 64).

=

(o
'c[Insert SmartArt GraphicJ

| M

_| Insert l Design

LT

Clip
Art |Album = E

Animations slide Show Review View Matt

8 LA <

| D_U || = = |

Photo Shapes |Smarta&rt| Chart || Hyperlink Action | Text Header Waoi
& Footer

‘ ‘ Box
Links

Cinka 64 UkoHuna 3a qoaaBame 0J10K
JucTe

INustrations
_x]

I'4'I'I'I'6'I'I'I'8'I'I'EI

' | Insert SmartArt Graphic !

Insert a SmartArt graphic to visually
communicate infarmation.

eoe

)

@ Press F1 for more help.

SmartArt graphics range from
graphical lists and process
diagrams to more complex I:
graphics, such as Venn diagrams

and organization charts.

Cauka 65 JlonaBame 0J10K JuCTe

Choose a SmartArt Graphic

List |
FET—
8= List ] == I [ | 3
w2 Process [~ -- — L =
o
7 Cyce
- - :‘:' e 9
akw  Hierarchy EJ
Relationship
Matriz ; g
. EEE 2355 gEE Basic Bock s
yram Use to show non-sequential or grouped
(I ) - | v ] blocks of information. Maximizes both
_ =N ! ' horizontal and vertical display space for
(e == &V shapes.
= =,
L OK J [ Cancel ]
Cuauka 66 {ujanor 3a n3éop 610k ucTe
J— E Click to add title
L I°N
Type your text here < [7
.|
* [Text]
* [Text] Text
(o
* [Text]

Horizontal Hierarchy...

=

Cauka 67 JlonaBame 0JI10K JIHCTE
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5.7. domaBame rpagukoHa

I'padukon ce Mmoxe noxat kopuinhemwem komanae Insret — Illustrations — Chart (Ciuika

68) miM KIMKOM Ha MKOHHILY Y T0JbY 3a yHOC caapxkaja (Cruka 69).

Home |Insert | Design Animations Slide Show Review View MathType

FEL TR IO R

Picture  Clip Photo Shapes Smartnrt| Chart Hyperlink Action Text Header WordArt Da
At Album~+ v Box & Footer “ aT

Tllustrations Links Tex
-
Outline = Insert Chart [ | ﬁ
Insert a chart to illustrate and l

’ compare data.
. Bar, Pie, Line, Area, and Surface are
some of the available types.
: UI I Insert Chart
1
! 1 1 . s

Ciuka 69 UkoHuia 3a qoaaBame
rpajpuxona

I - O

@ Press F1 for more help.

Cuiuka 68 Tloso:kaj KomMaH e 3a 10aBambe rpadHKoOHA y KAPTHIH
Insert

Hakon kimka Ha OBy MKOHHIly OTBapa ce aujanor mposop Insert Chart y kome ce Bpum

n360p Bpcte rpadukona (Cnuka 70).

Insert Chart

= .
(o [ n2 | 28] ol 103 98] 3]
<« ||| 88 108 03] [ JuA] JAA)"
e || ) ) A 1AA] b
vl E[E == =S
" e b ol ] 8
[ Wenege Templates... | [ Set as Default Chart | [ o« | [ cone

Cmuxka 70 Tujasor 3a n36op Bpcre rpadgpukona
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Hakon n36opa Bpcre rpaduxona orBapa ce Microsoft Excel ca mospuma 3a yHoc mopataka

Ha OCHOBY KOjHX ce o0nukyje rpadukon (Crnuka 71).

Tools) (Cruka 72).

CEEl "Ho-uR-0So ‘| 5 Presentati.. M cpa = = x =\ =, N R ‘| s Chart in Microsoft Office PowerPoint - = = x
Hor | ]n;l| Des | Ani|| Slid| Rev | Viﬂ| Mai| Adt| Met U;sign | Layout | Format | @ [m“ Insert | Page I.ayu| Farmulas | Data | Review | View | Menus | - 3 X
il = RS W || O By a) (=) =
2 E -
Change Save As Switch Select  Edit Refresh Quick Quick Paste it Mumber | Styles | Cells
Chart Type Template | Row/Column Data Data Data Layout ~ Styles - ~ d = = =
\ Type Data || Chart Layouts| | Chart Styles| Clipboard ™= Edmng
ENEN 2 10 8 6 2 4 6 8 10 12 A6
1 EI a | 8 [ ¢ | b E | F | & i
1 Seriesl  Series2  Series 3
2 Category 1 4,3 2,4 2
3 Category 2 2,5 4,4 2
4 Category 3 3,5 1,8 3
5 Category 4 4,5 2,8 5
] I
Click to add title 7|
8 | Toresize chart data range, drag lower right corner of range.
| 9 |
10
11|
12| =
| 15 |
| 14|
| 15 |
16
| 17|
| 18 |
| 12
| 20|
21
| 22|
| 23 |
| 24 |
i 25
Click to add notes T Sheet
Slide 2 of 2 | "Office Theme” | < | | B | Ready |

Cnuka 71 YHoc nogaraka 3a rpapuKon

Kana je rpadukon obenexeH aKTHBHpPAjy ce anaTke 3a obnukoBame rpaduxona (Chart

) H9-oA--QEa ‘I - Presentationd - Microsoft PowerPoint | Chart Tools { - = x
Home Insert Design Animations Slide Show Review View MathType Add-Ins Menus || Design Layout Format l @
"TAEEEY AR
= Y [
- : )| | - h‘ h"h‘ h‘
Change Save As Switch Select Edit Refresh —— 0 - -
Chart Type Template || Row/Column Data Data Data
\ Type Data Chart Layouts Chart Styles |
- T
Do) Hw-uov E' NEo ‘:I s Presentationd - Microsoft PowerPoint | Chart Taals { - = X
i z
Home Insert Design Animations Slide Show Review View MathType Add-Ins Menus Design | Layout Format l
Gt o [ @ | (] (] o] (] (] | ] (] | (] ] me] (] JJI
% Format Selection
Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Plot Chart Chart 3-D Trendline Lines Up/Down Error
&4 Reset to Match Style - Box Titlew Titles~ +  Labels~ Table~ - - Area~ Wall~ Floor~ Rotation - - Bars~  Bars~
I Current Selection J Insert Labels Axes Background Analysis
Do) =2~ w0 E' N Ecd ‘I s Presentationd - Microsoft PowerPoint | Chart Taals [ - = x
i z
Home Insert Design Animations Slide Show Review View MathType Add-Ins Menus Design Layout | Format l @
Chart Area - .| 2 shape Fill - . A - ThbringtoFront - |2 Align - $lh2s7em =
. A -
%Format Selection m o zshape Cutline ~ A A AN - ﬁ T @aSend to Back ~ %Group hd
\ = .
&5 Reset to Match Style T ) shape Effects ~ < = 7 [~ || %t selection Pane % Rotate + || *27
Current Selection Shape Styles fa | Wordart Styles Arrange Size fa |

Cuuka 72 AnaTke 32 00JIMKOBaH-€ rpa

¢pukona
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5.8. lonaBame XumepJIUHKA
Ha xaptunu Insert ce Takohe Hanmasu myrme 3a yoamnusamwe xunepiuaka (Hyperlink) y nemy
Links. Xunepaunk ce Mmoxe yoauuTu u kopuirhemem komOuHanuje tacrepa CTRL+K.

YRR

\Hyperlink| Action Text Header W
Box & Footer

Links

‘| Insert Hyperlink (Ctrl+K)
Create a link to a Web page, a

picture, an e-mail address, or a
program.

(@ Press F1 for more help.

Canka 73 [lonaBame XHNEPINHKA

Insert Hyperlink

Link to: Text to display: | | ScreenTip. ..

Loak in: |E:| dakurnenti V|

Existing File or

‘Weh Page |5 My Fickures Eajei
SE— 'CFurlrdEI'lt [ OneMote Motebooks
mier I3 Npeyskmarsa

Flace in This ) Files named @.kxt

Document Browsed

Pages

Create Mew Recent

Document Files

Address: L |

E-mail Address

Zancel

Cuauka 74 W3raen aujasor npo3opa Insert Hyperlink
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5.9. JlonaBame TEKCTYaJHOT M0/ba
JHyrme Text Box na kapurm Insert y neny Text (Cinuka 75) nHam omoryhasa na jgomamo

TEKCTyaJIHO I0Jb€ Tj. OKBUP y KOME MOXKEMO HAIIUCATH HEKH TEKCT. TeKCTyallHO MoJbe ce Jajbe

MOX€ IPEMECTHTH Ha Omo Koju jeo Ha ciajay (Ciuka 76).

55 4 3G

Text Header WordArt Date Slide
Box & Footer ~ & Time Mumbé

[ Text

' | Text Box

Insert a text box into the
document, or add text to the
selected shape.

Cauka 75 Jlyrme 3a 1oaaBame TEKCTYaJTHOT M0/ba

Click to add title

@
O—————————— o -0
0 a]
O——————————A O-—————————= -0

Cauka 76 U3riien akTHBHOT TEKCTYAJTHOT M0Jba HA CJIajay

5.10. JlomaBame 3arjiaB/ba H MOTHOK]ja

3arnaBibe U MoaHOXKje moryhe je ypemutu mputrckoMm Ha Header&Footer y nmemy Text
kapruiie Insert (Cruka 77).

tiond - Microsoft PowerPoint

View MathType Add-Ins Me

ew

=2 ]
24 33
Text | Header |WordArt Date Slide  Syml

Box |& Footer = & Time Number
| Text

118 | Header & Footer

Edit the Header or Footer of the
document.

The information in the Header or
Footer will appear at the top or
( bottom of each printed page.

(@) Press F1 for more help.

Canka 77 lonaBame 3arjaB/ba U MOHOKja
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Header and Footer

Slide | Motes and Handouts |

Include on slide Apply to Al
Coa E
Update aukamatically Apply

|24.12.2I315 |

[sT]

Language: Calendar bvpe;
|English .5 | |Western |
gt Presiew
|24.12.2015
[Jslide number immmmeeeoos
DEDD':EI’ ":::::::::.T‘I
| [ | Mgy

[Joon't show on title slide

Cauka 78 Jlujasor npo3op 3a ypehuBame 3ariaBba v NOTHOXKja

5.11. MonaBame cTuiauzoBanor tekcra (\Word Art-a)
Ctunu3oBaHU TEKCT JIoAaje ce m300pOM HEKOT O] CTHJIOBA M3 mMaaajyher MeHHja KOjU ce

aktuBHpa KimkoM Ha nyrme WordArt y nemy Text kaprune Insert.

D,)\\d9-08 )¢ Presentation1 - Microsoft PowerPoint Drawing Tools - =2 x
Pl ) 255 =
ca —_—
Home | Insert [ Desiogn  Animations  Slide Show  Review  View Format (7]
5 =m0 g = e B
| [oa] &8 == 2 dE 5 Q
Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Action Text | Header Date  Slide Symbol Object Movie Sound
- At Album~ T Il ||l Box |&Footer] - & Time Number = |
Tables Tlustrations Links -
______________|
s (e A A A A A
S [\
1

A A A A A
AAAAA
AAAAA
ALAEAAA
Click AAAA A'

Cunuka 79 JlonaBame WordArt-a

T
i
H

-0

o S S—

b

®
Q-=mmmmmm - Trmmmmmmm o 0
{Informatika

Cauka 80 H3rJie cTHIM30BAHOT TEKCTA
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5.12. JlonaBame cuMO0J1a
CuMO0JIM KOjU Ce HEe Hajla3e Ha TacTaTypd MOTY ce JOJAaTh y TEKCT W300pOM M3 JIHjajior

npo3opa Symbol (Ciuka 82) koju ce oTBapa npuTHCKOM Ha nkoHMIy y Kaptuim Insert (Ciuka 81).

Drrawing Tools

Menus Farmat

[
Qe & ¢
Symbol| Object Movie Sound

ar - -

Media Clips

1| Symbol

Insert characters that are not on
your keyboard, such as copyright
symbaols, trademark symbols,
paragraph marks, and Unicode
characters,

Cunka 81 Wikonuua Symbol y kaptuum Insert

Symbol @

Fonk: ||{nu:urma| kexk) V| Subset: |.ﬁ.rrnws Y|
- - s
‘!} /‘ 0| 4 5 G 7|8 9 + ( ) n o b
112]3|4a]|s 8| o =) | €%
g Ney@® || ™ al|% AV AVAVARARL

Yo ||| V| &

g8 > |0l
Hnmu
@
)
IN €208 |+
7
N
4
N
Qo
>

=)
€]

Recently used symbals;

- & "IEIE|Y¥|O|®|™| |22 +|x

"

RIGHTWARDS ARROW Character code: 2192 | From: | Unicode thex)  + |

I Insert ][ Cancel ]

Canka 82 /Iujasor 3a u3éop cumooJ1a
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5.13. [doaaBame oOpa3zana

OOpaciu 1 paznuynte MaTeMaTHuke Gopmysie ce gonajy onadbupom Microsoft Equation 3.0
u3 ymcte y aujanor nposopy Insert Object (Cnuka 84) koju ce orBapa kiukoM Ha ayrme Object y
kaptunu Insert y neny Text (Cnuka 83).

Drawing Tools

Format

s

[
) = ..
) & @
ol | Object Movie Sound

- -

Media Clips

| *| Insert Object

Insert an embedded object.

Cymnka 83 [yrme Object y kapruum Insert

Insert Object

Objeck tyvpe:
(%) Create new Adobe Acrobat Dacument

‘ Adobe Acrobat POFXML Docurnent
© Create from fiie Adobe Acrobat Security Settings Document Cancel
Bitrnap Imnage
Microsoft Equation 3,0 ) )
Microsaft Graph Chart [ Display as icon
Microsoft Office Excel 97-2003 Worksheet
Microsaft Office Excel Binary Warksheet

[

[ %

Result

_ - Inserts a new Microsoft Equation 3.0 object into wour
EE presentation.

Cuinka 84 M3raen aujanora Insert Object

gl Equation Editor - Equation in Presentation1
File Edit Yew Format Stvle Sige Help
<2z jab  FEE 2@ |2l o¥3 EncC | docf  Awh | AO®

w0 |Enzs o

Cimka 85 TIpo3op 3a yHoc odpacua
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5.14. JlomaBame MyJITUMEAUjATHOT CaJp:Kaja
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Jleo Media Clips na kaptuuu Insert vam omoryhasa fa 101aM0 BUI€O CHUMKE U MY3UKY Y

MIPEe3CHTAIIH]Y.

Insert — Media Clips — Movie

@- Hd92-0 )+ Presentationl - Microsoft PowerPoint Drawing Tools - O X
e —

Home | Insert | Design Animations Slide Show Review View Format @

& ) x M2 4 B0 8
3 || lal R ] & HE Qw &
Table || Picture | Clip | Photo Shapes SmartArt Chart | Hyperlink Action Text Header WordArt Date  Slide Symbol Object | | Movie |Sound
= At [Album~ o~ Box & Footer v & Time Number & =

Tables INustrations Links Text Media Clips |
l x | Movie from File ¥ x
1) Insert a movie into the

Clicl tn add title

Canka 86 /lonaBame BHIe0 CHUMKA

presentation.

@ Press F1 for more help.

H9-06 - Presentationl - Microsoft PowerPoint Drawing Tools
Home | Insert | Design Animations Slide Show Review View Format (7]
3| = O 343D 8«
B fnf : = 59 (2] £2
Table Picture | Clip | Photo Shapes Smartart Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Movie Sound
= At JAlbum~ T Box & Footer = & Time Number = v
Tables Tllustrations Links Text Media Clips |
Clip Art A
Insert Movie Search far:
Look in: ‘ ) My Doruments
@ My Recent )My Pictures SEEE(T
|F\II collections w |

Dacuments | E) onehlote Notebooks
(B Deskrop [C)Mpeysmarsa

an
Documents

My
Compuker

.d My Mebwork,
Flaces

Results should be:

|Selected media file bypes w |

File: namme: |

Files of tyoe: | movie Files

|§_| Organize clips...
Ea‘ Clip art on OFfice Cnline

Click to add notes

@ Tips far finding clips

Slide 20f 2 | "Office Theme™ | §$ English (U5 |

—E.'.‘ start ) @ E{ Power Pair i t o ocurments and...

ba br 4.pdf - &...

EEE )

Ciuxka 87 M360p BuAEO CHUMKA
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HA9w-0 - Presentationl - Microsoft PowerPoint Drawing Tools - = X
Home | Insert | Design Animations slide Show Review View Faormat (7]
B ) B X
B b & =) L2
Table || Picture | Clip | Photo Shapes SmartArt Chart | Hyperlink Action Text Header WordArt Date  Slide Symbol Object | Movie |Sound
= At [Album~ o~ Box & Footer v & Time Number K =
Tables | lllustrations Links Text Medi% *ﬂ Sound from File.
—l LS Sound from Clip Organizer...
1 Play CD Audio Track...
Record Sound...
Cauka 88 JlonaBame 3ByKa
@ H9-06 )+ Presentationl - Microsoft PowerPoint Drawing Tools - = X
e — <
Home | Insert | Design Animations Slide Show Review Wiew Format @
L TR B 2
B Bty 5 (F] L2
Table Picture | Clip | Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date  Slide Symbol Object Movie Sound
= At JAlbum~ T Box & Footer = & Time Number = v
Tables | Ilustrations Links Text Media Clips |
Clip Art y X
Insert Sound v
Search for:
@ My Recent E)My Pictures Search in:
(8] E:
e () Oneflate Notebooks |F\II callections v|
@ Desktop Drpeyarrara Results should be:
|Selected media file bypes w |

=

Documents

) My
Computer

Q Iy Mebwork,
Flaces

Flaurish onestop
kowan Claps Che...
Telephone

File: narne: |

Files of type: |Sound Files

|&] organize dlips...

Ea‘ Clip art on Office COnline

Click to add notes

@) Tips For finding clips

Slide 2 0f 2 | “Office Theme™ | §$ English (U5, |

cuments and.. .

Cuanka 89 V300p 3Byu4HOr 3anmca

a br 4.pdf - A,
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6. Kapruma Design

6.1. JlepuHucame u3rjeaa cjiajaa

Wsrnen cnajna ce nedunume nmomohy nujanora Page Setup (Crmuka 91) koju ce orBapa
NPUTUCKOM Ha MKOHHUIly Page Setup koja ce Hamasu y neny Page Setup xaprune Design (Cnuka

90). N LT In T s Dk

W
o
«j Home Insert Design Animations S

- =h
_] =] Aa Aa Aa
Page Slide sEmsmn

nEm m o
Setup Orientation ~
Page Setup

[ Page Setup !

— Show the Page Setup dialog box. l

1‘1 = .l

Canka 90 TTo3uuuja uxonuue Page Setup

Page Setup [ |mESal

Slides sized for: Crientation
Dn-screen Show {4:3) |E| Slides
Widih: ©) Portrait
25,4 = m (@) Landscape
Height: Motes, handouts & outline
13,05 = am N @ Portrait
Mumber slides from: A -
(") Landscape

1 =

Cauka 91 Usraen nujanora Page Setup

Opujenaranujy ciajaa Moryhe je mpoMeHHTH WK y aujanor npo3opy Page Setup (Cnuka
91) wm nputuckom Ha Slide Orientation y neny Page Setup kaprure Design (Cnuka 92).

o d9-06k- 005G
o
Home Insert Design

DR[|

Setup |Orientation
Pa

Slides _=J Portrait
4 — Landscape §-

Cuauka 92 Slide Orientation y nexy Page Setup kaptuue Design
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6.2. [m3aju caajaoBa
Jlu3aju cnajaosa nojemiasa ce y aeny Themes y kapruru Design (Cruka 93).

Z]' ; dl_i ﬁ > Presentation3 - Microsoft PowerPoint Drawing Too

sert | Design \ Animations Slide Show Review View MathType Add-Ins Menus Format

n Colors ~
A\ @ Fonts

= [O]Eefrects ~

* /B
s = N

Themes

P

Cuuka 93 Jleo Themes y kapTuuu Design

Moryhe je u3abpaTi HEKH OJ MPETXOAHO Ae(PUHUCAHUX TU3ajHA, IOAATU HEKY HOBY TEMY,

Kao ¥ nojemasatu epekre, GoHTOBE U 00je Y 11e]10j MPe3eHTALIU]H.

wert 1 Design | Animations Slide Show Review View MathType Add-Ins Menus

All Themes ¥
This Presentation -
Aa : E Colorzs &_’] Background Styles ~
> IE Fonts -
|| mmmmm= = W "' Hide Background Graphics
J Custom Built-In =
| /B
Ea® (@] c[@][=
L CE = O
’ Office Apex Aspect Civic

G
{31
@
Q

Concourse Equity Flow Foundry

Aa

== D& @|E

More Themes on Microsoft Office Online...

[ Browse for Themes...
l?& Save Current Theme...

Median Metro Module Opulent

2
(2
a
Q

Oriel Origin Paper Solstice

el

/

G
G
3

Technic Trek Urban Verve

v

Canka 94 Hexke on onuja 3a nmogemasame H3rJjeaa cjiajaa
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6.3. TloaemaBame Mo3ajguHe cjiajaa

[TozaguHa ciajaa ce MOXe TOJEIIaBaTH HPUTUCKOM JECHHM TacTepoM MHMIIa Ha
nojenuHaunu ciajn (Cnuka 95) u uzdbopom omimje Format background uume ce otBapa aujasor
npo3op Format background (Cnuka 96). Hakon nzbopa sxebeHe mo3aanHe, MoJieliaBame je Moryhe

NPUMEHUTH CaMO Ha CEJIEKTOBaHM Cliajj min Ha cse ciajaose (Apply to All).

Format Background - - |
“Fil ;| Fill
Cut ) -
Picture @ Solid fill
Copy -
) Gradient fil
Paste PR
() Picture or texture fill
New Slide Hide background graphics
Duplicate Slide Color:
Delete Slide a
Transparency: 1 =
Check for Updates ~fEnsparency
|:—E| Layout
Beset Slide
|@ Format Background...
!E‘] Ehoto Album
&l | Hide Slide
Ciuka 95 Tlagajyhu Menu 1001jeH NPUTHCKOM Ha
J€CHH TacTep MHUILA
Reset Background I Close I [ Apply to Al

Cauka 96 Jujasor mpo3op Format Background

o ucror nmumjanor mpo3opa moryhe je mohu u

Menus

= @ Fonts =

IIPATUCKOM Ha CTPENMIy Yy HOHEM HIECHOM YIUIy Ieia ! B Cotors - & Background Styles ~
= [O]Effects ~

Background kaprune Design (Cnuka 97) wim V| Hide Background Graphics

Background T

nputckom Ha Background Styles ma na Format

1 14| Format Background

Background (Cawuka 98).

Show the Format Background
dialog box.

Cuamka 97 Jleo Background kapruue Design
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Menus

= = x

n Colors © [@_Pj Background Styles =

@

™

—
ED‘

r
_

. |

A

Q

Format Background...

Reset Slide Background

s

Format Background

Show the Format Background
dialog box.
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Cunka 98 Moryhu cTiiioBu no3aaude v no3uuuja onuuje Format Background
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7. Kapruma Animations

7.1. Auumamnuja caap:xaja cjaajaa

Power point 2007 - BexoOe

Canpikaj cnajnoBa moryhe je moceOHO aHUMHPATH Ha pa3InINTe HAYMHE KopucTehn oniujy

Custom Animation u3 kaptuue Animations (Cmuka 99). Moryhe je u3abpaTu BuIle THIIOBA

aHuMalje, cMep y kome he ce m3abpaHu calpikaj KpeTaTd, HauMH Ha KOju he ce caapxkaj

nojaBJbMBaTH U KojoMm Op3uHoM (Crrka 100).

' E';?) Insert

Home Design

i[9 féiAnimate: Mo Animation

Preview WW

Preview Animations

| Animations |

[ il \[ﬁ Custom Animation

1 Open the Custom Animation Task
Pane so that you can animate
individual objects on the slide.

@ Press F1 for more help.

B A e 20

E dd Effect v| %z Remov

. Appear Entrance

Modify effect

. Blinds %% Emphasis

E
Speed: l:l 2 4. Checkerboard Motion Paths » —|v

f . Curve Up

Select an element of the side, then Z & Diamond Sekd"mekmfofﬁms&‘{e, b‘mn

ik “Add EffEct” to 20 animation. # 1 FadedZoom clck el Effect” to cld animaton.
# B Fyln

More Effects...
4| Re-order (W] (4] Re-order [#]
» rizy | [E3 side show | > eey | B side show

I AutoPreview

==

= P

Ciuka 100 Onuuje 3a anuManujy caapxkaja

Custom Animation v x

[;{& Add Effect '] [K_-;z Remove ]
Modify: Fly In

Start: 3 on Click [=]

Direction:

£ On Click
With Previous
D After Previous

‘l 145 # Rectangle 4 Infor... [«]|

Speed:

Direction:  From Bottom E

Speed: | 4 From Bottom
I % = From Left
4 From Right
¥ FromTop
A From Bottom-Left
% From Bettom-Right
%  From Top-Left
¥ From Top-Right
Speed: Very Fast lz‘
Very Slow
I 13 £ Slow
Medium
Fast
VY Fast
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IonemaBame HAYUHA NMOjaB/LUBAKA CJIajaa (TPaH3ULNje)

Hauun mojaBipHBama ciajaa mojcmana ce y aeiay Transition to This Slide y kaprurm

Animations (Cauka 101). IToctoju Beoma Bemuku u30op Tpausuimja (Cauka 103), a moryhe je

MOJICCUTH ¥ TA4YHO KOJIMKO he TpajaTi eMUTOBame CBAaKOT MojenuHavHor ciajaa (Ciuka 102).

x

Animations

Presentationd - Microsoft PowerPoint Drrawing Tools -
Slide Show Review View MathType Add-Ins Menus Format

- | Advance Slide

g& Transition Sound:  [Mo Sound]
] _"“ -I ‘ " LCF‘E\‘ > E;iJ-I_Transiticm Speed: Fast - | ¥ On Mouse Click

= ;.,.:I]Apply To All Automatically After: 00:00
Transition to This Slide

Canka 101 IopemaBame TpaH3uLHUja

Advance Slide
V| On Mouse Click

-

Automatically After: |00:00 .

Cnuka 102 IToaemaBame npejacka Ha ciaegehu caajy
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ades and Dissolves

-

e L sl L Ok I* Lo
Be) ] ) R0 SV 7 5] ) =C) (] R )
AR T

= A

BB [ =) o e
=

Cuauka 103 Moryhu HaunHu nojaB/buBamba cjajaa (TpaH3uLHKje)
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8. Kapruua Slide Show

8.1. TIlokperame npe3entanujey Slide Show
[Tpe3eHTanuja ce MOKe EMUTOBATU OJ TOYETKAa NPUTHCKOM Ha jayrme From Beginning y
neny Start Slide Show unu nputuckom Ha nyrme F5 Ha tacrarypu. Takohe, npe3eHTaiuja ce MOXxe

EMHTOBATH U OJI CJIajJa KOjH je TPEeHYTHO obOesekeH mpuTrckoM Ha gyrme From Current Slide y

neny Start Slide Show unu nomohy komounaruje tacrepa SHIFT+F5.

=3 ==l
) E‘_T o)
From From Custom
Slide Show =

Beginning Current Slide
Start Slide Show

Cuauka 104 Tyrmaj 3a nokperame u3Bolema npezeHranuje

EIEE 15lide Show By

Canka 105 Hxonuna 3a mokperame NPHKa3HBamba Mpe3eHTanuje o
TPEeHYTHOT cJajaa
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8.2. TloaemaBame BpeMeHa Tpajama cjajaa
VY neny Set up kaptume Slide Show moryhe je momohy ommmje Rehearse Timings u3BpiuuTu
CUMYJIAIH]y MPe3eHTAI]e Y PEaTHOM BPEMEHY U 3a0ClIeKUTH BpeMe KOje ce MPOBEIE MPUITUKOM

u3Bolhema ciajaosa (Ciuka 106).

Animations 5lide Show Review View i
w_;b“:l- ® WG Record Marration Resol
Bl ﬁRehearse Timings aE Show
Set Up Hide o
slide Show Slide ¥/ Use Rehearsed Timings Use Pt
Set Up
112 1+ | Rehearse Timings

Launches a full-screen slide show
in which you can rehearse your
presentation.

The amount of time you spend on
each slide is recorded and you can
save those timings to run the show
automatically in the future,

I i€l Press F1 for more help.

Ciuka 106 Anatka Rehearse Timings

8.3. JlopaBame cymMapHOr cjajaa

Jla Ou ce noxao cymapHu ciajn y Bep3uju 2007 moTpebHO je MHCTATUpaTH A0AaTak Koju he
omoryhutu oBy ¢QyHKIHjy. Y ToM ciyuajy ce y kapruiu Slide Show nomaje meo Summary Slide
(Cnuka 107). [la Ou ce HampaBHO CyMapHH CJiajx HEOMXOIHO je aa ce omabepe Slide Sorter View y
kaptuny View, ma qa ce 3aTuM o0eJIexke ClajIoBU YHjU HACIOBU Tpeda J1a ce Haase Ha CyMapHOM
cnajay, ma ce npBo nputucHe ayrme Tag slides to include u Ha kpajy ce nputucue myrme Make

summary slide (Cruka 108).

+«" Tag slides to include

Make summary slide
Iigj Help
Summary Slide

Ciuxka 107 U3rien nogaTka 3a CyMapHH CJIajx
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ﬂﬂ'ﬂ@'DﬁD‘);

Home Insert Animations Slide Show Add-Ins Menus

Design

l View l MathType

Ruler

[] Gridlines

D Message Bar
Show/Hide

€3

Motes  Slide Slide Handout Motes
Page Show | Master Master Master

Presentation Views

E Grayscale
[l Pure Black and White
Color/Grayscale

Zoom Fitto
Window

Zoom

Informatika - veibe

Informatika

Presentationd - Microsoft PowerPoint

E Arrange All
s % Cascade

New
Window E Maove Split
Window

Windows -

u v-OF-0Ed)-?
@ Home Insert Design Animations ] Slide Show l Review View

MathType Add-Ins Menus

Resolution: Use Current Resolution

- |\/ Tag slides to include

= b3 Record Narration

Show Presentation On:

2 Make summary slide

@ Rehearse Timings
From From Custom Set Up Hide i
Beginning Current Slide | Slide Show = | Slide Show Slide ¥/ Use Rehearsed Timings

Start Slide Show SetUp

Use Presenter View

Monitars

@ Help

Summary Slide

Tag slides to include

Informatika

Presentationd - Microsoft PowerPoint

@

y
Press F1 for more help.

ua-u@nam‘%

Home Insert Design Animations ] slide show l Review View MathType Add-Ins Menus

v | | & Tag slides to include

- | Make summary slide

= ‘ Record Marration Resolution: Use Current Resolution
o) 2
— — P o (ﬁ Rehearse Timings Show Presentation On:
From From Custom Set Up Hide X X
Beginning Current Slide | Slide Show ~ | Slide Show Slide ¥/ Use Rehearsed Timings Use Presenter View

Start Slide Show Set Up Monitors

@ Help

Summary Slide

Make summary slide

Infarmatika

@

)
Press F1 for maore help.

E\ H9- vl 0E ﬁ) v Presentationd - Microsoft PowerPoint - =
Home Insert Design Animations J Slide Show I Review View MathType Add-Ins Menus
= L Record Marration (@8] Resolution: Use Current Resolution ~ ||| « Tag slides to include
N SN - :
— — — — @ Rehearse Timings Show Presentation On: 2 Make summary slide
From From Custom Set Up Hide X X
Beginning Current Slide | Slide Show ~ || Slide Show  Slide [¥] Use Rehearsed Timings Use Presenter View (@ Help

Start Slide Show SetUp Monitors

Canka 108 IMocTynak nogaBama cyMapHOr cjiajaa

Summary Slide

Informatika - veibe

Infarmatika
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Summary Slide

Grafikon
Tabela
Informatika - vezbe

Cuauka 109 M3ryien cymapHor ciaajaa
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9. Kapruua View

9.1. TIlperaexa caap:kaja
Paznuuuty mornenm ce Mory u3abpatu y kaptuuu View y nemy Presentation View:
Hopwmanan norsnen (Cnuka 110), Slide Sorter mornex (Cnuka 111), Notes Page mornexn (Cnuka 112)

u Slide Show mornien y kome ce eMuUTyje pe3eHTalrja y peKUMY IIYHOT eKpaHa.
‘\ H®-6A- 1S ﬁj ¥ Presentationd - Microsoft PowerPoint - =

Home Insert Design Animations Slide Show Review View MathType Add-Ins Menus

o e R g
3 (S ) 2 ==
Gridlines = Graysaale 3 Cascade
ormal| Slide MNotes Slide Slide Handout Motes Zoom  Fitto New Switch Macros
Sorter Page Show | Master Master Master | | | Messaoe Bar Window |l Pure Black and White || window 53 Move Split | windows -
Presentation Views Show/Hide Zoom Color/Grayscale Window Macros

A2 0 B B e b 2 e 0 2 e B B A0 2

(5]

Informatika - vezbe

Informatika

N R R N - N -

Click to add notes

slide 4 of 4 | “Office Theme" | <4 English (U.S) \[{gk&a = (=) [} (EbE
) —~ pPa—
@'\ﬂ ‘)’C’E‘Dﬁﬁv)z P iond - Microsoft P Poi - g X
= g
Home Insert Design Animations Slide Show Review | View l MathType Add-Ins Menus (@)
(e E0} Ruler q @ S amangean | L)
! e S b ] Gridiines &= Grayscale =) I%Cascade -
Normal | Slide | Notes Slide Slide Handout Notes Zoom Fitto . New ) Switch Macros
Sorter | Page Show | Master Master Master || | Message Bar Window || il Pure Black and White || window = Move Split | Windows ~
Presentation Views Show/Hide Zoom Color/Grayscale

Informatika

Slide Sorter

Slide Sorter | “Office Theme™ | <5 English (U.S) |

Cauka 111 Slide sorter moruen 54
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Home Insert Design Animations Slide Show Review View MathType Add-Ins Menus
| =8 e S = e
= = Grayscale 3 % Cascade %
Mormal Slide |MNotes | Slide Slide Handout Motes Zoom Fitto ) Mew Switch Macros
Sorter | Page  Show | Master Master Master | | | Message Bar Window bl Pure Black and White || window 5 Move Split | windows ~

Presentation Views

Motes 2 of 4 ‘Office Theme' | ;ﬁ English [U.5.)

Zoom Color/Grayscale

Cauka 112 Notes Page norJen

Window
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9.2. TlorJien Ha caajaoBe

[Tocroju ymameH npuka3 ciajaosa u Outline mpukas rae ce BUIM caMO TEKCT MPUCYTaH Ha

clajy.

[ Outine -

1] Summary Slide
Grafikon 3
Tabela 4
lnformatica veibe )

2] Prezerllacua

3/ Grafikon
4|:| Tabela

5| | Informatika - veZbe

Canka 113 YmameH npukas Cunka 114 Outline npuxa3s
cJajaoBa

9.3. Mpexa u Bohuue

Mpexa u Bohmie ce ykJbydyjy oOenexkaBamem mosba Guidelines y memy Show/Hide
kapruiie View.

Slide Show Review View

(B | Q [

5 Zoom  Fitto
i [[] Message Bar Window

Show/Hide Zoom

Canka 115 YkibyunBame Mpexe n Bohuna
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9.4. Macrep caaja

Macrep cnajn Jaje MHULMjaJIHU M3IJIe] ClIajJoBUMa M OWJIO KOja M3MEHAa Ha HEeMy
ayTOMaTCKH ce peduiekTyje Ha ocTaie ciajaoBe. Komanaa Slide Master kojom ce ykiby4uyjy mwerosa
noJienaBama Hayasu ce y Presentation Views neny xapruue View (Cauka 116).

@ H9-oF-0Eo )+ Presentationd - Micro

Haome Insert Design Animations Slide Show Review

& Bl & R

Ruler
Gridlines

Slide Motes Slide Slide |Handout Motes Zoom  Fitto
Sorter Page Show | Master| Master Master [[] Message Bar Window
Presentation Views Show/Hide Zoom

- RN RN - RN R |

Slide Master View

Open Slide Master view to change
the design and layout of the
master slides.

Ciauka 116 Komanaa Slide Master

ey Y H -0 ' D ﬁ ﬁ ) = Presentationd - Microsoft PowerPoint - = x
iad
Slide Master Home Insert Animations Review View MathType Add-Ins Menus (7]
E \j. /.\jg. [ Delete :I : e B Colors - &5 Background Styles - D
[Ty Rename — e [A] Fonts -
Insert Slide Insert Master Insert Footers || Themes Hide Background Graphics Page Slide Close
Master Layout '+# PTeServe || |ayout Placeholder~ b @Eﬁeclsv Setup Orientation~ || Master View

Edit Master

Master Layout Edit Theme E}

Background

Page Setup Close

11200410100 9 B Feeg eG4 o3 2 e 0123 4 5 G 7 B9 1010 341 0420

Click to edit Master title style

* Click to edit Master text styles

— Second level
* Third level

— Fourthlevel
\.

» Fifthlevel |l -~
8 (%

Ellal (ot
(Bl ZE] &5

B

| 12/24/2015 Footer

slide Master | “OfficeTheme | (5 English (U5}

Cauka 117 Slide Master noxemasama
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9.5. VYBeauuaBame U CMambUBam€ MPUKa3a
VBenuuaBame U CMambHBalbe MPUKa3a MojeliaBa ce KoMaHaoM Z00m y kaptuiu View y

oarosapajyhem aujanor npo3opy (Cnuka 118).

resentationd - Microsoft PowerPoint Zoom IEI
eview View MathType Add-In 7 to
oom
© [ Color _
5 HEE l B ‘ @ Fit Percent:
j - ! -_
= = Grayscale - -
Zoom | Fitto (] B8 =%
Window | mm Pure Black and W S
Zoom Color/Grayscale (2 200%
i1| Zoom - (L) 100%
Open the Zoom dialog box to * Qﬁ%
| specify the zoom level of the =
document, = iﬂ%
In most cases, you can also use the = §3%
zoom controls in the status bar at
the bottom of the window to [ QK J [ Cancel
quickly zoom the document,

Cauka 118 YBennuaBame U CMambHBambe NPUKa3a

58



10. Ilomoh
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[Tomoh 3a paxm y mporpamy mo3mBa ce TpUTUCKOM Ha ayrme F1 Ha Tacrarypu wim

NPUTHCKOM Ha HKOHHUILY Ca 3HAKOM IMUTamka Y TOPHEM JIeCHOM yriy mpo3opa (Crnuka 119).

soft PowerPoint

MathType

Add-Ins

Menus

= =1 X

@

E Culug

&= Grayscale

=

Pure Black and White

= Arrange Al
- % Cascade

Microsoft Office PowerPoint Help (F1)

Get help using Microsoft Office.

Mew
Window 25 Move Split

Color/Grayscale Window | | Macros |

(I O

L I B o O R B B A N R A A A B Y= S B B Y- S B O [ (O
Canka 120 IMousoxkaj ukonuie 3a nomoh
@ PowerPoint Help - = x @ PowerPoint Help = = x
OO R BME @ gl @O A AN @ =
timing animations + 2 Search - timing animations * 2 Search ~
. - PowerPoint -
PowerPoint i .
Help and How-to Creating a presentation
Browse PowerPoint Help Subcategories of "Creating a
L presentation”
What's new Getting help 1
Check spellin Fonts and
Activating . peting formatting
; Customizing
PowerPaint
) Creating a Topics in "Creating a 34 items
File management presentation presentation”
Format slides or Waorking with ® Add a caption to a picture in a phato
presentations graphics and charts album
. Deliver, distribute, @ create a photo album
Using templates and '
o or publish a
masters presentation @ Add an action button
Creating support _ @ copy and paste multiple items by using
materials Animation effects the Office Clipboard
Add sounds or Import content from @ Views in PowerPoint
movies other applications
@ Add a picture to a photo album
p p
Import content from ... . .. . . S
< | m J v @ Change the appearance of a picture in a -

PowerPoint Help |

PowerPaint Help |

9) PowerPoint Help = = x
ELRER GAE B
timing animations ~ 0 Search -

PowerPoint = Format slides or presentations

s

Add a caption to a
picture in a photo
album

m

Show All

1. Open the photo album
presentation.

2. Onthe Insert tab, in the
lllustrations group, click the
arrow under Photo Album, and
then click Edit Pheto Album.

3. Under Picture Options, select
the Captions below ALL
pictures check box

note | If the Captions below

=

Canka 119 ITomoh y mporpamy

PowerPoint Help |
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11. W3Boheme npeseHTaIUje
[Tpu u3Bohewy npesenranuje moryhe je ,,[ipTaTy 0JIOBKOM 1o ciajay. OIoBKa ce akTUBHpa
koputthemem komOuHanuje Tacrepa CTRL+P wnm u3 menuja 1o0HMjeHOr MPUTHUCKOM Ha JIECHU

TacTep MUIIA.

tert =S Grafikon

Previous

Last Viewed

Go to Slide /\
5
Custom Show 4 /
Arrow
Screen r N | & 4 \_/
f Ballpoint Pen .
Painter Options *» |~ : 3 W Series1
Hel |I£| Felt Tip Pen M Series 2
€|
L3l & Highlighter 5 " Series3
Pause
- Ink Color 4 1
End Show
o/ Eraser
_ 0 .
|54 Erase All Ink on Slide ! '
Category 1 Category 2 Category 3 Category 4
Arrow Options 4

Cinuka 121 IlpTame 0J10BKOM 110 CJIajay
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