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1)D1 JELMOVGROSOFT PVORERARABIL I

E]H(T"@U@f/c"ﬁﬁl!:] -

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEY
L |
S i - & — §— i — R -
M Calibri Body) ~|11 ~|A" A" Aa- 8 =-i=.%. &= 8 ¢
Paste B I U-axx, X A-P-A-=E=== 1= Ol

- ¥ Format Painter

Clipboard M Font P Paragraph ]

()

L 2 1 X 1

Slikal - Osnovni dijelovi Microsoft Word aplikacije

1.1. Osnovni dijelovi

Plava bojag engl. QuickAccess Toolbahrv. Traka za brzi pristup{ f dzOA 1 | madginA  LINA &
2LIOA2FYLE 1228 Y20S:GS &l YR RERYPEvVidz 2023t Ry26LR |
File / Options / Qucik Access Toolia6 2 RI o NI} GA 1228 iNy&EXOS 228y 20
sakriti.

Zelena bojac engl. Tabshrv.kartice¢{ @+ 1 F {1 F NI AOIFI LR &a202Y ydzRA VyS
12NRAOGSYS 2LI0A2S® t NAY2SNROSSE {IFINIAOF 1 ha9 ydzRA
Ovakav prikaz je uveded verzije Microsoft Word 200pNA 2 Oy 21 @SNI A2 wnno A
kartice). Svaka od kategorija pod nekom karticom nudi kratice za brzi pristup. Detaljnije o kategorijama

je u nastavku teksta

¢ dzii I -éngl.Elipboard K NI ® a § KatkzgotijikdaYiidi opcije poput:

 Engl. Cuthrv.AT NBOR Idz5 | g1 RIF 2SRFYy RA2 GS1adGlF LN
drugu (razlikuje se odopypotomeQ i 2 (51 &aid 122A AT NBOSY2 @A
lokaciji.

G 0SS zadGahdmn BSylasSaiLa=2

f Engl.Copyhrv.kopirajc Odabra/ A (G S1 &
2Saiddz 6aG@FNI asS (2LRKeSl

Ayl 2RNBRAOY2Y Y

1 Engl. Pastghrv. zalijepicbh NS Rol (22t 3I2@2NRA RI G4Sl1ad |
opcijomcopyilicutl I f A2SLIA Y2 y.I 0OSfta2Sy2z2 YvYaSaihz

f Engl.Format Painter2 Y2 3dz6dz2S RI {1 2LIANI Y2 a@t2caicoz2 vy
Imamo li tekst koji jelbojandz ONIJBSy 22 022 AGA ¥ISYS R ROBNISYWS =
Format Painteray 2 OSY2 (2LIA NI GA (dz 622dzZ @A&AYydz A
RNHZAA (81400 hol 2L0A2F b9 YiesSyel OG2 28
samo njegova svojstva

Crna bojag engl.Fontc nudi brzi odabir nekih svojstava fonta poput bbje T  RSo6f 2F yal ¥ L2
yl120Syel GS{1aidl A atAaéyz2o

Crvena boja; engl.Paragraph nudi neke opcije za brzi pristup svojstvima paragrafa (odlomka).
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Sve opcijeza brzi pristupkoje se nalaze u pojedinim kategorijama nalaze sedetaljnom izborniku

te kategorije kopj LINRA & (i dzLJ- Y2 (G112 RIFE 1fA1ySY2 tA2S8S02Y (A LJ
uglu.
+E - EE - :ll_—_v [ -:)_E %l 1"’
==== = b
Paragraph P
Slika2 - Prikaz dodatnih opcija
1.2. Kategorija Font
a) KarticaFont
Font ?
Font Advanced
Font: Font style: Size:
+Body Regular 1
~
+Headings Italic G
Adobe Arabic Bold 10
Adobe Caslon Pro Bald Italic
Adobe Caslon Pro Bold b 12 hd
Font colon Underline style: Underline colon
Automatic LY [none) W Automatic
Effects
|:| Strikethrough |:| Small caps
[ ] Double strikethrough [] AN caps
|:| Superscript |:| Hidden
[] subscript
Preview
+Body
This is the body theme font, The current document theme defines which font will be used.
Set As Default | | Text Effects... Cancel
Slika3 - Kartica "Font" u kategoriji "Font"
1) Font2 RF 0 ANJ F2y il (122AY OStAY2 RI yrY (81ad
2) FontStyle2 RF0ANJ adAtl 11 yIO F2yi oyl 1208Sy2: L
2
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3) Size@StAGAYl F2y il
4) Font color:odabir boje fonta

5) UnderlinestyleY @NRGIF LR2RGEF6Syalr (GS1aidl2édaiRRZa G
isprekidane linije, itd.)

6) Underlinecoloro 22+ 1222Y OStAY2 LRR@OdzA ySOiz2

7) Effects Nudi nam 8 opcija:

8) Strikethroughg jednostruka linija koja prolazi kroz tekst

9) Double strikethroughg dvostruka linija koja prolazi kroz tekst

10) Superscripg L2 RA OBad AT yI R aNBRAOy2S o1+ YAOtaSys$S
11)Subscriptca LJdzOG+ (S1ad AaLR2R aNBRAOy2S o1l YAOfa2

12)Small cap, LINB G B NF 1 8pati 26DFFARI adz agl at2gF
GAraAAY2Y &adz yAOI 2R 2yAK 1228 T lFA&adlr yI LAOS

13)All caps¢ LINB G @ NI 206 Af 25S0Sy A (i Sijviginom ddgova@aju R & dz
aBStATAYAG &t 20AYL

14)Hiddencd { NA @I 2o0Hf ®SO3yr 631 &6 1yl Ry2 OGAR2SGA
uFile/ Options/ DisplayA & 0 @A G A o HéddedTexddza y I adl @1 dz
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b) KarticaAdvanced

Font ?
Font Advanced
Character Spacing
Scale: 1005 w
spating: | Mormal v | By =
Position: |Mormal | w By: =
|:| Kerning for fonts: = | Points and above
OpenType Features
Ligatures: Mone W
MNumber spacing: | Default W
Mumber forms: Default w
Stylistic sets: Default W
|:| Use Contextual Alternates
Preview
+Body

This is the body theme font. The current document theme defines which font will be used.

Set As Default | | Text Effects... Cancel

Slika4 - Kartica "Advanced" u kategoriji "Fant
hodR2S yIrfFTAY2 2L0OA2S T LRRSOF@GIyeaS NIXTYF{F ATY
BSEABAYST LRRSOF@GFy2aS  A3H RldzNI 2 MR & 3 6d2 2LONIh|PEA 2 LIO
detaljno obraditi.
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1.3. Kategorija Paragraph

a) Karticalndents and Spacing

2
Paragraph :
Indents and 5pacing | Line and Page Breaks
General
Alignment: Left W
Qutline level: | Body Text W Collapsed by default
Indentation
Left: 0,63 cm = Special: By:
Right: Dem = Hanging v | |0,63 cmf=
DMirmrindents
Spacing
Eefore: 0 pt = Line spacing: At
After: Spt = Multiple v 1,08 =

Don't add space between paragraphs of the same style

Preview

Garripshon Tuoct Sl Tt Survipsl i Teoet Sarripslos Tt S sl Tt Sl Taoet Sl Taot Sarr sl Tt
Sl Tuoet St ol Tt Sart 2l Tt St ol Tt Sl Tt S 2l Tt Sl Taot Sarnielan
Tieet Sarnpla Taoen Sarrt @ Tooet Sarnpela Tooet Sarnpla Toot Sarmple Tao

Tabs... Set As Default Cancel

1) KategorijaGeneral
Alignmentd KN ® 1212010850 A Y2 LRTAOA2YANF GA (GS1a
dz2SRy I 6Sy2 & 202S8 adGNI ySo
Outlinelevet 2RI 6 ANBY2 2Ry2&A fA &85 jgte®pdani g2 2 LJ

dz @A OSNJI 1 Ay a]pdiit ool adidrikpi maINSAYY22 SNRAFBNI GA T (1 2ad
primjeni svojstvo.
2) Kategorijalndentation(K N ® | @hudid 8286 11 dztl 6SyasS GS{ail

Leftc1 2f A1 2 RIF 0S1al 0dzRS dz0dz6Sy & tA2S@S ai
Rign¢] 2t A12 RI G4S1ad 0dzRS dz0dz6Sy & RSay aua
Specialnudi opciju

Hangingd KNIJ & cdz@dz8 8 S6S a9S 2aAY LINBS fAyAeS
First ling(hrv. Prva linija dz@ddz6 A &S &S &l vy2 LINBI fyAelk

None¢cb SYI Ll2aSoy23 dfl é6Syal 2Ryz2ay?2 agz2eai
linije (cijeli odlomak)

5
{ I OF Cl¢eMicRogbit Word2013h R L2 6SGyA |l R2 dzNBF



3) KategorijaSpacing

Before- kolikiNJ T Y1 OStAY2 LRadl BAGA dz 2Ry2&dz yI
svojstvo i odlomak koji se nalazi ispred njega

After-1 2t A1A NITYI]l OStAY2 LRadGlBAGA dz 2Ry 2:
svojstvo i odlomak koji se nalazi iza njega

LinespacingL2 &4 gt 2+ yaS NI T YF{1F ATYSSdz adlt S Lk

6
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1.4 Kartica Line and Page Break

Paragraph ?

Indents and Spacing | Line and Page Breaks

Pagination

Widow/Orphan control

|:| Keep with next

[ ] Eeep lines together

|:| Page break before
Formatting exceptions

|:| Suppress line numbers

Dgnn't hyphenate
Textbox options

Tight wrap:

Mone

Preview

Sarripsla Tiee® S ol Tieet Sarmi il Tiee® S ol Tieet Sl T S ol Tieet Sl et S il Tt
Sainrti v Toioe? S plloa Toioe? Seaarmi ol Toioe? S plloa Toioc? S ploi Toioe? S ploa Toioe? S ploi Toioe? Saripla
Taieet Sl Taoet Sl T Sl Toie? Salrri ol T Sl T2

Tabs... Set As Default Cancel

Slika6 - Kartica "Line and Page Breaks" u kategoriji "Paragraph”

. Window/Orphan controlc2 2 NR 6 S LI T AGA RHinijgo8lomksSostéma @2 RA R I
jednoj stranicia sve ostale na drugoj odnosno da primjerice u odlomku od 5 linija se ne dogodi
RIFI &dz LINWS S6SUGANR fAyA2S yILRAAIYS yI LINB22 A&l

. Keepwithnextch Rt 2 Y 1 yI {22A LINX Ydtitedlgniak Roji dlgre & 02 2
Y12y yeSaroeo ¢2 TyF6A RIF dzl2tAl12 202 ag22ai¢
njega krenemo pisati tekst moglo bi nam se dogoditi da podnaslov ostane na jednoj stranici a
6S14ad ylI RNHzmpdj@eed witfnexiizd RWR ©8 LI T AGA RIF LR2RY
Adliz22 &0NI yA OAodBrRka S 161 132 Guiliyihaasna koji pridijerinio ovo
agcait®z2 6S &S yLFLfFrTAGA yI A&aidz2e a0GNI yAOA 3IR:
Keep lines together, ZadO 60\ ytA 2SS A &ad23 2Rt 2Y1F yI Aadze &l
& LINR 2 S 6 mdprinjeBic¥ 2 linije teksta nalaze na prvoj stranéctlaljnje dvije na drugoj
stranici.

Page break before; Postavljacskrivené simbol za prelazak na novu stranicu. Simbol se
postavlja ispred tog odlomka.

.
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2) SKRI VENI ZAMBORMATI RANJE

' 1fad6d2sYy2 AK 1fA12Y yI 11 42 2RNBSSyA aAavyozt d

— i— i— e —— A
—rizy o &3 7|1
I
=s=== 1=- H--H#.
Paraaraoh P

Slika7-! 1t 2dz6 A g y2S &A1 NAOBSYAK &aAYoz2f L

|1] -Simbol za novi paragraf (odlomak)
................................. Page Break ... - Simbol za prijelom stranice
s Section Break (Next Page) s - Simbol za prijelom sekcije
n - Simbol za primjenu stila nad odlomkom
-+ - Simbol tabulatora
8
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3JEIL LE 1 ZBORNI K

I 2 6 A Y 2 Flifi gbriojanalijevom uglu aplikacije.
B HS O -

FILE HOME IMSERT

e ;",
o . Cal
Paste -

- ~ Format Painter
Slika8 - Lokacija FILE izbornika

OdabiromFILEAT 6 2 Ny A1} 2301 N>r a8 ySOG2 RNHAIFISAS2A LRLRAA
Microsoft Word 2013 aplikacije.

Info

Skripta

G: » Copy » Dokumenti » Skripte » Word 2013 skripta

Protect Document Properties -
Control what types of changes people can make to this document. Size 1,18MB
Protect
Document ~ Pages 32
Words 7340
Total Editing Time 466 Minutes
Title Add a title
PN Inspect Document i
) . o X Tags Add a tag
Befare publishing this file, be aware that it contains: c ¢ Add i
Clheckfor Document properties, author's name, related dates and cropped out image data omments FodEemmernts
ssuesT Footers
Characters formatted as hidden text Related Dates
Custom XML data Last Madified 7.10.2014. %:46
Caontent that people with disabilities are unable to read Created 23.4.2014. 19:20
Account
Last Printed 7.10.2014. %:46
Options ’_lj Versions Related Peon
elate eople
Q _j There are no previous versions of this file, P
Manage Author . B
Versions = Sasa Fajkovic

Add an author
Last Madified By

Sasa Fajkovic
Related Documents
. Open File Location

Show All Properties

Slika9 - FILE izbornig Info

3.1 I nflanf or maci j e

Prva stavka (odabrana automatski prilikom otvarafjaEzbornika) se zovénfo i nudi raznovrsne

informacije o dokumentu Kkoji je trenutno otvoren.

{ RSayS aiaNryS as ylLtl1lS agiske@iiddbroja Raricd®agey (| L2 L.
datumastvaranjaGreated A 1 | Ry 2 §a3t MoeNi&)Sahtdd doyudhentahuthor A 22 0O Yy 2 3
druge stavke.
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I ANBRy2SY RA2Stdz a$S y I tProfecd Doguniéit 2 SLINB (i NI MNIAHiy2 R 2

|
unutar dokumenta ukoliko oni postojeCheck for Issugs pregled verzija dokumentavi@nage

Version}.

3.2. NewNovo

OpcijaNew 2 Y2 3dzd | O ad @k NI yesS yz2¢@g23 22NR R21dzySydil d

dokument Blank documenit Af A {1 2NAAGA BRERDIA 2R LR&aG22S0AK LI

New

Search for online templates pel

Suggested searches: Letters Resume Fax Labels Cards Calendar Blank

< 9 Aa Title (=]

Blank document Welcome to Word Single spaced (blank) Blog post
JOIN US AT OUR =
D

ANNUAL EVENT

= e : :
= % ) e [Repont Title)

[

i

Resume Business flyer Student report Event planner

Slikal0 - Stvaranje novog Word dokumenta

'12fA12 yAayY2 T FR2@2ft2yA LR&G22S6AY LINBRf200AY!
LINBRE 20F 1+ 1 2NAOG Sy 2 SearchBgR doenjidh lijeVon dijedNB G NI OA gl y 2§
Search for online templates 2

Suggested searches: Letters Resume Fax Labels Cards Calendar Blank

Slikall-t NBT 2 NJ T | -SiassHiBet OA @l y 2§
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t 2G0NBoy2 2SS dzZLJAal GA 1FGS3I2NRASdz Af AEnRhzaipatvrdiNE Rt 2 O
AfA 12NRAOGSY2SY YAOF 2RIONIGA NMBYNIZOA BRWESD | dz
% Home @ calendar D

Slikal2-t NB G N} OA Gl y2sS LINBRf 20 1
NapomenalJ2 i NBoy2 2SS AYIGA @Gltalydz #ST1dz & LYGSNySiz2y

bl 12y OG2 LRINBYySY2 LINBGNI OAgGlyaS ILINBSRNBRE 2DO0A Y
a022AY 2LAA&A2Y 2R3IZ2GI Nl 2dz dzLIA &l y2Y L22Ydz dz LINRT 2N

NapomenalINB Rt 2 01 S LINBGNI Odz2i§ dzlAdaA gl yasSy Li2avy2gt v

% Home | calendar Jol

[ —

[YEAR]

Manthly calendar (Traditional... Academic calendar... Maonthly calendar... Family photo calendar (any year,...

=
=5
f

MOGHTH of NOVEMBER

-—

=
=5
4

Lesson plan calendar 2014 photo calend... 2014 photo calend... November calendar

Slika13-w ST dzf G F GA LINBGNI OA Gl yal LINBRE 20
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™A

bt12y Oi2 LINRRAIZEEYZ (224 YyIY 2R3I2GI NIz LRGNBoy?
pritiskom naCreat€& yF 12y 6S3F 6S &S INBANIGA y20A 22
LINBRt 2 O dzo

NR F

Yearly calendar (Modern
Elegance design)
Provided by: Hewlett-Packard

This design-coordinated business calendar has
room for your company logo and contact
information, The calendar has a full year on one
page, and the weeks start on Sunday. Find
matching templates in the Modern Elegance
design set by clicking the See Also link above.

Download size: 17 KB

Rating: ¥ ¥ ¥ ¥ 3% (17Votes)

)

Create

Slikal4- Kreiranje dokumenta zasnovanog na préalip dz

3.3. Ope-Ot vor i

z

OpcijaOpend S 2 Y2 3dzd A (1 22 GLONINT lyi2 S L2 & UaueabRe@nt bawidentsR | G 2 (i ¢
1FrdS32NResS yFfFrT A &S LRLAE ySRIGy2 (12NAOGSYAK R:
prikazan, potrebno je odabrati neku od opci lijeve strane, primjericBompute’h  LJ2 1 NI OA G A R

Open

[v]

@ IS Recent Documents

E‘% Integrating additional cloud storage services in Office 2013.doc

C: » Users » Sasa » Downloads

Sites - Carpe Diem I -
@ “E Skripta.docx

G: » Copy » Dokumenti = Skripte » Word 2013 skripta
E‘% Zapisnik_Revizija MSPM_10.10.2014..doc

Carpe Diem » Carpe Diem » Arhiv zapisnika

“E DUUDIdocx

Carpe Diem = Carpe Diem

#@, OneDrive - Carpe Diem

& OneDrive
“E Zapisnik sa Skupitine.docx

Carpe Diem = Carpe Diem

EI;I Computer é Zapisnik sa Skupétine.docx
Desktop
+ Add a Place é Sasa Fajkovic - Zivotopis.docx

G: » Copy » Dokumenti » Sasa Fajkovié

Slikal5-h G @F NI y2S LlRaiti22S6S3 22NR R21dzySydil
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3.4 Save | 1ISSapvwree s i BEpbemni Kao

hLiOA2S { @S A {F@S 1'as Al 12 af AGpeijSSavgd S LINIINS YL
R21dzySyid yI yeS3az2gz2e > @So6 LkRraidzeSoez2e 21 0A2A®
6S &S LINRBT 2N T+ 2RIFB0ANI £211 O0A2S8S &LINBYlyal R27 dz
spremanja dokumenta, naziv dokumenta2 NY I & A LINBYl yealt > Fdzi2NI z GF 32¢
naslov dokumenta.

w3 Save As
T & » ThisPC » Local Disk(C:) » Users » Sasa » Downloads v & Search Downloads 0
Organise = Mew folder e 2 .@.
H hvana L MName : Date modified Type Size
Kl saza Fajkovie . . )
. latest_usb_driver_windows 2.10.2014. 10:2 File folder
% This PC M= CV ANA SKRLEC.docx 16.10.2014,18:17 Microsoft Word D... 25 KB
- is
. Deskt M= Marko Turkalj - Audio Engineering.docx 27.9.2014. 18:05 Microsoft Word D... 33 KB
eskto
= P M= PETRA SMENDEROVAC.docx 16.10.2014,18:13 Microsoft Word D... 13 KB
| Documents = S X o ;
M=| Renduli¢Daria.docx Microsoft Word D... 11 KB
&4 Downloads 1. L . o o
= M=| RU-zavrini rad za ak.g.14-15.docx Microseft Word D... 119 KB
¥ Kbot (kabot) > . . ) ) o
~ R =] Saia Fajkovic - Zivotopis.docx Microsoft Word D... T2 KB
J Music . . ) )
o M= Zavréni rad 2.docx Microsoft Word D... 441 KB
=| Pictures 1. . _ ;
X M= Zavréni rad 3.docx Microseft Word D... 441 KB
& Videos
&, Local Disk (C:)
—a Data (G:)
File name: | Test dokument v
Save as type: | Word Document (*.docx) v
Authors:  Saga Fajkovic Tags: Addatag Title:  Add a title
[] Maintain [ 5ave Thumbnail
compatibility with
previous versions of
Word
“ Hide Folders Tools - Save Cancel

Slikal6 - Izbornik za spremanje dokumenta
Napomenal {2 &Yl GN}X 4GS RIFI 6S R21dzYSyid oAdGA 200Ny y|
ranije,LI2 G NBoy2 2SS 2RFONIGA &aLINBYlLyaS dz aildldseSy F2N
F2NXIEGP { (0 dddRd T2 NIMH Ril 22030 Say A1 0 2 Dhleras ez RRI WS NAR S
oword 972003 Document (*.dod) ®

i, Local Disk (C:)

—a Data (G:)
File name: | Integrating additional cloud storage services in Office 2013.doc ]
Save as type: | Word 97-2003 Document (*.doc) v

R ‘Word Document (*.docx)
HpiE ‘Word Macro-Enabled Document (*.docm)
‘Word 97-2003 Document (*.doc)
‘Word Template (*.dotx)
‘Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)
“+ Hide Folders PDF (*.pdf)
XPS Document (*.xps)
Single File Web Page (*.mht;*.mhtml) e
Web Page (*.htm;* html)
‘Web Page, Filtered (*.htm;*.html}
Rich Text Format (*.rtf)
Plain Text (")
‘Word XML Document (*xml)
Word 2003 XML Document (*xml)
Strict Open XML Document (*.docd)
OpenDocument Text (*.odt)
Works 6 - 9 Document (*.wps)

Slikal7 - Odabir formata spremanja dokumenta
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OpcijaSave As0 S 2Y23dzoAGA aLINBYlLyaS R21dzYSyidl ylI y2gdd
Ll2&aiizaS6A R21dzYSyid 12283 ayvy2 dINBSAGFEAD t NAEA] 2
f 2 1 I DARocéulnentsDokumet.docxda @ YI 12 o0A Y23fA 1108 A o6NOS L
prebaciti naDesktop

Y2ZNROBOY¥BE VYO 2NY ALl 2Y23dzdAd 6S aS aLINBYlyaS LRa

12NROGSY2SY LINRT 2N} T &LINBYI yeh&ndrstrgnideyndavislike: 1 2 2 A
Izbornik za spremanje dokumenta).
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3.5. Pri-Pni ntanj e

T Y23dzodyz2ad 1flairéyz23a LINAyGryalr R21dzySyFridl vyl
druge formate poput XPS ili PDF formata.

Print

Copies: |1 :
=
Print
Printer
; Send To OneNote 2013 .
% Ready
Printer Properties
Settings
= Print All Pages
D The whaole thing
Pages: | i
j Print One Sided
Only print on one side of th...
||=|:|-|=|:| Collated .
123 1,23 1,23

D Portrait Orientation -
|:| Ad
-
21 cmu 297 cm

Mearmal Margins

Left: 25cm  Right 2,5 cm

D 1 Page Per Sheet -

Page Setup

Slikal8 - Printanje Word dokumenata

U gornjem desnom ugluCppie$ = Yy dzZRA &S 2LJ0A 21 T dzyza {2ftA]
AALINAYGFGA® LALRR G231 a8 yFfFT A LI RF2dzA Al 62
LINB Y 8A A T A Viduélrie $rinteddlJpopiit Brivdericé Microsoft XPS Document Writer).
+ANIdzZE f YA LINAYGSNI 8S aAyYdzZ ANFGA a0 NYy2 LINAyGlye
datoteku u formatu koji odgovara vrsti printera.

Z N

¥
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U kategorijSettingssenuded f 2y 28 2LJ0A2S8 11 AalLAad tNB2 ylLyYy &as
(Print All Pagess &1 Y2 (NBydziydz aGNI yAOdz yI 12222 a8 ylIf
ONRP2S@PS aiGNI yAOlF dzLIA dadzRfgase dz 1T G2 LINBROASSy2 LI

Ispod odabNl 1228 &0GNI yAOS OStAY2 LINARYyGlIFaGATZ yrtFrT A as
RO2aGNI y20% yIF6AYy a2NIANIyal LINAREA{2Y OAOSadNHz 2
LINS &GN} yAOS>T LI ag@S RNaaS 2 By 280 O AN A S 3R 2A] (dRrdS
tako dok se sve kopije dokumenta ne isprintaju).

B GAY YyIEEFTAY2 2L0OA2dz T 2REFEOANI yIFE6AYl Lkt 202l
G2R2NI @y2 AfA 212YA02 LINRYI(Il yiee@dra hadkbj2pRntaiac2 3+ & S
LRadlk @t aryeS YFENBAYF S (12ftA12 aidNIyAOF R21dzySyi
opciju 1Page Per Shegk a LA &1 GA ©6S &S 2SRyl &GN} YyAOlF R21dzYSy
Pages Per SheétS  Atali HlEPstyanice dokumenta na jednu stranicu papira. Princip daljnjih opcija

2S ARSYyi(A6lIyo®

Mormal Margins

Left: 25cm  Right 2,5cm

1 Page Per Sheet -

1 Page Per Sheet

2 Pages Per Sheet

4 Pages Per Sheet

= B [T |
[mm]mm|
B E O

& Pages Per Sheet

o
o
o
o0

2 Pages Per Sheet

ooog
ooog
ooog
oooo

16 Pages Per Sheet
IE Scale to Paper Size 3

Slikal9-L LA & SAOS adGNI yAOr R21dzySyidl yl 28Rydz &N

3.6 Sha+Dd j el jenj e

OpcijaShared KNB@® 5i2S8St2Sy28S0 2Y23dzoAd 68 oNI 2 RA2StE 2¢
Clouddza t dz3lF x &aftlyaSy StS{TUNRBYyAG612Y LROG2YZ 2021 @
R21dzYSy il dzydzit NI ot23 6ty @

16
{ I OF Cl¢eMicRogbit Word2013h R L2 6SGyA |l R2 dzNBF



3.7. ExXpolrzvoz

WSRIY 2R YyI 26 S <ahjadokunenatiNgslafeNitkanteyat@RAPortable Document

Format) F2 NXY I Gdzd Y2NRAOGSya2SY 2¢23 F2N¥IGFT ylLadgz2aa
R21dzYSyid T FLINI @2 aG0FNr atAal]l20yS StSYSyasS Al LkR:
tajd2 {1 dzYSy iG> 202SRAy2dz2S AK dz 2SRy R21dzySyid 1(122hA
LINBGNI OAGFGA 12NROGSy2SY 2SRy23 2R Yy23AK LINEINI

{ f ARDFR22 NXY I G dzZ Y 2 3 dkBSXML2Paper| Shadificatipfdriial, noiovaj format nije u
6Saitz2e dzZ2 N} oA

Y12 o6A AT GNDAtA Al @21 BpiropiluidarFILEbignkaiatihz 25 2
2 Rl 0 NI { Crea#eLBOR/ P& Dacuntent A & RS&AYyS &ai0GNIyS CoiatedNRAGA
PDF/XP& @

Export

Create PDF/XPS Document Create a PDF/XPS Document

nE Preserves layout, formatting, fonts, and images
Content can't be easily changed
F/"j Change File Type Free viewers are available on the web
mE==
Create
PDF/XPS

Slika20 - 1zvoz dokumenta
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hG N a8 LINRT2NI T AT @21
f21F0A2dz T R21dz¥Syid 122r o

1 i. » ThisPC » Local Disk (C:) » Users » Sasa » Downloads (v} Search Downloads

Organise » MNew folder
Bl sazaFajkovic ~  Mame Date modified Type

. latest_usb_driver_windows 2.10.2014. 10:21 File folder

il 3331_1_Programsko inzenjerstve i upravlj..  30.9.2014, 17:21 Foxit Reader PDF ...

por] 20141007092427373. pdf 14.10.2014. 18:22 Foxit Reader PDF ... 948 KB
il Austrian airlines - oversales confirm.pdf 17.10.2014. 18:14 Foxit Reader PDF ... 1.442 KB
rorl Austrian airlines complaint.pdf 17.10.2014, 18:14 Foxit Reader PDF ... 862 KB
o isprava_20141013000200350824. pdf 13.10.2014. 11:12 Foxit Reader PDF ... 63 KB
vor] MartinaRarnljak. pdf 16.10.2014, 18:16 Foxit Reader PDF .. 184 KB
o] Radna uputa za zavrini rad 4.rev.pdf 30.9.2014. 17:29 Foxit Reader PDF ... 215 KB
o] 5asa Fajkovic.pdf 17.10.2014, 1211 Foxit Reader PDF ... 1.151KB
e Sasa Fajkowvic - iivotopis.pdf 16.10.2014. 10:39 Foxit Reader PDF ... 158 KB

18| This pC
g Desktop
| Documents
& Downloads
[ Kbot (kabot)
W Music
£ Pictures
& Videos
., Local Disk (C:)

—a Data (G:) o

File name: | Integrating additional cloud storage services in Office 2013.pdf v|

Save as type: | PDF (*.pdf) v
XP5 Document (*xps)

OTIITE 2T PTG T
() Minimum size
(publishing online)

Options... |

(% Hide Folders Tools = | Publish

Slika21 - Izvoz dokumenta

blrl12y OG2 av2 dzyAcStA a@S LRGNBoyS LRRIFG1S A 2F
potrebno je stisnutPublishdo KN ® ho2lF A0 yI 12y 6S3F 1Tl LR6AyeS LI
Y208 GNI2FGA aeeSafrsSiatNg 1528 (YayyRdki L& hRIA & A LINDBSy & i o
AT @2TAY2 A Y23dzoy2adGAYEF NI&dzyltF yI 122SY a8 2LJS

¢212Y AT @21 I dhutar ROt SVordzokuinénta informacijsku obavijest o trenutnom
stanju izvoza dokumenta u domjedesnom uglu Word dokumenta.
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3.8. C| oisZeat var anj e

OpcijaClosed S L2 { NBydziA TF 3@ NryaS R21dzySyilt oAxaiz {1 2

Word aplikacije). Ukoliko dokument nije bio spremljen ili postoje promjene na dokumentu koje nisu
ALINBYt 2SySsy LR2IFIGAG 06S &S LINE poddtkali poButliti ap&je zdzlLJ2 T 2 NJ

spremanje promjenaSave, otkazivanje nastalih promjen®¢n't Savg ili otkazivanje cjelokupne

operacije zatvaranja dokument&éncél.

Microsoft Word “

Want to save your changes to Document14?

If you click "Don’t Save’, a recent copy of this file will be temporarily available.
Learn maore

Don't Save Cancel

Napomenah RF 6 SNBGS A &afdzl 2y2 2 LIODanSavii WordRéuga®iA &1 y 2 S
Y20A 0S0S R28A TR2RYRS| &AMLINGIVIt 2SyAY LINRY2SYylF Yl o 22
spremanje dokumenta i sprema ih u privremenu memoriju.

3.9. Accoiuknatr i sni | ki ral un

Unutar opcijefccount y I £ 1T S &8 2ay 2 Qy2SNIMayyFR2oNpy2 YO ANEESS d2y doF | A0 Sa
Word aplikaciji.

User Information Product Information
Sasa Fajkovic -
sasa@carpediemka.info G Oﬁlce

Change photo

About me

Sign out Product Activated

Switch Account Microsoft Office Standard 2013

This product contains

Office Background: TP E

Mo Background - Change Product Key

Office Theme: About Word

White M 0 Learn more about Word, Support, Product ID, and Copyright information,

About

Connected Services: Word

¢& OneDrive - Carpe Diem

sasa@carpediemka.info

B Sites - Carpe Diem

sasa@carpediemnka.info

Add a service ~
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alAONRa&AZ2T

1512 2yA

NOpt iicOpsci j e

22NR | LIXATFOAZIE ydzZRA @St ATA
12NRAROGSYy2aSY 20AK 2LI0A2F Y23dz GNI 2ju ®Sabiluprey 2
0SSt So

UnutarFILEzbornika odaberemo zadnju stavkdptionsy' I { 2y 6 S3 |
opcija Word aplikacije.

0 NE 2

2 LJO/
2 R NJ

a8 LINR1FT dz2$S L

Opcije su raspodijeljene kroz 18rmvnih kategorija.

20
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Word Options ?
General . - .
X General options for working with Word.,

Display “
Proofing User Interface options
Save Show Mini Teclbar on selection
Language Enable Live Preview

bl i i i
Advanced Update document content while dragging

ScreenTip style: | Show feature descriptions in ScreenTips W
Customize Ribbon
Quick Access Toolbar Personalize your copy of Microsoft Office
Add-Ins User name: Sata Fajkovid
Trust Center Initials: SF

[] Ahways use these values regardless of sign in to Office.

Office Background: | Calligraphy v

Office Theme: White w

Start up options

Choose the extensions you want Word to open by default: Default Programs...

Tell me if Microseft Word isn't the default program for viewing and editing documents,

Open e-mail attachments and other uneditable files in reading view '

Show the Start screen when this application starts

0K Cancel
Slika22-t NBI 2NJ | | dzZNBESAJlI yeS 2LIOAZ!H

R2

dzNB F



4.1. Gene-Opli eni t o

Unutar kategorijgGeneraY 2 OSY2 12y FAIdzNANI GA yl 22ay208yAiesS LRa
aplikacije.

t NS GNR 2L0A2S 2Ry24S yvI AT 3IESR {2NR&YyAG6123 4&dzH

User interface options:

f Show Mini Toolbar on settion ¢ LINA{ T A @I ye2sS LRY206y23 LINEBIT 2NJ
dINBSA Gl yaS 20Aft2S5S0Sy23 GS1adl
§ Enable Live Preview2 Y2 3dz0 | @I LINBR LINB3If SR {112 68 AT 3t ¢

nego ju i zaista primijenimo. Primjerice, odabir okvira nad slikama.

f Updatedocument content while dragging R2 { dzY Sy i &S | OdzNA N} A  LINA |
LIN2EY2Syl > dz NBIFHfy2yY @NBYSydzz R21 &S ySi1A 2062
smanjuju.

Personalize your copy of Microsoft Office:

f User namegtekstualnopoB S T 1 dzLJA & @F 0S3 AYSyl

1 Initials ¢ tekstualno polje za upis inicijala

f Always use these values regardless of sign in to Oftite¥ FA OS ONDOA &AY I NRBYAI
aAONRa2Fld aSNBSNRY A LRGEFIG6A yS|1S 2ay20yS Ay
iYSYlF A AyAOA2lIfAd® 1112 2SS 2@ 2LIJ0A21 dzZLJ f 2Sy
LINR 2| @f 2Sy 23 1 2NRAYAllF 2Ry2ay2 12 A 12NRAYA]

9 Office background; odabir pozadinske slike (linija) unutar Office aplikacija

9 Office themeg odabir teme za Office aplikacije

Start up options:

f Choose the extensiopou want Word to open by defaut2 R 6 ANBY2 F2NXI GS T
R 4S8 dzi2YFGailA 2001 NI 2dz dz aAONRaz2¥Fd 22NR | L
teksta.

1 Tell me ifMicrosoft Word isn't the default program for viewing and editing documengs
OStAY2 fA RIF ylIa 22NR dzL2T 2NA 12 28 yS1F RN
dZNBSAGEyeS A LhAaalyeasS GaSt1adal

f Open email attachments and other uneditable files imeading modec OSt A Y2 A RI

aAONR&2Fl 22NR dz6AGlE dz yF6Aydz N} RF T 6Adlye
R21dzySyid 122A 28 LINRAGAGE] dz StS1GNRBYyAGS] 22 LR
yEYAaSyaSy 11 diNBSAGIyaSo

f Show the Startscreen when the application starts OSf A Y2 f A 2Y23dz8AGA L
ekrana gtart screei prilikom pokretanja Microsoft Word aplikacije
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4.2. Di spPaykaz

hgl 1FGS3I2NR2F 2LI0A21F &t dzOA T LRRSOI @I yie@ds 2 LIOA 2
i printanja dokumenta.

Word Options ?

G | - .
Enere B}\ Change how document content is displayed on the screen and when printed.
Display
Proofing Page display options
Save Show white space between pages in Print Layout view
Language Show highlighter marks
Advanced Show document tocltips on hover
Customize Ribben Always show these formatting marks on the screen
Quick Access Toolbar [] Tab characters -
Add-Ins L] Spaces
[] Paragraph marks T
Trust Center grep
[] Hidden text abc
[] Optional hyphens -
Object anchors 7]

[ Showall formatting marks
Printing options

Print drawings created in Word

[] Print backgreund colors and images
[[] Print document properties

] Print hidden text

[] Update fields before printing

[] Update linked data before printing

Cancel

Slika23 - Kategorija Display

Page display options:

f Show white space between pages in Print Layout viewnSf A Y2 f A 2Y23dzoAGA |
LINEAG2NI AT YSSdz ROA2S &0 NId®BBORS thAl fRedRy S 22 Y3
LINPAG2NI AT YSSdz ROA2S aiGNIyAOS (G212Y dz2NBSA DI ye

f Show higlighter marksc I { 2 dz R2 {1 dzySyiddz L2 ad22aSighlighth Soy 2 2
Y208Y2 dzLdt t AGA AfA dz3FAAGA yYy2AK2O maNm 11T LINR

f  Show document tooltips on hoveg LJ- £ A Y2 Af A 3IFAaAAY2 LINR]FIT LJ2 Y
1dzNE2NRY LINA2SSSY2 LINB12 yS1S 2L0A2S80

Always show these formatting marks on the screen

hRFOANBY2 1228 2R yI @SRSYAK aAavyoz2ftl OStAY2 d«
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Printing options

=A = =4 =4

Print drawings createdinWordOSf A Y2 f A LINAYyGFGA 3IANI FA61S 2062
Print background colors and imagesOSf A Y2 f A AALINAYGFGA LRTFRAYA
Print document properties OSf A Y2 f A LINBuylehte.G A LR &G 1S R2

PrinthiddentextcOSt AY2 fA LINAYGlFGA G814 122A 2S5 20Af

Update fields before printngg OSt A Y2 A R 2 2NR ldzi2YlF daj
objekata/polja unutar dokumenta prije printanja dokumenta.

Update linked data beforeprinting ¢ OStf AY2 fA RI 22NR | dzi2Yl (aj]
poveznica prema vanjskim resursima prije printanja dokumenta.

4.3. ProoifRrngvj era pravopisa i gram

G |

snere 'TECJ Change how Word corrects and formats your text.
Display
Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type: | AuteCorrect Options...
Language

When correcting spelling in Microsoft Office programs

Advanced

Customize Ribbon
Quick Access Toolbar

Add-Ins Flag repeated words

Trust Center [] Enforce accented uppercase in French

Ignore words in UPPERCASE
Ignore words that contain numkbers
Ignore Internet and file addresses

[] Suggest fram main dictionary anly

Custom Dictionaries...

French modes: |Traditiona| and new spellings

Spanish modes: |Tute0 verb forms only EI

When correcting spelling and grammar in Word

Check spelling as you type

[] Mark grarmar errors as you type
Frequently confused words
Check grammar with spelling

[] Show readability statistics

Writing Style: | |
Recheck Document

Exceptions for: Skripta.docx

[] Hide spelling errors in this document only

+| Hide grammar errors in this document only

OK | | Cancel

Slika24 - Kategorija Proofing
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UnutarProofing]l I G S 32 NXA @8 optije vRZu@Izaprovjeru pravopisa i gramatike unutar Word

FLX A1l OA2Sd ¢l 12 LINAY2SNAOS Y20S8SY2 2RIFEO6NI GA OS¢
LYdSNySdG I RNBaS A FRNBaS R2 yS{S RIG2ipdagay OStAY
SOSyldz- ty2 al {NRAGA LRINBO1IS dz LIA&lyadz al Y2 dz 202

4.4 Sav-Epremanj e

Word Options ?

General E Customize how documents are saved.

Display

Proofing Save documents

Save Save files in this format: ‘Word Document (*.docx) v
Language Save AutoRecover information every |10 < minutes

Advanced Keep the last autosaved version if | close without saving

Customize Ribbon AutoRecover file location: Ci\Users\Sasa\AppData\Reaming\Microsoft\Ward\, Browse...

Quick Access Toolbar [[] Don't show the Backstage when opening or saving files
) B Show additicnal places for saving, even if sign-in may be required.
Add-Ins O Save to Computer by default

Trust Center Default local file location: C\Users\Sasa\Documents', Browse...

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:
(") The server drafts |ocation on this computer

(®) The Office Document Cache

Server drafts location: | Ci\Users\Sasa\Documents\SharePoint Drafts\, Browse...

Preserve fidelity when sharing this document: Wz Skripta.docx v

[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

#| Do not embed common systemn fonts

Cancel

Slika25 - Kategorija Save
202Y RA2Stdz Y208Y2 2RNBRAGA 2LI0A2S ST IyS T &

Save documents:

 Savefilesintis formatc2 R 6 ANBY2 (22A 08S o0AGA LINBGLRAGE Of
Word dokumenata.

f Save AutoRecover information evegodrS 822 SY2 @GNBYSyaliA Ay GaSNBIt |
automatsko spremanje dokumenta.

1 Keep the last autosaved version iflbse withoutsaving;OSt A Y2 f A RI 2 2NR & LIN
BSNI A2dz R21dzySy il o2@Aay2 {1FRI 2S5 yI LNl @gf 2Sy?2
do zatvaranja dokumenta bez prethodnog spremanja svi promjena.

1 AutoRecover file locatior lokacija na kju se automatski sprema dokument.
hadlfS Y23doy2adAy
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a23d6S 28 RSTAYANIGA LIR&GHS1S T+ 2adrts 210428
f2110A2dzE ditedSyas 12NAOGSYAK F2yiz2dl dzydzil NI F

Napomena:koristimo li neki od ne standardnih fontova (koji ne dolaze pred instalirani unutar Word

FLIX A1l OA_2S0 L2 Ofmbedfehtsidfig tzl 22dzBA A8 280X 2dzZ Y23 GS1
1S1a4d0 dzaNBSSysz LINByAz2 A T2 \6vh ofcip &ije Ypalier i dsiba Kojgj R 2 1 d:
OFrtaSy2 R21dzySyid ySYI AyaidlftANry F2yi (22AY 28
12NRaGAG 6S &S yS{A RNHAA F2yido

4.5 Lanqu-deei k

lo2@g22 1F0SA2NA2A ONOAY2 daNBSAOlFyea2S LkRadGl @1 Ar &SI

Word Options ?
General e .
Enera ﬁ% Set the Office Language Preferences.
Display
Proofing Choose Editing Languages
Save Add additional languages to edit your documents. The editing languages set language-specific features, including G
dictionaries, grammar checking, and sorting
Language
Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)
Advanced Croatian (Croatia) <default> Enabled V7 Installed
Customize Ribben English (United States) Not enabled ’;‘,‘ Installed
Quick Access Toolbar
Add-Ins [Add additional editing languages] v
Trust Center [] Let me know when | should download additional proofing tools.

Choose Display and Help Languages

Set the language priority order for the buttens, tabs and Help

Display Language Help Language
1. Match Microsoft Windows <default> 1. Match Display Language <default>
2. English - 2. English -

I Wiew display languages installed for each Microsoft Office program

% How do | get more Display and Help languages from Office.com?

Choose ScreenTip Language

Set your ScreenTip language’ | Match Display Language |«

% How do | get more ScreenTip languages from Office.com?

Cancel

Slika26-! NESA @l yeasS Lkraidl g1 A 2ST Al

UnutarLanguagel | 6§ S32NA2S Y20SY2 LRRSaAGA 122A 2SiT Al 4&as
Ako hrvatski jezik nije instaliran potrebno je preuzeti dodatak za provjeru pravopisa i dearsat
a4t dz0O6SyS aAONR&A2F(G adGNIyAOS® 52RIFGF] 28 o0S&aLidt |l al

http://www.microsoft.com/en-us/download/details.aspx?id=35400
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http://www.microsoft.com/en-us/download/details.aspx?id=35400

46. Customi zeURvlaimore al atne trake

Unutar ove kategorije se halaze opcije za prilagodbu alatne trake.
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