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MaprmHe, opujeHTaumMja U 3ariaB/ba

* [lopewaBame cTpaHuue (Page Layout)
* MapruHe n opnjeHTaumja

e [lpunpema AOKYMEHTa 3a WwWTamny
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OpujeHTaumnja CTpaHnue

O6nuk cTpanuue (Page Layout)

e Be/iyMHa nanupa (A4, A3, Letter...),

e opujeHTaumnja (ycnpasHo — Portrait, nonoxeHo — Landscape),
* MapruHe (roptba, AOHA, N1€BA, AECHA),

® KO/MIOHE, HYMepauMja CTPaHULA U 3ar/1aB/ba

[lodewasar-e osux onuyuja je Npeu KOPAkK rpe rnucara o3bureHuje2 00KymeHma
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OpujeHTaumnja CTpaHnue

OpwujeHTauuja ctpaHuue: Portrait n Landscape

* Portrait (ycnpaBHO) — BULWIN HErO WNPU,
* Hajuyewhe 3a TEKCTya/IHE AOKYMEHTE, CEMMUHAPCKE pPaaoBe, Kbure.
* Landscape (No0n0XeHo) — WNpU Hero BULLIN,
* 3roaHo 3a Tabene, wmpe cinKe, noctepe.
Y Word-y:
e Layout / Page Layout - Orientation = Portrait / Landscape
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Ob6/IMK CTpaHULE
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OpujeHTaumnja CTpaHnue

BennunHa nanupa (Size)

* Hajuewhu popmaTtu:
e A4-21x29,7cm (ctaHpapaHu popmaT 3a WTamnay)
A3 -—Behu popmart (2x A4)
e Letter, Legal — ctaHpapan BaH EBpone
* Y Word-y:
* Layout - Size - n36op dopmarta nanunpa

BaxcHo je 0a gopmam y Word-y o02osapa popmamy nanupa y wmamnady



PN Co-funded by
the European Union

Ciwenet

MaprmHe

MapruHe = npa3aH npocTop uamehy Tekcta n nsmue nanupa:
* roptba (Top) n porba (Bottom)
* neBa (Left) n pecHa (Right)
* OAHOCE Ce Ha ueny CTpaHuuy

* MOCTaB/bajy ,PaAHN NPOCTOP” 3a TEKCT

3aWTO Cy Ba)KHe?
® YUT/BUBOCT TEKCTA
® NpocCTop 3a noBe3uBare (bind)

® MoOLWTOBakbe CTaHAAPAA (ceMMHaApCKM, mactep, Tese...)
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MaprmHe

* Layout / Page Layout - Margins
* [loHyheHun wabnonwu:
 Normal (2.5 cm ca cBux cTpaHa),
 Narrow, Moderate, Wide...
* Custom Margins...
* PYYHO ce yHoce BpeaHocTu 3a Top, Bottom, Left, Right.

,Gutter”—0o00amHa mapauHa 3a yse3usare 00KyMeHmMa.
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Kopnwhemwe nemsunpa
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Ob6/1IMK CTpaHULE

Be)kba

OTBOPUTU AOKYMEHT Primerl.doc v u3spwnth cnegeha nogewasarba:

[locTaBUTU HAYMH NpUKasa Print Layout
[MogecuTn ga BennYMHA NPMKasa AOKYMeHTa byae jeaHaKa WMPUHK CTpaHe
[1TOCTaBUTU ropHbY N A0HY MapruHy Ha 2.5Cm a n1eBy U AeCHY Ha 2,2cm

CayyBaTu U3MeHe Yy IOKYMEHTY M 3aTBOPUTU Ia
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3arnaBsba U NOAHOM|A

Header and Fooker

View/Header and Footer Insert AutoText ~ A @O %R E S S, dos

e 3arnas/be — NPOCTOP NMPU BpPXY cTpaHuLe (M3Haa TeKcTa)

* [loaHOXKje — NpocTop NPu AHY CTpaHuLe (Mcnopa TeKcTa)
Ty ce 06MYHO cTaB/ba:

* Ha3WB AOKYMEHTA UM NOrNaB/ba

* KUMe ayTopa

* Opoj cTpaHe, AaTym, norotun wKone/Ppaxkynrera
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3arnaBsba U NOAHOM|A

Header and Footer -

Insert AutoText * A R RO | | 2R E & 5, | cose
View/Header and Footer

Insert AutoText ~  ymeTarbe paHuje GopMaTMpPaHOr TEKCTA
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PE NpeTxoAHo 3arnas/be/NoAHOXje
3, cnepehe 3arnas/be/NogHoOXje
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3arnaBsba U NOAHOM|A

Hymepauuja ctpaHuua -Insert / Page Number

Header and Footer

* [lo3uymja 6poja: Inisert AutoText ~ A W FE O 0% &S, dose

 Top of Page (rope — 06uyHO y 3arnassby),

 Bottom of Page (gone —y nogHoxjy),

* Page Margins (Ha maprnHama),

e Current Position (TpeHyTHa no3unuuja Kypcopa Yy 3arnas/by/NoaHOMK]Y).

 W360p cTtnna (ueHTpupaHo, aecHo, ca ,Page X of Y“..).
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3arnaBsba U NOAHOM|A

Header and Footer

Insert AutoText = A 8 I EE O | | 9E | E & 5, dose

* PasnnuuTo 3arnas/be/NoAHOXKje Ha NPBOj CTPaHULM
* Different First Page
e CeKumje u pasinumTa 3arnassba
e Section Breaks omoryhasajy aa pa3nnuyntn AenoBu AOKYMEHTa NMMajy
* pPaA3ANYUTE MAPTUHE
* pasnMuUTy opujeHTaumjy (HnNp. jeaHa ctpaHuua Landscape)

* PAaA3NINYYNUTa 3al/1aB/ba U I'IO,EI,HO)Kja
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3arnaBsba U NOAHOM|A

Be)kba

* Y 3arnassbe gOoKymeHTa “Suncokretii sisarke.doc” ctaBuTM ca neBe cTpaHe AaTym a
Ca JecHe CBOje UMe U Npe3mme

* Y nogHoXje cTpaHe NoCcTaBUTU Bpoj cTpaHe (pMMcKum bpojeBmma) no cpeanHm
* Y 3arnas/by NpBe cTpPaHe A0KymeHTa Tpeba aa ctoju

* noro wkone/dakyntera neso,
* HasuWB NpeamMeTa Uan Kypca AecHO.
* [IpBa cTpaHe Hema NoaHoXKje
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