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MEPCOHAJIMSNPAHE HA MS OFFICE

HacTpolikuy 3a nepcoHaiu3upaHe
[Ipersien ¥ mpoMsiHAa HA HACTPOUKUTE Ha IMporpaMaTa U IOTPeOUTEJICKUS HHTePPENC
KoHTpo/siMmpaHe Ha HAYXMHA, 10 KOWMTO U3IJIEXK/AAaT U Ce peJlakTupaT panioBeTe
OTpa3siBaHe Ha JIMYHATa UHPOpMaLUs U IpeANI0YUTaAHUS

BuioBe HAaCTPOUKH
O6LL[I/I —¢1HHU U CbLIHX NJIN CXOAHH 34 LEeJIUA O(l)I/IC ITIaKeT
crieqMPUYHHU — 3aBUCAT OT PpanJioBeTe, C KOUTO PpabOTH IIporpaMara

JlOoCTBII O HACTPOUKUTE
®aun/Onuuu (File/Options)

EBPOIENCKA PAMKA HA IMTUTAJIHUTE KOMIIETEHTHOCTH C ETTE OBJIACTH HA IMTUTAJTHA KOMIIETEHTHOCT Y 21 AUTUTAJIHA YMEHUSA/ KOMIIETEHTHOCTHU (DIGCOMP 2.1)
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Clipboard P Font P Paragraph 1
Word Options ? X
General . . .
r_&i General options for working with Word.

Display
Info Proofing User Interface options

Save Show Mini Toolbar on selection @
New Language Enable Live Preview @

Advanced Update document content while dragging &
Open ; ST -

ScreenTip style: | Show feature descriptions in ScreenTips v

Customize Ribbon b Pty | B e |
Save Quick Access Toolbar Personalize your copy of Microsoft Office

Add-ins User name: |Irena Avdjieva ‘
Save As Trust Center Initials:

[ Always use these values regardless of sign in to Office.
Print Office Theme: | Colorful ~
Share Start up options
Choose the extensions you want Word to open by default: Default Programs...
E)cpor‘t Tell me if Microsoft 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
Real-time collaboration options
Account When working with others, | want to automatically share my changes:
[] Show names on presence flags

2 » Opticns

‘ OK H Cancel J




General

* [IpomMsaAHa Ha NOTPeOUTEJICKUA UHTEPDENC

¢ HepCOHaJII/IBI/IpaHe Hd Cb31dBaHHUTE OT IIPOIrpadaMadTad JOKYMEHTH:

¢ HOTpe6I/ITeI[CKO UMe - MapKI/Ipa Personalize your copy of Microsoft Office

aBTOPCTBO BbB dariOBETE Username:  [Irena Avdjieva
IYA

* UHuuanm - yka3BaT ce IIpU IpaBeHe 8
[ | Always use these values regardless of sign in to Office.
Hda KOMEHTAapHu KbM JOKYMEHTA

Office Theme: | Colorful =

* HacTpourKku 3a cTapTHUpaHe



Display

Word Options ? X
General = - .
i)‘ Change how document content is displayed on the screen and when printed.
Save Show white space between pages in Print Layout view @
Language Show highlighter marks @
Advanced Show document tooltips on hover

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

[ | Tab characters i
[] Spaces e
[ Paragraph marks |
["] Hidden text abg
[ Optional hyphens -
Object anchors ¥

Show all formatting marks

Print drawings created in Word @
["] Print background colors and images
[] Print document properties

[] Print hidden text

["] Update fields before printing

[] Update linked data before printing

oK || Cancel J

* A3rsien B pexXxuM Ha peaakiiys

(cbio ot Home/Paragraph)

Paragraph Fa




Proofing

Word Options

Display

Save

Language

Advanced

Customize Ribbon
Quick &Access Toolbar
Add-ins

Trust Center

AutoCorrect: Bulgarian

AutoCorrect options
Change how Word corrects and formats text as you type:

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

German: Use post-reform rules

[] Enforce accented uppercase in French

[] Suggest from main dictionary only

| Custom Dictionaries... |

French modes: | Traditional and new spellings '|

Spanish modes: | Tuteo verb forms only

- |

European Portuguese modes:
Brazilian Portuguese modes:

[ Arabic: Strict initial alef hamgza
Arabic: Strict final yaa
Arabic: Strict taa marboota

Hebrew moges:

[] Russian: Enforce strict &

When correcting spelling and grammar in Word

Check spelling as you type
Mark grammar errors as you type
Frequently confused words

AutoFormat

E Show AutoCorrect Options buttons

[+] correct Two IMitial CApitals

E Capitalize first letter of sentences

@ Capitalize first letter of table cells

[#] capitalize names of days

E Correct accidental usage of cAPS LOCK key

@ Replace text as you type
Beplace: With: (@) Plain text () Formatted text

Actions

AutoCorrect Math fAutaCorrect AutoFormat As You Type

|| In;,qbpxa OCHOBHW HACTPOMKK 338 HOHETUYHK WU FPAMaTHUYHK KO

abuec abcuec

AEAOKAT aABOKAT

dBE40KEdTd dae0KdTa

AKOMyNaTop akymynatop

AKOPANOH AKOPAEOH

anrepta anreépa

| Add

H EETE |

@ Automatically use suggestions from the spelling checker

|‘ Cancel |




Save

Customize Ribben
Quick &Access Toolbar
Add-ins

Trust Center

Offline editing options for document management server files

Save checked-out files to:©

() The server drafts location on this computer

® The Office Document Cache

Word Options ? X
General .
Customize how documents are saved.
Display
Proofing Save documents
_ Save files in this format: | Word Document (*.docx) - |
Language
Advanced Keep the last autosaved version if | close without saving

Server drafts location: |C:\Users\user\DocumenE\SharePoint Dirafts!,

| Browse...

Preserve fidelity when sharing this document: | Huea3-4_Temad.1_flekunoHHK MaTepuani v|

[ ok || Cancel I

- @ansioB popMar 3a 3amasBaHe 10 NoApa3brupaHe

* Only characters - 3anma3BaT ce caM0 HU3I0JI3BAHUTE B
JIOKYMeHTa CUMBOJIU (II03B0OJISIBA YETEHETO, HE He
noAJbp>Ka BCHUKHA CUMBOJIU OT LIPUPTA 3a peJaKIiys)

* Do not embed common system fonts — nponycka
BKJIDYBAHETO Ha LIPUPTOBE, CTaHAPTHA 4acCT OT
omnepalMoHHaTa CUCTeMa



Language

Word Options ? X

G | ] .

Eners ﬁ‘?‘ Set the Office Language Preferences.

Display

Save Add additional languages to edit your documents, The editing languages set language-specific features, including @
_ dictionaries, grammar checking, and sorting

Editing Language IKeyboard Layout IProoﬁng (Spelling, Grammar...)
Advanced Bulgarian <default>  Enabled W Installed Remove
- - ABC o
Installed

Customize Ribban English (United States) Enabled W Installe B

Quick &Access Toolbar

Add-ins | [Add additional editing languages] - Add

Trust Center

Let me know when | should download additional proofing tools.

Set the language priority order for the buttons, tabs and Help®

Display Language Help Language

1. Match Microsoft Windows <default> a 1. English <default> a

2. English Izl 2. Match Display Language El
Set as Default Set as Default

4 View display languages installed for each Microsoft Office program

Office Application IOFfice Display Language IO‘ther Display Languages ||T
Access English L
Excel English
OneDrive for Business  English
OneNote English E

0] || Cancel L

M360p Ha:

° €3UK 3a peJlaKTHUPaHe U
[IpOBEpPKaA Ha IIpaBoOMNuca




Advanced

Word Options ? X
General Advanced options for working with Word. -
Display
Proofing Editing options
Save Typing replaces selected text
Language When selecting, automatically select entire word

_ Allow text to be dragged and dropped

Use CTRL + Click to follow hyperlink
Customize fibbon [] Automatically create drawing canvas when inserting AutoShapes
Quick Access Toolbar Use smart paragraph selection
Add-ins Use smart cursoring
Trust Conter [] Use the Insert key te control gvertype mode
[] Use overtype mode
[] Prompt to update style
[] Use Normal style for bulleted or numbered lists
O Keep track of formatting
Updating style to match selection: | Keep previous numbering and bullets pattern "
Enable click and type
Default paragraph style: | Normal "7
Show AutoComplete suggestions
[] De not automatically hyperlink screenshot
[] Automatically switch keyboard to match language of surrounding text
Cut, copy, and paste
Pasting within the same decument: | Keep Source Formatting (Default) ~ |
Pasting between documents: | Keep Source Formatting (Default) 'l hd
| OK | | Cancel |

* OnuuU 3a peJaKTUPaAHe — oNpeAessT HA4KMHa, 10
KOWTO U30MpaTe, 3aMeCTBATe U popMaTHpaTe AyMH
M ab3anu

* U3psi3BaHe, KONIMPAHE U MOCTaBSIHE - KOHTPOJIUPAT
KaK MCKaTe Jia U3rJiex/a CbAbpPKaHUETO U
dbopMaTHpPaAHETO B €JUH U CbII IOKYMEHT HUJIH
MEX /1y Pa3JIMYHU JOKYMEHTHU Y MPHUJI0KEHHUS.

* PazaMep 1 KauecTBO Ha U300paKEHUETO - IpuJara
HaCTPOMKM 3a pa3Mep U KauyeCTBO Ha
M300paKeHUETO 3a TEKYIIUS JOKYMEHT WJIU 3a
BCUUYKH HOBHU JIOKYMEHTH.

» Onuuu 3a neyvyat, 3alIMCBaHe, 0popMJIeHUE U AP...



Formulas Data Review View Tell me what y

7 =¢ Wrap Text

= = = €& 3= Merge & Center ~
Clipboard ra Font ra Alignment "
Excel Options ? X
General . . . [l
F&i General options for working with Excel.
Formulas
i User Interface options
Info Proofing pt
Save Show Mini Toolbar on selection @
New Language Show Quick Analysis options on selection
Advanced Enable Live Preview @
Open ) T -
Customize Ribbon ScreenTip style: | Show feature descriptions in ScreenTips |
Save Quick Access Toolbar When creating new workbooks
Add-ins Use this as the default font: | Body Font v|
Save As
Trust Center Font size: IE'
Print Default view for new sheets: | Mormal View A
Include this many sheets: D
Share
Personalize your copy of Microsoft Office
E)(p[)r‘t User name: |Irena Avdjieva
_ [] Always use these values regardless of sign in to Office.
Publish )
Office Theme: | Colorful =
Close Start up options
Choose the extensions you want Excel to open by default: Default Programs...
Account Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets. ||
Show the Start screen when this application starts -
2 3 . Options | OK | ‘ Cancel I




Formulas

Excel Options ? *
Workbook Calculation [] Enable iterative calculation

Praofing ® Automatic Magimurm Iterations: | 100 : ]
) .

Save : Automatic except for data tables Maximum Change: 0,001
) Manual

L

anguage Recalculate workbook before saving
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

[] R1C1 reference style@

Formula AutoComplete

Uze table names in formulas

Use GetPivotData functions for PivotTable references

* Onu KMy 3a U34YUCJIEHUd
* ABTOMaTHWYHO (110 mofgpa3orpaHe )
* PBpUHO

- Pabota c popmyn
* CTua 3a afipec Ha KJIEeTKHU

* Al (mo nogpasoupane) uau R1C1
* ABTOMaTU4YHO 3aBbpIIBaHe HAa PYHKLUU

=sumi

3] sumiF

%) SUMIFS

" #NAME?

Invalid Mame Error

| Adds the cells specified by a given condition or criteria |

Help on this error




c5 - x . fe ATHLON 2 | 2 - fr | ATHLON

< A B C D | 4 1 | 2 3 4
1 Homep 'KOMMIOTBP MPOLLECOP AMCK 1 Homep KOMMIOTBP MpoLecop AMUCK

2 1 PC INTEL ~ HDD 2 1 PC INTEL  HDD

3 2 PC INTEL  HDD 3 2 PC INTEL ~ HDD

4 3 PC INTEL  HDD 4 3 PC INTEL  HDD
5 4 PC ATHLON  |HDD 5 4 PC ATHLON  |HDD
6 5 PC TURION  HDD 6 5 PC TURION  HDD
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Clipboard P slides Font

PowerPoint Options ? X
@ General

F;i General optians for working with PowerPaint.

Proofing
Info
Save User Interface options
New Language Show Mini Toolbar on selection @
Advanced Enable Live Preview @
Open . L 3
Customize Ribbon ScreenTip style: ‘ Show feature descriptions in ScreenTips v‘

Save Quick Access Toolbar Personalize your copy of Microsoft Office

Add-ins Username:  [Irena Avdjieva |

Trust Center Initials:

[ Always use these values regardless of sign in to Office.

Share Office Theme: | Colorful =

Start up options

Save As

Print

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

Tell me if Microsoft PowerPoint isn't the default program for viewing and editing
presentations.

Show the Start screen when this application starts

Account

2. Options 3 @ oK || Cancel l




Advanced

PowerPoint Options ?
General L . . . .
Advanced options for working with PowerPoint.
Proofing
Save Editing options
Language [] When selecting, automatically select entire word
Advanced [+] Allow text to be dragged and dropped

. [] Autornatically switch keyboard to match language of surrounding text
Customize Ribbon
] Do net automatically hyperlink screenshot

Cuick Access Toolbar ] o )
Maximum number of undos: MakcrMaJieH 6pOii OTMEHEHH JIeHCTBUSA

Add-Ins

Cut, copy, and (=
Trust Center i past

[+] Use smart cut and paste
[] Show Paste Options button when content is pasted




N3rneau

HA OCHOBHWUTE O®UC NMPUNTOXEHUA




N3rnean Ha npo3opeLla

Ribbon display options

K3

‘1.. Auto-hide Ribbon aBTOMaTUYHO CKpUBaHe HAa BCUYKO, OCBEH I10JIETO 3a
Hide the Ribbeon. Click at the top
of the application to show it peJaKTHpaHe Ha JOKYMeHTa Ha LA eKpaH.

— Show Tabs
: . [lokasBaT ce caM0O MeHIOTAaTa, HO He U JIeHTaTa C
Show Ribbon tabs only. Click a

tab to show the commands. HHCTPYMECHTH.
| Show Tabs and Commands [loka3BaHe Ha MEHIOTATA U JIEHTAaTa C MHCTPYMEHTH Ha
—— | Show Ribbon tabs and

_ AKTHUBHOTO MEHIO.
commands all the time.



[lonmep: TpuTe n3rneaa Ha nposopeLa

T Auto-hide ribbon (Word)

* 1.3+ Unusu-3a PowWERPoINTY|

3a-ga+ ce:,,3aKa4yHTe"- OTHOBO: IEHTATA: C* HHCTPYMEHTH, HATHCHeTe: ,KabbpieTo™ B

NOMHUAVIABBIBA
El E - 0O @ = Huea3-4_Tema3.1_MynTumeguiina npesedtaunn - PowerPaoint
HOME IMSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
ey Cut S [5] Layout - - Aalteliz-=. et ||£} Text Direction E~~OoO [l |_“ 7 Shape Fill i Find
) [:]Align Text AL LG H O “ s Shape Qutline a8 Replace -
. : {3 Arrange Quick L N c

Ezc opy ¥ Reset

&
I=
|
11
1l
Ml

=] Convert to SmartA

B I U § abchV

Show Tabs and Commands (PowerPoint)

Font Paragraph

[4]
m

Bookl - Excel

Signin 5 Share

H oS-

File Home Insert

Page Layout Farmulas Data @ Tell me what you want to do...

Show Tabs (Excel)




N3rnean B Word — Read Mode

* Pe>kyUM Ha yeTeHe

* He Mmo2ke na ce

peJlakTHpa, a caMo Ja
ce yeTe ¥ Konupa

* HaBurupaseTo B
JIOKYMEeHTa CTaBa
ypes npesiMcCTBaHe Ha
eKpaHUTe.

©

Tools

¢ dajinosua ¢opMart, og KOHTO e ce ChXPaHABAT JOKYMEHTHTE [0 04"
pasOupaHe
® ABTOMAaTHYHO 2a[a3BaHe HA JOKYMEHTA [Ipe3 onpejeseH oT noTpebu-
Tens nepuof oT Bpeme (AutoRecover) - MHHMMYM 1 MUHYTa, MAKCHMYM
- 120, no noapasGupaHe — Ha Bcek 10 MUHYTH.
¢ OnpefensAHe Ha TaNKUTe, B KOUTO ITje @ ChXPaHABAT BPeMeHHUTE M TI0C-
TOAHHUTE KOMIA HA JOKYMEHTHTE
® (CExpaHsABaHe HA MSNOJZBAaHHTE B JoKyMeHTa wpndToee (Embed fonts
in the file), koeto yeenuyaea pazmepuTe Ha daiina, Ho noseoasBa Gesn-
poB/IEMHOTO My paz4NTaHe HA KOMIIOTPH, HA KOMTO HE Ca HHCTAIUPaHH
M3N0A3BAHNTE WpHTOBE:
o Only characters - 3ana3saT ce caMo H3NOA3BAHKTE B JOKYMeHTa
CHMBOAM (MO3BOJABA METEHETO, HO He MOALBDKA BCHYKH CHM-
BosH 0T WwpHTa 3a peAaKUMA)
o Do notembed common system fonts — nponycka BK1049BaHeTO Ha
mpudToRe, CTAHAAPTHA YaCT OT ONMEPANMOHHATA CHCTEMA

Onyuure 2a eanx (Language) noaeonAear uaBop Ha e3UIUTE 23 peJaKTUPaHe,
NpoBepxa Ha OPaBOMMCA M HA MEHIOTATAa M HHCTPYMEHTHTe Ha caMaTa npor-
paMa, cTHra uaGpaHuTe @3N M PEeYHULY 33 MPOBePKA [a €A MHCTANHPAHH B
onepanMoHHATA CUCTeMa i B oduic makeTa.

PasumpenuTe (Advanced) onugun BrIOMBAT roasM Opoil cneynduHHM HacT-

POIIKM, pasfieNleHH B HAKOJIKO TPYIH:

¢  Onuuu 3a pefaKTHpaHe - ONMpeAeNAT HAYMHA, N0 KOATO u3bupare, 3a-
MecTEaTe u $opMaTHpaTe AyMu u abzanu

¢ Hapaspade, KONHPaHe W NOCTABAHE - KOHTPOMMPAT KAK MCKATE Ja M3T-
Jeraa ChABPHAHNETO H POPMATHPAHETO B €MH H CBI AOKYMEHT HIH
MEXAY PA3THYHH AOKYMEHTH M NPHI0KEHHA,

¢ PasMep M Ka4ecTBO Ha H30OPaMEHNETO - NIPHJIAra HACTPOHKY 3a pasMep
M Ka4ecTBO HA M300paXeHHeTO 3a TEKYIIHMA JOKYMEHT HIH 33 BCHYKH
HOBM JIOKYMEHTH.

*  Onmuu 3a mevar, sanucease, obopMaeHHE H A

MbnxaTa urdopMalMaA 33 paslINpeHUTe HACTPOIKY MoeTe Ja pasraejaTe B
noTpeGHUTeNCKOTO PEKOBOACTEO Ha MS Word - Onuuu ra Word (pazmupenu).
B cn1oTo pBKOBOACTEO, Ha agpec https://www.microsoft.com/bg-bg moxeTe
Aa TepcuTe MHGOpManMA M 3a Apyru ¢yHKUMM Ha MS Office, Makap ue He
BCHUYKH Ca NMpeBeJeHH Ha ﬁ'anrapcl(u.

Sereens 4-6 0f 9

Tema3.1_Nexumonri matepuani - Word

1.2 Onuwmm 3a ExceL

Mo-ronAaMaTa 4acT oT ONUUHTE 3a Hacrpoﬁxu ua Excel ca HOF[DSHH Ha Tean B
‘Word 1 ocTaHanuTe IporpaMu oT obHC NaKeTa, IOPAAH KOETo HAMA Ja 01jaT
‘pasraexaHH nofpobuo. Te ca OpraHM3NpaHH B CISAHHUTE KATeTOPHH:

*  06wwu (General) - anasorn4Ho Ha Tezn B Word, Ho BrulouBaT 1 onpege-
JIAHE HAa BMJA M ToJeMUHATa Ha wpidTa no nogpastupaHe NpH oTBa-
prAHe Ha HOBa PaGOTHA KHUIA, Maries mo noapasbupane u Gpoii pa-
GoTHH aucTose [1).

*  dopmyan (Formulas)

*» [Ilposepka (Proofing)

* 3anuc (Save)

* Ezux (Language)

* Pasmmpenn (Advanced)

Tyk nje 06spHEM BHHMAHHE CAMO HA ONIMATE 32 GOPMYIIN, KOMTO YIPaBAABAT
M34HCIHTEHUA Npolec ¥ paboTaTa ¢ GopMyan un GyHKIMM:

*  Onuuu 3a M3YHUCAEHUA - N0 NOApa3bHpaHe € HACTPOEHO ABTOMATHYHO
npeHavYHCAABARE HA CTOHHOCTHTE HAa GOPMY/INTE, AKO JaHHHUTE, KOUTO
€a BK/IIYEHH B TAX, €4 C& NPOMEeHHIH.

* Paborac dopmynn:

o CTun za agpec Ha KNeTKH - NO3BONIABA M3G0P HA ANTEePHATHEEH
METOJ 3a aApecHpaHe HA KJIETKH, IPH KOATO M KOJIOHHUTE, He
caMo peAoBeTe, ca 0TOeNA3aHHM ¢ nopeAeH HoMep. ToBay.
paborara npu Tabauun ¢ roaAM Gpoil KooHH. 3a pasaHKa OT
cTaHAapTHHA agpec THN Al (kosoHaTa ce o3HayaBa ¢ Gykea(u)
OT NaTHMHcKaTa a3byka, a pefsT - ¢ yucno), THILT R1C1 ykasea
ILPBEO HOMEPA HA PeAa, a e TOBA - TO3M Ha KonoHaTa. Bykeute
R(oT aura. Row - pea) u C (oT aura. Column - konona) ca sxmio-
4EeHH, 34 43 HAMA 00BPKBaHe IPH PeJ0Be M KOJIOHH ¢ ABY- TPH- H
noeeue yudpeHn HoMepa.

© ABTOMATHYHO 2aBbpIIBAHE HA QPYHKI[UH — IPH 3aNI0O4BAHE HA U3~
MUCBAHETO, Ce NMOKAa3Ba CMUCEHK OT UMeHa Ha d)y'[{KL]HM, OT KOMTO

Moxe Ja ce nabepe HeoGxoguMaTa.
* [IpoBepKa Ha FPeLIKH — ONLUMHTE M OTMETKHUTE TYK YKA3BAT KOM IPeIlKN
Aa Ce NPpOBEpPABAT, MAPKHMPAT H HIBEeXAT ABTOMAaTHYHO B KJIETKHTE. Mo
DDAPREGMPHHE, KJIETKHTEe, B KOMTO HMAa IpelikKa, ¢e MAPKHpPAaT CkC 3e-

JIEHO B TOPHHSA 5B BIBA ( npunMep: #NAME? ).

1.3 Onuww 3a PowerPoINT

Mo-rofAMAaTa YacT OT ONMUMHTe 2a HacTpoiiku Ha PowerPoint ca nogobuu Ha
TeaM B OCTAHANMTE NPOTPAMM OT 0GHC NaKeTa, IOPagU KOETO HAMA Aa Gbaar
pasrnexany nogpoGuo. Te ca OPraHN3NPaHy B CIeJHHTE KATeTOpPHI:

* O6mwu (General)

* TIpoeepxa (Proofing)

* 3anuc (Save)

* Ezuk (Language)

* Pazmupenn (Advanced)

Tyk e 06bpHEM BHIMAHNE CAMO HA €J{HA OIINA, KOATO € OT 0cofeHo 3HAYe-
HHe 3a paboTaTa, ocobeHo npH HezamosHATH NoTpebuTenn — Maximum number
of undos (MaxcumaneH 6poil oTMeHeHH JeficTeus ). Tasy oNuMs ce peryaupa
OT paslIMpeHHTe HAacTpofiky, 1 Mo nofpasGupaHe e 3ajaaeHa Ha 20. 3a cpas-
HeHHe, 00M4aiiHUAT Opoil oTMeHeHH AelicTeusa B MS Office e 100. Makcuman-
HATa CTOIHOCT, KOATO MOXeTe ga sagageTe, e 150 geiicTeus.

Ha mpume npozpamu — Word, Ex-

3AJAYA 1 Vnpasicneme H p
cel u PowerPoint. 3anuweme npedeapumenHo poiikume no nodp p
KOUMO NPOMEHAME, 3 0a 2U §B3CH

& Kpas Ha ynp !

1. 3a ecudku npozpaMu:
1.1. Cmeneme nompebumeackomo ume & General ¢ sawume umena, a kedemo
€ @B3MOXHCHO — U uHuyuaau. Taxa we 6sdeme ombeansanu kamo asmop
Ha Hosume ailnoseme, koumo we csadasame.

1.2. Hacmpotl o Ha 8CeKU MPU MUHYMU & Save

2. 3a Word - y 8K u Ha gop. p
zHayu. Paszaedatime mosu O € BRANYEHU & Yu 3HAYU.
O6BpHeme eHUMAaHUE Ha cAedHUme:
TaBy.1amopHu 3HAYU - CAYHCAM 3a npe- Hrrrepnanu

EY
Yyuaro P

Ha mewcm, 1. 3a‘scuukunpozpamu:

Kpaii na aGaauna

mesHume sHayu xamo mouku. Joépume npakmuku 2a gpopmamupane usuck-

me/Ho npu NOJpasHABAHE HA CAUCBYL.

Hi u -
D peaaume,

u mexcdy dy. u np

sam da ce

canmo eduH ukmepeas, @ He nopeduya om HAKOAKO. 3a
OCMaesHe Ha NO-20.AEMU PA3CMOAHUA Mexcdy dymume uma Jpyzu, no-nodxo-
dawu memodu.

3Hayu 2a kpail Ha absay (Hos ped) - ykazeam kode cespwesa abzaya. Jobpume

da He ce usnoazeam nopeduyu om

p 3a gpop p

100 %




N3rneam 8 Word — Print Layout
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] D [Z] Outline  [+] Ruler q I:E) [E] One Page B2 New Window [T View Side by Side EI:I'_] D
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Temun 3a Office

* TemuTe npeaJsiaraT Bb3MOXXHOCT 3a O'bp31 HACTPOMKH, 3acATallly LeJUs
JAOKYMEHT:

° UBSAT, BUJ U TEIJIO HA IIpUPTa
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- Margins
pa3Mep Ha MapruHajJHUTe (0eJin) moJieTa.

* Orientation
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* Size - pa3dMepH Ha CTpaHUIATA:
° CTAaHJAAPTHU POpMaTH
* 3d/1dBdH€ Ha COOCTBEHHU pa3Mepu

* Columns
OpOoU KOJIOHU Ha e[lHA CTPaHMIIA.
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