a.

CTPYYHU IMPAITABKA 3A 3ATIMCHUYAP 2 KATET'OPUJA
( mparmmama oJ1 BUCOKa CIIOkKeHOCT 1 60)

N3BOP: Kuura Uudopmaruka 3a 7 oga, aBTop [anujena I"opresuk, m3xaas MOH

[IITo 0BO3MOXKYyBaat MporpaMure 3a 00padboTKa Ha TEKCT?

IIporpamuTte 3a 00paboTKa Ha TEKCT OBO3MOXKYBAaT IUIIYBabe, yPEIyBamke U IIeUaTehe

nucma, CTaTuu, KHUI'M U Jpyru TEKCTOBU.

6.

o

o

o

o

a.

[IporpamuTe 32 06paboTKa Ha TEKCT OBO3MOKYBAAT MUIIYBAkE M YPEIyBame Ha TEKCTOBH.
3a mto ciyxu komuetro Enter Bo Word?

Komueto Enter cimy>xu 3a 3aBplIyBame Ha Nacyc.
Komueto Enter cimyxu 3a 3an04HyBamk€ Ha HOB MACYC.
Komnuero Enter ciyxu 3a 3auyBayBambe Ha 11acCyc.

Koj e nenocHroT oJiroBop Ha MpamameTo: IMITO MOXKE Jia C€ MPOMEHH NPH paboTa Ha TEKCT BO
Word?

ITpu pabota Ha TekcT Bo Word Moxke Ja ce mpoMeHH (DOHTOT, TOJIEMIHATA U IPYTO.
[Tpu paboTa Ha TekcT Bo Word Moxke 1a ce IpoMeHH (POHTOT, TOJIEMUHATA U CTUJIOT Ha
OykBuTe (3a1€0eeHH, ICKOCCHH, MTOJIBIICUCHN).

ITpu pabota Ha TekcT Bo Word Moxe Ja ce mpoMeHH (DOHTOT, TOJIeMIHATA, 00jaTa Ha
OykBHTE, CTHIIOT Ha OyKBUTE (3a/1e0€TeHH, NICKOCEHH, MIOABICUSHH) U IPYTO.

[To Tpeba na ce n3depe 3a NOAAPIIKA HA MAKEJOHCKA KUpwInna?
Tpeba na ce uzdepe oznakata MK.

Tpeba na ce nzbepar konuumara Shift + M

Tpeba na ce nzbepe cakaHUOT POH].

Koja HactaBka ja kopucTH JOKyMeHT u3paboreH Bo Word?
HoxymenT m3padboreH Bo Word ja kopuctu HacTaBkara .word
JoxymenT u3paboreH Bo Word ja kopucT HacTaBkaTa .doc
HoxymenT m3paboren Bo Word ja kopucT HacTaBkaTa .odt

Kane ce ypenysa Font-o1?

Home- > Font.
Font-oT ce ypenysa co u30op Ha o3nakata MK mnu EN.

[ITo nmpectaByBa ctumnor ( Style) Bo Word?

Cruiot ( Style) mpecTtaByBa MHOXKECTBO O KAPAKTEPUCTUKH 32 ypeayBarhe KaKo IIITO Ce
¢oHT, roeMuHa Ha OykBH, 00ja, H3paMHYBambe, TIPOPE]] UTH.

Crunor ( Style) mpecraByBa anaTka 3a KpeHpame Ha nacyc, Ha 3HaK, Ha TaOeu, Ha JIMCTH.

8.

Kane tpeba na ce kinukHe 3a j1a ce nu3bepe onmujata Show page number?

Co kimkame Ha onmujaTa Show page number



0.

Co xnuKame Ha ommyjaTa Insert page number

He ce xinka HuKaje, oniMjata € aBTOMAaTCKu BKiydeHa Bo Word-or.

9.

a.
0.

Kane tpeba na ce xnmkHe 3a 1a ce n3bepe omnmujarta Print?

Bo rnasrnoto menu ( Home) Co kiukame Ha ommujara Prepare.
Bo rmaBroto menn ( Home) na ommumjata Print.

Bo rmaBuoro menu ( Home) Co knmkame Ha ommujata Send.

10.

a.
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Ha xom xormumma Tpeba 1a ce cTucHe 3a 1a ce n3depe O6p3ara omrja Print?

Tpeba na ce nzbepar konmuumara Shift + M
Tpeba na ce m36epar komummarta Ctrl + P

Tpebda ma ce m36epar komummata Shift + PrtScr
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Co koja koMaHara of] Tactapyparta ce npasu [Ipuat CkpeeH?

Tpeba na ce nzbepar konuumara Ctrl + P
Tpeba na ce nzbepar konunmara PrtScr
Tpeba nma ce nzbepar komuumarta Shift + P

3a mTo ciyxu kormdero Tab?

3a MOBIEKYBamke Ha TIOYETHHOT PEJ] Ha HOB Tacyc
3a npedpname BO APYT Macyc
3a noJpenyBame Ha nacyc

Ha koe xomue Tpeba aa ce CTUCHE 3a Ja ce u30epe KoMaH/ia MUIIyBambe Co rojema Oyksa?

Tpeba na ce crucHe komrgero Caps lock
Tpeba na ce cTucHe komuumara Ctrl + OykBaTta
Tpeba na ce cTucHe komunmara Shift +Alt + OyksaTa

Kaxo ce 3auyByBa HOBO OTBOpEH JOKyMeHT BO Word?

Co Save...
Co Save us...
Co Save as...

3a wro ciysxu onmujara Print Preview?

3a na ce 700ue Mpersie]] Ha CTpaHaTa Koja cakaMe Jia ja MpuHTaMe
3a 71a UCTIpUHTA CTpaHaTa Koja cakame Jia ja MpUHTaMe
3a 712 HampaBUMeE MPOMEHH BO COJIPIKUHATA BO TEKCTOT

Co Koja OmIIHMja MOKE JIa C€ BpAaTH TEKCT KOj MPETXOJAHO CME I'0 UMaJie OTYYKaHO, HO CME
HarpaBuiie MPOMEHA Ha HEro?

Co Undo
Co Repeat Typing
Co Cut

Ha xou xormunma Tpeba 1a ce CTUCHE 3a Ja ce n3bepe Op3aTa KOMaH/a Kpeupame Ha HOB
JOKYMEHT?
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26.

Tpeba na ce m36epat komummata Ctrl + N
Tpeba na ce uzbepar konuumara Ctrl + D
Tpeba na ce uzbepar komuumara Shift +N

Ha xou xomumma Tpeba Jia ce CTUCHE 3a Jia ce n30epe KOMaH/aTa 3a OTBapame Ha HOB

JIOKYMEHT?

Tpeba na ce m3bepe xomummarta Ctrl + N
Tpeba na ce m36epat komummara Ctrl + O
Tpeba na ce uzbepar komuumara Shift +N

Kane tpeba na ce KIIMKHE 3a 1a ce BMETHE Tpa3Ha CTpaHa BO TEKCTOT KOj TO Kperpame BO

Word?

Insert -> Cover Page
Insert -> Blank Page
Insert -> Page Break

Kane Tpeba na ce kinukHe 3a 1a ce BMeTHe Header Bo TeKCTOT Koj TO Kpeupame Bo Word?

Insert -> Cover Page
Insert -> Header
Insert -> Footer

Kane ce Oupa opueHTanujara Ha cTpanara?
Page Layout -> Orientation

Page Layout -> Size

Page Layout -> Margins

Kane ce Oupa opueHranujara Ha ctpanara?
References -> Insert citation

References -> Add text

References -> Insert Footnote

Kako ce Briyuysa ormujata Track Changes?
Review -> Track Changes

Page Layout -> Track Changes

Insert -> Track Changes

Kane ce BxiryayBa omnmujata Zoom?

View -> Zomm

Review -> Zomm

Page Layout -> View

Kane ce Oupa ommujara 3a n300p KOJIKY KOITMM CakaMe Ja UCIIPUHTaMe Of KpenpaH
JOKYMEHT?

Home -> Print -> Number of copies
View -> Print -> Number of copies

Shift + P + Number of copies

Kane ce 6upa na ce ucipuata MmomeHnrannarta ctpana ( Current Page)?
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Home -> Print -> Current Page

Shift +P + C

Home -> Print -> Selection

Kaxo Bo TekcTOT MOke Aa ce TocTaBH (PyHKIIMja 32 aBOTMATKO HaOpojyBame?
Home -> Numbering

Crtl + N

Hema TakBa omuja

Ha xown kormuuma Tpeba ma ce CTUCHE 3a Aa ce n3bepe 6p3ara komanmaa Paste?
Tpeba na ce crucHar komuumwata Ctrl + V

Tpeba na ce crucHat komuumaTa Ctrl + C

Tpeba na ce crucHat komunmara Ctrl + P

Ha xou xormuuma Tpeba 1a ce cTUCHE 3a Ja ce n3bepe Op3ara komanaa Copy?
Tpeba na ce crucHat konuumata Ctrl + C

Tpeba na ce crucHat konuumata Ctrl + V

Tpeba nma ce crucHart komuumata Shift +C

Ha xou kormuuma Tpeba 1a ce CTUCHE 3a Ja ce u3bepe Op3ara komaHaa Save?
Tpeba nma ce crucHar komuanmata Ctrl + C

Tpeba na ce crucHar komuumata Ctrl + S

Tpeba na ce ctucHaT konuumara Shift + S

Ha xou xormuuma Tpeba J1a ce CTUCHE 3a Ja ce u3bepe Op3ara komanaa Find?

Tpeba na ce crucHar komuumata Ctrl + F

Tpeba na ce crucHar kormunmata Ctrl + W

Tpeba na ce ctucHaT kKonmuumara Shift + O

Jamm u3rneaot Ha macycot Bo Word MOKeI 1a TO OJJpeIHIIl IO COTICTBEHA kenba?

Ha
He

Kane ce ypenyBa macycot?

ITacycot ce ypemyBa Bo mipo3opernot Paragraph, koj ce moBukyBa co HapenoTa Format ->
Paragraph.

ITacycot ce ypemyBa co cTuckame Ha komuumara Ctrl + P

[Tacycort ce ypenysa co cTuckame Ha komuumata Ctrl + T

[Ito Tpeba ma HampaBwuml 3a a ro Bopjederr [lacycoT neBo niu JeCHO MK Of] IBETE CTpaHu?
Tpeba na ogum Bo npo3openoT Paragraph, Bo aenot Indentation u Bo nonero Left nnu Right
ja BHECYBaIll BPEJIHOCTA HJIH ja OTPEeeTyBalll CO TIOMOII Ha CTPEIKUTE

Tpeba na ce crucHar komuumata Ctrl+P+L wmu D

IITo e mpopen?

Hpopez[OT € TOJICMHUHA Ha MPAa3HUuOT MMPOCTOP Mery JBa p€aa BO maCcyCcoT



a

IIpopemoT e pacTojanneTo Mery nBe OYKBH

.  Ilpopenot e mopamMHyBame Ha TEKCTOT
36. Kou xomanmu Tpeba ga ce KopucTar 3a Jia ce 3aMeHHU HEeKOj 300p TN 1 O/ TEKCTOT BO
Word?
a. Tpeba na ce kopucrar HapenOute Find u ce m3bupa momero Replace
0. Tpeba nma ce xopucrat Hapenoute Find u ce m36mpa momero Go to
1. Tpeba na ce kopucrar Hapenobute Ctrl+F+ R
36. Janu JaBHUTE OOBUHUTENH, APKABHUTE CITY>KOSHUITN U APYTUTE BpaOOTEHN KOU YIECTBYBaaT

BO IMOCTAIKaTa U HaJIBOp O]l Hea Ce JIOJDKHU J1a ja yyBaaT JAp)KaBHATA U CIy»OeHaTa TajHa 03
OTJIe]T KaKo ja jo3Hae?

a) Jla
6) He

37. Janu o np>kaBHA U CITy)KOCHA TajHA ce Mo pa30upa ce OHa IITO KaKo JAp)KaBHA U CITyxOeHa
TajHA € ONPEETICHO CO 3aKOH WIIH CO JAPYT MPOIHKC, a 0COOEHO CE OHA IITO KaKo APKAaBHA,
ciy0OeHa OJIHOCHO JISJIOBHA TajHa € OIPEJICIICHO CO OIIIT aKT Ha MPAaBHOTO JIUIIE, APYT
Opras, OpraHv3alyja Wid HHCTUTYIIHja?

a) Ja
6) He

38. Janu ox npkaBHa U coyk0€Ha TajHa ce moapa30upa ce OHa LITO KaKo Ap)KaBHA U CIykOeHa
TajHa € ONPEIENICHO CO 3aKOH HMJIH CO JIPYT MPOIHC, a 0COOEHO MOAATOIH U UCTIPABU MOCEOHO
O3HAYEHM KaKo JIp’KaBHA, CIIyKOeHa OJIHOCHO JIeJIOBHA TajHA Ol CTpaHa Ha AP>KaBHU OPraHH,
JpYTH OpraHu, OpraHU3aIliy U HHCTUTYIIHN ]

a) Jla
6) He

39. Hanu o npkaBHa U cIyk0€Ha TajHa ce MoJpaz0oupa ce OHa IITO KaKo JIpKaBHA U CIyKOeHa
TajHa € ONpeIeICHO CO 3aKOH MIIH CO JIPYT MPOMHC, a 0COOEHO MOAaTOLN H UCTIPABH KOH
JaBHHOT OOBHHHTE HA jJaBHOTO OOBMHMTEJICTBO WJIM O] HEI'O OBJIACTCH jaBeH OOBUHUTEI BO
JaBHOTO OOBMHHMTEJICTBO K€ I'M O3HAYM KAaKO Jp)KaBHA WIH CiTy)kOeHa TajHa?

a) Jla
6) He

40. Hanu mon ApkaBHA M CIy>kKOeHa TajHa ce moapa3Oupa ce oHa LITO KaKo JpKaBHA U cIykOeHa
TajHa € OIpeJeNieH0 CO 3aKOH WM CO JIPYT MPOIHUC, a OCOOSHO MOJATOIM Of padoTara Ha
Crpyunuot kosneruyM 1 CoBeTOT Ha jaABHUTE OOBHHUTEIH?

a) Jla
6) He






