Paj ca tekcToM — YHOC U €AUTOBA€ TEKCTA

VY meTom paspeiy CMO ce yIo3HaJIH ca OJMOBHMA €MTOBamka U (JOpMaTHpama:

e EnuroBame TEKCTa MpEICTaB/ba ypehuBame TeKcTa, TadyHUje MEHAkEe Ccaapikaja
AOKYMCHTA, UCIIPaBJbalbC CJIOBHUX WJIM I'PaAMAaTUYKUX I'pClIaKa, A0JaBamkba WA 6p1xlcaH)a
JIeII0Ba CaIpKaja.

o dopmarupame je MPOMEHa M3IJIe/a TeKCTa, TAYHU]E BU3YaITHO OOJIMKOBAbE JJOKYMEHTA.

Paznukyjemo Be BpcTe TUTUTATHOT TeKcTa: YucT (eHri. plain) u OoraT (eHr:. rich) TekcT.

Yuer Tekcr je HeopMaTHpaH CKyN KapakTepa (cioBa, OpojeBa, 3HaKOBa, CUMOOJIa U pa3Maka).
TauHuje, yuCT TEKCT HE MOXKe Aa Oyzae 000jeH, UCKOILIEeH, MO/IByY€eH, 110Je0JbaH, HUTH MOXE J1a
caapxu paznuuute (poHTOBE WM BenuunHe (OHTOBA M Apyre obOiuke Gopmarupama. TekcT
cadyyBaH y OOJIMKY YHMCTOI TEKCTa 3ay3MMajy Mame O] MOJOBUHE MEMOPHUJCKOT MPOCTOpa OJ
TEKCTa ca HCTHM OpojeM KapakTepa cauyBaHHX y ¢opmaTy O00TraTor TeKcTa.

Borar Teker ocum opmaTHpama KapakTepa, NOApKaBa H OmImje 3a GopMaTupame CTpaHHIIA
(mputarohaBame MapruHe, pa3maiy u3Mmely peoBa u Kapakrepa).

YHOC YHCTOr TEeKCTa
3a yHOC TEKCTa MOYKEMO Jia KOPUCTHMO jeTHOCTaBaH MpOrpam 3a yHOC 4yHcTor Tekcra Notepad.
TakaB JOKYMEHT 3ay3MMa MHOTO Mamke MEMOPH]CKOT TIPOCTOpa Ha TUTUTAITHOM ypehajy.
Notepad je mporpam 3a yHOC W 00paay TEKCTa KOju je Jeo omeparuBHOr cucremMa Windows.
Taunuje, oBaj mporpam MOCTOJU HA CBAaKOM padyyHApy Ha KOME je WHCTaJUpaH OINEpaTHBHU
CHCTEM.
Texkcr yHocumo kopuctehu Tactatypy. bes 003upa koju nmporpam 3a paj ca TEKCTOM KOPUCTHMO,
TEKCT YHOCUMO Ha UCTH HAYUH.
Jla ce moiceTuMo Kako YHOCUMO TEKCT:
® BEJIMKO CJIOBO KYIIaMO TaKO HITO APXKUMO MPUTUCHYT Tactep Shift;
e Tactep Caps Lock ykibydyjeMo Kajsia »enuMo Jia CBa CJI0Ba K0ja OTKyIlamo Oyay BeJHKa.
Jla O Kymame Majaux cjaoBa OWJIO MOHOBO Moryhe, moTpeOHO je /1a MCK/bYYHMO OBAaj
TacTep;
e pa3mak u3Mmel)y peun (crejc, OJIaHKO) KyllaMO MPUTUCKOM Ha TacTep Space;
e TeKkcT Opuiemo nputuckoM Ha Tactep Delete nnm na tactep Backspace;
® 3HAKOBE KOjU Cy MPUKA3aHU y TOPHUM YIIIOBHMa TacTepa ca OpojeBUMa WM 3HAKOBHMa
KyI[aMO TaKoO IITO APKHUMO IPUTUCHYT Tactep Shift;
e 3aMmpenas3ak y HOBU peJ] KopucTumo tactep Enter;
® 3a yBJIaueHEe HOBOT peaa KopucTumo tactep Tab;
Hanomena: TekcT yHocumo He pa3muiLbajyhu o mpenacky y HOBU pen. PauyHnap ayromaTcku
HACTaBJba UCIUCHBALE TEKCTa y HapeAHOM pexay. Tactep Enter mpuTrckamo camo Kaja xKeJluMo
na mpeheMo y HOBHM Macyc WJIHM KajJa HaM je HOBHU peJl moTpedaH 300T yIpaBHOT TOBOPA, yMETama
CIIHKE. ..



ExuToBame TekcTa

Jlo cajia, TeKCT cMO eIuTOBalu Kopuctehn Muia u Tactarypy. My HUje HEOTIX01aH 3a aKIujy

YHOCa TCKCTA.

EnuroBame unctor Tekcra momohy tacrarype Huje Texak mocao. [lorpebHo je na oBiagamo ca

HEKOJIMKO OJ] OCHOBHMX KOMOMHaIHja TacTepa:

AKITHIA TACTEPH
Kpetame kpo3s Teker —1—]
Kpertame kpo3 TekcT ped mo ped yHanpe[ Ctrl +
KpeTtame kpo3 TeKCT ped o ped yHa3al Ctrl + «
IToMepame Kypcopa Ha To9eTaK pela Home
ITomepame Kypcopa Ha Kpaj peaa End

TMomepame Kypcopa Ha MOYeTaK JOKYMEeHTa

Ctrl + Home

IToMmepame Kypcopa Ha Kpaj JOKYMeHTa

Ctrl + End

TIpenas Ha IpeTXOOHY CTPAHHITY Pglp
IIpenas Ha HapeqHY CTPAHHITY CTPAHHITY PgDown
BpHcame 3HAKA KOJH IPETXOIH KypCcopy Backspace
Bpucame 3HaKa mocie Kypcopa Delete

Tlpenazak v HOBH pen Enter
OzHauapame (CeIeKToBamE) TEKCTa Shift + Heka o7 cTpenIHIA
OzHadarame (CeleKToRamke ) TEKCTa 0] Kypcopa J0 s

( ) ek Shift + End

Kpaja pena

ggzsfsjz;}:;a(cezeuOBaH,e) TeKCcTa 0 Kypcopa JI0 Shift + Home
OBHIaanaH,e (cemekToRame) TEKCTa O Kypcopa o0 Shift Ctrl + Fnd
Kpaja JOKYMeHTa

OzHauapame (CeleKToBalkEe) THTABOT JOKYMEHTa Ctl + A
INonHMmTaBaIbE CETEKITH]e Esc
Konupame 03HAYSHOT (CeIeKTOBaHOT) TeKCTa Cal +C
Hcename 03Ha49eHOT (CeleKTOBaHOT) TeKCTa Col +X
V6arnupame (1el/behe) KOMHPAHOT/HCeUeHOT TeKCeTa Ctrl +V

Hanmomena: O3naka Ctrl + A 3Ha4ym ga Tpeba aa AP>KUMO NMPHUTUCHYT TacTep KOjU ce Haja3u
ucnpen 31aka + (y oBom ciydajy Ctrl) u jeanom nputrcaemo tactep A. Mcra noruka ogHocH ce
Ha OCTajJie HaBeJCHEe KOMOWHAIMje TacTepa. AKO Cy UCHpe] 3HaKa + HallMCaHW Ha3WBH JIBa
tactepa (Hnp. Shift Ctrl + End) 3naun na Tpeba na ApKUMO MPUTHCHYTa 00a HaBeJeHa TacTepa u
jemHom nputucHemo Tactep End.

[Ipe Hero mTO MPUMEHUMO aKIIHje eIUTOBaka, HEOIXOIHO j€ JIa CAONIITUMO padyyHapy Ha KOju
JIe0 TEKCTa Ce TE aKIIHMje OTHOCE.

To pamumo Tako mTO O3HaYaBaMO (CENEKTyjeMO) TEKCT, a OHJa MPHUMEHYJeMO akKIUjy KOjy
KEIUMO.

YyBamwe TEKCTYATHOT JOKYMEHTA
Hakon yHOca, TeKcT MOXkeMoO Ja cauyBamo koMmOuHaiujoM tactepa Ctrl + S. KomOunamnujama
TacTepa Ha TacTaTypH MOCTHKEMO UCTe e(eKTe Kao Kaja TeKCT eAUTYjeMO KOpHIINemheM MHUIIIA.
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HITtamMname U nperjiea 10KyMeHTa NMpe MTaMNamba

Ja Ou ce mpe mTaMmmama JOKYMEHTa YBEpHO Ja je CBEe y peay, Tj. na Ou Buaeo kako he
OJIILITAMIIAaHK JIOKYMEHT Jia M3IJieAa KopucTHIl omujy Print Preview kojy no6ujam Ha cienchu
HAYMH:
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Hanomena: Omaka Ctrl + A 3uavwH 1a TpeGa Ja JPKHMO NPHTHCHYT TacTep KOjH Ce HalalH
LY eublish > Henpexsnaka + (y oso cayuajy Ctrl) 1 jexsom mpaTHCHeMO TacTep A. HcTa JoriKa oaHoCH ce
HAa OCTATe HaBeleHe KoMOHHAauHje TacTepa. AKO Cy HCIpeX 3HAKA + HANHCAHH HASHBH 1Ba
_j* Ciose Tactepa (unp. Shift Ctrl + End) suass 1a TpeGa 1a ApkHMO IPHTHCHYTA 06a HaBeIeHA TacTepa H
jemon nprTHCHeMO TacTep End.
Tlpe Hero mrro aKumHje jena pavyHApy HA KOjH

1€0 TEKCTA Ce Te aKIlje OIHoCe.
To PaTHMO TAKO WITO OIHAYABAMO (CETEKTYjeMO) TEKCT, @ OHIA MPHMEHYieMO AKIH]Y KOjy
HETHMO.

UyBame TEKCTYATHOT T0OKYMeHTA
Haxon yHOCa, TEKCT MOKeMO 1a cauyBamMo KomGunamujom tactepa Ctrl + S. KomGunammjama
TACTepA HA TACTATYPH MOCTIVKEMO HCTe ebeKTe KA0 KATA TEKCT SMTYjeno Koprimhiersex Mmma.

M mpersien 10Ky npe
Jla 6 ce mpe MTAMNARA IOKYMEHTA YBCPHO fa jé CBS Y peay. Tj. Aa Oi BHIeo kako he
OITAMIAHH JOKYMEHT 12 HIrIea KOPHCTHIN onusjy Print Preview kojy AoGujam Ha caeehn
preved|
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