O01uKOBamb-€ TEKCTA U CJINKA
Kako mTo Beh 3Hamo opmaTupame je mpoMeHa usriesia TeKCTa, TauHuje IpeCTaB/ba BU3YaIHO
00JIMKOBamE TEKCTA.

dopmaTHpame KapakTepa

dopmaTupame KapakTepa y TeKCTy IoJpazyMeBa IPOMEHY HU3IJieia KapaKkTepa y TEeKCTY, a TO ce
MoCTIKe TpoMeHoM (oHTa, BenuuuHe, 60je, uta. OcuM oBUX, MOryhe je ypaauTu joul Heka
KOpHCHA NoJcIIaBamka Kapakrepa y kaptuuu Home, onespak Font.
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Mel)y najuenthe kopuntheHum cy:
1. monBnayewme TEKCTa JIMHUjaMa Pa3IuIUTHX 00JIMKa U 00ja;
2. TpeTBapame TEKCTa y MHJCKC (MaJld KapaKTep KOjU Ce UCIHUCY]je UCTIO JIMHH]E TEKCTa) U
3. TpeTBapame TEKCTa y EKCIOHEHT (MaliM KapaKTep KOjU C€ HUCIHUCYyje H3HaJA JIMHH]e
TEKCTa).
Jom jenHa KOpHCHA akiMja je U MOTYRHOCT J1a CB€ KapaKTepe 03HAYEHOT (CEJIEKTOBAHOT) TEKCTa
MPETBOPUMO Yy MaJie MJIM BEJIMKE, J]a TIPBO CJIOBO Oy/e BEIMKO, OCTajla MaJyia, Ja YYHHHUMO J1a
CBaKa ped MOYHHE BETMKHM CIIOBOM JIOK Cy OCTaia Majia 1 0OpHYTO.
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Sentence case.

lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

Omnuc IMMOCTYIIKaA 3a (l)OpMaTI/IpaHSC KapaKTepa MOXKETC IIOIJICAAaTH Ha JOHBEM BUICY:

dopmaTHpame nacyca
Ocum kapaktepa, moryhe je dbopmaruparu u mnacyce. [lacyc je Maim Teo TeKcTa, o/leJbak Yrju
M3TJIeT MOKEMO Jla MemaMo y kaptuiin Home, onespak Paragraph.
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Mely najuenthum nojemnaBamuma cy:

1. nopaBHaBame TeKcTa (JIEBO, CpeMHA, IECHO, 000CTPAHO)
0ojeme mo3aanHe maparpada
IIpUKa3 HEBUJJBUBUX KapaKkTepa
noieIIaBame mpopeaa (pazmaka usmelhy peaona)
YBIIa4€HE TIPBOT pea
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Pa3zmak n3melyy penoBa mnosemnraBaMo KIMKOM Ha
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Add Space Before Paragraph
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Femove Space After Paragraph

b=
Kmnkom Ha iyrMe  *~ | mpukasahe ce cMMOOIH OTKYIIAHUX HEBHUBMBUX KapaKTepa:

Ta6ynatop (yBIademe peqa/macyca/TeKkcTa) | -
pasMak | .-

Ipenaszak y HOBH pex (HoBH macye) | 1

+

[T1OHOBHMM KIHMKOM Ha JyrMe i UCKJbY4yjeMO IPUKa3 HEBUIJbUBUX KapakTepa. Hamomena:
HeBunspuBu kapakrepu Hehe OUTH OAIITaAMIIaHU.

VY mporpamy 3a paji ca TEKCTOM aKIM]y yBJlauema macyca 3a ,,JiBa MpcTa’” MOXKEMO JIa CITPOBEICII
nputuckoM Ha Tactep TaOymatop. LlupumHy Tabymaropa moaemiaBam y OKBUpPY JIHjajora
Paragraph. Knukom Ha ayrme Tabs orBopuhe ce mpo3op y KoMme MOJemaBaMoO IIUPUHY
TabysaTopa yHOLIEHEM JKeJbeHe BpelHOoCTH y noJbe Default tab stops — OK.
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Tab stop position: Default tab stops:
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Ymerame gororpaduje y Teket
Ha ce noacetumo... ClHKy 104ajeMO y TEKCT TaKo IITO MPBO KIMKHEMO JIEBUM TaCTEPOM MHILA

Ha MECTO TJIe KEJIMMO Jla HaM Ce CJIMKa Hajla3W, Ia MAeMO Ha KapTuily Insert, a 3aTuMm Oupamo
Picture. Hakon Tora nmojaBuhe HaM ce mpo30p Kao Ha CIUIU HCIIOA;

@‘ H9-0)s O6wKkoBame TeKCTa 1 cauka - Microsoft Word
(%)
7 Home Menu | insert | Pagelaout References Maiings  Review  View
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Cover Blank Page | Table Picture Clip Shapes SmatAdt Chart | Hyperlink Bookmark Cross-reference | Header Footer Page | Tet Quick Wordat Drop . Equation Symbol
Page~ Page Break - at - - - Number-| Box- Pas- -  Cap- M Obledt . .
l Pages. Tabies Iystrations Links. Header & Footer Text Symbois
) Insert Picture X J
L ~ 4 & > ThisPC > Pictures > v (9] Search Pictures P
Organize > New folder =E- @ @

Informatika6
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> 1 Microsoft Office V,
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v = ThisPC
B 3D Objects

>
> [ Desktop g -
> [ Documents e
> & Downloads TPBO KTHKHEMO JTeBHM TACTEPOM MHIIA

» Camera Roll Saved Pictures  najlepse-slike-pr Ao Ha kapTHny Insert, a 3aTum Gupamo
> b Music § -

- oleca-desktop-p -
> &= Pictures ozadina-t22

- b

File name: V‘ All Pictures 24

T v ot

Kana cmo onabpanu u yOanuiu CIMKY y TEKCT cajla MOXKEMO Jia je MO3ULHMOHUPAMO y TEKCTY
TaKo TO heMo MpBO KIMKHYTH JIEBUM TaCTEPOM Ha CIIMKY, a 3aTHUM y KapTuiu Format ogaGpatu
omnuujy Position 1a OMCMO NO3ULIMOHUPATIN CBOjY CIUKY TJI€ KEJIUMO:

Picture Tools 06avKoBakbe TekcTa v cavka - Microsoft Word

References  Maings  Review  View | Format |

____ _____ + P Ppicture Shape - E 3 Bring to Front - |2 Align ~ @ .

— =] K e e E I = §
- : E " o @ B o =8 = - e % Send to Back - 18] Group -

o — St Position crop ¢

Text Wrapping ~ Sk Rotate ~

¥ < Ppicture Effects ~

Picture Styles ]

Jla ce moaceTHMO. .

CaHKy D0ZajeMo y TeKCT Tako IITO MPBO KIHKHEMO JeBHM TAacTepOM MHINIA HAa MeCTO Tie
JKeIIHMO Ja HaM Ce CIIHKa HajlasH, I1a HIeMO Ha KapTHIy Insert, a 3aTuM Gupamo Picture. Hakon
Tora mojapulie HaM ce MPO30p KA0 HA CIHIIH HCIIOX:




VYKOJMKO JKEeTUMO JIa Ce TEKCT ,,ITpesiaMa‘ OKO CIIMKE, Tj. Jla C€ CJIMKa Haja3u Oail yHyTap HEKOT
TEKCTa TO MOXEMO MOCTHMhM Tako mTO heMOo KIMKHYTH Ha CIMKY JIEBUM TacTepOM MHUIIA, a
3atuM y kaptuiu Format ogabparu onujy Text Wrapping:

Picture Tools O6nmKoBatbe TekcTa v cavka - Microsoft Word
References  Mailings  Review  View | Format
P Picture Shape ~ E‘ 3, Bring to Front - |2 Align ~ gﬁ

= - i R = (SR 2 e s - | ! senato vt B roup -

= Position =
¥ < Picture Effects ~ % (26 Text Wrapping 7| SA Rotate ~
@ In Line with Text

Square

crop

Picture Styles =

Kaza cMo omabpatn H yGalHIH CIHKY Y TEKCT Cala MOKEMO J1a je MO3HBHOHHPAMO y TeKCTy
Tako mTo lieMo IPBO KIHKHYTH JeBHM TaCTePOM Ha CIHKY, a 3aTHM y KapTHuH Format, a 3aTHM
onaGpar onmHjy Position 1a GHCMO MO3HIHOHHPATH CBOjY CIHKY I JKeTHMO.
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Behind Text
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Through

Edit Wrap Points

H| | More Layout Options...

[Moncerutun ce mperxonHo obOpalheHor rpaauBa, IpoBexkOaTn Kox Kyhe Ha padyHapuMa CBE IITO
ce HaJla3M Ha cajTy HOJpIIKE.

Caenehe cexmuue (11-16. oxrodap) oarosapame 3a OlEHY, I'PaguBO KoOje CMO 10 caja
paauIIn.



