Mmnpocnas MNnwuh

Tabene y Excel-y

KoMnNnnAneTHNM npatehun mMmaTtepujan




OCHOBHO 0 Tabenama

Capprkaj

OCHOBHW NOJMOBM .

lNoueTak pajga.

lMofelwaBare KOSIOHa, pefioBa 1 CTpaHe .
YHOC, ayTOMaTCK/ YHOC U Konupakwe
dopmyne.

CopTupare nogaraka .

MpeTpaxuBarbe 1 3amMeHa nogartaka tabene .

Cnuke 1 rpacVikoHu .

. 10
11
. 13
. 14
. 15

Mwupocnas Nnnh



Mwpocnas Nnuh 3

OCHOBHM NOJMOBM

CraptoBareM nporpama Microsoft Office Excel 2003 oTBapa ce nNpo30p Kao Ha CMuUM ca HasuBOM
Book1 (knura 1).
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LleHTpanHu aeo npo3opa YMHM pafHa NoBpLUMHA KOja je NMHUjaMa u3fesbeHa Ha nosba. OBe NiMHunje Koje
pa3fBajajy nosba BUA/bUBE CY CamMO Ha eKpaHy, MPUMKOM LUTaMnaka ce He Buge. [a 6u ce Bugene Mopajy ce,
nocebHoO, NoAeCUTN. XOPM30HTATHW HIN30BM NOJba YMHE PeAOBE, & BePTUKa/IHW KONOHE. PeloBY Ce 03HaYaBajy
bpojeBMMa, a KOMIOHE CMOBUMa eHrnecke abeuede. MakcumanaH 6poj peaoBa UM KonoHa je 65536
(npetnocTassba ce Aa HUKOMe Hehe TpebaTtu Tabena ca BULLIE Of 0BOI 6poja pefosa 1 Ko/ioHa). AKO HaM je To
BaXXHO M PeoBM 1 KOMIOHe MOTY Ce 03Ha4aBaTu UCTOM rpyrnom cumbosna (o6a cnosrumMa nnm 06a) 6pojesuma.
Ha gecHom py6ypaziHe NOBPLUMHE je K13ay Kojum ce nomepamo rope-4ose no pagHoj NoBpLUUHM.

[ecHo of pagHe nospwuMHe je npo3op Getting Started y kKome MoXeMo [a M3abepeMo HeKy Of
NPeTX0AHO cavyBaHMX Tabesia uim fa 0TBOPMMO HOBY npasHy v nososemo Microsoft Office Help y nomoh.
OBaj fieo annunkatmje MoXXemo CI0604HO NCK/bYUNUTU NIEBUM K/IMKOM Ha LpHM KPCTuh LecHo of HasuBa, Aa
6ucmo nosehanu pagHy NOBPLUUHY.

W3Hag pasHe noBpLUnHE Cy:

e Menu line (File, Edit, View, ...) - n"HM]ja MeHKja 13 KOjUX ce BMpajy KOMaH/e 3HadajHe 3a pajg y OBOM
nporpamy. MoLTo 0BMX KOMaHAM UMa jako nyHo, 06jacH1heMO camMo HeKe 0f, X M TO OHAa Kaja

Ham Oygy 3aTpebarse.

* Toolbar Standard Tpaka ca anaTkama Koje 0Aroeapajy HeKMM 0f] KOMaH/M MeHWja Koje ce yeluhe

KopucTe y TOKY paga. AnaTtke cy rnpefcTaB/beHe CanymLama Koje acoumpajy Ha KomaHay Kojy
no3uBajy. bpoj anatku moxke 6UTY BehM UM Marb K LITO KOPUCHUCHMK ansinkauuje Moxe cam a
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4 OCHOBHO 0 Tabenama

n3abepe. Heke of 0BMX anatku hemo yellhe KOPUCTUTK, a Heke pefe nnm HMKako. OHe Koje Ham byay
noTpe6He, o6jacHMhemMo HeNOCPeAHO Mpe HUXoBe YNoTpede.

e Toolbar Formating Tpaka ca anaTkamo Koje Cy OpujeHTUCaHe Ka ypehery cagpaja Koju YHOCMMO.
AnaTtke cy npefcTaB/beHe CimyMLama Koje acoumpajy Ha KomaHay Kojy nosvsajy. bpoj anaTku moxe
O1TY BEhM MIM MakbK LUTO KOPUCHUCHMK an/ivkauumje Moxe cam fa nsabepe. Heke o 0BUX anaTku
hemo yelwhe KOpPUCTUTK, a Heke pehe nn HMKako. OHe Koje Ham Byay noTpebHe, ob6jacHMhemo
HenocpesHO Mnpe HbNXoBe ynoTpebe.

e Edit line nounbe agpecomM akTUBHOT NO/ba, a Y MPOAYXKETKY je AyrMe 3a n3bop PyHKLMje 1 OKBMP 3a
YHOC BPeHOCTY Nnosba. Afpeca rnosba ce cacToju 13 crioBa 1 6poja, 04HOCHO, 03HAKe KOJIOHE 1 pefa 'y
KojvMa ce Hanasn. BpegHOCT nosba ce MoXe YHETU Yy OKBMP 13a afpece UK AUPEKTHO Y camo Mosbe
Ha pagHoj NOBPLUMHM (LUTO GUpa KOPUCHMK MO CBOM Haxoheky).

W3Hag pagHe noBpLUMHE MOTY Ce MOCTaBUTW W [pyre Tpake ca asiaTkama, HbrX0oBa UMeHa MOXXeMO
BUAETM aKO K/IMKHEMO [ECHUM TacTepOM Ha MULLYY y Mpa3aH NpocTop 6110 Koje of B1A/bMBMX Tpaka. OTBapa
ce Nnpo3op y KOMe Cy, 0f03ro Ha fo/e, ucnmncaHa nmeHa noctojhnx tpaka (Standard, Formatind, Borders,
Chart, Control Toolbox, Drawing, External Data, Forms, Formula Auditing, List, Picture, PivotTable,
Protection, Reviewing, Task Pane, Text To Speach, Visual Basic, Watch Window, Web, WordArt), a ucnpep
nmeHa cy ksagpatuhu (Check box) nomohy Kojux ce yK/byuyje Uan UCKbyUyje Tpaka ca anatkama. He mopajy
Ce YK/byurBaTu Tpake ca asiaTkama Koje HeheMo KOPUCTUTU jep Ce Ha Taj Ha4MH CMakbyje pacrnosoxmsa pagHa
MOBPLUMHA, ann ce He Tpeba HW oapuLaTV NPeLHOCTM KOje JOHOCE anaTke Ha Tpakama.

Wcnop pagHe nospwivHe je Hasuratop. JSinctuhmn Sheetl, Sheet2 n Sheet3 cy He3aBuWCHe cTpaHuLe
[OKYMeHTa Yy KOMe pagmmo. HenotpebHe nmctuhe MoXeMo obpucaTti AeCHUM KIMKOM Ha Hasue imctuha un
n36opom KomaHae Delete n3 noHyheHor MeHuja, npe 6pucama nucTuha, anankaumja Tpaku notepay. AKO
nmamMo noTpedy 3a Behvm 6pojem nuctmuha, MoOXKemo UX JoAaTh eCHUM KIMKOM Ha UMe jeaHOr o nocTojehnx
1 n360poM KoMaHZe Insert n NOTBPAOM KOMaHZe Yy crefieheM 0TBOPEHOM AnjasioLKOM npo3opy. J/inctuhuma
ce MOXe aTu UMe Mo Xerbki (He Mopajy ce 3BaTh Sheet...) J€CHUM KIMKOM Ha Ha3ue nuctuha 1 n3bopom
KoMaHae Rename 13 noHyheHOr MeHuja 1, 3aTM, YNUCOM XKe/beHOT UMeHa. JTucTuhu ce Mory npemeLUTaTm
M0 >Ke/by XBaTakeM /IEBUM TACTEPOM Ha MULLYY M NPEHOLLIEHEM JIEBO [ECHO MO Tpauu Hasuratopa. Takohe,
mcTuhy ce MOTy UM KONUpaTu LecHUM K/IMKOM Ha nncTuh Koju ce konuvpa v u3bopoM KomaHge Copy u3
NMoHyheHor MeHuja 1 3aTM NOTBPAOM Konupara Ha crefeheM 0TBOPeHOM AMjasioLKoM Mpo3opy. J1eBO 04
nucTtuha cy cTpenuue Koje omoryhasajy npenasak ca nuctuha Ha nuctuh (Maga ce T0 MOXKe paguTn u
AVPEKTHUM K/IMKOM Ha ofrosapajyhu nmctuh, anv Hekaga ce MoXe AecuTu fa imctuha rma BuLLE HEro LWTo
MOXXe CTaTW Ha 3a TO npeABMheHOM MeCTY, Ma Cy CTpefinLe jeAnHN HaYMH 3a NMpenasak Ha nojeauHe nnuctuhe.
Ha kpajy HaBuratopa je knm3a4y Koju omoryhaea nomeparbe BMA/bMBOIr [ena Tabene, ako je Tabena jako
LUMPOKA UM BUCOKA Ma He CTaje Ha pagHy NOBPLUKHY.

Ha gHy npo3sopa je cTaTycHa /IMHKUja Y KOjOj MOXEMO BUAETW pasHe CTaTyCHe U apyre nopyke (Ha
npuMep, fa Nn je yK/byyeHa HyMepuyKa TactaTypa, Aa /i1 Cy UCK/byYeHa Masia CrioBa 1 Spyro).

Ha Bpxy npo3opa je Title bar - nnasa Tpaka Koja noynkbe Ha3MBOM anavKalyje ¥ UMeHOM JOKyMeHTa
(Book1), a 3aBpLuaBa ca Tpu ekpaHcka Tactepa: Minimize, Restore/Maximize n Close. NpBum TacTepom ce
AOKYMEHT MUHMMMU3MPA Y UKOHY (He Buan ce Ha Desktop-y) Ha CTapTHOj NMHM)jK, ApyruMm ce Bpaha Ha
NPETXO0AHY BESIMUNHY 1 N0N0Xaj (aKO H1je MUHUMU3NPaH) UM Makcummnsmpa (palumpn Ha YnTaB ekpaH), a
Tpehum ce 3aTBapa LOKYMEHT U 13/1a3mn U3 anankauuje (ako je 61no n3meHa y JOKYMEHTY, annkalmja Tpaxku
[03BO/Y [la cavyBa AOKYMEHT Mpe 3aTBaparba). AKO Ce MULLIOM YXBaTy NPOo30p annukauuje 3a 0By Tpaky M
APXW MPUTUCHYT TacTep Ha MULLY OHZA Ce 0Baj MPO30p MOXKe NoMepaTy Nno ekpaHy U NPeMecTUTW Ha 3r04HO
MeCTO fa 61 Cce BUAEO HEKM cafpxKaj MUCMof era. AKO Ce MULLIEM yxBaTe /ieBU UM AecHU py6 nposopa
an/mkaumje oHAa ce OHa MOXE CYXXaBaTW U LUMPUTK, UK, aKo Ce yXBaTe ropkwu Uam fowmn py6, npo3sop ce
MOXXe CMarMBaT UK nosehasaThi MO BUCMHA Y 3aBMCHOCTM Of CMepa nomeparba MuLLa.

CnnyHa Tpu eKpaHCcKa TacTepa ce Halase UCrog NoMeHyTHX. imajy ncTte Hasmee 1 UCTe (PYHKLMje camo
CY YCMepeHu, He Ha annmkauujy, Beh camo Ha OKYMEHT KOju Ce Hanasu y annnkaumjy (He Mopa 6uUTn 0TBOPEH
Camo jeflaH JJOKYMEHT, MOXe UX OUTK NyHO pacropeheHnX jeaaH NPeKo Apyror, na ce nomohy oBMx TacTepa
MOXXe OMOryhuTv npenasak 13 jefHor y ApYrv Unn npaBuTy HUX0B pasMeLLITaj Mo Xerbu). AKO OKYMEHT Huje
MaKCMMW3MpaH Yy Mpo3opy anivkauuje oHga u oH uMma cBojy Tpaky Title bar n Kaga ce MuLLIOM yxBaTK 0Ba
Tpaka v Ap>XXu NPUTUCHYT TacTep Ha MULLLY OHAA Ce 0Baj MPO30p MOXKe MoMepaTy No NPo30py anvkaumje n
NPeMeCcTUTV Ha 3rof4HO MeCTO fa 61 ce BUAEO HeKW cafpykaj ucnog kera. AKO ce MuLIeM yxBaTe py6oBu
npo3opa LJOKyMeHTa OHZa Ce OH MOXKe CY>KaBaTu U LUMPUTW, NI CMarMBaTK UK noBehasaTy No BUCUHM Kao U
npo3op annvkauuje.

MuHMMM3aLMjOM MPO30pa anankawmnje i LOKyMeHTa He MOXE Ce U3ryomuTin cafpkaj 4OKYMeHTa.
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[ToyeTak paga

MpBM 1 OCHOBHM KOpaK y pafy ca Tabenama je feduHucare napameTapa, OfHOCHO, MOPaMO 3HATK
KO/IMKO he GUTK KO/TOHa M pefoBa a b1ICMO 04/TyUMv O LUMPUHU NOjeaNHUX KOTOHA U BUCKHM PefjoBa Kao 1 0
opujeHTaLmju Tabene Ha Nanupy 3a LWTamnare. HapaBHO, He Mopa Ce CBe 3HaTV Ha MOoYeTKY, MOXEMO Ce
NPeoMULLLATM Y TOKY paja, ai Ha Taj HauuH ceG1 0TexxaBaMo rocao jep hemo BULLIE NyTa NOHAB/bATU HEKE

paatbe Koje CMO MOT/IN YPaauTh OAMax Ha MOYeTKY.

He mopajy ce ogmax geduHucaTi OKBUPY U CeHYeHa Mosba. Taj 4eo ce MoXe 0CTaBUTY 3a Kpaj. Hajnpe

Tpeba geuHMcaTh crneymnjaiHe TUNOBE Nojaraka.

AKO Ce Y HEKOj KOMOHM YNCYjy AaTyMU UK HEKW ApYyrv nocebaH
TUN nojaTaka NoTpebHo je To yHanpea aeduHucat. Cenekrosahemo Ty
KOJIOHY NIeBMM K/IMKOM Ha agpecy (C/I0BO eHr/ecke abelese), a 3aTum 13
MeHuja Format nsabpatu komaHgy Cell. OtBopuhe ce npo3op 3a gujanor
Kao Ha cnuum n aktueaH he 6uTtn nuctnh Number Ha KoMe 13abpatu Tmn
rofaTakay cefleKToBaHUM rnosbuma (y OBOM C/ly4ajy y YATaBOj KOMIOHW).

Tun General je onwTy TUA, Tj. NPENYLUTEHO je Camoj annKaLnju
[ia Ha OCHOBY YMMCaHOT NoAaTKa NpoLEeHN 0 KOM Ce TUMNY rnojataka pagu.
OBa onuuja Huje Hajbosbe peLLere jep ce MOXe AecuTu da anavkauuja
pefHe GpojeBe ayTOMaTCKy NpeTsapa y faTyme, anv y [O6pom aeny
cny4ajesa he 6UTK AOBO/BHO A06PO peLLeHsE.
331 Tun Number KopucTMMO Kafa CMO
curypHu ga hemo ynucusatu 6pojese

Forma Cells

BaslyTe. AyTOMaTCKU je fednHmUcaHo
pasgBajabe Xubaga. OBaj Tun ce
MOXe AetmHMCaTM U eKpaHCKUM

== T

TacTepoMm ca UCTUM UMEHOM.

Twun Accounting je npefeuHMCaHN TUN 3a UCMINC HOBYAHUX M3HOCA U
AedmHMLLE ce camo 6poj Aeummana 1 03HaKa BanyTe.

579 Tun Date KopycTVMMO Kaga y nossrmMa
— |ynucyjemo  gatyme, noTpebHO je
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Twn Scientific kKopucTMO Kaga 6pojeBe XeMMo fa NPUKasyjeMo Y eKCroHEHLMjaTHOM 3anucy.
Twun Text KOPUCTUMO KaJa OHO LUTO YMMCYjeMO CMaTpaMo TEKCTOM, YaK 1 ako ce YNucyjy 6pojesu, anwv ce npu
TOMe TV 6pOjeBU He MOTY KOPUCTUTK Y (hopMynama (jep ce 1 He naMTe Kao 6pojesn).

Kaga cmo n3abpanu xe/beHy TUM nojartaka MOXeMo Aasbe (opMaTnu30BaTh UCMUC Y CeNeKTOBaHUM
nosbrMa Unm KNMKHy TV Ha Tactep OK fa 6um ce nofeLleHo NpMMEHWIO Ha CeNleKToBaHa MoJsba.

AKO CMO KNNKHYK Ha nuctuh Alignment oHaa hemo nogellasatu

XOPU3OHTATHO 1 BEPTUKA/IHO ypeherbe NofiaTaka y no/buma y OKBMpY ca [~ === == = == =
nmveHoMm Text alignment. TekcT nogaun ce 06MYHO NMOpaBHaBajy NeBO, | .. ... R
6pojyaHy nofaum ce 06UYHO NOpaBHaBajy AEeCHO, a OCUM OBa [jBa HaUMHA | s .
MOXEMO 13abpaTyt 1 LeHTpUparbe ucnuca y nomy uam onwte (General) | *7° s | o
ypehere rae anavkauujyu npenywTamo ga og/iyyun fa v he KOpUCTUTK | - s g ([
NEeBO WM [ECHO MopaBHawe CajpXkaja nosba Yy 3aBUCHOCTM Of Tuna L
nofartaka Koju ce yHoce y nosbe (0Baj napameTap ce MOXe 3afaTV U | "—uii.
ekpaHckum Tactepuma Align Left, Align Right, Center). BepTuKanHOo | Dt i
MO3ULIMOHMPatLE MOAATKA Y MOJbY Ma CMMC/A CAMO aKo MoJbe UMa BeRy | watir -
BMCMHO O/} BUCKHE MCMCa NOoAaTKa v Taja UCMIC MOXKE BUTY 61IvKe BpXY | ===
nora (Top), 6avke AHY nossa (Bottom) mnm no cpeauHu (Center). e —

OpwujeHTalmja TeKCTa y Mo/by NOAELLABA Ce Y OKBUPY Ca UMEHOM [ o ] [cwen

Orientation. NMogatak ce MOXKe UCMUCATU XOPU3OHTATHO UMW MOL, HEKUM
YI7IOM WM BEPTUKASHO, CI0BO WCMOZ, C/I0Ba. YTao Ce MOXe 3afiaTv y CKa/iv /IeBUM KIMKOM Ha ofrosapajyhy
no3unLMjy nam ce Moxe ynucatu y cteneHuma (Degrees).

AKO je TeKCT Wmpm o[, nosba oHAa hemo y okBupy ca MmeHom Text control gedmHncaTn ga ce nogatak
ncnucyje y BuLe pegosa y jegHom nosby (Wrap text), ga ce BeIMUMHA C/10Ba ayTOMATCKM CMakb KOIMKO je
noTpe6HO Aa NodaTtak CTaHe y jeflaH pea y nosy (Shrink to fit) nnm ga ce Heka nosba cnoje ga 6u nogarak 6mo
ncnucad HopmasiHo (Merge cells).

Y okBuMpYy ca umeHom Right-to-left Mmoxkemo fedmHucaTy ga ce nofdaTtak y nosby UCMUCyje C fieBa 'y
pecHo (Left-to-right) nnun ¢ gecHa y neso (Right-to-left), MpegeduHmcaHa BpeaHOCT oBor nosba je Context,
O[lHOCHO, annvKaumja he npmxeatuTu CTUN ucnuca koju je y Windows-uma geduHmcaH 1M360poM 3eMsbe
NPWUINKOM MHCTanaumje onepaTMBHON CUCTEMA.

Kaga cMo AedmHUCANN YKerbeHe MapamMeTpe MOXeMO Aarbe (DOPMaTU30BATW UCMUC Y CeNeKTOBaHUM
MosbUMa UK KAMKHYTK Ha TacTep OK Aa 61 ce NMoAewweHo NPUMEHIO Ha CeNleKToBaHa nosba.

AKO CMO KIMKHYNN Ha iucTuh Font oHAa hemo nogeluasatii BpCTY

cnoBa (Font), ctun ucnuca (Font style), Bennumny cnoea (Size), noasnavere
ncnuca (Underline) 60jy ncnuca (Color) n nocebHe etekre (Effects). Cau
OBV MapameTpu, OCUM edekarta, MOry ce MOCTaBUTU N KOpULLhereM
ekpaHckux Tactepa: Font, Font Size, Bold, Italic, Underline, Font Color.

CBM (POHTOBM KOjU CY MHCTa/IMpPaHN Ha payyHapy MOry ce OBfe
13abpatn U KOPUCTUTK, a1 MOPamo BOAWTK pavyHa 1 O TOME Ja Heke
(hoHTOBE MOX/JA MMaMO MHCTaMPaHe Ha CBOM payyHapy, anv [a OHW He
Mopajy 6VUTN MHCTa/IMPaHN Ha HEKOM ApYroM, Ma ako ce Tabena npunkasyje
Ha TOM ApYrom padyHapy ucnuc Hehe 61Ty Kakas cMO 3aMucannn. 3ato,
y TakBOM C/lyuajy, Tpe6a KOPUCTUTN Camo (DOHTOBE KOjN CE CTAHIAP/HO | ttewa ute o, o vamm ot i o i i e v
“cnopyyyjy y3 onepaTviBHU CUCTEM. :

Ctun ncnuca moxke 6utv Normal, Italic, Bold n Bold Italic. Mo = e
npaswny, 3a ucnuc 6pojuyaHnx nofataka He 6m Tpebano KOpUCTUTU
nckowleHa cnosa (Italic, Bold Italic) jep cmarbyjy npernegHocT.

BennunHa ncnmuca mepm ce y Taukama. MoTpe6HO je BOAWUTM pavyHa Aa CrioBa He 6y Ay jako KpynHa uim
jako cuTHa jep hemo Ha Taj Ha4YMH HanpaBUTK NPO6/1eM OHOME KO Tpeba Aja NpounTa NoJaTKe 13 Hallle Tabene.
OfHoC n3mehy oHora LUTO Ce BUAW Ha eKpaHy M OHora wTo he ce oAwTamnaTi Ha nanupy Moxe 6uTn BpsIo
pasnunuuT. 3aT0, Kaja oapehyjemo oBaj napameTap He Tpeba pasMULLI/LATV O U3riedy Ha eKpaHy BeY 0 OHOMe
oAlwTamnaHoM. Hajuewwhe ce kopucTe BenmumHe o 9 Ao 14 Tavaka.

AKO Xenvmo ga nogsyhemo nojeanHe nogaTke MOXXemMo n3abpati jeAHOCTPYKO ¥ ABOCTPYKO.

MojeamHn nogaum ce Mory rnoce6Ho uctahy 60jom mMcnuca, anm Tpeda yBeK MMaTU Ha yMy fa, ako
HemMaMo LUTamnad y 6oju, nojeauHe 60je mory 6uUTK ofLLTaMnaHe Kao jako 6140 CMBe U caMnM TUME NoJaLiy
McnmcaHn Tom 60joM Mory 6MTK HeunT/bMBIU. AKO he ce Tabena NpyKasmMBaTyi Camo Ha eKpaHy, OHAA MOXEMO
n3abpatu jefHy o 56 noHyheHux 6oja.

Suriet | dgwwht Fore; Sorder Fatlim | Frolecien
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Edhektn masio nogmrHyTo (Superscript) n mano cnywwteHo (Subscript)ce He KopucTe 3a YATaB nojaTak y
nosby Beh camo 3a nojeAuHe AenoBe TekcTa 'y nosby, a npeyprtaHo (Strikethrough) ce y Hawloj npakcu Bpo,
BP/10 PETKO KOPUCTM.

Ha oBom nuctuhu noctoju n Check box Normal font kojum ce noHMLITaBajy CBY MNOAELLIEHN NapameTpu
3a nojatak y CenekTtoBaHOM Mosby. KopucTtuhemo ra kafa cMO MOAECM/IN napameTpe 3a CBa Mosba Heke
KO/OHE, a1, U3 HEKOT pas/iora, He XennMOo Aa OHW BaXKe U 3a HEKO, 13abpaHo nosbe.

Kaza cMo fedmHucany xerbeHe napaMeTpe MOXemMo Jasbe (POpMaTM30BaTV UCMNUC Y CeNeKTOBaHUM
no/bUMa UM KNMKHYTU Ha TacTep OK fa 61 ce nogeLleHo NpUMEHWO0 Ha CeNeKToBaHa Nnosba.

Nuctnh Border gaje Ham moryhHoCT ga nojefvHa nosba u Leny (e

Tabeny orpaHUUYMMO Pa3IMUMTUM BPCTaMa NIMHMja Yak 1 Y pasnmuuTum

- - Hurier | Aywwhl ol Boaries Failirmi | Prolicion
6ojama. HapaBHO, He Tpeba HUrAe, Ma HW OBAe NpeTepmBaTyn jep, OCUM | ... :
LUTO NPeTeprBare MOXeE GUTY HEYKYCHO, MOXKEe 1 CMarbUTU NPeriegHoCT |_| E‘i -
y Tabenin YnmMe oHa rybu cBojy OCHOBHY (DYHKLM]Y. -l e

Kagia cMo CeneKToBasin jeiHO MOsbe UAW rpyny nosbay oksupy Line| = S
n3abpahemo Style, ogHOCHO, jeaHy o 13 noHyheHWUX BpCTa MHWjA M| i
Color, ogHocHo, jegHy of 56 noHyheHUX 60ja, a 3aTUM heMo M360poMm ‘ S
jenHe og onumja y okBupy Preset, ognyuntn: None - noma Hehe uvatn| = G
okBupe, Outline - gedmHMcaHo he ce NPUMEHWUTU Ha CnosbHe NUHWje, | [ [ BEI—
Inside - feduHUcaHO he ce NMPUMEHUTU Ha YHYTPALUHE JINHUJE. AKO | irmmbte e s oot b b gt s, v
nMamo crieypjanHe Xesbe, oHga hemo KopucTutu okeup Border n oHO
WTO CMO [AeUHMCANN MPUMEHUTM Ha TOPHe, CPefme WM [0He [ o [ cenen |
XOPU30HTaNIHE NMHW]je, AnjarOHasHe NIMHWje, NeBe, CPefte WUAN AecHe
BepTUKa/IHE NIMHWje NeBMM K/IMKOM Ha ogrosapajyhm tactep (MOXe Ce K/UKHYTW Ha BULLE TacTepa).
IMOHOBHMM K/IMKOM Ha UCTW TacTep NOHULLTaBa Ce MPeTXofHa AeuHuMLmMja. EnemeHTapHe NIMHNjE - OKBUPW
MOry Ce NoCTaBuUTU 1 KopuLLherem eKpaHCKor Tactepa Borders.

Kaza cMo fedmHMcanm erbeHe napameTpe MOXEMO Jarbe (HOpMaTM30BaTU UCMNC Y CENEKTOBaHUM
nosbyMa UK KIMKHYTU Ha TacTep OK aa 61 ce nogeLleHo NPUMEHINO Ha CENeKTOBaHa Mosba.

NucTtuh Patterns fgaje Ham MoryhHocT Aa nosagvHa noje,qlemx

nosba 1 Lene Tabeny 6yae 06ojeHa nnm LwpagupaHa. g

Oksup Cell shading nva gsa gena. Y npsom fgeny oksupa Color | cs e
AemHMweMo jegHy of 56 noHyheHux 60ja boja nosaguHe ce moxe
noctasutu 1 nomohy ekpaHckor Tactepa Fill Color. Ako 'y gpyrom geny
okBupa Pattern moxemo gedumHucat jeaHy og 17 wpadypa Koje mory
61T y n3abpaHoj 60ju.

Kog gethmHucara 60ja Ha CBUM IMCTUANMA, Ma W HA OBOM, BN A | v w mew 7
MopaMo BOAWTW payyHa 0 ToMme fa n he ce Tabena LWUTaMNaT¥i M HA KOM | ®® " EEmw
wramnady. Kog fethmHucara 60je nosaamHe Tpeba BOAUTU padyHa 1 O | == .
6oju ncnwca jep ce, BP0 N1ako, MOXKe [eCUTK fia Ce nojatak y nosby yrana
y 60jy no3agnHe 1 camum Tume Tabena rybu cBojy OCHOBHY YHKLM]Y.

He Tpeba npeTepuBaTty HM ca 4umMe, Ma, CamMM TUME, HK ca
AetnHycarem 60ja 1 Wwpadgypa no3agmHe.

Kaga cMo aedmHUCcanN XKerbeHe MapamMeTpe MOXeMO Aarbe (DOpMaT30BaTW UCTIUC Y CENEKTOBaHNM
MosbUMa UK KAMKHYTK Ha TacTep OK fa 61 ce MofeLleHo NPUMEHIO Ha CeNeKToBaHa rosba.

JNucTuh Protecton ce KOpPWUCTY 3a 3alUTUTY MOjefUHUX Mosba UK yutase Tabene. MocToje aBe BpCTe
3alUTWTe: MO/be je 3aK/byyaHo, Tj. Nojartak 13 nosba He MOXe Ce MeraTu U Mosbe je HeBUAbYBO, OLHOCHO,
nojdatak je cakpuvBeH 1 He NMprKasyje ce HI Ha eKpaHy, HU Kada ce Tabena wramna (anum ce BpeAHOCT Mosba
MOXe Kopuctutun y thopmynama). Osaj nucTvh v onumje 3awwTve nojaraka y 0BOM TPeHYTKY Hehemo Hu
KOPUCTUTKN HX 06jalasBaTi. 3aT0, ako CMO M3BPLUMAN CBA MPETXOAHA MofellaBara Tpeba KAMKHYTU Ha
TacTep OK faa 61 ce nofeLleHo NPYMEHUIO Ha CeNIeKTOBaHa MoJba.

OBMM CMO 3aBpLUMAY ca hopMaTM3aLmjom nosba y Tabenu. Caga MOXXeMO YHeTV noaaTke y Tabeny u
3aTUM No/JeCHTM NapamMeTpe CTpaHe, KOMoHa 1 pefjoBa fa 61 ce Tabena Mor/a LTaMnaTi 1 ynotpe6/baBati.

| ok || cewe
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MopellaBaHbe CTpaHe, KosloHa 1 pefoBa

MapameTpun cTpaHe nofeLluasajy ce y nposopy Page Setup Koju ce oTBapa M36opom 13 MeHuja File.

Mpo3op nma vetupy nuctmuha Page, Margins, Header/Footer 1 Sheet.
Ha npsom nuctuhy (Page) ce nojeluiasa opujeHTaumja nanupa,

Page Setup

yBehatbe UM yMakebe 1 (hopMaT Nanmpa 3a LTamnarbe. Y OKBupy | ===

Orientation muwem hemo un3abpatn Portrait ako >xenMmo aa
LUMpUHa Nanupa by e Makba 0 BUCKHe, a Landscape y NpOTUBHOM.
Y okBupy Scaling MOXeMo NpoLeHTYyanHo yeehatu Uam cMarbuTu
Tabeny fa 6u cTana Ha ogrosapajyhu nanvp unv ga ge@uHuILEMO | ©
Ha KO/IMKO CTpaHa OHa Tpeba Aa cTaHe. cnof 0BOr OKBMpa MOXe
ce nofecvTn (hopmaT nanvpa Ha Kome ce wTamna. Y Hawwum
ycnosuma y okeupy Paper size noctas/ba ce cTaHfapaHo A4. Y
okeupy Print quality 6upamo keanmTeT wTamne. OBaj nogarak
3aBMCW Of BpCTe LUTammaya ca Kojum pagumo y O06WUYHO ce
ayTOMaTCKM MnofeLlasa, na ce Bp/io PETKO Mekba.

Apyrv nuctuh (Margins) KopucTumMo fa 6ucmo nogecunu

MaprvHe. Hema npasuna Koja

rocTas/batba BeNMUMHA MapruHa. JejuHo Ha wTa Tpeba obpatntu
NaXKwy CYy KapakTepucTuke LTamnaya. Jlacepcky LuTammnayu,
06M1YHO, He MOry LTamnaTu Aeo og py6a nanupa 4o 0,6 - 1 um, na
camyM TUMe HU MOCTaB/beHe MapruHe He CMejy OUTU Mare 04 Te
BpefHocTU. Ako he nmanup 6WUTK yKpalleH 3arnae/bem W/unu
(hyTepomM OHAa ce Ha 0BOM IMCTMhy Mopa NocTaBUTV MUHUMaIHO
pactojatbe TOr TeKcTa of pyba nanupa. Y Tom ciy4ajy Tpeba
BOAMTM payyHa 1 O LUMPUHW TeKCTa Yy 3arfas/by U MOAHOXK]Y U
npeaBuAETV LOBObHY BENUUMHY FOpPHE U [OHE MapruHe fa ce
Tabena He NPeKNONKY ca 3arnae/bem ¥ NogHoXjem. Y aeny Center
on page UeHTpupamo Tabeny Mo BEPTUKaIM U XOPU3OHTaIN Ha
nanupy (ako Tabena He 3ay3vMa LLe0 JIUCT).

Ha Tpehem nuctuhy (Header/Footer) fedvHULLEMO TEKCT KOju
he ce npukasvBaTy y MapruHama. NocTynak je UCTu 1 3a 3arnae/be |
1 3a NOAHOX]e: neBu KNk Ha Custom Header... (Custom Footer...)

1 oTBopuhe ce NpPo30p Kao Ha ciuum mcnof osor TekcTa. Cajga
Tpeba ynucaTtu TeKCT Koju he ce MprKasvBaTy N1eBO, Y CPEAUHN NN
AecHo (Mo xerbu). TEKCT MOXe Aa ce ypehyje, enemeHTapHo. To ce| -
pagn nomohy TacTepa Y CpefuHW ClMKe U TO pefoMm, C fieBa y
AecHo: 136op (hoHTa, ucnmca v BenMuMHe, pefHN 6poj CTpaHe,
YKYMHW Bpoj CTpaHe, AaTym, BpeMme, MyTawa, HasuB [OKYMEHTA, |
pasmak, yMEeTHW CKKY, napameTpun cnmke. Hajuelwhe ce kopucTe
rnpBa /iBa TacTepa, ocTa/m BP/o peTko. Kaza ce Mera POHT NoTpebHO
OHJa K/IMKHYTW Ha oarosapajyhu

je Hajnpe cenekToBaTu ra, na Tek
Tactep, y MNPOTMBHOM Hehe ce
NPUMEHUTUN HULLITA Of U3abpaHor.
Oujanowkn nposop 3a M3MeHy
(hOHTa je MOTNyHO UCTU Kao Beh
o6jaleHn Kof hopmaTtusaumje
nosba. AKO Ce KoOpucTe cBa Tpu
OKBMpa 3a YHoc TekcTa (Left
section, Center section, Right
section), Tpeba BOAUTM padyHa ja
TEKCTOBM He Oyay jako gyrayku,
na fa ce Mpek/one MpuINKOM

=] Portpad

2

Fopd || Margme et Foohsr

O L andicaps

ce Mopajy nowToBaTh KOf

[0

Ogton fow.. |

Tis Formak bt sadack tha baxt, thery chdbe the: fant Button,

To veart @ page number, date, time, file path, filename, or tab neme: postion the

inserbon poirt in the sdt bax, then choose the sppropriate btbon

Tovinsert picture: press the nsert Pcbure butbon,  To Format your pichors, place: the

cursar i the adik box A press the Format Picture bikbon.

[a] [2)(a] @) EEIE] @

Left smchon: Ceriter sachon:

Rixght s=chon:

8
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LTaMnakba JOoKyMeHTa. Jluctuh Header/Footer moye ce 0TBOpUTYM 1 M360poM KomaHae Header and Footer... 13
View MeHuja

YeTtpTu nuctuh (Sheet) koprcTmo fa 6UCMO NOCTUMIN Heke EEEEES
nocebHe ethekTte. Print area - geo 1abenie Koju he ce UTAMNATU, | rus | s rmsimrectr || 5o

AeduHuLLe ce NEBUM KMKOM Ha TacTep AECHO Off OKBUPA, a 3aTUM | et aes M o
CeneKTOBareM XXe/beHor Aena Tabese, na NOHOBHUM K/IMKOM Ha | ' T
ncTy Tactep OBaj MapameTap Ce MOXE MOCTaBUTK 1 KopuLherbem | = # ™ _.E _
koMaHze Print Area u3 File Mennja. Oksup ca umeHoM Print titles | . =™ ™™ -
KOPUCTUMO 3a fedMHUCatbe pefoBa U KOMOHa Koje he ce| [lass o | TR ——
MOHaB/bATI Ha CBAKOj CTPaHM (ako JOKYMEHT KOjU LuTamnamo Uma | =270 = 2

BULLIE CTpaHa). MocTynakK je cnMyaH NPeTX04HO 06jalleHOM: EBU | s wi-

K/IMK Ha TacTep AeCHO 0f, OKBMPA, @ 3aTUM CE/IEKTOBAHEM XETBEHOT | g, than sem
fena Tabene (pefosa WM KOJIOHA), Ma MNOHOBHUM K/IMKOM Ha UCTW | & ot
Tactep. Y okeupy Print getmHuwemo ga nm he ce wrtamnaTu
rpaHnyHe nuHnje (Gridlines), 6oje (Black and white, upHo-6ena
LUTamMa Yak 1 ako cy 6oje kopuwheHe), 3arnasrba pefosa U KonoHa (Row and colom headings), KomeHTapu
(Comments - ako cy gopasaHu), rpewwke y dopmynama (Cell errors as), kKao 1 keanuteT wramne (Draft
quality). OkBup Page order KOpUCTUMO Kaja AOKYMEHT KOjW LUTaMnamo MmMa LUMPUHY U BUCUHY Behy of
jefHor nmcTa nanupa n MoOXKeMo [a n3abepemo pefocnes WwWramnarwa cTpaHuua (Down, then over - 0403ro Ha
fone kao KonoHe uam Over, then down - ¢ fieBa 'y €CHO Kao pejoBsw).

Ha cBum nuctvhmma Ha [ecHoj cTpaHu Cy Tpu Tactepa Print - mo3vBa KomaHZy 3a LiTamnarbe
[NOKyMeHTa (0Ba KOMaH/1a ce Moxke Mo3BaTu 1 Kopuliherwem KoMaHze Print n3 File meHuja), Print Preview -
nosmBa PYHKLMjY 3a CUMY/Mparbe LWTaMnarka Ha ekpaHy (0Ba KOMaHa ce MOXe no3satu 1 Kopuwherem
KomaHge Print Preview n3 File menunja) n Options - omoryhasa npomeHy napametapa wwramnada. Ha gHy
ceakor nmctuha cy fsa Tactepa Ok - 3a noTepAy, MpuxBaTawe nofelleHux napamerapa u Cancel - 3a
MOHULUTaBake NofeLliaBarba Koja H1CY Beh npumMerseHa.

MopellaBarbe peloBa U KOJOHa je jeaHocTaBHMje (jep HeMa NyHO napameTapa).

CenektoBahemo KOMOHY M 13 MeHuja Format nsabpatn onuujy Colomn. OTBOpuhe ce MeHM ca
cnegehum onumjama: Width gemHvwe WpvHY KOMOHE y Tadykama (LWMpMHa ce MOXKe fedmHucatn u
XBaTakeM AeCHOr pyba KO/IOHe W NOB/avereM fieBO 3a cKpahere UM LeCHO 3a NPOLUMpere KOJMOHe, a
NpUMeksYyje Ce U Ha CBe CefleKTOBaHe KOJOHE Y HM3Y), AutoFit Selection - LUMpMHa ce ayTomaTcKm hopmumpa Ha
OCHOBY ynucaHor cagpkaja (0Ba KOMaHJa ce MOXKe M03BaTh U ABOK/IMKOM Ha AecHW py6 afpece KOJOHe, a
NprYMetbyje Ce 1 Ha CBe CefleKToBaHe KOJIoHe Y Hu3y), Hide - konoHa ce He Buaun, Unhide - noHuwTasa ce
CKpuBake KOJIOHe (MOpajy Ce CenekToBaTy KOIOHa Mpe U KONOHa Noc/ie CakpuBeHE KOJIOHE, aKo je cakpuBeHa
npBa KoJIoHa Mopa Ce CeNleKToBaTH Lieo NUCT da 6u ce oHa morna oTkputh) u Standard Width - gedmHunLle
LUMPUHY CBMX KOJIOHA Ha 3afaTy (He Mopa 6UTK CeneKToBaHa HU jejHa KO/IOHa, KOJIOHe KOjuMa CMO MPeTX04HO
Ae@UHMCANIN LUMPVIHY Ce He Mesajy).

CenekrtoBahemo pef, na n3 MeHunja Format nsabpatu onunjy Row. Oteopuhe ce MeHU ca cnegehum
onuujama: Height fedHuiue BUcuHy pesay Taukama (BUCKMHa Ce MOXKE Ae(hMHNCATUN 1 XBaTakeM [OHEer py6a
pefja 1 MoBnayereM rope 3a CMarere Wan fonie 3a noseharbe BUCUHE pefa, a MprMerbyje ce U Ha CBe
CeneKToBaHe pefiose y HM3Y), AutoFit - BUCKHa ce ayTOMaTCKM (Popmmpa Ha OCHOBY ynmcaHor cagpykaja (oBa
KOMaH/a Ce MOxKe M03BaTh 1 [BOK/IMKOM Ha [0HU py6 agpece pefa, a MprMeryje ce 1 Ha CBe Ce/leKTOBaHe
pesose y Hu3y), Hide - pes ce He Buan, Unhide - noHuLLITaBa Ce CKprBake pesa (Mopajy Ce CeNeKToBaTu pes
Mnpe 1 pef rnocrie CakpyBEHOT peja, ako je CaKpUBEH MPBY pej mMopa Ce CeNeKToBaTu Lieo NNCT fa 6u ce oH
MOrao OTKpUTK).

MocTaB/beHV NapameTpu peaa, KOIOHe UK Nosba MOTY Ce NPeHEeTY Ha Apyre pefoBe, KOMIoHe UKW Nosba
Kopuwherwem anatke Format Painter (4eTkuua), npeo ce
CefleKTyje ob6jekaT umje napameTpe KoMMpamo, na ce K/MKHe Ha
anaTky, a 3aTMM Ce CefekTyjy 06jeKTM Ha Koje ce Konupajy
napametpu. lMogpasymeBa ce fa ce napameTpu pefa He Mory
KOMMpaTW Ha KOMOHE M O0B6PHYTO, HUTW Ha MojefuHavyHa nosba.
MapameTpy ce Ha UCTU HaUYMH MOTY KONUpaTu 1 13 jefHe Tabene y
Apyry (YaK n ako Tabene HUCY Yy UCTOM [OKYMEHTY).

KonoHama » pefoBrMa Ce MOXE MOLECUTU ayTOMATCKU
LLIMPWHA, OAHOCHO, BUCUHA 1360poM KoMaHae Auto Format... u3

o [ cams |

. Tudrl Sy R
MeHuja Format npu uemy Ce MOTY W3a6PATM W HEKMN | 55 7a=amsaiie i romrinmitin

Nk B 4 T Vol & 4 1

npegerHUcaHn n3rneamn tabena (BUAM CANKY). T .-

Aoopontig | Sopounding & w
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YHOC, ayTOMaTCKM YHOC U KOMNMupame

YHOC nogaTtaka y nosbe MOXe e 0CTBapuTV Ha TPY paBHOMPaBHA HaYMHa:
S fFF o € Editline o Knukom Ha 0apeheHO Mosbe CeeKTyjemo ra 1 ogMax MOXEMO Aa y TO
e nosbe yHecemo oArosapajyhu nogartak,

e [IBOK/IMKOM Ha ofipeheHO nosbe nojassbyje ce Kypcop y khemy 1 oHaa
MOXXEMO YHETW XXE/beHM MoAaTaK y TO Nosbe,

e Knukom Ha Edit Line ynasumo y nnHKjy 3a yHOC nogataka u Ty Ynucyjemo nojarak Koju ce ofMax ynucyje
y oaroapajyhe (CeneKToBaHo) Mnosbe.

ako paBHOMPaBHY OBU HAYMHY Ce, UMaK, pasnnkyjy. Koa yHoca nofaTaka Ha NpBiY HauMH 3a KpeTakbe
KpO3 NofiaTakK He CMEMO KOPUCTUTM CTPE/MLE Ha TacTaTypu jep he ce CTpeniLiaMa MeraTm CeNeKTOBaHO Mosbe.

MpuTrckom TacTepa Enter 3aBpLuaBa ce YHOC NojaTaka y jeAHOM Mosby v Npenasu ce y Nosbe UCNog
tera. MpuTuckom Tactepa ESc noHuMWTaBa ce yHeTn nogatak 1 Bpaha ce NPeTX0AHW cagpXkaj nosba. Tactep
Tab (5) KopucTMO 3a Npenasak y HapeaHo, a KomGuHaumjom Shift (1)+Tab (5) npenasumo y NpeTxoaHo
nosbe UCTOr peja.

i

s on lNofaum ce y nosba MOry yYHOCUTW M ayTOMATCKMK, ako Cy MOrofHu. AKo y
O e o 'p“ii"i;- W - JelHOM pefy WaM KOOHM Tpeba y y3acTOMHWM nosbumMa Tpeba yHeTu 6pojese
- i e [t PELOM ca KOHCTaHTHOM pasnnkoMm (1,2, 3, ... unn 1, 4,7, ... niv CIMYHO) oHAa Tpeba
ez HanucaTu caMmo npsa ABa 6poja y HU3y, 3aTMM Ce/IeKTOBaTV Ta [jBa Mosba, a 3aTumM
sl yXBaTUTN MULLEM KBaZpaTuh y LOHEM [AeCHOM Yry ApYror rnosba v npesyhu gyx
e __ Lienor pefia unu KonoHe (Ha MCTN HauMH Ce MOXe NPEHETU 1 (hOPMYNa YHETa Y HEKO
T e | NO/bE, an 0 ToMe heMo KacHuje). Jpyrv HauymH 3a ayTOMaTCKM YHOC nojaTaka je
e i | kopuwwhetse komaHze Fill 3 meHnja Edit. OTBopuhe ce MeHM ca 13 Kojera MoXemo
wames.. |l - | n3abpaTn 1 KOPUCTUTU cneaehe KOMaHAE:
L N e | Down - cenekToBaHa nosba y KOMOHW MOMyHaBajy ce BpefHOLWhy Koja je

ynucaHa y NpBO Ce/IeKTOBaHO Nosbe, 6e3 063Mpa fa /v ceieKToBaHa rnosba umajy
HeKy NPeTX0AHy BPeLHOCT UK He,

Right - cenektoBaHa nosba y pegy nonytasajy ce BpegHoLhy Koja je ynuncaHa y npeo CeneKToBaHo Nosbe,
6e3 063u1pa Aa Nn cenekToBaHa Nosba MMajy HeKy NPeTXOAHY BPeLHOCT UK He,

Up - cenekToBaHa Nnosba y KosIoHM NonyHaeajy ce BpeaHoLuhy Koja je ynucaHa y nocnefte ceneKtoBaHo
nosbe, 6e3 0631pa Aa N CenekToBaHa nosba MMajy Heky NPeTxXoaHy BPeAHOCT UK He,

Left - cenekToBaHa nossa 'y pegy nonyrasajy ce BpefHOLUNY Koja je ynucaHa y nocneftbe CeleKTOBaHO
nosbe, 6e3 063mpa fa 1 ceneKToBaHa rnosba Majy HeKy NMPeTXoAHYy BPeLHOCT U He,

Across Worksheets - KOpUCTK ce Kafia XenmMmo Aia HeKe BPefHOCTU ca jefHor nMcTuha nckonmpamo Ha
jepaH vnm Buwe Apyrux nuctuha y UCTom A0oKyMeHTy. CenekTyjemo rosba yvje ce BpefHOCTV Konupajy,
3aTVM CeNleKTyjeMo 0Baj U NUCTMhe Ha KOje XXeNMMO fja KonvMpamo BpegHOCTH 1 n3abepeMo 0By KomaHay. OBo
Cce, HapouMTO, KOPMCTU KaJa Xenmmo fia Hanpasmmo Tabesie ca UCTVM 3ar/iaB/beM Ha HeKOIMKo niuctuha jep ce
Konupajy v feuHucaHn (opmaTti 1 YHeTe BPeHOCTHU.

Series - 0BO je HajKOMMMKOBaHWja, an U HajMohHMja KOMaHa 0BOI MeHuja.
OHa omoryhaBa [ia ce CenektoBaHa Mosba y pefy, Y KOMOHW UK Y BULLE PefoBa M| un (e  id
KO/IOHa CEeNeKTOBaHMX WCTOBPEMEHO MOMYHU ayTOMAaTCKM BpegHOCTMMa Koje ce| "=+ &% =
3agajy. Taukuuama ce o3HavaBa nsabpaHa hyHkumja. Mpumep: AKO je cenekToBaHo 7 |-+ Sl
rosba 'y peay 1 5 nosba 'y KoJOHW 1 ako Cy Nosba Yy NpBoj KOJIOHU MonyHeHa 6pojeBnmMa e —
1, 8, 15, 22 n 29 pegom, nsabepemMo y okBMpy Series in onuujy Rows, y okBupy Type S P
onumjy Linear, y oksupy Step value ynucahemo 1, a y Stop value 31. Knnkom Ha TacTep OK 'y cenekToBaHUM
nosbrma he 6UTK MCNMCaH MeceYHn KaneHaap.

Justify - oBy komaHAy heMo Bp/o PeTKO KOPUCTUTY jep OHa TEKCT YNucaH Y HEKOSIMKO CENeKTOBAHNX
nosea npeypehyje Tako ga ce 4o6ujy TepKCTOBU jefjHaKe Ay>KMHe He Bofehu pavyHao nNpunafHOCTU TeKcTa
Mo/bMMa HUTK O 3HaYeky YNncaHuX nogaraka.

10 Mwupocnas Nnnh
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dopmyne

Kog chopmupara pasnuuntnx Tabena, Bp/O YecTo, MMaMo NOTPeby fa ce nogauy M3 MpPeTxXofHO
ynucaHux nosba y pefoBrMa Uam KonoHama Hekako obpaje 1 fia ce pesynTar Nprkaxe y HeKOM nosby Tabere.
OBaj nocao ce edmkacHO 13BpLiaBa Kopuwherwem opmyna. Excel uma jako 6oraty 6M6mMoTeky QyHKLmuja
Koje ce no noTpebu mory KombMHOBATK Kako 61 ce MocTuria oaro.apajyha nspadyHaeara 1 apyre obpage
nopataka. OBae Hehemo onvcaTy cBe hopmyie, jep 61 TO 0f1y3e/10 NPEBULLIE BPEMEHA, a He 61 610 edhekaTa,
Beh heMo ce noTpyauTK fa 06jacCHMMO HauMH fa ce fohe 4o (hyHKUMje 1 onuca eHe ynoTtpebe.

YHOC (hopmyna ce MOXe M3BPLUMTA AUPEKTHUM YHOCOM Y MO/bE MU Ce KOPUCTU YapobhaK NeBUM
Knmkom Ha fy. O6jacHuhemo ynoTpeby 4apobHaka 3a yHOC popmMyna.

| Y NpBOM OTBOPEHOM MPO30PY MOXXEMO YNMCaTN Ha3MB (hyHKLMjE Y NPBOM
ot | oksupy (Search for a function:) kako 6UCMO BUAENN HeHY CUHTAKCY UK n3abpatu
_ — | Kateropujy Kojoj npunaga dyHkumja y apyrom oksupy (Or select a category:),
iy, T na BWAETU W 13abpaTi Hasue (yHKLuje y TpeheM, Hajsehem oksupy (Select
I———— - | function:). AKO CMO ynucann HeKOMKO MpBMX C/loBa HasnBa (hyHKLMje Uam Leo
e Ha3uB KMKHyhemo Ha TacTep Go 1y BeNIMKOM OKBMpY he ce nojaBuTn HasvBm

| (hyHKUMja KOje AeMMUYHO UK Y MOTMYHOCTU 33/l0BO/baBajy KpUTepujym 3a
e . TS, s .30 npeTpaxvsare PyHKumja. Caga Tpeba cenekrosaTtyt oarosapajyhy yHKLujy 1
LI | kn1kHYTH Ha TacTep OK. OtBopuhe ce cneaehu nposop y Kome hemo BUaeTw
— =™ | cuHTaKcy n3abpaHe (yHKLje 1 o6uTI MOryhHOCT fia ynuiiemo ogroeapajyhe

napameTtpe. Heka cmo n3abpanu yHKUmMjy Sum (Cymupatbe BpeLHOCTM Nosba), 0TBOPMO ce cneaehv npo3op:
Y NpBY OKBMP MOXEMO YyrnucaTu afjpecy npsor rnosba, 3aTum npehemo y
— - apyrn okeup (ayTomatcku he ce oTBOpUTK Tpehn OKBMP) M HanumLieMo
s & afipecy Apyror rnosba 1 Tako Aa/be CBe [O0K He YNULLIEMO afpece CBUX
- no/ba 4mnje BPEAHOCTU XenmMmo fa ce cabepy. OBakaB HauvH hemo
KOpUCTUTKN ako Tpeba cabpatu M30/10BaHa Mo/ba. AKO Mo/ba Koja ce
e T i | i ey s | caBUPAjy  UMHE  HEMPEKMHYTU HU3 Y jeHOM pedy WanM  KOMOHU
—— KopucTuheMo ckpaheHM HauyuH 3anncuBamba, Tako LWTo hemo Hammcatu
s Tt & 1=« 1| afpecy NpBOr Mo/ba y HW3Y, 3aTM 6e3 pasmaka [ABOTa4Ky W afpecy
m MocneAmer nosbay H13y. [Jo3Bo/beHe Cy 1 KOMOMHaLMje 0Ba [iBa HaUMHa.
- 2l [pyrvi HaumH yHoca aprymeHara (He KopucTehu gupekTaH ynuc agpecay
OKBWpE) je NeBU KNMK Ha TacTep ca LpBEHOM CTPeNuLoM AecHO of okBupa. Mpo3op he ce MUHUMU3NPATK Y
OKBMP (Marba CNn4ymLa), a Hall 3afaTak je fa CeneKkTyjeMo jefJHO UM HM3 NOJba Koja XKeNMmo Aa cCyMmupamo K
K/IMKHEMO H a TacTep ca LpBEHOM CTpenuuoM. [Nporpam he ayTOMaTCKM YHeTu CefileKToBaHu M360p Kao
aprymeHT gyHKumje. Kaga cMo 3aBpLUMv ca YHOCOM aprymeHara KnnkHyhemo Ha Tactep OK v yHKuuja he
6uTK npeHeTa y ofabpaHo nosbe Tabene, a Npukasahe ce weH pesynrtar. NPOMEHOM BPegHOCTM Y Mo/buMa
aprymeHTMMa (PyHKuUuMje, ayToOMaTCKu, Metbahe ce 1 BpefHOCTM pesynTtaTta. Kof Kopuwihera CNoXeHUjux
(hyHKUMja Moryhe je HAUMHUTY 1 pa3He BPCTE rpeLlaka Ha Koje he Hac nporpam ynosopasatu v HyAUTU Ham
Marbe UM BULLIe YCMeLLHe HauYMHe peLuaBara npobniema (Mcnpaske rpelsaka). Hajuelha rpetuka Kog yHoca
aprymeHata (pyHkuuje je Kopuwherwe rpaHMYHMKa agpeca. Y 3aBWCHOCTM Of MOCTaB/bEHUX MNapaMeTapa
orepaTMBHOI CMCTEMa padvyHapa, 3a pasfBajare afpeca Mnosba, OAHOCHO, aprymeHarta (yHKLUMje KOpUCTu ce
cumbon 3apes UM cMmb6o Tauka-3apes. pe yHoca apryMmeHara Tpebaso 6v fa 3HaMOo Kako HaM je CUCTEM
rofeLueH. AKO TO He 3HaMO HaKOH yHoca npBe (yHKUuje cxBaTheMo nocTaBke (M ako CMO NOrpewwnnu, na
Hac nporpam yno3opasa, ¥ ako HUCMO norpewunnn). Ha cnegehoj civum BUAMMO YNo3operbe Nporpama Kaja je
perucTpoBaHa rpeLukay gopmynun. HapasHo, nporpav
HVje [OBO/bHO MHTE/IMTEHTAH [ja HaM KaXke TayHO LUTa

et ol o i g o

The Ao s £rposd corciand n

T i ————— Tpeba yunmHWUTK, anv KIMkom Ha TacTep OK nporpam he

v T 0 A 0 i ) i, ik 0., b ik Fussctioa st B i

allao.--n&-.-q-u;-:-u-p---mm-::m-c:-'-----.nnplmmwuﬂ.a..-mwmm|| ﬂOSVILI,VIOHI/IpaTVI ,U'eo d)OpMy]'Ie rp'e je AOLU”O ,EI,O

it rpeLLKe Kako 61CMO MOT/IN MPEno3HaTh 1 UCTIPaBUTK

rPeLLKy. Y HeKUM ciyyajeBuMa nporpam he NOHYAUTY peLLeHe, OA4HOCHO, UCMPaBUTM (HOPMYJTy OHAKO Kako
OH cMaTpa Aa Tpeba fa rnacu. Y peTkuM ciydajeBuMa Kopekumja he 61Ty ncnpasHa u Tpeba je NpuxsaTnTi,
anu Hajyelwhe hemo camy MopaTy fa ce MOMY4YMMO OKO MCMpaBKe.

Cnefm npukas HEKONMKO Hajuellhe KopuliheHmx yHKUumja:
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Sum - Cymuparbe (Beh nomeHyTa) je dyHKUMja Koja ofpehyje 36mup cenekToBaHux nosba. Cagpxaj
rnosba Mopa 6UTK HyMepuukn unn he HaMm nporpamM atv MorpewaH pesyntar. AprymeHTy QyHKumje Mory
61TK afpece NojefUHaA4YHNX NO/ba, HA30BK MOJba Y jeAHOM WM BULLIE PeA0Ba U KOJIOHA UM KOMOMHaLmja 06a
HaunHa.

Average - [pocek je thyHKLMja Kojom ce oapehyje cpefha BpefHOCT CENEKTOBaHMX Nosba. APryMeHTm
(hyHKUMje Mory B6uTv afpece nojefuHayHNX Nosba, HN30BM Mosba Y jeAHOM WU BULLE PeA0Ba U KOJIOHA U
KOM6uHaLmja 06a HaunHa.

Count - M36poju je yHKuMja Kojom ce ogpehyje 6poj nmosba ca HYMepUYKMM BpefHOCTUMA Of
CeNeKToBaHUX Mosba. APryMeHTU (hyHKLMje Mory 6UTn agpece nojeamHaqyHnX rnosba, HU30BM Mosba y jeiHOM
WM BULLIE pefioBa U KOMOHA UM KOMOMHaUMja 06a HaumHa.

CountA - M36poju je yHKUMja Kojom ce oapehyje 6poj nosba ca HEHYMEPUYKMM BPeAHOCTMMA Of
Ce/IeKTOBaHMX Nosba. ApPrymMeHTy iyHKUMje Mory 6UTKU agpece NojefmHayuHmX rnosba, HA30BM Mosba Yy jeHOM
WM BULLIE pefoBa MU KOMOHA UM KOMBUHaumja 06a HaumHa.

CountBlank - 136poju npasHo je yHKLKja KojoM ce ogpehyje 6poj nosba 6e3 yrnucaHe BpeAHOCTU Of,
CeNeKTOBaHUX Nosba. APrymeHTn yHKLUMje Mory 6UTK afpece nojeAMHa4YHNX Nosba, HU30BK NOsba Y jeHOM
WM BULLIE pefioBa U KOMOHA UM KOMOMHaLMja 06a HaumHa.

Max - Hajsehu je yHKUMja kojoM ce ogpehyje Hajseha BPe4HOCT CefleKTOBaHUX Mosba. APryMeHTu
(hyHKUMje Mory 6uTy afpece nojefuHayHUX Nosba, HN30BK Mosba Y jefiHOM WU BULLE PefoBa U KOJIOHA U
KOM6uHaLmja 06a HaunHa.

Min - Hajmarm je yHKLMja Kojom ce ofpehyje HajMarba BPeAHOCT CeIEKTOBaHUX NMosba. APryMeHTm
(hyHKUMje Mory 6UTK agpece NojeAUHAYHNX NOsba, HA30BM NOJbA Y jeAHOM UNW BULLIE PeA0Ba M KOIOHA UK
KOoMOMHaLmja 06a HaunHa.

Product - Nponssog je PyHKUMja Koja ogpehyje Npon3BoL ceflekToBaHMX nosba. Caapkaj nosba mopa
OUTW HYMepu4yKn Uan he HaM Nporpam Aath norpewad pesyntar. AprymMeHTu (yHKuUmje Mory 6utun agpece
nojeAnHa4YHNX Mosba, HA30BM Nosba Y jeAHOM WM BULLIE PeAoBa U KONOHA UK KOMBMHaLMja 06a HaumHa.

Round - ®yHKUM]ja KOjOM Ce caapykaj CeleKTOBaHOT Mosba UM BPeAHOCT (hopMy/e 3a0Kpyr/byje no
npasuvnMma mMateMaTnke. ApryMeHT yHKLUMje je agpeca nosba nuam gopmyna.

Trunc - Oacelarbe LenobpojHor fena BPeaHOCTY CENeKTOBaHON Nosba U hopmMy e 6e3 3a0Kpyr/biBatba.
AprymeHT (PyHKUMje je agpeca nosba unv opmyna.

If - ¥cnos, hyHKUMja gaje MoryhHoOCT fa, y 3aBUCHOCTU Of UCMYHEHa HEKOT YC0Ba U3BPLUMMO jeaHY
o[ aBe hopmyne. CacToju ce U3 TP Aena, MPBU je YCIoB Koju ce TecTUpa, Apyry je hopmMyna Koja ce n3spLuasa
aKo je yCcnoB UcnyweH, a Tpehu je popmyna Koja ce n3BpLLaBa ako YCN0B HIje UCTYHEH.

Sumlf - Cabepu je hyHKLM]ja KOjoM ce cabupajy BpelHOCTKX NO/ba Koja 3af,0B0/baBajy 0ApeheHn yCnos.
CacToju ce 13 fBa Aena, NPBY YnHe afpece NojefnHauYHINX Nosba, HU30BM Mosba Yy jeAHOM UIN BULLIE pefoBa 1
KOMOHa 1/in KoMGrHalmja 06a HaumHa, a pyru yCioB Koju Tpeba fa je ucnyreH fa 6u ce BpeAHOCTH cabupase.

Countlf - Mpeb6poju je pyHKUMja Kojom ce ofpehyje 6poj nosba Koja 3a40B0s/baBajy oapeheHn ycnos.
CacToju ce v3 fBa Aena, NpPBY YnHe afpece NojefMHa4yHNX Nosba, HA30BM Mosba Y jeAHOM WUIN BULLIE pefoBa 1
KONOHa 1N KombrHaumja o6a HaurHa, a pyru YCioB Koju Tpeba Aa je ucnyweH aa 6u ce nosba 6pojana.

Ocum 0BUX MOCTOjV joLU BMLLE O ABECTOTUHENeAeCET (DYHKLUMja KOje Ce MOry MCKOPUCTUTUN NPUINKOM
(hopmuparsa hopmyna. HapaeHo, (hyHKLMje ce MOry KOMOMHOBATM Tako fa ce Haf nojauumma u3 tabesne mMory
M3BPLLNTY BP/IO KOMM/IMKOBaHe 06paje, roToBO CBe LUTO 6110 KOMe 13 6110 KOje 06/1aCTH /by [CKOT AeN0Bakba
MOXe [a 3aTpeba, a LUTO He 3axTeBa MporpaMuparbe y npasom cmucry Te peuun. Excel uma n moryhHoct
nporpammparba Macro - a, anm To npesasnnasy OKBMPe OCHOBHOT KopuLihetba nporpama v cnaja y Beoma
HanpezHe TEXHNKe ca efleMeHT1Ma nporpaMuparba y nporpamckom jesmky Microsoft Visual Basic, na ce Ha
TOM fieny Hehemo 3apXKaBaTy.
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CopTupare nogaTaka

Mofaum Koju ce npukasyjy y Tabenm mory 6utin ypeheHn Ha HeKu crieuwmjaH HaumH Un ce NpuKasyjy
no pefocnesy yHoca. JacHo je fia je MHOro KOpUCHMje NoAaTKe YPeauTy Nno HEKOM KpUTEPUjyMy jep ce Ha Taj
Ha4uMH CTMYe 60/ba M jacHMja CNMKa 0 NocMaTpaHoM npotecy. [a 6v ce nogaum ypeanuam mopa ce cenekToBatu
feo Tabene Koju ce coptupa. TOM MPWIMKOM MOpa Ce BOAMTW padyHa O nojauuma Koju ocTajy M3BaH
cenekumje. AKO [le0 HeCeNeKToBaHX nojaTaka vMa Bese ca CeNleKTOBaHVM, Ha NpUMep U3BOJE Ce U3 X UK
npeacTaB/bajy LeNMHY Koja ce He cMe pa3bujaTi, oHAa je NOTpeBHO Apyrayvmnje cenekrosatu feo Tabene Koju
ce copTupa. Hanwe, cse henuje Tabene Koje YnHe jeHy LeIMHy Mopajy 6UTu ceneKToBaHe MHadve Tabena rybu
cmucao. Ha npumep, ako je y KOJIOHU a INCTa MMeHa 3arnocieHnX pajgHuKa Koja Huje cnoXeHa a3byyHo, ay
KO/IOHM 6 Cy M3HOCK 3apafa 1m agpece, 6pojeBun TeneoHa UM HeKN ApYTv IMYHW NoAaTak, Kaga noXxenmmo
[a ypeLnMmo crmncak a3dyyHo HKje LOBO/bHO CENeKTOBATM KO/IOHY CaMo a U copTmpatu je jep he y ToM cnydajy
Aohun 0 Melakba NMYHKX NogaTaka 1 Tabena BuLle Hehe UMaTy cMucao.

Excel He no3Bo/baBa MpeKWAe Y CENEKTOBaHWM MO/bUMA KOje KMo
Jeaty | Gt
COPTVPaTy, 0AHOCHO, He MOTY Ce COPTUPATI NOAALM U3 NPBA TPU PEAR, CAMOT 1 = & Lemino tee
[eBeTor peaa. Hus henwja Koje ce copTnpajy Mopa HUTK HEMPEKUHYT.

Kafila CMO CenekToBaNM XerbeHu [eo Tabene NOTPeGHO je U3 MeHMja Data

Bl

i E

uj‘

n3abpatn KomaHgy Sort... ga 6ucmo ra coptupann. OTeopuhe ce AWjanoLLKK E:::.. -
npo30op Kao Apyroj Ha cimun. Caga Tpeba gethmHucatn Kputepujym no kome he ce | e I
henwuje coptupatw. - 7%

Kog 136opa KpuTepujyma 3a CopTuparbe Mopa ce 06aBe3HO Ha3HauMTV 4a fn |[-....,
“ma 3arnae/ba (Koje Ce, HOPMasHO, MOpa CeNeKTOBaTW, anu Ce He COPTMPA Ca| mrmrmmmm. = &wws

ocTannMM henmjamMa) mnm He. AKO Ce COpPTMpa BuLle KOJIOHA OHAA Ce MOXKE | ... -
AeuHMCaTV CNOXEHW KpUTEpUjyM copTuparsa (BUau cnmky). Mpeu KpUTepujym je v @ sgrang
HajBaXXHW]U, APYTY Ce MPUMEtbYje Camo ako Cy Nnosba Mo NPBOM XPUTEPUYMY UCTA, | ..., A
a Tpehur cy nosba 1 No NPBO 1 MO APYroM KpuTepujymy mcta. AKo Cy nosba rno csa v O asandog
TpY KpuTepujyma ncta npso he 6UTK Nosbe Koje uMa HUXN peaHn 6poj. CBa TPU |, . v S

KpUTEpUjyMa ce Mory A0MYyHUTU U HAYMHOM COpTUpatba: pacTyhi nopefak (ascending | e s (5 p s ce

- 04, Marber ka Behem) nnv onagajyhu nopegak (descending - of Beher ka marbem).
AKO K/IMKHEMO Ha gyrme Options... oTBopuhe ce HOBY NPO30p ca A0AATHUM
onuujamasa copTypatbe. MpBi OKBUP HaM Aaje MOryRHOCT copTypatba Mo crioBrMa [l
UM NO laHUMA Y Hefierbi Un MeceLMa y roAnHN. VICrof iera je HEKOOKC KOJUIM | o e st e _
ce 3axTeBa fla Ce NPUMKOM COpPTMPatba BOAW pauyHa 0 BEIMKUM U MaIUM cnoBuma | -~ . ':'
(ako je uekupaH) wnn He. OpujeHTaumjom ce deduHule fa A ce henuje |57 B
copTupajy no konoHama (Sort top to bottom) nnm no pegosmma (Sort left to right). | & s w s
MpefethriHMCaHe BPEAHOCTM Cy: COPTMPare No asbyuyHoM pegocnedy He sogehy L=

payyHa 0 Be/IMKOM ¥ MasioM C/10BY MO KO/I0Hama.
AKO ce cenektoBaHe henunje copTupajy jefHOCTaBHUM KPUTEPUjyMOM (Camo MO jefHO] | 4 | 2}
| A

|l;l|:|n'l... I [ || Cancel |

KOJIOHM) OHJa Ce YMECTO Mo3mBarba AMjasioliKor npo3opa M3 MeHuja MOXe CamO K/IMKHYTW Ha [ £
jepaH of ABa ekpaHcka TacTepa (speed buttons) w copTupaTu cenektoBaHM [eo Tabene y
n3abpaHoMm MOpeTKy.

Y cnyuajy aa cmo copTupany henuje na cMo ce NPeAoOMUCIIN U XeNUMO Aa BPaTUMO MPETXOAHN
pefocnes MoXXeMo MCKOPUCTUTM KoMaHay Undo.

AKO ce BpefHOCTU Heke hennje n3BaH CeneKToBaHOr fena Tabene nobujajy nomohy henuja Koje cy
CeNieKTOBaHe 1 copTupaHe, BPeAHOCT ce Hehe NpoMeHUTH jep he excel ayTomaTcKu npoMeHnTN agpece henuja
y hopmyiama y CKiagy ca KpUTepujyMOoM COpTMpara. AKO TO HE XXeIMMO OHZa 1 Takee hennje (ca hopmynama)
Tpeb6a 06yXBaTUTU CENIEKLMjOM U COPTMPATH UX.

OCHOBHO 0 Tabesilama 13
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MpeTpaykmnBake 1 3aMeHa nogaTtaka Tabene

Bpno yvecto ce Hahemo y cuTyaumju fda je noTpebHo Beh roToBy Tabeny NpenpasnTL U NPUNarognTU
HOBMM ycnoBuma. Mory ce fecutu cnefehu cnydajesu:

* Y Tabenu jeflaH nofaTak Koju ce nojas/byje BeNMKKN 6poj nyTa Tpeba 3aMeHUTU ApYrnm,
* Y (hopmynama je KopuwheHOo NOrpeLLIHo Nosbe UK HeKN Apyru nogarak,

* Y Tabenu cy kopuwheHa Mana c/iosa, a Tpebdano je nucatu BeIMKUM, UK jeaaH (DOHT 3aMeHUTU
APYrVM, UK UCTO ped y BENMKOM 6pojy nosba ucnmcaTty Ha nocebaH HauvH.

Y CBMM OBWM C/ly4YajeBUMa KOPUCTUMO (PYHKLM]Y npoHanaxera (onymja Find n3 meHnja Edit nan
npeunya Ctrl + F) 1 3ameHe (onumja Replace 13 meHnja Edit nnm npeunya Ctrl + H). MpBy yHKLMjY KOPUCTUMO
Ka/ja HELLTO XXe/IMMO Aa NpoHahemo y Tabesin Ui cenleKToBaHoM aeny Tabene, a Apyry KOpMcTUMO Kaza Xenmmo
[a HeLlTo npoHahemo 1 3ameHMMOo HeunM. O6jacHMheMo cafa ynoTpeby oBux (hyHKUMja. Y okBup Find what
HanuLle ce OHO LITO ce Tpaxku. Knmkom Ha gyrme Format ... ynasu ce 'y
[1e0 3a AedHMCakbe (hopmaTa TEKCTa KOju Ce TPXKM (Ha MprMep MoXeMo [~ F— e e e
AaedrHMcaTK Aa ce NpoHahe ped kamaTa Koja je HanmncaHa 60/ CNOBUMA | s, e :
Be/iMuMHe 20 Tavaka Un HeKako Apyradnje popMaTn3oBaH TEKCT LUTO Ce | one

AedrHMLLE Yy AMjanoWKOM Npo3opy ca HasmBoM Find Format). Ako 3| @i, T
HEKOI pa3/iora >enmmo fa NOHULITUMO AeUHUCaHN (hopmaT NoTpebHo E;- i
T
Pt AR D
T

[ Pl | B Spescid

Fodwhut || v [FoFovm '.q'|:':'r'~'-.i.'.':| Figd what: AT |T'_;- ushon

b | fhes e | Fechgae sty |shear o [Pk -"_lu.;gl-q_uq-

PO r——— Samrh | o, L el s 1

L Firmi L |UNHT| ok Py L | ol I

[(mma | [oewed | [ G | A | (Bt | [ om ] Chvass Formgh FronuCed, | Lo [ cood |

Find and Hoplacy

Fapd whai w [ maForre oe | (T Pt st w [ Haroroe et | [ ot -] Figd s w [ warore e | [ o ]

b | thear & [ iPsthgom b | Ghear @ [Pt st |fhear w [rastigem

seuth _gn.__.:-lM_ [Pk, s e g ety samrth: | i 5 [ b v ot g iy PR Fr— o [imeherire sl contests

Gt | o (o= || || G m (o= || || Gme [Pt [erermez |
e ] () (] (rom ] () Com || b | (e () (Cow ]

je pa knnkHemo Ha ayrme No Format Set. Morbe Within: omoryhasa Ham aa n3abepeMo re ce Tpaxku YHETM TeKCT
(moryhe BpegHocTu cy: Sheet Ha akTuBHOM nincTuhy nnanm Workbook Ha caumM nnuctuhnma oKymeHTa). Mosse
Search: Ham faje MoryhHOCT fa n3abepemMo Aa v ce TEKCT TpaXku no pegosuma (By Rows) uim no KosoHaMa
(By Columns). Norbe Look in: oMoryhasa getmHucare NpeTpaxmBarba y hopmynama (Formulas), BpegHocTMa
(Values) nnm komeHTapuma (Comments). AKO HaMm je GUTHO Aa NPoHaheMo TEKCT Koju je ncnmcaH Boaehu padyHa
0 BE/IKUM 1 MaJiM cnoBmma Yekrpahemo Match case y npoTuBHOM npoHanasuhe ce TeKCT MCncaH 61/o Kako
(0BO BaXKM 1 33 HaLLla, hpriMyHa ¢noga). AKO XeMMO fa NpoHaheHn TeKCT 6ye jeanHn cagpxkaj henmje veknpahemo
Match entire cell contents y npoT1BHOM npoHanasuhe ce 1 TEKCT Koju je [eo caapxaja Heke hennje. yrve
Options cakpuea Unu Npukasyje nomeHyTe gogatHe onuuje. Ayrme Find All gahe Ham nHAGoOpMaLnjy o Tome
KOMIMKO NyTa je TpakeHW TeKCT npoHaheH (ynoTpebsbeH) y cenekToBaHoM fgeny Tabene. Ayrme Find Next
omoryhu he Ham Aa ce No3uLMoHUpPa NPBY NpoHaheHn TeKCT (MPUTUCKOM UCTOT TacTepa NoHoBMhe ce TpaXkere
TeKCTa 0f TPeHYTHe nosuuuje Hafarbe). PYHKUMjY NpeTpaKmBara Npekngamo KIMKoM Ha gyrme Close nnm Ha
KpcTuh y roptbem JecHoM yriy [ujanoLkor nposopa. Kog thyHKuUmje fofaT 4
je okaup Replace with: y koju ce ynincyje TeKCT KOjUM Ce Merba NPOoHafneH ) i
TekcT u Tactepu Format .. m No Format Set koju omoryhasajy | ™ "™ —
N - Fdwhai || » |u-.r-\.m.q [ Fomst .. -]
AenHVCabe UM MOHULLITaBakbe opmMata TeKCTa KOjUM ce 3aMenyje | ... B [ | o
TekcT Kao u ayrmag Replace All n Replace Kojuma ce AeUHNLLE AA CE | wu. s & Cimtons
CBa NojaB/bMBatba TPAKEHOr TEKCTa 3aMeHEe OAMAX WM CAMO MPBU | s miom o LSt
npoHaheHun (MOHOBHMM MPUTUCKOM Replace gyrmeta Mewa ce cnefehy |« fe=e =
npoHaheHn TeKCT Y3 MOryhHOCT KOMOMHOBaHba ca AyrMeToM Find Next). | (s u | | s | [ foa | [ | | G |

[t e |
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Cnuke u rpaPKoHU

Bp/io yecTo ce KoA TabenapHor NprKasunBakba HEKMX NojaTaka AoAajy pasHe BpcTe rpaduukor nprkasa
v nnycTpauuje Koje CyBonapHe NoAaTKe 0XKMB/baBajy npueiadeht Nty nocmatpaya.

O6jacHnhemo NpBO fofaBarbe uiyctpaymja (jep je HewTo
jefHocTaBHMje). V13 meHnja Insert nsabepemo onuujy Picture, a
3atuMm  BpcTy wunyctpaumje. Tomohy onuuje Clip Art
nnyctpauymnjy 6vpamo n3 oubnmnoteke Office Collections. Onuyuja
From File gaje moryhHocT 1n3bopa Cinke Kojy CMO Hanpasuav U
CKeHVMpa/v, a Hanasu ce Ha padyHapy. Onuuja From Scanner or
Camera ... Ham Jaje MOryhHOCT AUPEKTHOT YHOca unycTpaymje ca
CKeHepa wunm gurutanHor goto anaparta. Onuyuja AutoShapes
npeAcTaB/ba YHOLUEHE pPasIMUUTUX OKBMpa M3 BUOIMOTEKe.
Onuuja WordArt ... Ham omoryhasa Kopuiiherwe creumjanHo
ucuptaHux TekctoBa. Onupja Organization Chart omoryhasa
Kpevpame opraHusaumHe CTpyKType. Peuymo ga cmo nsabpanu
Apyry onuujy, 04HOCHO, yHoLewe nocTojehe cnuke. OTBOpUhe
ce cTaHgapaHn Open aujanowku nposop Insert Picture y kome
hemo n3abpaTn XerbeHy unycTpaunjy. Y okesupy Files of type
BUAMMO CBe (hopMaTe C/IMKa Koje MOXeMO yBeCTu y Tabeny. Kaaa
n3abepeMo CNMKY KIIMKHEMO Ha fiyrMe Insert n cnvika he ce yectu
y Tabeny unu KAnMkom Ha agyrme Cancel ogyctajeMo of yHoca
cnvke. MofelaBare MapameTapa CrvKe
omoryhasa [ieCHN K/IMK Ha CnKY, 0TBapa
ce nonan mMeHu (Kao Ha cnuum) u3 Kora
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npek/ana eo Uv Yntasy TaGeny 1 MOXe Ce MOCTaBUTM Kao No3aanHa dyHKUmnjom Order 13 UCTOT MeHwja.

Caga hemo 06jaCHUTM 1 Kpenparbe pasnnunTx rpadiMkoHa. 3a Kpempame
rpaciMkoHa Kopuctuhemo 4apobraka. Cenektoahemo Tabeny, na 13 MeHuja
Insert uzabpatv onyujy Chart. OTBopuhe ce NpBU 04 YeTUPU AnjanoLLKa Npo3opa
(4eTvpm Kopaka nomohy Kojux Yapobrak Kpenpa rpaiukKoH Nno HaLLoj XKerbK).

Y NpBOM Kopaky 6vpamo jefiaH of, noHyheHnX TnoBsa rpagmkoHa y OKBupYy
Chart type:. CBaku TN nma BapujaHTe Koje 6upamo y okempy Chart sub - type:.
[Oyrmve Press and Hold to View Sample kopucTMo aa 61 CMO Ha TPeHYTaK BUAENu
Kako he nsrnefatv KpevipaHu rpadmkoH, npe ocTa/ivx nofetuasarba. Kaga cmo
og/lyunnu wra hemo KnmkHyhemo Ha gyrme Next > unu Ha gyrme Einish ako He
XENMMO [ja fiarbe nofeLuaBamo rpakoH unm Ha yrme Cancel yKoimko cMo ce
NPeAOMUCIUAN U HE XXeNMO [la Kpempamo rpatKoH Yy OBOM TPEHYTKY.

Y [pyrom Kopaky nMamo moryhHocT fja Ha imctuhy
Data Range npomeHnMo n3abpaHu feo Tabene Koju ce
rpaduykm nprkasyje, aa gerH1LIEMO [a In ce NpuKasyjy
PefiOBM U KOJIOHE CefleKToBaHor Aefna Tabene. Ha nnctuhy
Series, oCM 1360pa BPeAHOCTU, MOXKEMO 3 AehUHMLLIEMO
Has3vBe cepuja rnojaraka u Hasuee (nabene). Kaga cmo
og/lyunnu wra hemo KnnkHyhemo Ha gyrme Next > uim
Ha gyrme Finish ako He »kenMmo ga gambe nojeliaBamo
rpagmkoH unn Ha gyrme < Back ga ce BpaTumo Ha
MPeTXo4HN Kopak unn Ha gyrme Cancel ykonmko cMo ce
MPeSOMUCIIUAN N HEe XXEIMMO [a KPempamo rpaukoH y
OBOM TPEHYTKY.
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Tpehu kopak faje Hajsuwe moryhHocTu. Ha
npsom nmctuhy Titles moxemo fa AeuHULLIEMO
HacnoB rpagukoHa y oksupy Chart title: wu
napameTpe KOOpAWHATHOr cucTema wau papyre
napameTpe y ocTaaMMm okBupuma. Ha nuctuhy
AXxes fe(hHULLEMO BPCTY KOOPAUHATHOT CUCTEMA.
Ha nuctuhy Gridlines gedpyHMLLIEMO KOMMKO IyCTO
he ce nprKa3neaTn NOMONHe NMHKje (Koje noMaxy
nocmatpavy fa 6o/be "oceTU™ 3Hauaj NOoAaTaKa). [
Ha nuctuhy Legend fethmHULLEMO Aa N U HA KOjOj
no3uumjun he ce npukasmeaTtu nereHaa nomohy Koje
hemo ynTaTy nogatke Ha rpamkoHy. Ha nuctuhy
Data Labels pgejuHuwiemo pa nm he ce Ha
rpatiMKoHy npukKasmeaTu nabesne 1 Koje 0f Hux U,
ako Mma Buwe fabena, Kojum he ce 3HaKoOM
pasagajatu. Ha nuctuhy Data Table gedmHuiemo
fia 7 he ce y3 rpauKoH MPUKasMBaTy 1 Tabe g (< e eetieeia e e T
ynju ce nojaun npefcTasbajy rpauuky (aKo | === B
rpachMkoH He CTOju nopep Tabene ca nogauuma| b= = )
LWTO hemo ognyunTin y cnegehem Kopaky) 1 ga nv
he ce y TOj Tabenn NPUKasMBaTh CUMOOMN W3 | w=s-
nereHge. Kaga cmo ognyunnm  wta  hemo
KnukHyhemo Ha gyrme Next > unm Ha gyrve
Finish ako He >Xenumo fa Aa/be MofjeLlaBamo = e L e = e e
rpagmkoH unm Ha fyrme < Back fa ce BpaTMO Ha NPeTX04HM Kopak unm Ha fyrme Cancel yKOJ'IVIKO CMoO ce
NPeAOMUCIUAN U HE XXeNMO [ia Kpempamo rpatKoH y OBOM TPEHYTKY.

Y nocnefwem, 4YeTBPTOM Kopaky 6upamo ga nv he ce rpafukoH F===
npuKasmeaTyi Ha IMCTUNY rae ce Hanasn 1 Tabena ca nogauuma unm he oH BUTU | T e
Ha HoBOoM niuctuhy. Kaga cmo ognyunny wrta hemo KIMkHyhemo Ha gyrme EEE]
FEinish ako He »KenMMo [a Aasbe nofeLlaBamo rpaukoH nnmn Ha fyrme < Back ga| * 5 =
Ce BpaTUMO Ha MpPeTXOAHW Kopak wnn Ha gyrme Cancel ykonvMko cmo ce L) Lo Lpe
NPeAoOMUCINAN U He XKeNMMO [a Kpempamo rpaimkoH Yy 0BOM TPEHYTKY.

HakoH 3aBpLUEHOr OCHOBHOI MOJeLlaBakba rpaukoHa U HEroBor ymetawa Y [OKYMEHT, ako
NPUMETMO /2 OH He 33/10BO/baBa CBE Hallle Xe/be MOXXeMO A0AaTHO U [AeTa/bHO MerwaTh 1 nojellasaty Beh
nofeLuUeHe KapakTepPUCTUKE N OHe Koje YapobHbak HMje 06yxBaTno Tako LUTO KIMKHEMO AeCHMM TacTepPOM Ha
Heku of fenosa rpagmkoHa (Chart Area, Plot Area, Legend, Title, ...) 1 n3abepemo >esbeHy onuujy. Caky
[1e0 rpachKoHa Mma ipyrauuju MeHU 3a KopekLinje kapakTepucTuka. Ha npuvep, Ha Chart Area (s
0TBapa Ce MeHU Kao Ha Camuu. Onuwuje: Chart Type ..., Source Data ..., Chart Options ... N |  catwue
Location ... npefcTaB/bajy pefoM Kopake Kpenpara rpaopMKOHa nonvlohy Llapo6|-|:a|<a, aonuuja  weeie
Format Chart Area ... 0TBapa Auja/ioLLKI NPO30p Kao Ha CINLW Y KOME MOXXeMO MojecuTn bojy | ™™

) N033anHe (Koja MoXe OMTW YHWU(OpMHA 60ja, HeKa BPCTA | ..

e T Lo rpagauuje nnu wpagypa nam TeKCTypa) U OKBMPaA FPaUKOHA | cht s
& poman . (ocum 60je, BpCTa UHMjE, 3a06/bEHOCT Yr/OoBa, p,e6rb|/|Ha-n a1

b o e NINHW]E W CMIMYHO) Kao W BPCTY (HOHTA KOjUM Cce menmeyjy | 7

i , mEEEmmEEs TEKCTOBM Ha rpauKoHY Tako fAa ce rpaMkKoH MOXE & oy
I T T NPUNaroguTA CBMM HalMM >KerbaMa. CMYHA MOAeLlaBarba wesmmm
s | ———— MOTY Ce U3BPLUUTM 1 33 OCTasle Aie/10Be rpadinkoHa. MpaHmuacy ===
T s cEmEm camo Ballla MaLlTa, KpeaTMBHOCT, ymehe... e
R R HapaBHo, fa 61MCMO NMOCTUIIM CaBpLUeHe eheKTe Mopamo ypaauTu
—

MHOTO rpatiMKoHa, eKCNEePUMEHTUCATI Ny TOME YXKMBATW.
L= Jl==] CpehHo.
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