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1. Gumbi za manipulaciju prozorogminimiziranje, maksimiziranje, zatvaranje prozora
2. Naslovna trak& ime dokumentanastaval(.pptx) te ime programa
3. Kartice / tabs
Datoteka / File
t26SdyF «k I 2°
Umetni / Insert
Dizajn / Design
Prijelazi Transitions
4. Traka s alatima / Toolbar

0 nekeskrivenenaredbe, imaju strelicu pokraj za otvaranje dodatnih opcija

o TIrargtaSyS yINBRoS a8 yS Y23dz iNBydziy?2

Animacije / Animations

Pokretanje prezentacije$lide Show
Prikaz / Review

Pogled / View

O O O O O
O O O o

AT ONX

o YENBROS a GNR (261S AYl2dz aft A2SR RIf2y2AK Yyl

9 Kkartice i alatne trake zajedno se nazivaju vrpca (ribbon)
5. Polpl I dzy 2 & coidjeRpisOjén@tékst, tnosimo objekt

6. ¢261 1 dzvSidlyels veSaid2 3IReS GNBLISNR 1 dzNE 2 NJ

7. Prikaz minijatura
8. t2t2S 1 oAaAftaS01S

9. ¢NI 1S TI K2NART 2y dFfydz A OSNIATIFfyYydz yI @A3l OX 2«
10. Statusna trakaLJINA { | T dz28 LI RI 18 2 GNBydziyzy LRt 20!l 2d

stanje nekilposemih funkcija Microsoft PowerPoiria
11. Horizontalna vertikalno ravnalo
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Umetanje (dodatnog) tekstapritisnemo lijevu tipkuh O dzy dzi I NJ LINBR@GA SSy 23 Lk
LT Y2Syl LRadgdsdxrz20888@G 1222 a8 OStA AT YAS2SYyAl
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Kopiraj / zalijepi (Copy / Paste):
1. 2T yFr6AY2 (814G 122A OStAY2 12LANFGA
|.

2. 1T2LIANI Y2 2T ylIF6SYyA Iéobi&j(Cﬁp@)f‘;‘, G HC Y 28dz £ 41
3. LRaGI gAY2 (2 deddadieS BRES OB A Y2 avyaSadadga ¢
4. TrHtA28SLIAY2 GS1ad yI G2 Ye Sjapierja/ Riste Ditidas 2 SRy 2 °

Fe (Ctrl + Y

Y2 LA NI y2S Ldponiriq st detadée (diaky and drop)
1. 21T yF6AY2 G(GS1adG 122A OStAYZ2Z 12LANI GA
2.yt 2Tyl 68Sy2Y (GS814adGdz LINAGAAYSY2 A T RNDAYZ
tipku Ctrl
3. Bdz6SY2 LR1ITAGL6 YAO!
4, 2 0Lz GA Y2 ALY detulyTekSte zalijeplidd tiahogu poAcliu] dz
LT NBOA «k/Padte):A 2S LA 6/ dzi
2T YyIH6AY2068634a8 1RBXY2S&aGAGA
ATNBOSY2 2Ty 68y A IRMNAGECKEY LR2Y2ddz Ft G
LRadl @AY2 (261dz dzvySialyal ylI YaSaidz2z 3arz2S 0Sft
T LtA28LAY2 (8140 yI G2 Yelfeglén Paeopton b2 SRy 2 3
(Ctrl +V

pPwnN PF

t NBY2SOil yhexdleubdaty podudic pusti: kao i kopiranje, ali bez tipke Ctrl

BRISANJE TEKSTA

1 slovo po slovobDelete- desno od kursorgBackSpacelijevo od kursora

T 0 NDA -IHWIAGA Y2 OSt 2SyA RADRletd S{aidl A LINAGAAYSY?2
Brisanje2 SRy 23 Af A2 OKIOBA X2  2RRIOY At A GAOS atla2R20F 6
a Ctrl ako nisu) i pritisnemo tipku Delete
Hrvatski naziv za slajd je prozirnica.
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IZBORNIK: DATOTEKRILE

|E' = | | Presentationl - Microsoft PowerPoint = BOER
m Home Insert Design Transitions Animations Slide Show Review View Q
= save )
Awvailable Templates and Themes Blank presentation
Bl save as
S Open fit Home
3 Close
Info o = ) F
L I Laa] L
Recent Blank Recent Sample Themes My templates
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Print
Share New from j
existing
Help Office.com Templates - Create
] Options
e - ﬁ :| :
Budgets Calendars Design slides Forms Gift
certificates
_
=
— = H A
v /
Invoices Minutes Planners Plans Mare
categories

AlatSpremi(Save) B 6 LINB 6 A OF @l +SJ A LJ| 2 By A OA
f Spremiu/Saveindz 1 22dz YI Lz 6S &S RIFIG2GS1I ALINBYAGA
f Ime datoteke / File namedzLJA OSY2 yI T AQG RIF(G2G518
1 Spremi kao tip / Save as typgrogram u kojem spremamo dokument
Stvaranje nove prezentacije: New > Blank prelseiitA 2y B / NBI+®S 6 LINB 6 A OF
htl 10Fry2 28 {NBANIyaS y2g2@mphe)eddsijdpbtx { 2 NKA Ol Sy 2 S
hi @ NryaS Lkai __}' SIBISIAG RRIPSFV Sy ik O NI y2S @A 0SS R21 dzy
Ispis /Print:
M Printerc odabiremoLJA & | 6
1 Copies; broj kopija dokumenta
1 Range raspon
o Allgsve
0 Current slide; trenutni slajd
0 Custom range odabir stranica
f Collatedcispisujed S OA 2SSt LINBIT Sy il OA2l 2R LR6SG1I R?2
kopija, Uncollatedcispisujese prvi sla@ prema zadanom broju kopija, zatim drugi itd.
1 O 2 iRksujeF8ll Page Slides, Outline, Notes P@gganslajd,dvaslajda po stranici,...
1 ispisy dz 022A k O2f2NE yA2lyalYl aA@®S k 3INIe&aol
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Dijelienje /Sharey 2 @S Y2 3dzy2aidA 122S 2t 10 @dFadz RA2aStasSy
1 Promijeni tip datoteke / Change File Typehranjujemodatoteku u drugom programu
1 Kreiraj PDF/XPS dokument / Create PDF/XPS Docuraemhanije datoteke u fiksiranom
F2NX)I (dzZ ¥y Snowranjéhjed A G A £ | 3|

a23dy2ad;d oo 5552y

T {FNIGAOI aDSYSNIft§2RRah@BEIDR2ILRE2S T dzy2a
T 1FNIAOF {LINBYA k {F+@8S B LRftal 11 a!dizwS02@S1

KARTICA t h 2 SHOME

IE' H9-0|- Presentationl - Microsoft PowerPoint Irawing Tool: o B R
Home Insert Design Transitions Animations Slide Show Review View Format
== g Layout ~ P N | i = - - Find
& —I ayeu Calibri (Headings = 44~ A" o7 | B =iz IEiE t=- “i‘ |_|_‘}' D_l__'l | v &~ gaFn
Ha- (5] Reset = — L2 - 2cReplace ~
Paste Mew . B 7 U 8 ahe &~ A~ | A~ | =E == E | == - Shapes Arrange Quick
- F | Slide~ "3 Section - = A - - 2 « Siylese =7 | g Select~
Clipboard Slides Font Paragraph Drawing Editing

sx:-Novi slajd / New Slide (ili tipkovnico@trl+M)
91 Enter na tipkovnici (moramo se nalaziti u prikazu slajdova)

Izgled slajdova / Layou = veut =

Title slideg naslovni slajd Titleandcontenty' I &f 23 A  TwoRdtedc®R g1 LRt 2F 1 &l
e | e
Tie Side Tiiie and Contont Two Content

Vrsta slova (font)Times New Romaw,erdana, Aal, Calibri itd.

+SEAGAYl  &GRIDRI 8dzﬁ:)2©2lN$A1

| B 7 U |

Oblikovanije teksta

Podebljanje (Bold) w120Syae2S t2R@tFL6Sya2S 0! yR¢
-Ctrl + B -Ctrl + 1 -Ctrl+ UG ALY 28yl LINB
: s
Sjena / Shadov.

Precrtanitekst (Strikethrough) nekakav-tekst

Mala slova pretvoriti u velika ili obrnutc‘_h' -VELIKA SLOVA / UPPERCASE
- mala slova / lowercase

-

A oA . - A - . .
.22lyeS uastadul NXIEA™ 1AY o22FYFY FEFO C2y0a [/ 2t 2

@@@ ITdesk.info is licensed underGreative Commons Attribution
@ NoncommercialNo Derivative Works 3.0 Croatia License 4/12




ITdesk.infocp r o) e k't +edukacj®sa slobednima pristupom

DNJ F ¥ dz\ S Nikted | S

D NJ Tlisté/Bflets = b dzY § Nikté/N@nbering =
1 y20S 21yl ¢Byeda tipkbrnigt] SINB & G | v I § dvaplutg Entel S y 2 |

Poravnanje teksta

1 poravnavanjailijevo/ Align Left, 1 poravnavanje udesno / Align Right,
1 po sredin/ Centar, 1 obostrano /Justify
Ispuna lika > £ Shape Fill = - otvara paletu boja

Kontura lika > shape Outline - - otvara paletu bojaizbor vrste i debljine linije
Efektilika > ) shapefffects~ -LJ2 Y dzSSYyA SFSTGAY o052 aaSyl s 2RNII

@

Shapes

Likovi / Shapes™ - ¢ nakon odabira jednog lika na glaga unosimo metodom uhvagiovuct
LlJdzaGA 6AYS Ydz Fdzi2YFGaiA RSTAYANI Y2 @StAG6Aydz A L

Uredi/Arrangeg NI T Y28 O0GF St SYSyidS A&EALINBR 6. NAy3d F2NBI NRI
¢NI OSy2s 2RNBS# S NAesSsA AfA FTNITS

T bl SA ,MLIAGRYYR FTNI TdzZ t NRYyl SA aft A2S5RS6S k CAYR
%l Y2aSyl 2RNBSSYyS NR2S6A

f FindWhat] 22dz NA2S8S6 (NI OAY2T

1 ReplaceWith6 AYS OStAY2 Tl YA2SYyAilA

J

Kopiranje oblikovanja jednog dijela teksta na drugat Format Paintel

t2Y26 dz a{ <+/AapHRIND 2 KlyAd tikovnici

Dok smoa Y2 §®G 8zy dzii I NJ LI2f 21 11 dzy2a &artieukkikup Forpat & f | 2 |
122A &l RNODA Yy23S 2R dzLN} @2 2LA A&l yAK FfFdly
PIA9-0|+ Presentationl - Microsoft PowerPaint irawing) Tool: o B R
ﬁ Home Insert Design Transitions Animations Slide Show Review View Format () @

\NOoO - & S shape Fill - b, A-  LChbringForward - [Z- 5318 am *

A —|_—|—p|::> @ 5~ = Zshape Outline = &/ g - [ send Backward - : : ‘"J e =

GO Py s ~ | = Shape Effects ~ 5?}-L|Iéc5kv < LE.',} Selection Pane Sk~ (2286 m J

Insert Shapes Shape Styles WordArt Styles Arrange Size

@@@ ITdesk.info is licensed underGreative Commons Attribution
@ NoncommercialNo Derivative Works 3.0 Croatia License 5/12



ITdesk.infocp r o) e k't +edukacj®sa slobednima pristupom

KARTICAUMETANJE / INSERT

IEI' =9~ |= Presentationl - Microsoft PowerPaoint = B O
Home Insert Design Transitions Animations Slide Show Review View (A} @
ElE i |r ) A = l 5 Tc %)
d ol o B PR @ Al 8 4 =) & Jd
Table Picture Clip Screenshot Photo Shapes Smart&rt Chart Text Header WordArt Equation Video Audio
- Art 2 Album ~ 7 Box & Footer " b b b
Tables Images Ilustrations Links Text Symbaols Media
£z
. Table
Tablice' -

1 odaberemo alat za umetanje tablice i
o0 YAOSY LINBfFTAY2 LINB{12 1201A0I,ili6AYS 2RNBSdz2S)
0 2RIFI0SNBY2 2LJ0A2dz ! YSGYyA GFoftAOdz k LyaSNI ¢ ¢
*umetanje tablice je2 Y2 3dz06 Sy2 A 2RYIF K {(FRI dzYSidySyz2 y20a
AT 3t SR al &I RNDI 2SYF
T promjenald2 f 2 Ol 21 (1261 S tijhe Sasttelita@nhndtipkownici|pritiském . =
fA28S0S GALNS YAOIF dz OSt2Sydz 6St A2dz
T uNB SA G y:Jéble lidols OBrubiS Borders
b {2Syé6lyeS k {KIFERAy3
1 naknadno umetanije retka ili stupca:
o (1261 dz demjgdlivizy adr 6 St A2dz 3IR2S OSft AY2 dzySidydzia N
GALN dz YAOIF GS yI oNIi2Y ATO02NyYyAldz 2RI 6 SNBY?2
A Umetni > red iznad (Insert > Row Above) ili ispod (Belidiv)
A Umetni > stupac lijevo (Insert > Column Left) ili desno (Right)
 brisanje retkaili stupca- 21T yF 6 AY2 NBRF]1 AfA &ddzd O LRIT 208
2LJOA2dz ho NAOA &0GdzLJ0S 0658t SGS /2tdzyyao AfA hol

Slike Ficture

 *umetanjeje2 Y23dz0Sy2 A 2RYIFK {1l RlF dzyStySy2 y20Ar af
sad | RNOI 2SYF

T 21T yF6F@lyaS atA1S NIRAY2 LINRGAAl2Y ftA2SOS GAl
20NbHz0dz R20A2S {QDFRNIGAOGS

T p2RSOI @FyeaS @StA6AYyS 2062S10GlY

0o rdz6y2Y 21 y I nhefodoth utaiim@Bigipudi (draganddropll2 YA 6SY2 yS1S 2
NXHz0 y A K naibRviduloBjekta

0 UL azy ONAR2SRy2adGdAY RSayA 1fAl ylI 202S10 B h

Size = poljaje potrebnodzy A 2S G A @GNR2SRy2aiA T @GAaAydz 61 ¢

T d21 AYFY2 21yl 6Sydz af A KatticuOblikuii/ Fomeatkdza ¥ RABX2 2 ( 0
Y818 y20S Y23ddy2aGA 26tA120FyelyY

@ Comections* -F f G T A&ALINI@1S 12ydNradrks ageSiaft .

& Color - LNEYeSyl o622F aAfA18 1F12 0A 062fead |

« AmisticEffeds~ -F £ 0 1+ 12 oA afiknpdikaeSt 20t (12 Ol
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AS]

e alat za unos polja za tekstakon odabira alata metodom uhvgibvucipusti (drag and
Box RNR LI Ydz 2RNBSdz2SY2 LRft20F2 A OGSt A6AYydz yI afl

Yl 3t | gt 2 $Hedder bigl RopterO 2 S
1 editranjek dzNB SANAIGyA22S/ SY2 € A 28 @azNT K LIP €z Widdéshi  dzf KINII2
klik: uredi tekst / Edit text

5} - umetanje datuma i vremena / date and time
_#] - umetanje broja slajda / slide number

Umetanje simbola  $25m°~ - ¢ MJ F"6eH YKN » 1 G itd.

Grafikoni ichart
f *umetanjeje2 Y23dz0Sy2 A 2RYIFIK {FRI dzYSiySyY2 y2@0Ar af
al &l RNOF2SYF
1 automatski sevtvara tablica u Merosoft Excell za unos podataka
1 za dodavanje efekatégspune bojom 3D, rotacija, sjena, itddvostruki pritisak lgve tipke
YAOF yIF 3ANIFAL2Y AfA LINARGAALF] RSayS GALINS YAl
L2 RNHz62F 3ANF FA{2ylF Kk C2NX¥I G / KINI ! NBI
f promjenavrste grafikonaLJINA G A a1 RSayS GALIYS YAOF ylI 3INI ¥
Change Chart Typeodaberemo vrstu
hNBFEFYAI F OA2al A Femee | INT YAZ of YIENI! NI &
 *umetanjeje2 Y23dz0Sy2 A 2RYIFK {1l RlF dzySiaySy2 y2@0Ar af
al &l RNOI 2SYF
T Y208Y2 LINBY2SOGlIGA LkRtalr 1+F12 oA woaBRATA &GN
povucilLJdzZA GA O RNJI 3 | YR RNRLIW ylI 0OSta2Sy2 vYaSaiz
T Y208SY2 R2RIGFGA 210ANB 11 dzy2a al RNOlFa2lyYy 21yl
RSay2yY GALN2Y YAOL LRI 28SY2 oNI A ATo02NYyAl B !
iznad (above)
 brisanje:oznd A Y2 20628140 A LINAGAaySY2 GALJYdz 58tSGS

KARTICADIZAJN / DESIGN

BllEH9-O|+ Presentationl - Microsoft PowerPaint = B O£

m Home Insert Design Transitions Animations Slide Show Review View [~ @

3 ECDIDI’S - a5
F Background Styles =
J Lij__l Aa Aa Aa a ég._:“] - F-:unts - A
Page Slide [t e I - . mmEm = | [O]tsrects ~ [ Hide Background Graphics

Setup Orientation =
Page Setup Themes Background

t2adlgtalyaSy YAOF ATYylFIR LINBRf20Syo®&t 28§ (iSva
primjenjujemopritiskomf A 2S @S GALN S YAOlI yI yeadz
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ECDInrs -
Fants M

[Cletess~_ Alati za promjenu boja, fonta i efekata unutar odabrane teme
Orijentagja slajda / Slide Orientation

1 Portrait (vertikalng

1 Landscape (horizontalno)

KARTICAIZMJENE / TRANSDNS

BlH9-0I|= Presentationl - Microsoft PowerPoint o B ®
Home Insert Dresign Transitions Animations Slide Show Review View [~} e
— g - - i
7] i, Sound: [No Sound] Advance Slide
] = <l o M - _
s & Duration: 02,00 - On Mouse Click
Mone Cut Fade Push Wipe Split = ;.;UAppIyToAII |:| After: 00:00.00 *
Preview Transition to This Slide Timing

1 24 R2RI@lyaS @GAaldaty23 AtA 1 @ldgbyaz 3 6 &2 dzy RO
1 opcije za izmjenu slajdova:
¥ on Mouse Click o yI 1tAltya2S YAOSY k hy az2dzasS /fA0]
o iliunesemo vrijeme

-

After: 00:00.00 =

-

§ abd T+ 2RNBSAg S Duaten 02000 -0, 51 vesys

 LINEZ Y 2 Sy @imifer§enasdmid Aa slajd na kojem se trenutno nalazimo, osim ako ne
upotrijebimo alat P PRYAL 0t NK Y2 Sy A v a@Sa afl 2R20S

KARTICAANIMACIJE / ANIMAONS

PIA9-G |+ Presentationl - Microsoft PowerPoint |__ | o B R
Home Insert Design Transitions Animations Slide Show Review View Format [~ e
e \ E% E;';ﬂAnimation Pane - Reorder Animation
Preview None Appear Fade = Add &
" Animation = ©¥ -
Preview Animation Advanced Animation Timing

i za animiranje pojavljivanja, izlaza te putanje gibanja objekata na slajdu
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