
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ITdesk.info ð 

ǵǶǴȍǫǰaǸ paǽǹǳaǶǷǰǫ e-eǪyǰaǼǮȍe  

ca ǷǱǴǧǴǪǳǮǲ ǵǶǮcǸǹǵǴǲ 

- ǕǶǮǶǹǽǳǮǰ ǭǦ ǪǮǩǮǸǦǱǳǹ 

ǵǮǷǲǫǳǴǷǸ 

 

ǫ-yǽeȏe 

e-ǮǳǰǱǹǭǮja  

 

cǱǴǧǴǪaǳ 

ǵǶǮcǸyǵ 

˻͋ͪ͊͒͊ ͔ͭͫͭ͊͟ -  

Microsoft Word 2010 

 

C͟ ͙ͪͨͭ͊ 
 

 

ǵƩǰǶǫǸ  paǽǹǳaǶǷǰǴǩ 

ǴǵǮǷǲǫȏaǨaȏa  

ǮǭǩǶǦǪȏǦ 
ǲoǪeǶǳoǩ 

ǪǶyǾǸǨǦ 

͢ȅ͒Ŏ͟ŀ  
ͨͪŀ͍ŀ ͤŀ  
Ŝ͒ȅ͟ŀͼ͙͞ȅ ͙ 
͙ͤͺƻͪŀͣͼ͙ƧŜ 



˥͍͙͊ͤ͡ ͍ͤ͊ͫͦ͡:   

ITdesk.info ς ʧʨʦʿʝʢʘʪ ʨʘʯʫʥʘʨʩʢʝ ʝ-ʝʜʫʢʘʮʠʿʝ ʩʘ ʩʣʦʙʦʜʥʠʤ ʧʨʠʩʪʫʧʦʤ - ʇʨʠʨʫʯʥʠʢ ʟʘ 

ʜʠʛʠʪʘʣʥʫ ʧʠʩʤʝʥʦʩʪ 

˽͍ͦ͒ͤ͊ͫͦ͡:  

˻͋ͪ͊͒͊ ͔ͭͫͭ͟ ͊- Microsoft Word 2010, ͫ ͙ͪͨͭ͊͟ 

ˢͯͭͦͪΥ 

˨͙͊ͪͦ ˮ͙͊͡͞ ˾͔͙ͤ͒ͯ͡ΐ 

˶͙͍ͦ͊ͦ͊ͦ͘͟͡Υ  

˭ͦͪ͊ͤ ˥͊͒͊ͪ͞ 

Cͭ ͪͯ;ͤ͊ ͔ͪͼ͔͙ͤ͊͘͞Υ  

˨͔͊ͤ͞ ˴͔ͪͼͯ͢Σ MSc. 

˹͍͙͊ͫͦͤ͡ͼ͊Υ  

˿͙͍͙͊͡͞ ˣ͙ͯͤΐ 

ˮ͍͒͊͊͘;:  

˻͍͔ͭͦͪͤͦ ͒ͪͯ΄͍ͭͦ ͊͘ ͔ͪ͊ͣͤͯ͘ ͙͔͒͊͞ (˻˨˾ˢ˭ˮ), ˭ ͎͔͊ͪ͋ 

ISBN:  

978-953-7908-09-6 

˸͔ͫͭͦ ͙ ͎͙ͦ͒ͤ͊ ͙͍͒͊͊ͥ͊͘:  

˭͎͔͊ͪ͋, 2013.  

 
Agencija za odgoj i obrazovanje Republike Hrvatske odobrila je uporabu  
ƻǾƻƎ ǇƻƳƻŏƴƻƎ ƴŀǎǘŀǾƴƻƎ ǎǊŜŘǎǘǾŀ ǳ ƻǎƴƻǾƴƛƳ ǑƪƻƭŀƳŀ ǊƧŜǑŜƴƧŜƳ 
klasa: 602-09/14-01/0009 
urbroj: 561-03-03/15-14-4 
Zagreb, travanj 2014. 

 

ˢͯͭͦͪͫͦ͟ ͍ͨͪ͊ͦ:  

˿ͦ͋ͦ͒ͤͦ͡ ͙͔ͦͨͪ͊ͭ͟͞, ΄͔ͭ͊ͣͨ͊ͭ͞  ͙͔͒͊͢ ͙͙͙͔͒ͫͭͪ͋ͯͪ͊ͭ͞ ͼ͔ͯ͡ ͙͙͡ ͔͒ͦ ͍͔ͦ ͙ͨͯ͋͊͟͡ͼ͙͔͞, 
ͯͯ͟͢;ͯͯ͞ΐ͙ ͙ ͯ ͍ͫͪͻͯ ͎͙͍͙ͦͪ͊ͤͦ͊ͤ͘ͻ ΄͍ͦͦ͊ͥ͊͟͡, ͙͋ͦ͡ ͯ ͍͙͊ͤͣ͞ ͙͙͡ ͯ ͙͍͙ͨͪ͊ͭͤͣ 
͔͒ͯ͊͟ͼ͙͙ͦͤͣ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͣ͊͞, ͙͊͡ ͙ͫͯ͟͢;͙͍ͦ ͯ ͔͔ͤͦͣͪ͟ͼ͙͔͊ͤ͞͡ ͍ͫͪͻ͔ (͔͒͊͟͡ ͔͋͘ 
͔ͤ͊ͨ͊ͭ͡ ͙ͪ͊ͥͣ͟͞ ͙͙ͦͪͫͤ͟ͼ͙ͣ͊ ͊͘ ͙ͦͪ͟΄ΐ͔͔ͥ ͙ͨͯ͋͊͟͡ͼ͙͔͞) ͊ͦ͟ ͙ ͯ͘ ͍ͤ͊ͦΏ͔͔ͥ ͙͍ͦͪ͊͘ 
(͙͍ͦͪ͘: www.ITdesk.info ς ͔ͨͪͦ͊ͭ͟͞ ͪ͊;͔ͯͤ͊ͪͫ͟ ͔-͔͒ͯ͊͟ͼ͙͔͞ ͫ͊ ͙ͫͦ͋ͦ͒ͤͣ͡ ͙ͨͪͫͭͯͨͦͣ). 
ˮ͍͔͔͙͒ͤ͘ (͔͙͍͙͙͒ͪͫ͊ͤ) ͍͙ͪ͊͒ͦ ͙ͤͫͯ ͒ͦͨͯ΄͔͙ͭͤ ͔͋͘ ͔ͨͪͭͻ͎ͦ͒ͤͦ ͔ͦ͒ͦ͋ͪͥ͊ ͙ͤͦͫͦͼ͊ 
͙͊ͯͭͦͪͫ͟ͻ ͍ͨͪ͊͊ (͔͔ͯ͒ͪͯ͗ͥ ˻ ͍͔ͭͦͪͤͦ ͒ͪͯ΄͍ͭͦ ͊͘ ͔ͪ͊ͣͤͯ͘ ͙͔͒͊͞ - ˻ ˨˾ˢ˭ˮ). 

˴ͦͤͭ͊ͭ͟ ͊͘ ͔͔ͭͪ͊͗ͥ ͍͔͒ͦͦ͘͡: info@ITdesk.info   

http://www.itdesk.info/
mailto:info@ITdesk.info
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ʇʨʝʜʛʦʚʦʨ 

˨͊ͤ͊΄͔ͥ ͒ͪͯ΄͍ͭͦ ͔͔͔ͦ͋͗ͤͦ͡ ͔͞ ͎͙ͤ͊ͣ͡ ͪ͊ͫͭͦͣ ͙ ͍͔ͪ͊ͦͣ͘͞ 

͙ͤͺͦͪͣ͊ͼ͙͔ͦͤ ͔ͭͻ͎͙͔ͤͦͦ͡͞ (ˮ)́, ΄ͭͦ ͔͞ ͔͙ͪͯͭͪ͊ͦ͘͡͡ ͍͔͙ͦͣ͟͡ 

͍͙͊ͫͤͦ͘΄ΐͯ ͒ͪͯ΄͍ͭ͊, ͯ ΄͙͔ͪͣ ͙ͫͣͫͯ͡, ͦ ͤ͊ͥͯ͘ ͙ 

͔͔ͦͣͨͭͤͭͤͦ͟΄ΐͯ ͔ͦͫͦ͋ ͯ ˮ́ ͨͦ͒ͪͯ;ͯ͞. ˮ ͔ͨͪͣ͒͊ ͭ͊ ͍͙͊ͫͤͦͫͭ͘ 

͔ͪ͊ͫͭ ͙͘ ͒͊ͤ͊ ͯ ͒͊ͤ, ͯ͒ͫͦ͢͟ ͍ͨͪ͊ͦ ͤ͊ ͍͔ͦ͋ͪ͊ͦ͊ͥ͘ ͙ 

͙ͤͺͦͪͣ͊ͼ͙͔͞ ͙͔ͤ͞ ͨͪͦ΄͙͔ͪͤͦ ͙ ͤ͊ ˮ́ ͨͦ͒ͪͯ;͔͞. ˽͍͙͙ͦ͊͞͡ ͫͯ ͔ͫ 

͔͙ͨͪͦ͋ͣ͡ ͙ͦ͟͞ ͙ͯͭ;ͯ ͤ͊ ͒ͪͯ΄͍ͭͦ ͯ ͼ͔͙͙ͤ͡, ͟ ͙ͦ͞ ͍ͫͭ͊ͪ͊ͯ͞ ͔͔͔ͨͪͨͪ͟ 

 ͙͍ͯ͒͊͊͊ͯ͢͞ ͔ͯ͒͢ ͦ͒ ͎͍͎͊ͤͦ͡ ͎ͪ͊ͦ͊͘͡ ͙ ͙͍ͣͦͭ͊ͼ͙͔͞ ͊͘ ͔ͤ͊ͨͪ͒͊͟, 

ͦ ͙͙͔͒ͨͪ͟͡. ˨͊ͤ͊ͫ, ͙͙͋ͭ ͪ͊;ͯͤ͊ͪͫͦ͟ ͔͙͔ͤͨͫͣͤ͊ ͦͫͦ͋͊, ͤ͊͘;͙ 

͙͙͋ͭ ͦͫͦ͋͊ ͦ͊͟͞ ͙͔ͤ͞ ͯ ͎ͣͦͯΐ͙ͤͦͫͭ ͒͊ ͯ;͔͍͔ͫͭͯ͞ ͯ ͔ͣͦ͒ͪͤͦͣ 

͒ͪͯ΄͍ͭͯ, ͦͫͦ͋͊ ͔͋͘ ͙͙͔ͨͪ͟͡, ͙ ͯͨͪͦͫ͟ ͙ͨͪͤ͊ͭͦ͘͞ ͔ͤͦͨͻ͙ͦ͒ͤͦͫͭ  ͙

͙͙ͦͪͫͤͦͫͭ͟ ͙͙͍͔ͤͯͤ͘͟͡ ͙ͤͺ͙ͦͪͣ͊ͭ;͔͟ ͙͔͙ͨͫͣͤͦͫͭ, ͦ͒ ͔ͫͭͪ͊ͤ 

˩͍͔ͪͦͨͫ͟ ͙͙͔ͦͣͫ͟͞, ̂˹˩˿˴˻-a, ˻ ͎͙ͪ͊ͤ͊͘ͼ͙͔͞ ͊͘ ͔͙ͦͤͦͣͫ͟͟ ͍ͪ͊ͦ͘͞ 

͙ ͫ͊ͪ͊͒ͥͯ όOECD) ͙ ͙ͦͫͭ͊͡ͻ ͔͔͍͙ͪ͊ͤͭͤ͡ͻ ͙͙ͤͫͭͭͯͼ͙͊͞, ͦ͞΄ ͍͔ͯ͟ 

͔ͨͦͫͭͦ͞ ͎͔ͪͯͨ ͙ͯ͒͢ ͫ͊ ͔͙ͦͭ͗͊ͤͣ ͙ͨͪͫͭͯͨͦͣ ͍ͦͫͤͦͤͦͣ 

ͪ͊;ͯͤ͊ͪͫͦͣ͟ ͍ͦ͋ͪ͊ͦ͊ͥͯ͘ (ͤͨͪ. ͔ͦͫͦ͋ ͫ ͙͍͙͙͔ͤ͊͒ͭͭͦͣ͡, ͔ͦͫͦ͋ ͫ 

͔ͨͦͭ΄ͦ͟ΐ͊ͣ͊ ͯ ͯ;͔ͥͯ, ͙ͪ͊͒ͤͼ͙ ͙͎͙ͣͪ͊ͤͭ, ͔͔͔ͤ͊ͨͦͫͤ͘͡ ͔ͦͫͦ͋, 

͔ͦͫͦ͋ ͔ͦ͟͞ ͙͍͔͗ ͤ͊ ͔͙ͯ͒͊ͤͣ͢ ͔͙ͣͫͭͣ͊ ͎͔͒ ͔ͤͣ͊ͯ͞ ͙ͨͪͫͭͯͨ 

ͪ͊;ͯͤ͊ͪͫͦ͟͞ ͔͒ͯ͊͟ͼ͙͙͞). 

 

˻͍͔ ͙͔ͫͪͨͭ͟, ͔͊͒ͤͦ͘͞ ͫ ͙ͦͫͭ͊ͣ͡ ͔͙ͣ͊ͭͪ͊ͦͣ͞͡ ͍͔͙ͦ͋͊ͤͣ͢͞ ͤ͊ 

͙ͫͭͪ͊ͤͼ͙ ITdesk.info, ͨ ͔͍ͪ͒ͫͭ͊͊ͯ͢͞ ͤ͊΄ ͙͒ͦͨͪͤͦͫ ͔͙ͪ͊͊͘͡ͼ͙͙͞ ͙  

ͨͪͦͣͦͼ͙͙͞ ͎ͯ͒ͫͦ͢͟ ͍ͨͪ͊͊ ͤ͊ ͔͒ͯ͊͟ͼ͙ͯ͞ ͙ ͙ͤͺͦͪͣ͊ͼ͙͔͞ ͯ ˮ́ 

ͨͦ͒ͪͯ;ͯ͞. ˹͊͒͊ͣͦ ͔ͫ ͒͊ ΐ͔ ͍͊ ͣ ͍ͦ͊ ͔͒ͯ͊͟ͼ͙͊͞ ͨͦͣͦΐ͙ ͯ 

͍͍ͫ͊͊͒͊͊ͥͯ͡ ͍͙ͦͫͤͦͤͻ ͪ͊;͙ͯͤ͊ͪͫ͟ͻ ͍͔΄͙ͭͤ͊ ͙ ͫ͊ ͭͦͣ ͤ͊͒ͦͣ 

͔͙͗ͣͦ͡ ͍͊ ͣ ͒͊ ͤ͊ͯ;͙͔ͭ ΄ͭͦ ͍͙΄͔ ͙ ͭ͊ͦ͟ ͔͔ͨͦͫͭ͊ͤͭ ͙͍͙͊ͭͤ͟ ;͊ͤ͡ 

͔͎ͣͦ͒ͪͤͦ ˮ́ ͒ͪͯ΄͍ͭ͊. 

 

ˮ͔ͫͪͤͦ͟ ͍͊ ΄,͙ 

ITdesk.info ͭ ͙ ͣ
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˿͡ Φ м ˩͔͔͙ͣͤͭ͡ ͙͔ͤͭͪͺ͔ͫ͊͞ 

1. ˨͎ͯͣ͊͒ ͊͘ ͙ͣ͊ͤͨͯ͊͡ͼ͙ͯ͞ ͨͪͦͦͪͦͣ͘ ς ͙͙͙͙͔ͣͤͣͪ͊ͥ͘, ͙͙͙͔ͣ͊ͫͣͪ͊ͥ͘͟, ͍͔͊ͭ͊ͪ͊ͥ͘ 

ͨͪͦͦͪ͊͘ 

2. ˹͍͊ͫͦͤ͊͡ ͭͪ͊͊͟ ς ͙ ͔ͣ ͔͒ͦͯͣͤͭ͊͟, ͔ ͔͙ͫͭͤ͊͘͟͞ (.docx) ͙  ͙͔ͣ ͎ͨͪͦͪ͊ͣ͊ 

3. ˴͙͊ͪͭͼ͔ / tabs 

o ˨͔͊ͭͦͭ͊͟ / File 

o ˽ͦ;eͭ͊͟ / Home 

o ͔͙̂ͣͭͤ / Insert 

o ˾͔͊ͫͨͦͪ͒ ͤ͊ ͙ͫͭͪ͊ͤͼ͙ / Page Layout 

o ˾͔ͺ͔͔ͪͤͼ͔ / References 

o ˽ͦ΄͙͔͢͟ / Mailings 

o ˾͔͙͎͍͔͒ͦ͊ͥ / Review 

o ˽͎͔ͦ͒͡ / View 

4. ͔́ͪ͊͟ ͫ ͊͊ͭ͊ͣ͊͟͡ / Toolbars 

o ͔͔ͤ͟ ͙͍͔͔ͫͪͤ͟ ͤ ͔͔͊ͪ͒͋, ͙ ͣ͊ͯ͞ ͔͙ͫͭͪ͡ͼͯ ͔ͨͦͪ͒ ͘ ͊ ͍͔ͦͭ͊ͪ͊ͥ ͙͒ͦ͒͊ͭͤͻ ͦͨͼ͙͊͞  

o ͙͍͔͔͊ͫͤ͘͢ ͔͔ͤ͊ͪ͒͋ ͫ ͔ ͔ͤ ͎ͣͦͯ ͔ͭͪͤͯͭͤͦ ͙͍ͪ͘΄͙͙ͭ (ͤ ͊ ͙ͫ͡ͼ͙: Change List Level) 

o ͔͔ͤ͊ͪ͒͋ ͫ ͙ͭͪ ͭ͊;͔͟ ͙ ͣ͊ͯ͞ ͔ͫ͒͡ ͙͒͊͢ͻ ͔͙ͤ͊ͪ͒͋ (ͤ͊ ͙ͫ͡ͼ͙: Define New Bullet...) 

¶ ͙͊ͪͭ͟ͼ͔ ͙ ͔͊͊ͭͤ͡ ͔ͭͪ͊͟ ͘ ͔͊͒ͤͦ͞ ͔ͫ ͙͍ͤ͊͊ͯ͘͞ ͎͍͊ͤ͊͡ ͭͪ͊͊͟ (ribbon) 

5. ˾͊͒ͤ͊ ͍ͨͦͪ΄͙ͤ͊ ς ͨ ͙͊ͨͪ, ͦ ͍͔͒ ͙͔ͯͨͫͯͣͦ͞ ͔ͭͫͭ͟, ͯ ͋͊ͼ͔ͯͣͦ͞ ͔ͦ͋͊ͭ͟͞ 

6. ́͊;͊͟ ͔ͯͣͭ͊ͥ͊, ͣ ͔ͫͭͦ ͎͔͒ ͔͔͙ͭͪͨͪ ͯͪͫͦͪ͟ (͙͍ͨͦ͊͘͟ ͊; ͣ ͙΄͊) 

7. ͔́ͪ͊͟ ͊͘ ͻ͙ͦͪͦͤͭ͊ͤͯ͘͡ ͙ ͍͔͙ͪͭ͊ͤͯ͟͡ ͍͙͎ͤ͊͊ͼ͙ͯ͞ (͙͊͘͟͡;͙) 

o ͍͒ͦͫͭͪͯ͊͟ ͔͙ͫͭͪ͡ͼ͊ ͎ͦͪ/͔͔͒ͦ͡ ͨ ͔ͪ͋͊ͼ͔ͯ͞ ͎͔ͨͦ͒͡ ͘ ͊ ͔͒ͤͯ͞ ͙ͫͭͪ͊ͤͼͯ ͍͙΄͔/͔ͣ͊ͥ 

8. ˿ͭ͊ͭͯͫͤ͊ ͭͪ͊͊͟ 

o ͙͔ͨͪ͊ͯ͘͟͞ ͔ͨͦ͒͊ͭ͟ ͦ ͔ͭͪͤͯͭͤͦͣ ͨͦͦ͗͊ͯ͡͞ ͭ ͊;͔͟ ͔ͯͣͭ͊ͥ͊ ͤ͊ ͪ͊͒ͤͦ͞ ͍ͨͦͪ΄͙͙ͤ ͙  ͔ͫͭ͊ͥ 

͔͙ͤ͟ͻ ͔ͫͨͼ͙͙͊ͤ͞͡ͻ ͺͯͤ͟ͼ͙͊͞ Microsoft Word-a 

9. ˶͔͙͙ͥͪ ς ͻ͙͙ͦͪͦͤͭ͊ͤ͘͡ ͙ ͍͔͙͙ͪͭ͊ͤ͟͡ ͡ ͔͙ͥͪ, ͙ ͤ͊͒͘ ͙ ͫ ͔͍͔͡ ͔ͫͭͪ͊ͤ ͙͔ͤͭͪͺ͔ͫ͊͞ 
o ͔͋ͦ͡ ͨͦ͒ͪͯ;͔͞ ͦͤ͊͘;͍͊͊ ͨ ͪͦͫͭͦͪ ͊͘ ͙͔ͨͫ͊ͥ, ͫ ͙͍ͦ ͨͦ͒ͪͯ;͔͞ ͔͍ͨͪ͒ͫͭ͊͊͢ ͎͙͔ͣ͊ͪͤ 

˻˭˹ˢ̉ˢˤˢ˺˩ ́˩˴˿́ˢ 
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˽͔ͪ ͔ͯͪΏ͙͍͊ͥ͊ ͔ͭͫͭ͊͟ ͔ͨͦͭͪ͋ͤͦ ͔͞ ͦͤ͊͘;͙͙ͭ ͔͒ͦ ͔ͭͫͭ͟ ͊ͤ͊͒ ͙ͦͣ͟͞ ΐ͔ ͔ͫ ͙͍ͪ͘΄͙͙ͭ ͔ͦ͒ͪΏ͔ͤͦ 

͙͍͔ͦ͋ͦ͊ͥ͟͡. 

˻ͤ͊͘;͍͔͊͊ͥ ͙͍͎ͨͪͦͦͤͦ͘͢ ͔ͭͫͭ͊͟: 

¶ ͙͙͔ͨͪͭͫͤͣͦ ͙ ͙͊͒ͪ͗ͣͦ͘ ͡ ͔͍͙ ͔ͭ͊ͫͭͪ ͙ͣ΄͊, ͨ ͔ͪΏ͔ͣͦ ͯͪͫͦͪͦͣ͟ ͦ͒ ͨͦ;͔ͭ͊͟ ͒ ͦ ͪ͊͊͟͞ 

͔ͭͫͭ͟ ͊͟ ͙ͦ͞ ͔͙͗ͣͦ͡ ͒͊ ͦͤ͊͘;͙ͣͦΣ ͙ ͙ͦͭͨͯͫͭͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪΦ 

¶ ͍͔ͨͦͫͭ͊͊ͥͣ͢ ͭ͊;͔͟ ͔ͯͣͭ͊ͥ͊ ͤ ͊ ͔ͣͫͭͯ ͨͦ;͔ͭ͊͟ ͦͤ͊͘;͍͊͊ͥ͊, ͨ ͙͙ͪͭͫͦͣ͟ ͤ͊ ͔ͭ͊ͫͭͪ Shift, 

͙͊ͭͣ͘ ͨ ͙͙͔ͪͭͫͤͣͦ ͡ ͔͍͙ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ ͊ ͔ͣͫͭͯ ͔͔͎͗ͤͦ͢ ͘ ͍͊ͪ΄͔ͭ͊͟ ͦͤ͊͘;͍͊͊ͥ͊Φ 

˻ͤ͊͘;͍͔͊͊ͥ ͔͔͒ͤ͞ ͔ͪ;͙: ͒ ͍͙ͦͫͭͪͯ͟ ͙͙ͨͪͭͫ͊͟ ͔͍͎ͦ͡ ͔ͭ͊ͫͭͪ͊ ͣ ͙΄͊ ͤ͊ ͔ͪ;. 

˻ͤ͊͘;͍͔͊͊ͥ ͔͔͒ͤ͞ ͔ͪ;͔͙ͤͼ͔: ͙͙͔ͨͪͭͫͤͣͦ ͔ͭ͊ͫͭͪ Ctrl ͙  ͙͙ͨͪͭͫ͊͟ ͔͍͎ͦ͡ ͔ͭ͊ͫͭͪ͊ ͙ͣ΄͊ ͙͋ͦ͡ ͎͔͒ ͯ 

͔͔͗ͤͦ͢͞ ͔ͪ;͔͙ͤͼ͙. 

˻ͤ͊͘;͍͔͊͊ͥ ͔͎͒ͤͦ͞ ͔ͪ͒͊: ͯ ͨͪͦͫͭͦͪͯ ͎͙͔ͣ͊ͪͤ ͔͍ͦ͡ ͦ͒ ͔ͪ͒͊ ͙͙͔ͨͪͭͫͤͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ 

(͙͍ͨͦ͊͊͘͟; ͣͦͪ͊ ͙͙͋ͭ ͯ ͙ͦ͋ͯ͟͡ ͔͔͋͡ ͔͙ͫͭͪ͡ͼ͔). 

˻ͤ͊͘;͍͔͊͊ͥ ͍͙΄͔ ͔͍ͪ͒ͦ͊: ͯ ͨͪͦͫͭͦͪͯ ͎͙͔ͣ͊ͪͤ ͔͍ͦ͡ ͦ͒ ͔͍ͪ͒ͦ͊, ͙͙͔ͨͪͭͫͤͣͦ ͙ ͙͊͒ͪ͗ͣͦ͘ ͔͍͙͡ 

͔ͭ͊ͫͭͪ ͙ͣ΄͊Σ ͙͊ͭͣ͘ ͔ͫ ͙ͨͦͣ;͔ͣͦ ͎͔ͦͪ ͙͙͡ ͒ͦ͡e ͔ͨͪͦ͟ ͔͍ͪ͒ͦ͊ ͔ͦ͟͞ ͔͙͗ͣͦ͡ ͒͊ ͦͤ͊͘;͙ͣͦ  ͙

͙ͦͭͨͯͫͭͣͦ ͔ͭ͊ͫͭͪ ͙ͣ΄͊. 

˻ͤ͊͘;͍͔͊͊ͥ ͔͔͙ͤͫͯͫ͒ͤͻ ͔͍ͪ͒ͦ͊: ͯ ͨͪͦͫͭͦͪͯ ͔͍͔͡ ͎͙͔ͣ͊ͪͤ ͙͙͔ͨͪͭͫͤͣͦ ͔ͭ͊ͫͭͪ Ctrl + ͙͙͔ͨͪͭͫͤͣͦ 

͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ͊ ͔͔͔͗ͤ͢ ͔͍͔ͪ͒ͦ.  

˻ͤ͊͘;͍͔͊͊ͥ ͔͎͒ͤͦ͞ ͦ͒ͦͣ͊͟͡: ͯ ͨͪͦͫͭͦͪͯ ͎͙͔ͣ͊ͪͤ ͔͍ͦ͡ ͦ͒ ͦ͒ͦͣ͊͟͡, ͍͙͒ͦͫͭͪͯ͟ ͙͙ͨͪͭͫ͊͟ ͔͍͎ͦ͡ 

͔ͭ͊ͫͭͪ͊, ͙ ͙͡ ͙ͭͪͦͫͭͪͯ͟ ͙͙ͨͪͭͫ͊͟ ͔͍͎ͦ͡ ͔ͭ͊ͫͭͪ͊ ͙ͣ΄͊ ͯͤͯͭ͊ͪ ͦ͒ͦͣ͊͟͡. 

˻ͤ͊͘;͍͔͊͊ͥ ͼ͔͎ͦ͡ ͔͒ͦͯͣͤͭ͊͟: ͙ͭͪͦͫͭͪͯ͟ ͙͙ͨͪͭͫ͊͟ ͔͍͎ͦ͡ ͔ͭ͊ͫͭͪ͊ ͙ͣ΄͊ ͯ ͨͪͦͫͭͦͪͯ ͔͍͔͡ 

͎͙͔ͣ͊ͪͤ, ͙ ͙͡ ͔ͨͪ;͙ͼ͊ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ Ctrl + A. 

 

̂˸˹˻ˬˢˤˢ˺˩ ́˩˴˿́ˢ ̂˹̂́ˢ˾ ˨˻˴̂˸˩˹́ sˮ ˮ˭˸˩̓̂ ˻́ˤ˻˾˩˹ˮ̆ ˨˻˴̂˸˩˹ˢ́ˢ 

 

¶ ˴͙ͦͨͪ͊͞ κ ͔͙ͤ͊ͨ͡ (Copy / Paste): 

1. ͦͤ͊͘;͙ͣͦ ͔ͭͫͭ͟ ͙ͦ͟͞ ͔͙͗ͣͦ͡ ͒͊ ͙ͦͨͪ͊ͣͦ͟ 

2. ͙ͦͨͪ͊ͣͦ͟ ͦͤ͊͘;͔͙ͤ ͔͒ͦ ͔ͭͫͭ͊͟ ͨ ͦͣͦΐͯ ͔͊͊ͭ͟͡ ˴ ͙ͦͨͪ͊͞ (Copy)  (Ctrl + C) 

3. ͍͙ͨͦͫͭ͊ͣͦ ͭ͊;ͯ͟ ͔ͯͣͭ͊ͥ͊ ͤ ͊ ͔ͣͫͭͦ ͎͔͒ ͔͙͗ͣͦ͡ ͒ ͊ ͔͙ͫͣͫͭͣͦ ͔ͭͫͭ͟ 

4. ͤ͊ ͔͙ͨͣͦ͡ ͔ͭͫͭ͟ ͤ͊ ͭͦ ͔ͣͫͭͦ ͨ ͦͣͦΐͯ ͔͊͊ͭ͟͡ ˹ ͔͙͊ͨ͡ (Paste)   (Ctrl + V) 

¶ ˴͙͔ͦͨͪ͊ͥ ͨͦͣͦΐͯ ͨͦͫͭͯͨ͊͟  αͯͻ͍͙͊ͭΣ ͨ ͍ͦͯͼ͙ ͙ ͙ͨͯͫͭά (drag and drop) 

1. ͦͤ͊͘;͙ͣͦ ͔ͭͫͭ͟ ͙ͦ͟͞ ͔͙͗ͣͦ͡ ͒͊ ͙ͦͨͪ͊ͣͦ͟ 

2. ͤ͊ ͦͤ͊͘;͔ͤͦͣ ͔ͭͫͭ͟ ͯ ͙͙͔ͨͪͭͫͤͣͦ ͙ ͙͊͒ͪ͗ͣͦ͘ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊Σ ͙͊ͭͣ͘ 

͙͙͔ͨͪͭͫͤͣͦ ͙ ͘ ͙͊͒ͪ͗ͣͦ ͔ͭ͊ͫͭͪ Ctrl.  

3. ͍ͯ;͔ͣͦ ͙͍ͨͦ͊͊͘͟; ͙ͣ΄͊ 

4. ͙ͦͭͨͯͫͭͣͦ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͙  ͨͦ ͭͦͣ ͔ͭ͊ͫͭͪ Ctrl. ́ ͔ͫͭ͟ ͔͞ ͔͔ͤ͊ͨͤ͢͡ ͤ͊ ͍ͤͦͯ ͙ͨͦ͘ͼ͙ͯ͞. 

¶ ˮ͔ͫͼ͙ κ ˹͊ ͔͙ͨ͡ (Cut /  Paste): 

1. ͦͤ͊͘;͙ͣͦ ͔ͭͫͭ͟ ͟ ͙ͦ͞ ͔͙͗ͣͦ͡ ͒͊ ͔͔͔ͨͪͤͫͣͦ 

2. ͙͔ͫ;͔ͣͦ ͦ ͤ͊͘;͔͙ͤ ͔͒ͦ ͔ͭͫͭ͊͟ ͨ ͦͣͦΐͯ ͊͊ͭ͟͡ ͔ˮ ͔ͫͼ͙ (Cut)     (Ctrl +X) 

3. ͍͙ͨͦͫͭ͊ͣͦ ͭ͊;ͯ͟ ͔ͯͣͭ͊ͥ͊ ͤ ͊ ͔ͣͫͭͦ ͎͔͒ ͔͙͗ͣͦ͡ ͒͊ ͔͙ͫͣͫͭͣͦ ͔ͭͫͭ͟ 
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4. ͤ͊ ͔͙ͨͣͦ͡ ͔ͭͫͭ͟ ͤ͊ ͭͦ ͔ͣͫͭͦ ͨ ͦͣͦΐͯ ͊͊ͭ͟͡ ͔˹ ͔͙͊ͨ͡ (Paste)   (Ctrl + V) 

¶ ˽͔͔ͪͣ΄͔ͭ͊ͥ ͨͦͣͦΐͯ ͨͦͫͭͯͨ͊͟  αͯͻ͍͙͊ͭΣ ͨ ͍ͦͯͼ͙ ͙ ͙ͨͯͫͭά (drag and drop): ͟ ͊ͦ ͙ 

͙͔ͦͨͪ͊ͥ͟, ͊ ͙͡ ͋ ͔͘ ͭ ͔͊ͫͭͪ͊ Ctrl 

o ˣ͙͔ͪͫ͊ͥ ͔ͭͫͭ͊͟ ͍ͫͦͦ͡ ͨͦ ͍ͫͦͦ͡: ͔ͭ͊ͫͭͪ Delete ͙͋ͪ΄͔ ͤ͊͘͟ ͔͒ͫͤͦ ͦ͒ ͯͪͫͦͪ͊͟, ͊ 

͔ͭ͊ͫͭͪ BackSpace ͋ ͙ͪ΄͔ ͤ͊͘͟ ͔͍ͦ͡ ͦ͒ ͯͪͫͦͪ͊͟ 

o ͙͋ͪ͗ ͤ͊;͙ͤ ͙͋ͪͫ͊ͥ͊ ς ͦ ͤ͊͘;͙ͣͦ ͔͔͙͗ͤ͢ ͔͒ͦ ͔ͭͫͭ͊͟ ͙  ͙͙͔ͨͪͭͫͤͣͦ ͔ͭ͊ͫͭͪ Delete 
 

˽˻˹ˮ̊́ˢˤˢ˺˩ ˮ˭˸˩˹ˢ (UNDO) ˮ  ˽˻˹ˮ̊́ˢˤˢ˺˩ ˽˻˹ˮ̊́ˢˤˢ˺ˢ ˮ˭˸˩˹ˢ (REDO) 

˽͙ͦͤ΄͙ͭ (Undo)     ˽͍͙ͦͤͦ (Redo)  

˽͙͙ͪͭͫͦͣ͟ ͤ͊ ͔͙ͫͭͪ͡ͼͯ ͨͦͪ͊͟͞ ͊͊ͭ͟͡ ͔͍ͦͭ͊ͪ͊ ͔ͫ ͨ͊͒͊ͯ͞ΐ͙ ͔͙ͣͤ ͫ͊ ͙ͫͭͦͣ͡ ͍͙ͫͻ ͊͟ͼ͙͊͞ ͔ͦ͟͞ ͫͣͦ  

͙͙ͯͪ͊͒͡. 

 

͍͔̂͟ ͍ͨͪͦ ͦͤ͊͘;͙ͣͦ ͔ͭͫͭ͟ ͨ ͊ ͔͔ͦ͒͊͋ͪͣͦ ͔͔͗ͤͯ͢ ͊ ͊ͭ͟͡,ͯ  

͔͙ͫͭͪ͡ͼ͊ ͔ͨͪͣ͊ ͔͒ͦ͡ ͨ ͦͪ͊͟͞ ͊͊ͭ͟͡ ͔͒ ͔͊͞ ͔͒ͦ͒͊ͭͤ ͦͨͼ͙͔͞ 
 

˸˩˹ˮΥ ˨ˢ́˻́˩˴ˢ / FILE 

 
˿͡Φ н ˸͔͙ͤ ˨͔͊ͭͦͭ͊͟ 

 

˿͍͔ͭ͊ͪ͊ͥ ͍͎ͤͦͦ ͔͒ͦͯͣͤͭ͊͟: New > Blank document > Create (ͨ ͔ͪ;͙ͼ͊ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ Ctrl + N) 

 

˻͍͔ͭ͊ͪ͊ͥ ͔ͨͦͫͭͦ͞ΐ͔͎ ͔͒ͦͯͣͤͭ͊͟ ς ͊ ͊ͭͦͣ͟͡ ˻ ͍͙ͭͦͪ /  Open  (͔ͨͪ;͙ͼ͊ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ Ctrl + O) 

 

˻͍͔ͭ͊ͪ͊ͥ ͍͙΄͔ ͦ͒ ͔͎͒ͤͦ͞ ͔͒ͦͯͣͤͭ͊͟: ͯ ͘ ͨͦͣͦΐ ͭ ͔͊ͫͭͪ͊ Ctrl ili Shift 
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ˢ͊ͭ͟͡ ͊˿ ͊;͍ͯ͊͞ (Save)  (͔ͨͪ;͙ͼ͊ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ Ctrl + S) 

¶ ˿͊;͍ͯ͊͞ ͯ  / Save in ς ͯ  ͦͯ͟͞ ͺ͊ͫͼ͙ͯ͟͡ ΐ͔ ͔ͫ ͔͒ͦͯͣͤͭ͟ ͫ͊;͍͙ͯ͊ͭ 

¶ ˮ͔ͣ ͔͔͒͊ͭͦͭ͟ / File name ς ͯ ͙ͨ΄͔ͣͦ ͙͍ͤ͊͘ ͔͔͒͊ͭͦͭ͟ 

¶ ˿͔͙ͨͪͣ ͊ͦ͟ ͙ͭͨ / Save as type ς ͨ ͎ͪͦͪ͊ͣ ͯ ͔ͦͣ͟͞ ͫ͊;͍ͯ͊ͣͦ ͒ ͔ͦͯͣͤͭ͟ (MS Word .docx) 

 

˻͊͟͡΄͊ͤͦ ͔͞ ͔͙͔ͪͪ͊ͥ͟ ͍͎ͤͦͦ ͔͒ͦͯͣͤͭ͊͟ ͟ ͙ͦͪ΄ΐ͔͔ͥ  ͣͨ ͔ͪ͒ͦ͡΄͊͟ ς ͔ ͔͙ͫͭͤ͊͘͟͞ .dotx 

 

Options > ͟ ͙͊ͪͭͼ͊ Save > Save AutoRecover info every (͔͙͙ͦ͒ͪ͒ͭ) 

 

͔̊ͭ͊ͣͨ͊ͥ / Print: 

¶ Printer ς ͋ ͙ͪ͊ͣͦ ΄ͭ͊ͣͨ͊; 

¶ Page range: All ς ͫ ͍͔    Current page ς ͭ ͔ͪͤͯͭͤ͊ ͫ ͙ͭͪ͊ͤͼ͊   Pages ς ͦ ͙͒͊͋ͪ ͙ͫͭͪ͊ͤͼ͊ 

¶ Copies ς ͋ ͪͦ͞ ͙ͦͨ͊͟͞ ͔͒ͦͯͣͤͭ͊͟ 

¶ Collated ς ́ ͭ͊ͣͨ͊ ͔ͫ ͼ͔ͦ ͔͒ͦͯͣͤͭ͟ ͦ ͒ ͨͦ;͔ͭ͊͟ ͒ͦ ͪ͊͊͟͞, ͊  ͙͊ͭͣ͘ ͔ͨͪͣ͊ ͊͒͊ͤͦͣ͘ ͋ͪͦͯ͞ 

͙ͦͨ͊͟͞; Uncollated ς ́ ͭ͊ͣͨ͊ ͔ͫ ͍ͨͪ͊ ͙ͫͭͪ͊ͤͼ͊ ͨ ͔ͪͣ͊ ͊͒͊ͤͦͣ͘ ͋ͪͦͯ͞ ͙ͦͨ͊͟͞, ͘ ͙͊ͭͣ ͎͒ͪͯ͊ 

͙ͭ͒Φ 

¶ Margins ς ͦ ͒ ͔͙ͤͦͦ͟͟͡ ͨͦͤͯΏ͔͙ͤͻ ͍͔͙͡;͙ͤ͊ ͣ ͎͙͊ͪͤ͊ ͔͔ͦ͒͊͋ͪͣͦ ͔͒ͤͯ͞ 

¶ ˻͙͔ͪͤͭ͊͞ͼ͙͊͞ / Orientation:  

o Portrait (ͯ ͍ͫͨͪ͊͊ͤ ͨ ͙͊ͨͪ)  

o Landscape (ͨ ͔ͦͦ͗ͤ͡ ͨ ͙͊ͨͪ)   

 

˴ˢ˾́ˮ̇ˢΥ ˽˻̉˩́ˢ˴ / HOME 

 
 

˿͡ Φ 3 ˴ ͙͊ͪͭͼ͊Υ ˽ͦ;͔ͭ͊͟ 

 

ˤͪͫͭ͊ ͍ͫͦ͊͡ (font): Times New Roman, Verdana, Ariel, Calibri (ͤ͊ ͙ͫ͡ͼ͙) ͙ ͭ͒. 

ˤ͔͙͡;͙ͤ͊ ͍ͫͦ͊͡ / Font Size ς ͨ ͊͒͊ͯ͞ΐ͙ ͔͙ͣͤ    

 

˻͙͍͔͋ͦ͊ͥ͟͡ ͔ͭͫͭ͊͟:    

˽͔͔ͦ͒͋͊ͥ͢ (Bold) 

- Ctrl + B 

˭͊ͦ͟΄͔͔ͥ (Italic)  

- Ctrl + I 

˽͍ͦ͒͊͡;͔͔ͥ (Underline)  

- Ctrl + U ς ͔ͨͪ;͙ͼ͊ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ 

 

˽͙͔ͪͣͤ͊ ͔ͺ͔͊ͭ͊͟ (͔ͨͪͼ͍͔ͪͭ͊͊ͥ, ͙ ͔͙͔ͤ͒ͫͪ͊ͥ͟, ͔ ͙͔ͫͨͦͤͪ͊ͥ͟)  

¶ ˽͔ͪͼ͙ͪͭ͊ͤ ͔ͭͫͭ͟ (Strikethrough) ͔͍ͤ͊͊͟͟ ͔ͭͫͭ͟ 

¶ ˮ͔ͤ͒ͫ͟ (Subscript)  H2O > H2O;  

¶ ˩͔ͫͨͦͤͤͭ͟ (Superscript) 5 m2 > 5 m2 
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˴͙͔ͤͣͦ͟͡ ͤ͊ ͙͍ͫͯ ͔͙ͫͭͪ͡ͼͯ ͔ͨͦͪ͒ αCƻƴǘά  (͙͙͡ ͔ͨͪ;͙ͼ͊ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ Ctrl + D) ς ͙ͦͫͭ͊͡ 

͔ͺ͔͙ͭ͟ ͙ͦ͟͞ ͔ͫ ͎ͣͦͯ ͙͔͙͙ͨͪͣͤͭ ͫͯ: ˨ ͍ͦͫͭͪͯͦ͟ ͔ͨͪͼͪͭ͊ͤͦ (Double Strikethrough), ˿ ͔ͤ͊͟ (Shadow), 

˴ͦͤͭͯͪ͊ (Outline), ˾ ͔͔͢ͺͤͦ (Emboss), ̂ ͎͍͙ͪ͊ͪ͊ͤͦ (Engrave), ˿ ͔ͣ͊ͥͤ͊ ͍͔͙͊͟͡ ͍ͫͦ͊͡ (Small caps), 

˿͍͔ ͍͔͙͊͟͡ ͍ͫͦ͊͡ (All caps), ˿ ͙͍͔͙ͪͤ͟ ͔ͭͫͭ͟ ͔͞ ͙͍͔ͫͪͤ͟ ͙ͨͪ ΄ͭ͊ͣͨ͊ͥͯ (Hidden) 

˸͊͊͡ ͍ͫͦ͊͡ ͔͍͙͙ͨͪͭͦͪͭ ͯ  ͍͔͙͊͟͡ ͙͙͡ ͦ͋ͪͤͯͭͦ:  - ʕ ˩˶ˮ˴ˢ ˿˶˻ˤˢ / UPPERCASE  

- ͣ ͊͊͡ ͍ͫͦ͊͡ / lowercase 

Text Effects  - ͙ͫ͊͒ͪ͗ ͦͨͼ͙͔͞ ͙͍ͦ͋ͦ͊ͥ͊͟͡ ͔ͭͫͭ͊͟: ˿ ͔ͤ͊͟ / Shadow, ˻ ͒ͫ͊͞͞ / Reflection 

Text Highlight Color  - ͊ ͊ͭ͟͡ ͊͘ ͊ ͙͙ͫͭͼ͔͊ͥ ͔ͭͫͭ͊͟ ͋ͦͦͣ͞ 

˿͔ͤ;͔͔ͥ / Shading  - ͊ ͊ͭ͟͡ ͊͘ ͊ ͔͋ͦ͊ͥ͞ ͙͔ͨͦ͊͒ͤ͘ ͔ͭͫͭ͊͟ 

ˮ͍͙ͼ͔ / Borders  - ͊ ͊ͭ͟͡ ͊͊͘ ͍͔ͨͦͫͭ͊͊ͥ͢ ͙ͪ͊ͤ͘ͻ ͍ͪͫͭ͊ ͡ ͙͙ͤ͊͞ ͦͦ͟ ͦͤ͊͘;͔͎ͤͦ ͔ͭͫͭ͊͟ 

ˣ͔ͦ͊ͥ͞ ͔ͭͫͭ͊͟ ͙ͪ͊͘͡;͙͙ͭͣ ͋ͦ͊ͣ͊͞: ͊ ͊ͭ͟͡ ͊Font Color  

 

˶͙͔ͫͭ ͫ͊ ͍͙ͤ͊ͦͣ͊͘͟ ͙ ͔͙͔ͤͯͣͪͫ͊ͤ ͙͔ͫͭ͡: 

˶͙͔ͫͭ ͫ͊ ͍͙ͤ͊ͦͣ͊͘͟ /  Bullets      ˹͔͙͔ͯͣͪͫ͊ͤ ͙͔ͫͭ͡ /  Numbering     

¶ ͔͔ͯͣͭ͊ͥ ͍͔ͤͦ ͦͤ͊͘;͔͔ͤ ͍͔ͫͭ͊͟ ς Enter ͤ ͊ ͙ͭ͊ͫͭ͊ͭͯͪ, ͨ ͔ͪͫͭ͊ͤ͊͟ ͦͤ͊͘;͍͊͊ͥ͊ ς ͒ ͍͊ ͨͯͭ͊ 

Enter 

 

˽͍͔ͦͪ͊ͤ͊ͥ ͔ͭͫͭ͊͟  

˽͍ͦͪ͊ͤ͊ͥ Υ͔ ͔͍ͦ͡ / Align Left, ͨ ͦ ͔͙͙ͫͪ͒ͤ / Cent͔ r, ͒ ͔ͫͤͦ / Align Right, ͦ ͋ͦͫͭͪ͊ͤͦ / Justify 

˻͙͒͊͋ͪ ͔ͨͪͦͪ͒͊ ͯͤͯͭ͊ͪ ͦ͒ͦͣ͊͟͡ - ͊ ͊ͭ͟͡ ͊Line Spacing   

˽͙͙͍͔ͪ͊͊ͥ͘͟ ͙ ͙͍͔ͫ͊ͪ͊ͥ͟ ͘ ͍ͤ͊ͦ͊͟ ͙ͦ͟͞ ͙ͤͫͯ ͊͘ ΄͔ͭ͊ͣͨ͊ͥ - s ͊ͭ͟͡ ͊Show / Hide  

 

˿͙͍͙ͭͦ͡: 

¶ ͙͔ͨͪͣͤ͊ ͙ͫͭ͊͡ ς ͤ ͊ͦͤ͟ ͦͤ͊͘;͍͊͊ͥ͊ ͔ͭͫͭ͊͟, ͟ ͙͔ͤͣͦ͟͡ ͤ͊ ͨͦͤͯΏ͔͙ͤ ͙ͫͭ͡ / style 

o ͙͙͡ ͙͙͔ͨͪͭͫͤͣͦ  ͟ ͦ͒ ͙͋ͦͪ͊͘ ͙͍ͫͭͦ͊͡ > ͦ ͔͔͒͊͋ͪͣͦ ͙ͫͭ͡ > ˽ ͙͔͙ͪͣͤ ͙ͫͭ͡ / Apply 

Style  

¶ ͙͔ͣͤ͊͘ ͙ͫͭ͊͡ - ͨ ͙͙͔ͪͭͫͤͣͦ  > ˽ ͙͔͙ͪͣͤ ͙ͫͭ͡ > ˮ ͔͙ͣͤ͘ (Apply Style > Modify)  

¶ ͙ͪ͊͒͊͘ ͍͎ͤͦͦ ͙ͫͭ͊͡: ͦ ͤ͊͘;͙ͣͦ ͔ͭͫͭ͟ ͫ͊ ͔͔͙͗ͤͣ͢ ͙͍͔ͦ͋ͦ͊ͥͣ͟͡, ͨ ͙͙͔ͪͭͫͤͣͦ  ͟ ͦ͒ 

͙͋ͦͪ͊͘ ͙͍ͫͭͦ͊͡ > ˿ ͊;͍ͯ͊͞ ͦ ͤ͊͘;͔ͤͦ ͊ͦ͟ ͍͙ͤͦ ͙ͫͭ͡ / Save Selection as a New Quick Style 

 

͔͔́ͪ͊͗ͥ ͔ͦ͒ͪΏ͔͔ͤ ͔ͪ;͙ ͙͙͡ ͺ͔ͪ͊͘   

¶ ˹͊Ώ͙ / Find, ͯ ͙ͨ΄͔ͣͦ ͺͪ͊ͯ͘, ˽ ͪͦͤ͊Ώ͙ ͔͔ͫ͒͡ΐ͔ / Find Next 

˭͔͊ͣͤ͊ ͔ͦ͒ͪΏ͔͔ͤ ͔ͪ;͙ ͙͙͡ ͺ͔ͪ͊͘ 

¶ ˽ͪͦͤ͊Ώ͙ ͍ͦͦ / Find What ς ͟ ͦͯ͞ ͔ͪ; ͙ͭͪ͊͗ͣͦ 

¶ ˭͔͙͊ͣͤ ͍͙ͦͣ / Replace With ς ;͙͔ͣ ͔͙͗ͣͦ͡ ͒͊ ͔͙͊ͣͤͣͦ͘ 
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˽͔ͪͤͦ΄͔͔ͥ ͙͍ͦ͋ͦ͊ͥ͊͟͡ ͫ͊ ͔͎͒ͤͦ͞ ͒ ͔͊͡ ͔ͭͫͭ͊͟ ͤ͊ ͎͙͒ͪͯ - ͊ ͊ͭ͟͡ ͊Format Painter  

˽ͦͣͦΐ ͯ MS Wordu - ͊ ͊ͭ͟͡ ͊Help  , F1 ͤ ͊ ͙ͭ͊ͫͭ͊ͭͯͪ  

 

˴ˢ˾́ˮ̇ˢΥ ̂˸˩́ˢ˺˩ / INSERT 

 
˿͡Φ 4 ˴ ͙͊ͪͭͼ͊ ͔͔̂ͣͭ͊ͥ 

˽͔ͪͦͣ͡ ͙ͫͭͪ͊ͤͼ͔ / Page Break  

¶ ͔ͯ͊ͥ͊ͥ͟͡ ͔ͨͪͦͣ͊͡: ͯ ͯ͟͢;͙ͣͦ Show / Hide, ͫ ͔͔͙ͭͪ͊ͣͦ͟͡ ͦͤ͊ͯ͘͟ Page Break, ͭ ͔͊ͫͭͪ Delete 

˭͎͍͔͊͊͢͡ ͙ ͔ͨͦ͒ͤͦ͗͞ (Header and Footer)   

¶ ͔ͯͪΏ͙͍͔͊ͥ: ͒ ͍͙ͦͫͭͪͯͣ͟ ͙ͦͣ͟͟͡ ͯ ͨͪͦͫͭͦͪ ͘ ͎͍͊͊͊͢͡ ͙͙͡ ͨͦ͒ͤͦ͗͊͞; ͙ ͙͡: ͨ ͙͙ͪͭͫ͊͟ ͤ͊ 

͔͙͒ͫͤ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͙  ͙ͦ͒͊͋ͪ ͔͔ͤ͊ͪ͒͋ ͔͙̂ͪ͒ / Edit 

¶ ͙͙͊ͣͦ͘͘͡ ͙͘ ͨͦ͊͢ ͎͍͊͊͊͘͢͡/ͨͦ͒ͤͦ͗͊͞: ͒ ͍͙ͦͫͭͪͯ͟ ͙͟͟͡ ͤ͊ ͪ͊͒ͤͯ ͍ͨͦͪ΄͙ͤͯ ͙͊ͨ͊͟͡ͼ͙͔͞ 

͔͔̂ͣͭ͊ͥ ͨͦ͊͢ (Quick Parts > Field...)  ͔ͣͦ͗ͣͦ ͔͙ͯͣͭͤͯͭ: ͋ͪͦ͞ ͙ͫͭͪ͊ͤͼ͔Σ ͒͊ͭͯͣ, 

͍͔͔ͪͣΣ ͊ͯͭͦͪ͊ ͔͒ͦͯͣͤͭ͊͟ ͙ͭ͒. 

ˢͯͭͦͣ͊ͭͫͦ͟ ͔͙͔ͤͯͣͪͫ͊ͥ ͙ͫͭͪ͊ͤͼ͊   

¶ ˤͪͻ ͙ͫͭͪ͊ͤͼ͔ / Top of page 

¶ ˨ͤͦ ͙ͫͭͪ͊ͤͼ͔ / Bottom of page 

¶ ͊ͦ͟ ͙ ͔͍͙͡ ͙͙͡ ͔͙͒ͫͤ ͎ͯ͊ͦ, ͙ ͙͡ ͔͙ͫͪ͒ͤ͊ ͙ͫͭͪ͊ͤͼ͔  

͔͔́͊͋͡  

¶ ͯ͋͊ͼ͙͍͔͊ͥ ͔͔ͭ͊͋͡: ͣ ͙΄͔ͣ ͔͙ͨͪ͊ͣͦ͘͡ ͔ͨͪͦ͟ ͍͙͊͒ͪ͊ͭ͟ΐ͊ ;͙͔ͣ ͦ͒ͪΏ͔͔ͯͣͦ͞ ͋ͪͦ͞ ͦͦͤ͊͟͡ 

 ͙ͪ ͔͍͒ͦ͊;  

o ͙͙͡ ͔͔ͦ͒͊͋ͪͣͦ ͦͨͼ͙ͯ͞ ̂ ͔͙ͣͭͤ ͔ͭ͊͋ͯ͡ / Insert Table ͙  ͙ͯͨ΄͔ͣͦ ͔͍͔͋ͪͦ͞  

¶ ͔ͨͪͦͣͤ͊ ͨͦͦ͗͊͊͡͞ ͭ͊;͔͟ ͯ͋͊ͼ͙͍͊ͥ͊: ͭ ͔͊ͫͭͪ Tab, ͭ ͔͙͊ͫͭͪ ͫ͊ ͔͙ͫͭͪ͡ͼ͊ͣ͊ ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ, 

͙͙ͨͪͭͫͦͣ͟ ͔͍͎ͦ͡ ͔ͭ͊ͫͭͪ͊ ͣ ͙΄͊ ͯ ͔͔͗ͤͯ͢ ΐ͔͙ͯ͡͞ 

¶ ͔ͯͪΏ͙͍͔͊ͥ ͔͔ͭ͊͋͡: Table Tools > ˮ ͍͙ͼ͔ / Borders 

> ˿ ͔ͤ;͔͔ͥ / Shading  

¶ ͤ͊ͤ͊͒ͤͦ͟ ͯ͋͊ͼ͙͍͔͊ͥ ͔ͪ͒͊ ͙͙͡ ͔ͦͦͤ͟͡: 

o ͭ͊;ͯ͟ ͔ͯͣͭ͊ͥ͊ ͙ͨͦ͘ͼ͙͙ͦͤͪ͊ͣͦ ͯ ΐ͔͙ͯ͡͞ ͎ ͔͒ ͔͙͗ͣͦ͡ ͒͊ ͯ͋͊ͼ͙ͣͦ ͪ ͔͒ ͙͙͡ ͦͦͤͯ͟͡, 

͙͙͔ͨͪͭͫͤͣͦ ͔͙͒ͫͤ ͔ͭ͊ͫͭͪ ͙ͣ΄͊  ͙  ͤ͊ ͋ͪͦͣ͘ ͔͙ͣͤͯ͞ ͦ ͔͔͒͊͋ͪͣͦ ̂ ͔͙ͣͭͤ > ͪ ͔͒ ͙ͤ͊͒͘ 

(Insert > Row  Above) ͙͙͡ ͙ͫͨͦ͒ (Below)   

o ͙͙͡ ͔͙̂ͣͭͤ > ͟ ͦͦͤ͊͡ ͡ ͔͍ͦ (Insert > Column Left) ͙͙͡ ͔͒ͫͤͦ (Right) 

¶ ͙͔͋ͪͫ͊ͥ ͔ͪ͒͊ ͙͙͡ ͔ͦͦͤ͟͡ 

o ͦͤ͊͘;͙ͣͦ ͔ͪ͒ ͙͙͡ ͦͦͤͯ͟͡, ͨ ͍͔ͦͦͣͦ͘ ͙͋ͪ͘ ͣ ͔͙ͤ ͙  ͙͊ͭͣ͘ ͙ ͔͔͊͋ͪͣͦ͘ ͦͨͼ͙ͯ͞ ˻͙͋ͪ΄͙ 

͔ͦͦͤ͟͡ (Delete Columns) ͙ ͙͡ ˻͙͋ͪ΄͙ ͔͍͔ͪ͒ͦ (Delete Rows) 

o ͙͔͋ͪͫ͊ͥ ͔͔ͭ͊͋͡: ͦ ͤ͊͘;͙ͣͦ ͔ͭ͊͋ͯ͡ ͙  ͙͙͔ͨͪͭͫͤͣͦ ͔ͭ͊ͫͭͪ Delete  
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˿͙͔͟͡  

¶ ͦͤ͊͘;͍͔͊͊ͥ ͙͔ͫ͟͡ ͍ͪ΄͙ͣͦ ͒ ͍ͦͦΏ͔͔ͥͣ ͯͪͫͦͪ͊͟ ͤ͊ ͔͔͙͗ͤ͢ ͔ͦ͋͊ͭ͟͞ ͙ ͙͙ͨͪͭͫͦͣ͟ ͔͍͎ͦ͡ 

͔ͭ͊ͫͭͪ͊ ͙ͣ΄͊, ͤ ͊ͦͤ͟ ;͔͎͊ ͔ͦ͋͊ͭ͟͞ ͤ ͊ ͙͍ ͙ͼ͊ͣ͊ ͒ ͙͔ͦ͋͞ ͍͙͊͒ͪ͊ͭ͟ΐ͔  

¶ ͊͘ ͔͔ͨͦͣͪ͊ͥ ͙͔ͫ͟͡ ͤ͊ ͙͍ͨͪͦͦͤͦ͘͢ ͔ͣͫͭͦ: ͦ ͤ͊͘;͙ͣͦ ͙ͫͯ͟͡, ͒ ͔͙ͫͤ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ > Format 

Picture > Layout > Wrap, ͦ͒ ͔͔͊͋ͪͣͦ ͙ͫͭ͡ 

¶ ͔ͨͦ͒΄͍͔͊͊ͥ ͍͔͙͡;͙͔ͤ ͔ͦ͋ͭ͊͟͞ 

o ͪͯ;ͤͦ: ͦ ͤ͊͘;͙ͣͦ ͔ͦ͋͊ͭ͟͞, ͨ ͔͙ͦͣͪͣͦ ͔͔ͤ͟ ͦ͒ ͙͍͙;͙ͤͻ ͭ͊;͊͊͟ ͤ ͊ ͍͙ͦͪͯ͟ ͔ͦ͋ͭ͊͟͞ 

o ͙ͯͨͫͦͣ ͍͔͙ͪ͒ͤͦͫͭ: ͒ ͔͙ͫͤ ͙͟͟͡ ͤ͊ ͦ ͔͋͊ͭ͟͞ > Format Picture > ͙͊ͪͭ͟ͼ͊ Size > ͯ ͔͙ͤͭ 

͍͔͙ͪ͒ͤͦͫͭ ͊͘ ͍͙͙ͫͤͯ (Height) ͙  ΄͙͙ͪͤͯ (Width) 
 

̂͋͊ͼ͙͍͔͊ͥ ͙ͫͣ͋ͦ͊͡    ϵ   ϻ   ϭ  қ  J  ґ  "  H  Y  ̂   »  Ï  Ĝ  ͙ ͭ͒Φ 

 

˴ˢ˾́̇ˮˢΥ ˾ˢ˿˽˻˾˩˨ ˹ˢ ˿́˾ˢ˹ˮ̇ˮ / PAGE LAYOUT 

 
˿͡ Φ 5 ˴͙͊ͪͭͼ͊ ˾͔͊ͫͨͦͪ͒ ͤ͊ ͙ͫͭͪ͊ͤͼ͙ 

¶ ˸͎͙͔͊ͪͤ / Margins: ͦ ͔͔͒͊͋ͪͣͦ ͨͦͤͯΏ͔͔ͤ ͎͙͔ͣ͊ͪͤ ͫ  ͙ͦ͋ͪͦͣ͘ ͤ͊ ͔͔͗ͤͯ͢ ͍͙͙ͫͤͯ, ́ ͙͙ͪͤͯ 

¶ ˻͙͔ͪͤͭ͊͞ͼ͙͊͞ / Orientation: Portrait ς ͯ ͍ͫͨͪ͊ͤͦ ͨ ͍͔ͦͫͭ͊ͤ͢ ͙ͨ͊ͨͪ; Landscape ς ͨ ͔ͦͦ͗ͤ͡ 

͙ͨ͊ͨͪ, ͘ ͊ ͔͔ͭ͊͋͡ 

¶ ˤ͔͙͡;͙ͤ͊ / Size ς ͨ ͔ͦ͒΄͍͔͊͊ͥ ͙͔͙͒ͣͤ͊͘͞ ͙ͨ͊ͨͪ͊ 

¶ ˢͯͭͦͣ͊ͭͫ͊͟ ͺͯͤ͟ͼ͙͊͞ ͊͘ ͍͔ͪ͊ͫͭ͊͊ͥ͢ ͔ͪ;͙ /  Hyphenation  

o None (˹ ͙͍͊͊͟͟), Automatic (ˢ͙ͯͭͦͣ͊ͭͫ͟), Manual (˾ͯ;ͤͦ) 

¶ ˮ͍͙ͼ͔ ͫ ͙ͭͪ͊ͤͼ͔ / Page borders ς ͪ ͊͘͡ ͙;͙͔ͭ ͍͔ͪͫͭ ͙ ͔͙͔͒͋ͤ͢ ͙͙ͤ͊͡͞ ͣ ͎ͦͯ ͙͙͋ͭ ͙͍͙ͼ͔ ͙  

ͼ͔ͦ͡͞ ͙ͫͭͪ͊ͤͼ͙ 

¶ ͍̂͊͡;͔͔ͥ / Indent ς ͯ ͍ͯ;͔ͤͦͫͭ ͔ͪ͒͊ 
 
 

˴ˢ˾́ˮ̇ˢΥ ˽˻̊ˮ˷˴˩ / MAILINGS 

 

˿͡ Φ 6 ˴͙͊ͪͭͼ͊Υ ˽ ͦ΄͙͔͢͟ 
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˥ͪͯͨͤͦ ͙ͨͫͣͦ, ͨ ͙ͫͣͦ ͫ ͙͙ͫͭͣ ͔ͫ͊͒ͪ͗͊ͣ͞ ͟ ͔ͦ͞ ΄͔͊ͣͦ͢ ͤ͊ ͍͙΄͔ ͙ͫͭͪ͊ͤͼ͊ 

¶ ˴͔͙͔ͪͪ͊ͥ: ˭ ͊ͨͦ;͙ͤ ͔͙͍͔ͦ͋͒ͥ͊͊ͥ͞ ͨͦ΄͔ͭ  > ˴ ͦͪ͊͟ ͨͦ ͦͪ͊͟͟ ̉͊ͪͦ͋ͥ͊͟ ͊͘ ͔͙͍͔ͦ͋͒ͥ͊͊ͥ͞ 

ͨͦ΄͔ͭ / Start Mail Merge > Step by Step Mail Merge Wizard (͊ͦ͟ ͤ͊ ͙ͫ͡ͼ͙ ͙ͤ͊͒͘) 

1) ˻͙͒͊͋ͪ ͍͔ͪͫͭ ͔͒ͦͯͣͤͭ͊͟ ͤ ͊ ͔ͦͣ͟͞ ͔͙͗ͣͦ͡ ͒͊ ͔͙ͪͪ͊ͣͦ͟ ͎ͪͯͨͤͦ ͙ͨͫͣͦ 

Å ˽͙ͫͣͦ ς ͭ ͔ͫͭ͟ ͙ͦ͟͞ ͔ͫ ͙͔ͪ͊ͯ͘͟͡͞ ͫ͊ͣͦ ͨͦ ͔͙ͯͣͭͤͯͭͣ ͙ͨͦͣ͊͢  

Å ˽ͦͪͯ͊͟ ͔-ͨͦ΄͔ͭ ς ͟ ͊ͦ ͙ ͦ͒͟ ͙ͨͫͣ͊ 

Å ˻͙ͣͦͭͤͼ͔ ς ͙ ͙ͫͨͫ ͙͔ͣͤ͊ ͙ ͔͔͊͒ͪͫ ͙ͨͪͣ͊ͦͼ͊ 

Å ˹͔͙͊ͨͤ͡ͼ͔ 

Å ˮ͔͙ͣͤ͟ ς ͼ͔ͦ ͔͒ͦͯͣͤͭ͟ ͔͍ͨͪ͒ͫͭ͊͊͢ ͙͙ͫͨͫ ͨ ͦ ͙ͨͦͣ͊͢ ͨͦ͒͊ͭ͊͊͟ ͙ ͘ ͔͋͊͘ ͨͦ͒͊ͭ͊͊͟ 

 

2) ˻͙͒͊͋ͪ ͎ͨͦ͊ͤͦ͘͡ ͔͒ͦͯͣͤͭ͊͟ 

Å ˻͔͙͒͊͋ͪ ͔ͭͯ͟ΐ͙ ͔͒ͦͯͣͤͭ͟ ς ͒ ͔ͦͯͣͤͭ͟ ͙ͦ͟͞ ͍ͯͨͪ͊ͦ ͙͙ͦͪͫͭͣͦ͟ 

Å ˽ͦ;͙ͤ ͦ͒ ͔ͨͪ͒ͦ͡΄͊͟ ς ͦ ͔͔͒͊͋ͪͣͦ ͔ͨͪ͒ͦ͗͊͟͡ 

Å ˽͔ͦͫͭͦ͞ΐ͙ ͔͒ͦͯͣͤͭ͟ ς ͤ ͍͙͎͔͊ͯͣͦ͞ ͒ͦ ͙ ͍͙ͦͭͦͪͣͦ ͔ͨͦͫͭͦ͞ΐ͙ ͔͒ͦͯͣͤͭ͟ 

 

3) ˻͙͒͊͋ͪ ͙ͨͪͣ͊ͦͼ͊ 

Å ˴͙͙ͦͪͫͭ ͔ͨͦͫͭͦ͞ΐͯ ͙ͫͭͯ͡ ς ͟ ͙͙ͦͪͫͭͣͦ ͙͔ͣͤ͊ ͙ ͔͔͊͒ͪͫ ͙ ͘ ͔͔͒͊ͭͦͭ͟ ͙͙͡ ͔͋͊͘ 

ͨͦ͒͊ͭ͊͊͟ 

Å ˮ͔͙͊͋ͪ͘ ͔ͣΏͯ ͙ͦͤͭ͊ͭͣ͊͟͟ ͯ Outlook-  ͯ/ Select from Outlook contacts 

Å ˮ͙ͫͨ΄͙ ͍ͤͦͯ ͙ͫͭͯ͡ > ͟ ͔͙ͪͪ͊͞  / Type a new list > Create 

 

4) ˻͎͙ͪ͊ͤ͊͘ͼ͙͊͞ ͍͔ͫͦ͞ ͔͔͒͊ͭͦͭ͟ / Arrange your directory ς ͔͒ͦ͒͊ͣ͞  ͙ͦͤͺͦͪͣ͊ͼ͙͔͞ ͦ 

͙ͨͪͣ͊ͦͼͯ: ͔͙ͦ͒ͪ͒ͣͦ ͔ͣͫͭͦ ͯ ͔͒ͦͯͣͤͭͯ͟ ͙ ͙͊ͭͣ͘ ͙͔ͤͣͦ͟͟͡ ͤ͊ ͔͒ͤͯ͞ ͦ͒ ͍͙ͫͭ͊͟: 

ˢ͔͙͒ͪͫͤ ͋ͦ͟͡Σ ˽͍͙ͦ͒ͪ͊͘ ͙ͭ͒Φ 

 

5) ˽͔͎͔ͪ͒͡ ͍͔ͫͦ͞ ͔͔͒͊ͭͦͭ͟ / Preview your directory ς ͭ͊ͦ͟Ώ͔ ͔ͣͦ͗ͣͦ ͔͙͙ͯͪ͒ͭ ͙ͫͭͯ͡ 

͙ͨͪͣ͊͊͡ͼ͊  

 

6) ˭͍͊ͪ΄͍͔͊͊ͥ ͎͎ͪͯͨͤͦ ͙ͨͫͣ͊ / Complete the merge 
 

˴ˢ˾́ˮ̇ˢΥ ˾˩˨ˮ˥˻ˤˢ˺˩ / REVIEW 

 
˿͡ Φ 7 ˴͙͊ͪͭͼ͊Υ ˾ ͔͙͎͍͔͒ͦ͊ͥ 

¶ ͔ͪ;͙ ͔ͦ͟͞ ͫͯ ͎͔ͨͦͪ΄ͤͦ ͙͔ͯͨͫ͊ͤ ͋ ͙ΐ͔ ͍ͨͦ͒ͯ;͔͔ͤ ͼ͍͔͙ͪͤͣΣ ͙ͭ͊͊ͫ͊ͫͭͣ͡ ͙͙ͤ͊ͣ͊͡͞ 

¶ ͔ͨͦ͒΄͍͊͊ͥ͊: ˾ ͔͙͎͍͔͒ͦ͊ͥ > ˳ ͔͙͘͟ > ˽ ͍͙ͦͫͭ͊ ͔͙͘͟͞  ͘ ͊ ͍͔ͨͪͦͪͯ (Review > Language > Set 

Proofing Language) 

¶ ˢ͊ͭ͟͡ ͊˽ ͍͙ͪ͊ͦͨͫ ͙ ͎͙ͪ͊ͣ͊ͭ͊͟ / Spelling and Grammar  - ͦ ͍ͭ͊ͪ͊ ͔ͫ ͙͒͊ͦ͞͡΄͙͟ ͍͙ͦͪ͟ ͫ 

ͦͨͼ͙͊ͣ͊͞: ͙ ͎͙ͤͦͪ΄͙ ͔͒ͤͦͣ͞, ͙ ͎͙ͤͦͪ΄͙ ͍͔ͫΣ ͔͙ͨͪͦͣͤ, ͨ ͔͙ͪͦͣͤ ͍͔ͫ (Ignore once, Ignore 

all, Change, Change all) 

http://creativecommons.org/licenses/by-nc-nd/3.0/hr/
http://creativecommons.org/licenses/by-nc-nd/3.0/hr/
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¶ ͊ͦ͟ ͔ͫ ͔ͤ͊͟ ͔ͪ; ͔ͤ ͙ͤ͊͊͘͡ ͯ ͔ͪ;͙ͤͯ͟ ͭ ͊͒͊ ͔͞ ͔ͣͦ͗ͣͦ ͔͙ͯͤͭ ͯ ͔ͪ;͙ͤ͟ ͦ ͤ͊͘;͙͍΄͙ ͔͞ > 

͙͙ͨͪͭͫ͊͟ ͔͎͒ͫͤͦ ͔ͭ͊ͫͭͪ͊ ͙ͣ΄͊ ͤ ͊͒ ͦͤ͊͘;͔ͤͦͣ ͔ͪ;ͯ͞ > ˨ ͦ͒͊͞ ͯ ͔ͪ;͙ͤ͟ / Add to dictionary 
 

 

˴ˢ˾́ˮ̇ˢΥ ˽˻˥˶˩˨ / VIEW 

 
˿͡ Φ 8 ˴͙͊ͪͭͼ͊ ˽͎͔ͦ͒͡: 

¶ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͫ ͔ ͔ͤ͊͊͘͡ ͯ ͙͊ͪͭ͟ͼ͙ ˽ ͎͔ͦ͒͡ /View ͙  ͯ ͔͒ͦͥͣ ͔͒ͫͤͦͣ ͎ͯͯ͡ ͙͊ͨ͊͟͡ͼ͙͔͞ (ͤ͊ 

˿ͭ͊ͭͯͫͤͦ͞ ͭͪ͊ͼ͙): 

o Print Layout ς ͟ ͊ͦ͟ ΐ͔ ͔ͫ ͤ͊ ͙͙ͫͨͫͤͦ͞ ͙ͫͭͪ͊ͤ ͔͙͙ͪ͊ͫͨͦͪ͒ͭ ͔ͭͫͭ͟ ͙  ͙ͪ͊͘͡;͙͙ͭ ͔͙ͦ͋ͭ͟͞, 

ͤ͊͞;͔΄ΐ͔ ͙ͦͪ͟΄ΐ͔͙ͤ ͎͔ͨͦ͒͡ 

o Full Screen Reading ς ͨ ͎ͦͦ͒͊ͤ ͊͘ ;͙͔ͭ͊ͥ ͔͒ͦͯͣͤͭ͊͟  

o Web Layout ς ͨ ͙ͪ͊͘͟ ͫ ͔ ͙͙ͦͪͫͭ͟ ͊͘ ͙ͪ͊͒ͯ͘ ͍͔͋ ͙ͫͭͪ͊ͤͼ͔ 

o Outline ς ͨ ͙ͪ͊͘͟ ͔ͫͭͪͯͭͯͪ͟ ͒ ͔ͦͯͣͤͭ͊͟; ͦ ͊͟͡΄͊ͤ ͪ͊͒ ͫ͊ ͔͔ͨͪͣ΄͔ͭ͊ͥͣΣ ͙͔ͦͨͪ͊ͥͣ͟, 

͔ͯͪΏ͙͍͔͊ͥͣ ͔ͭͫͭ͊͟ ͟ ͊ͦ ͙ ͔ͨͪͦͣͤͦͣ ͙͍ͤͦ͊ ͍ͤ͊ͫͦ͊͡ 

o Draft ς ͨ ͙ͪ͊͘͟ ͒ ͔ͦͯͣͤͭ͊͟ ͊ͦ͟ ͤ ͊ͼͪͭ;͊ ͦ ͔͒ͪΏ͔͙ͤ ͔͔͔͙ͣͤͭ͡, ͟ ͊ͦ ͤͨͪΦ ˭͊ ͎͍͔͊͢͡, ͫ ͔ ͔ͤ 

͍͙͔͒ 

o Zoom ς ͦ ͙͒͊͋ͪ ͨͦͤͯΏ͔͔ͤ ͙͙͡ ͯͤͦͫ ͍͔͙ͪ͒ͤͦͫͭ 

Page Width ς ͨ ͙ͪ͊͘͟ ͨͦ ΄͙͙͙ͪͤ ͙ͫͭͪ͊ͤͼ͔ 

Text Width ς ͨ ͙ͪ͊͘͟ ͨͦ ΄͙͙͙ͪͤ ͔ͭͫͭ͊͟ 

Whole Page ς ͨ ͙ͪ͊͘͟ ;͙͍͔ͭ͊ ͙ͫͭͪ͊ͤͼ͔ 

Two Pages ς ͨ ͙ͪ͊͘͟ ͍͔͒ͯ͞ ͙ͫͭͪ͊ͤͼ͊ 

 

͔̂ͨͦͭͪ͋͊ ͭ͊͋ͯ͊ͭͦͪ͊͡ 

¶ ͙͙ͨͪͭͫͦͣ͟ ͤ͊ ͔ͭ͊ͫͭͪ TAB ͤ ͊ ͙ͭ͊ͫͭ͊ͭͯͪ, ͭ ͊;͊͟ ͔ͯͣͭ͊ͥ͊ ͔ͫ ͔͙ͨͦͣͪ ͘ ͊1,25 cm ͯ ͔͒ͫͤͦ 

¶ ͔ͯͨͦͭͪ͋ͦͣ ͭ͊͋ͯ͊ͭͦͪ͊͡, ͣ ͔ͦ͗ͣͦ ͭ͊;ͤͦ ͔͒ͺ͙͙͙ͤͫ͊ͭ ͎ ͔͒ ͔͙͗ͣͦ͡ ͒͊ ͔ͫ ͔͙ͨͦͣͪ ͭ͊;͊͟ 

͔ͯͣͭ͊ͥ͊ 

 

¶ ͙ͭ͊͋ͯ͊ͭͦͪ͡:  

 - ͡ ͔͍͙ ͭ͊͋ͯ͊ͭͦͪ͡ 

 - ͭ ͊͋ͯ͊ͭͦͪ͡ ͼ͔͙ͤͭͪͪ͊ͥ͊ 

 - ͒ ͔͙ͫͤ ͭ͊͋ͯ͊ͭͦͪ͡  

 - ͒ ͔ͼ͙͙ͣ͊ͤ͡ ͭ͊͋ͯ͊ͭͦͪ͡ 
 

¶ ͔͙ͥͪ͡ / Ruler ͭ ͔ͪ ͋͊ ͒͊ ͔͋ͯ͒ ͍͙͙͍͒͢  

¶ ͙ͦͤ͊͟ ͭ͊͋ͯ͊ͭͦͪ͊͡ ͫ ͔͍͔͡ ͔ͫͭͪ͊ͤ ͔͙ͥͪ͊͡ ͦ ͎ͣͦͯΐ͔ͯ͞ ͤ͊ͣ ͙ͦ͒͊͋ͪ ͍͔ͪͫͭ ͭ͊͋ͯ͊ͭͦͪ͊͡ 

¶ ͤ͊ ͔͔͗ͤͯ͢ ͙ͨͦ͘ͼ͙ͯ͞ ͤ͊ ͔͙ͥͪͯ͡ ͒ ͍͙ͦͦ͒ͣͦ ͯͪͫͦͪ͟ ͙ ͙͙͔ͨͪͭͫͤͣͦ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ 

¶ ͔ͭ͊ͫͭͪͦͣ TAB ͨ ͔͙ͪ͊ͣͦ͘͡ ͦ͒ ͔͎͒ͤͦ͞ ͒ͦ ͎͎͒ͪͯͦ ͭ͊͋ͯ͊ͭͦͪ͊͡ 

¶ ͔ͯ͊ͥ͊ͥ͟͡ ͭ͊͋ͯ͊ͭͦͪ͊͡: ͙͙͔ͨͪͭͫͤͣͦ ͙ ͙͊͒ͪ͗ͣͦ͘ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ ͤ͊ ͔ͥͣͯ, ͙͊ͭͣ͘ 

͍ͨͦͯ;͔ͣͦ ͨ ͔ͪͣ͊ ͔͒ͦ͡ ͙ ͨͦͭͦͣ ͙ͦͭͨͯͫͭͣͦ ͔ͭ͊ͫͭͪ ͙ͣ΄͊ 

 

 

http://creativecommons.org/licenses/by-nc-nd/3.0/hr/
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