


Delo s tabelami

] . Window Work Help Insert Table
VStaVIJ a.n] e tabel Draw Table Table size
Insert > Number of columns: 5 f?
Delete b e
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Split Table ®) Initial column width:  Auto a
. . () AutoFit to contents 5
* urejanje tabel Tableavorormat.. I
Heading Rows Repeat Table format
. Convert 4 (none)  AutoFormat... \
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Delo z grafikami

e vstavljanje grafik
e oblikovanje grafik

e delo z objekti

m Format Font Tools Table Window W

Break

Page Numbers...
Date and Time...
AutoText
Field...
Symbol...
Comment

Document Elements
Quick Tables
Chart...

SmartArt Graphic...
WordArt...

Footnote...
Caption...
Cross-reference...
Index and Tables...
Watermark...

HTML Object
Text Box
Movie...
File...
Object...
Bookmark...
Hyperlink...
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Clip Art...
From File...

Horizontal Line...
AutoShapes

¥ Size, Rotation, and Ordering

Size (cm)
Height: 3.5 |4 Width: 5.4 |&
"1 Lock aspect ratio Rotate: 3}
Ordering

Align: |% * Distribute: J

| Arrange: “IQ * Grouping L v

¥ Wrapping

Style: i Tight

Wrap to. ._F: Both Sides
Distance from text (cm)
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Right: 0.4 |8 Bottom: 0
¥ Colors, Weights, and Fills
Fill
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Transparency: ) 0%
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Delo s kazali

e vstavljanje kazal vsebine
e vstavljanje kazal tabel in slik

e vstavljanje stvarnih kazal

Index and Tables

' Index  Table of Contents  Table of Figures  Table of Authorities |

Index and Tables
Formats: Preview
From template C—w—
‘ ' BN L i B | Index  Table of Contents Table of Figures  Table of Authorities
| Traditional O 7 N
| Cancel
| Classic 9o /
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" Modern ( Options... \ . OK ,
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| Sprmla (' Modify... ) Cancel
| >imple - Asteroid belt. See Jupiter :
© Mark Entry... )
Atmosphere ’ :
; (" AutoMark...
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Show levels: 3 2] . > ' 3
N yi ma o von s Modify... _
¥ Show page numbers ™ Right align page numbers Tab leader: | ...... B
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Vstavljanje povezav

e vstavljanje navzkriznih referenc

e vstavljanje hiperpovezav

Insert Hyperlink
e & & Cross-reference Link to:  htp://lojze.lugos.si/darja @
Display: maoja stran
Reference type: Insert reference to:
: , - - N
' Numbered item %+ | Page number - _ScreenTip...
E Insert as hyperlink "1 Include above/below [ WebPage Document  E-mail Address |
For which numbered item: ) In the Link to box, enter the address (URL) of the Web page that
Weses You want to link to.
2. putumayo presents latin jazz
3. putumayo presents jazz and blues christmas
4. putumayo presents brazilian cafe = Anchor:
5. putumayo presents african reggae ‘ . . \
6. putumayo presents italia _Locate...
7. putumayo presents acoustic france , " ! e
h Id If you want to link to a specific location (anchor) within the Web
8. putumayo presents tango around the wor . page, enter the name of the anchor above or click Locate to find it
9. putumayo presents music from the wine lands v




Jezikovne ftunkcije

Spelling and Grammar

nastavljanje jezika L] “

Back/Forward Show All Search Word Preferences
Spelling
[ ] [ ]
‘ )4 k 1 k & 1 @ Check spelling as you type i?‘ Ignore words in UPPERCASE
Cr O \' a. n]. S O » nlca | Hide spelling errors in this document M lgnore words with numbers
v Always suggest corrections 4 Ignore Internet and file addresses
| Suggest from main dictionary only '\_ﬂ Use Cerman post-reform rules
. 1 i French Modes: ‘A Traditional and new spellings —:]
up Orab a S O \/ a.r]e \/ Custom dictionary: | Custom Dictionary B / Dictionaries... )
Crammar

° ° W Check grammar as you type
’ del en e b e Se d | Show grammatical errors in Notebook Layout View
] ] ! Hide grammatical errors in this document
| Check grammar with spelling

tictir

WV o Writing style: [ Standard 3] ( Settings... )
e Stetje besed & znakov | \
- Recheck Document
4.3 Table Window Work H
X 2 Description of preference
Spelling and Grammar... 3L -
FE pelling and Grammar
Thesaurus... 3R Set options for the spelling and grammar checkers.
Hyphenation...
Dictionary...
Language...
¢ N\
Word Count... _Close ) ok )

AutoSummarize...
AutoCorrect... 6



Lektorske funkcije

Q- book

p Thesaurus

e sledi spremembam (Track Changes) : se oo

¥ Dicticnary

' English -4
* primerjava razlidic T

1. bound collection of pages
2. published work
3. bound set of blank sheets

e zdruzevanje dokumentov 4. s oftings bouna

together |
5. division of literary work N
6. set of rules X

e uporaba referenc¢nih virov

From: | English

o 4

To: ' French

e vstavljanje simbolov " ook ;

1. livre masculin; registre |
masculin,; tickets et cetera: ‘
carnet masculin; cahier

T masculin;
Highlight Changes... 2. verbe transitif inscrire;
Merge Documents... Accept or Reject Changes... prendre (a ticket); retenir,
Protect Document... Compare Documents... reserver (a room et cetera),

louer (a seat); enregistrer; 4

hnnlkad un comnlar fhatal of Y|

Flag for Follow Up...

7 b Translation
b Web Search



Shranjevanje dokumentov

razli¢ni formati
e shranjevanje v format pdf

e samodejno shranjevanje

Save options

°° "1 Always create backup copy
. Varno Stne kOpl] e M Save preview picture with new documents

| Prompt for document properties

"1 Prompt to save Normal template
[ ] Save data only for forms (for current document only)

IZ' Save AutoRecover info every: 10 ':1 minutes

Save Word files as: | Word Document (.docx) [

Description of preference

Save
Customize how Word saves documents.



