Crtpyka (Ha3uB): EKOHOMMUIJA, ITIPABO U TPTOBUHA

I[IOCJIOBHO-ITPABHU TEXHWYAP, EKOHOMCKU TEXHUYAP, TPTOBAYKU TEXHNYAP,
BAHKAPCKHU TEXHUYAP, HAPMHCKHU TEXHUYAP

3anumMame (Ha3uB):

IIpeamer (Ha3uB): IIOCJIOBHA THO®OPMATUKA

Omnuc (mpeagmera): CTpy4HO-TEOPETCKU IPEAMET

Moy (HacJioB): OOpaza Tekcta Ha pauyHapy

Jarym:aBrycr,2020. HIndpa: Pennn 6poj: 03
ro/iuHe

Capxa

Ha xpajy Mmonyna yuenuiu he 6utu y MOryhHOCTH /1a pajie ca TeKCTOM Ha HayMH Koju he olakmaTu pas3Boj
JOKYMEHTa, OCUT'ypaTy NPaKTUYHY IIPHM]jeHY HCKYCTaBa pajia ca TEKCTOM Ha pauyHapy U pa3yMHUje€Bambe MPUMjEHE KOMITjyTepa Y CBAKOJHEBHOM JKUBOTY.

Cunenujaanu 3axtjeBu / [lpexycioBu

[ToTpeGHO je mo3HaBaTH MOCTYIKE paja y ONEPaTUBHOM CUCTEMY Y KOJeM j€ MHCTAIMPAH MPOLEcop TEKCTa .
[ToxesbHO je Mo3HaBambe OCHOBA EHIVIECKOT je3UKa.
Pan y rpynama oz 10 1o 12 yuenuka.

nbeBu

VY1no3HaTH y4€HUKE ca yJI0roM KOMITjyTepa y CBaKOJJHEBHOM KUBOTY.

CxBatame HauMHa paja TEKCT IpoLecopa.

Pa3Bujame BjemITiHa yHOIIEHa U (popMaTHpama TEKCTa U CTPaHUIIE Te MpeTpakuBama U MPaBOIKUCHE MPOBjepe.
Pa3Bujame 100pHuxX HaBUKA MPUIMKOM Pajia U 4yBamba KOMIIjyTepa 1 OlpeMe.

Pa3Bujame nHTEpECa 3a Jajby HAJIOTPAJbY U YUCHE.

Teme

1. ITIpouecop tekcra; CTBapame U CHUMabe JOKYMEHTa

2. dopmaTHpame CTpaHHIIe U racyca

3. Pag ca GiiokoBMMa TEKCTa

4. IlperpaxuBame TEKCTa, 3aMjeHa U MPaBOIKCHA ITPOBjepa.




Tema

Hcxonu yuemwa

3Hama

Bjemtnne

JIuyHe KOMIIeTEHIH]je

Y4eHuk je cnoco0aH a:

CMjepHuIe 32 HACTABHUKE

1. Ipouecop TekcTa;
CrTBapame U CHUMame
JAOKYMEHTa

-neuHMIITE TEKCT
nporiecop ,
-HaBE/IC HCTOBY
yIIOTY y pafy ca
padyHapoM.
-Habpoju
NPEIHOCTHU Koje
JIOHOCH
nH(pOpMaIMOHa
TEXHOJIOTH]a.

- IPAaKTHYHO
npuMjemyje
YCBOj€Ha 3HamA.
-KOPUCTH TEKCT
nporecop,
OTBOPH U
IPOTJIaCH HOBU
JOKYMEHT,
CHHMH U TIPaBH
UMjeHEe Ha
TEKCTY
JIOKyMEHTa, T
KOPHCTHU OIIIN]Y
HITaMIIamba
JOKYMEHTA.

2. ®opmaTupame
cTpaHuIlle U macyca

- pa3ymMHje 3Hauaj
Ho/IeIIaBama
HpHUKa3a CTPaHUIIe
JIOKYMEHTa Ha
eKpaHy W 3Hauaj
Ho/IeIIaBama
TEKCTa y TEKCT
npouecopy y
3aBUCHOCTH O]
norpeda u pazHUX

- KOPCUTH OIIIHje
neduHUCcama U
MpoMjeHe
MapruHa,
opjeHTaImje,
npuKasza
JIOKYMEHTa,
-BpIIIM TIOpPaBHAE
nacyca, HocTaBJba
Tabynarope u

cUTyanyja HyMEepHIIIe
kopurhema. JIOKYMEHT.
3. Pag ca 6;10koBHMMA - IIpeno3Ha -CaMOCTaITHO
TEKCTa MIPETHOCTH KOPHCTH OIILIHjE
KOTIHpama, CEJIEKTOBAA,
ucjenama u ucjenama u

JIMjeTJbEHha TEKCTA
y JOKYMEHTY HIIH
n3mehy

JIMj eTJbEha TEKCTA
1 OJIOKOBA TEKCTa,
TE OIIHje

Yyenuk he Outu criocobad na
cTapryje oarorapajyhu TekcT
poIIeCcop, MPENO3Ha U3TIe]
€KpaHa ToT

mporecopa Te aa cam

yTU4e Ha M3TJIe]l eKpaHa. YueHuK he
Mohu J1a OTBOPH HOBH JIOKYMEHT,
YHECE TEKCT, U3BPIIIH ITPBO
CHUMambE IOKYMECHTA, U3BPIIH
UCTIPaBJbakhe, YMETAHE U U3MjCHE
TEKCTa, yMETHE cUMOoJIIe y
nokymeHT. Mohu he n1a uzabepe u
W3MUjeHH

¢doHT, cTun HoHTA, BETUUUHY
¢onTa, 00jy QoHTa, IHUIIE
€KCIIOHEHTE U UHJeKce. YUYeHuk he
outu criocobaH a

IITaMITA Ca TIOJICIIIaBAkEM OITIIHja
Ha npo3opy Print.

Tema 2. Yuenuk he 6utu
crioco0aH Jja [epUHUIIE U
W3MM]EHH MapTuHe, u3adepe
BEJIMYUHY U OpjEHTalN]y
CTpaHHIle, oJabepe mpuKa3
JIOKYMEHTa Ha eKpaHy,
U3BPIIIHU TPEJIOM CTPAHUIIE,
MO/IMj €U IOKYMEHT Ha
CeKIIHje, U3BPILU HyMepalujy
CTpaHHIIA.

Yuenuk he Outu criocobad ga
OJIpe/I MOpaBHamE Macyca,
MOCTaBU TadyJaToOpe U yBIIAKE,
7la OJIpe]iu pa3Mak uzMehy

[Topen ycmeHOT H3narama, Koje ce CBOJH Ha
T10jallIFbaBabe OCHOBHUX MOjMOBA, YUCHHUKE
AHTQXOBATH J]a aKTUBHO Y4YECTBYjYy y 00paau
jenuHuUIa KopucTehy akTHBHE HACTaBHE
METO/Ie Kao IITO CY: TPYITHH MTPOjEKTH,
3ajeIHIYKO pa3MjCHUBAKE L),
WH/IMBU/yaJIHE W TPYITHE TIPE3CHTAIIH]C.

3Hame KOje yUEeHHUIIN YCBajajy Tpeba na
IIpOBjepe MPAKTUYHUM PaJioM Ha KOMIIjyTepy.
Pan ca pauyHapoM je He3ao0uIa3HA
aKTUBHOCT Ha CBaKOM 4acy.

VYyenuk Tpeba a Mo3Haje CBE HAUMHE
3aJjaBamba KOMaH I (13 OIIIKja TIaBHOT
MeEHUja, ajJjaTkama ca JMHH]ja ajlaTKH,
npeyuiiama ca TactaType, IpupyqyHor
MeHHja) a 'y paay he KOpUCTUTH OHA] HAYMH
KOju My HaBu1e oarosapa.OBum ce
HOCTHXKY PE3YJITaTH ydema KOju




JIOKyMeHaTa, Clipboarda u
-CXBaTa MoTpedy AutoTexta.
3a CEJICKTOBAbEM
TEKCTa.
4. TIperpakuBame -CIIO3HAje 3HaYa] U | -aHAIH3Hpa
TEKCTa, 3aMjeHa U MOFyf}HOCTH TIpEHOCTH
NpaBoONNCHA [IpUMJE€HE KOMaHIH | IIPUM]EHE
nposjepa. Replace, xomanau Replace,
AutoCorrect n AutoCorrect n
ChangeCase. ChangeCase,
-IIperno3Ha u -KOPUCTHU
HaBeJle HauMHe U | komanay Replace,
moryhHocTH AutoCorrect n
nponanaxema u | ChangeCase,

3aMjeHe
onpehenunx
JIjeoBa TEKCTa
y TOKYMEHTY.

-KOPUCTHU ajaT
Spelling xako 6u
W3BPIIHO
IPaBOINUCHY
nposjepy,
OJIHOCHO 3aM]jEHY
pujedn nomohy
OBE KOMaHJIE.

macyca u peioBa, Te Ja
yrnoTpujeou

ayTOMAaTCKO O3HAYaBambe U
HyMEpalujy peloBa.

Tewma 3. Yuenuk he mohu nga o6jacuu
300r yera ce I1jeIoBU TEKCTa
cenekryjy. buhe cnocoban ga Moxe
CEJICKTOBATH

TEKCT MHUIIEM HJIH TaCTaTypOM
MOYEB O] jeTHOT 3HaKa Ia JI0
yjenor gjokymenTa. 3uahe na
o0jacHU M M3BEJie  KOIHUpame U
JHjeTIJBEHE, TC UC]eIabe ’
JHjeTJbehe OJIOKOBA TEKCTA Y
OKBHPY jEIHOT JOKYMEHTA WU
n3Mely JoKyMeHaTa UCTOT WIIH
pa3IMIMTUX Mporpama.YueHuk he
OuTH criocoOaH /1a Kpeupa u
kopuctu AutoText u 1a npaBu
pasnuky usmehy

Clipboarda u AutoTexta.

Tema 4. Yuenuk he 6utu cioco6an
na ynorpebom komane Replace
npoHalhe U 3aMHjeHHN HA J€THOM WJIH
BHUIIIE MjecTa y JJOKYMEHTY ojipeheny
HHUCKY 3HaKOBa JIPYTOM HUCKOM
3HaKoBa. Y IIMJbY 3aMjeHe Mohu he
1a 00jacHM U yIoTpujeOu KoMaH e
AutoCorrect u ChangeCase. Yuenuk
he, Takolhe, Outu cnocoban aa
W3BpIIN IPABONKCHY IPOBjepy U
3aMjeHy pujeuyH ynoTpeboM KomMaH e
i anatke Spelling.

oMoryhaBajy yueHHIIIMA J1a OBJAajy
OCHOBHHMM HOCTYIIIMMa 00paje TeKcTa, Te Aa
KOPHCTE CTeueHa 3Hama y MPaKkcH, Ja
CaMOCTAJTHO KOPUCTE CTYYHY JINTEPATypy H
YOIIIITE JIa pa3BHjy CIIOCOOHOCT JIOTHYKOT
pa3MHUILbakba ¥ IPUM]jeHY CTCUCHUX 3HAbAa
y KOHKPETHUM TMPAKTHYHUM CUTYaI{jama.

HacraBauk he TokOM HacTaBe KOPUCTUTH
WHTepHeT, MyITUMEIN]aJTHA TIPOjEKTOp,
CTPY4HY JIUTEpATypy, IPHMjepe U3 MpaKce U
MHOTa JIpyTa CpeJCTBa.

HacraBauk he y Toxy paga moceOHO BOAUTH
padyHa 0 Mjepama XUTHJEHCKO TEXHUYKE
3aIlITUTE KA0 U 03/IpaBJby YUCHHUKA
YKJIalkhalkheM CBUX Y3pOKa KOjU MOTY IITETHO
VTHIIATH Ha 3]]paBlke YUCHUKA. (TIpaBHIaH
MIOJIOXKA]j TIPH Cje/ICHY, CTBApAhE
onroBapajyhe MHKpOKIUME U MPABIbEH:E
naysa y pajay ca padyyHapoM.

HMuTterpanmja




OBaj Monyn Moryhe je joi NprUMjeHUTH Ha KypceBUMa 3a OMJIQJIMHY U OJipaciie U3BaH PeIOBHE HACTaBe KAao M Y PEJOBHOM IIKOJIOBAaY 33 3aHUMAHE
TPrOBAauKH TEXHUYAP.

HN3Bopu

Yubenuk o100peH of crpane MuHKHCTapCcTBa MPOCBjeTe U Kyntype Penyonuke Cprcke;
Hpyra cTpydHa U TeopHujcKa JIUTepaTypa
Web crpanuiie, mpuMjepu U3 Ipakce Kao ¥ HHGpOpMaTHUKH KaOWHET KOjH je OmpeMIbeH oaroBapajyhum xapaBepoM u codBepoM (3a jeJHHM padyHapOM,
110 MTPABUJIY, PaJIU je/IaH YUCHUK).

OujewuBame

OujemuBame ce BPIIN y CKJIaLy ca 3aKOHOM O CpeAeM 00pa3oBamy U BacIUTamy U [IpaBUIHUKOM O OLjelbUBaby YUCHHKA Y HACTABU U II0JIaralby UCIIHUTA Y CPENbO)
mkoan. O TeXHUKamMa U KpUTEePHjuMa OljebUBamka YUeHUKe TpeOa yro3HaTH Ha MOYETKY W3ydaBama MOJIya.




