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MarnenoT Ha kennMTe, KonoHMTe M peanuute ce duHanu3upa co 

dopMaTMpate 
Ha n3rnenOT Ha Ta6enata. 

oopMaTWpabeTo Ha nonaTOLIMTE, BcywHOCT npeTCTaByBa AonaBakhe Ha 

edeKTH KOn ro pa3y6aByBaa M3rnegoT Ha ta6enaTa, a co Toa oBO3MOHyBaaT 

noroneMa npernegHoCT Ha nogaTOLIMTE B0 MCTaTa. 

DopMaTWpatbeTO Ha kenuMTe npeTCTaByBa: 

npOMeHa Ha aTpMóyTM 3a dOHT; 

enopaMHyBa He Ha nonaToLATe BO KennNTe; 
npkaKyBaHe Ha TeKCTOT nOn aron; 

cnojyBabe n pasnenyBaHbe Kennn; 
nonaBaHse paMKM W nVHMM Ha egHa nin noBeke kenu; 
nonaBaHe 60ja BO KennjaTa n AonaBaHe edeKT. 

Ho, npea pa ce npeseme HekaKBa aKTnBHOCT, HajnpBo kenMWTe Tpe6a na 

6nnaT ceneKTupaHn. HajroneM Aen on anaTKUTe 3a ¢opMaTMpatse ce HaoraaT 

BO MEHMTO Home 
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CnMKa 1: AnaTKU 3a dopMaTMpate on MEHMTO Home 

1.MeHMTo Home. 
2.Hapen6WTe 3a Konupatse, OTCEKyBabe, BMETHyBaHbe anataka 3a 

DopMaTMpatbe.
5.CTUnOBMTe:3age6eneH, HakoceH noABneyeH. 
4.M36op Ha dOHT M roneMMHa Ha dOHT. 
5.M36op Ha pa6oBW. 
6.M36op Ha 60ja Ha kennMTe. 
7.M36op Ha 6oja Ha dOHTOOT. 
8.AnaTK 3a 3roneMyBaH»e/HaManyBaHe Ha 6yKBMTe. 
9.0pneHTaunja Ha nogaTouMTe.
10.BoBneKyBaHse.
I.Pa3nenyeabe Ha TEKCTOT. 



12.CnojyBaHe Ha kenmn n nonpeayBaHbe 
Ha yeHTap. 

13.M36op Ha TMN Ha nogaTOK. 

14.YcnoBHO DopMaTMpake 
15.DopMaTupatbe Ha ta6ena. 

16.CTunoB Ha kenvja. 

DopMaTUpatbeTo Ha ta6enata, OCBEH npeKy MeHMTO Home MOKe na 

noCTHe n co onunjata Format Cells no npeTXOAHO CEnEKTVpabe Ha Kenu 

oA Tabenata: 

ATe 

1. Mabop Ha opMaT Ma nopaToK 

2. noApeAYearbe na nogaToTe 

Mabop na dONT 
Mabop Ha paboew n onuM za pabosre 
NononNyeake Ma kenNTe/KneneTe co 6oja 

6. Saumra Ha pabonnOT AMCT 
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CiUKa 2:dopMaTMpatse Ha nonaTOLMTE npeKy MeHMTO Format Cells 

Npeky Ta6OT Alignment KOpMCHWKOT MOKe Aa npaBu noApeayBaba Hd 
conp HaTa Ha kennMTe, ogHoCHO Aa rn noapeayBa nogaTOLLUTe BO KeNiMTe, 
Taka wTO BO Text Alignment ce n3onpa nonpenyeaHe Ha nogaTOuMTE xopu3oHTaNHO BePTMKanHo, Kako n OpneHTaUMja unW HacoKa Ha TeKCTOT BO Kennjata. 
ononHMTENH ypenyBaHba ce BpwaT M CO M36op Ha cnegHMTe onuu: Wrap Text -npMKaxyBa TEKCT KOJ Ke ce pacnopeAM BO noBeKe pena. Shrink To Fit ro HamaiyBa TeKcTOT CO Len ga ro co6epe BO Kennjata6e3 Aa ce npoMEHaT AUMEH3MUTe Ha Kenujata. 

Merge Cells - OBO3MOXYBa cnojyBat>e Ha ceneKTupaHn kennn. 

NpeKy n360p Ha Ta6OT Font, ce n3bnpa o6nuK Ha nuuyBabe Ha 6yKBn, 
CTMNOB1, roneMMHa n OCTaHaTWTe epEKTM KOM ce ogHecyBaar Ha pOHTOT: 



Format Cells X 

AlignmentFont Border Fill Protection Number 

Eont Font style Size 

Calibri Regular 11 

Reguiar 8 Calibri Light (Headings) 
Calibri Bodi 

Agency FB 
TAharoni 
Aldhabi 
Algerian 

talic 9 

Bold 10 

1 
12 

Bold talic 

14 

Underline Color 

Normal font None 

Preview Effects 

Strikethrough 
Superscript 
Supscript 

AaBbCcYyZz 

This is a TrueType font. The same font will be used on both your printer and your sareen. 

OK Cancel 

CnMKa 3: M36op Ha anaTKMTe 3a doHT 



Bo onuMjata Border, ce n3óMpa CTWN, AebenuHa n 60ja Ha pa6oBTe Ha 

KennTe Ha Ta6enata: 

Format Cells 

Number Alignment Font Border Fill Protection 
Line Presets 

Stle 
None 

None Qutline Inside 

Border 

Text 

Color 
Automatic 

E 
he seleded border style can be applied by diding the presets, preview diagram or the buttons above. 

Cancel 

CAMka 3: M36op Ha alaTKnie 3a pOHT 
3a6enQuI 



HyBaHbe Ha kenMUTe: 

peky onuujata Fill ce n36Mpa boja 3a nononHyBae Ha ker 

Format Cells 

Font 
Border Fi Protection 

Number AHgnment 
Pattern Color 

Background Golor Automatie 

No Color Pattern StyMe: 

L 

F Efects. More ColorS 

Sample 

OK Cancel 

CnMKa 5: M36op Ha 60ja Ha noanorata Ha Kennjata 

3agaua 
OTBOpeTe HOB pa6OTeH AOKyMeHT M BO npBMOT pa6OTeH nuCT (Sheet 

KpenpajTe pacnopea Ha uacoB: 
- BO KennTe Al, B1, Ci, DI, El BHeceTe ru MMUHsara Ha peHOBTe B 

HegenaTa BO KOn noceTyBate HactaBa, 

BO KenuTe KO ce Haofaar non HacnoBHTe Kenuu BHecere M 
npenmeTHTe cornacHo co pacnopegoT Ha acoB 

AOAanETe HOBa KonOHa npen KonoHaTa noHenenHMK N BHEceTe pene 6poj Ha yacoBMTe 

AOnaneTe HOB peg Hag HacnoBHMTe kenMn; 
cnojTe rn npBTe ueCT KennM n HanMLueTe HacnoB Pacnopeu 

4acoB" 
HacnOBHMTe Kennn B0 KOM ce HanwaHn MMMaTa Ha H ajTe M HOHT Calibri, roneMUHa ueTpMHaecer (14), CTMnoBn sa enMT HakoceHM, 6oja Ha 6yKBTe TEMHOcHHa, a 6oja Ha no3anuHaTa Ha 

CBETNOCHHa; 

BMT 

Ha LuenaTa Tabena nonaneTe pa6oB AMMeHM3MMTe Ha KonoHMTe/peanuMTe noCTaBeTe r no to a 3auyBajTe ro noKymeHTOT BO pongepoT Ha pa6OTHata no 

6a 

popMaTMpaHeTo Ha kenuWTe co roTOB DopMaT MOKe ga ce n3oEP 
npeky na6op Ha anaTkaTa Cells Styles oA MeHMTO Home, Kako u TpaH Ha cnuKaTa. Ho, nOTpe6HO e npeTXoAHO KeNMVMTe Aa onud a bnpe MMnneMeHTMpaH CTUn Koj KopuCHMKOT rO n36pan 

aKaHO 

33 

MgaT ceneKTupaHn
4eHMTe 

onyMn: 



Informat ka iriomatiks 2Sher 2AutoSum 
FW 

Condiionai Format as 
Formatting Table Insert Desete Format 

Sort & Findd& Clear 
tGeod Bad and Neutral 

Filter Select Nomal 
Good 

Neutral Data and Model 

calculation Check cellFu Explonatory Input Linked Cell Note Output Waming Text 
Ttles and Headings 

Heading 1 Heading 2 Heading 3 Heading 4 Title Themed Cel Styles 

2%-Accentl 20- Accent2 20%- Accent3 20%-Accent4 20% -Accents 20%-AUcent6 0%-Acrentl 40%-Accent2 40-Accent3 
40%-Accent4 0%-Acoents 40%-Accent66 

-Accer 60-Accent2 
Accent2 Accemt606-Actents 606- Acents centi Accent3 Accent4 Accent5 Acents ber Format 

Comma Comma [0] Currency Currency [0 Percent 
New Cel Style 

Merge Styies 

CnMKa 6: M360p Ha CTHnOBn Ha kenu 

NOKpaj rOTOBTe dopMaTM Ha Kennn, KOpMCHMKOT MOKe ga u36epe rOTOB DOpMaT Ha Ta6enunpeky u36op Ha anaTkaTa Format As Table, on MeHUTO Home, Koj e npMKaKaH Ha cneHaTa ciMKa: 

AutoSumAy 
Fil Sort & Find & Formas Cell Insest Delete Format 

Clear Filter Select Table Styles 
Light 

Weda 

Dark 

Ne Table Style.. 

New PivotTable Style 

Cnuka 6: M36op Ha CTunOBn Ha kenMn 



3agava 
Aonapere HOB pa60TEH NCT Kpenpajte Ta6ena BO Koja ke BHeceT 

nogaToun 3a noueTOK Kpaj Ha uacoBMTe BpeMeTpaebe Ha onMCe 
pTe OMery uacoBWTe. DopMaTMpajte ja TabenaTa co npMMeHa Ha cTunoBM 

en Cel Styles) on MeHMTO Home nnn n36op Ha roTOB dopMaT Ha Ta6en 
peky onjara Format Table nOBTOPHO oA MEHMTO Home. 

Ha 
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