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[1peacTaBame BM HoBMa Office.

Hosust Office npegocTass 6v3HEC MPOVN3BOAWTENHOCT U Bb3MOXHOCTY 3a ChTPYAHMYECTBO Ha MaKUTE U CPEAHUN KOMMaHWN.
Hacnagete ce Ha gocTbn go nosHatuTe BU Office npuioxeHns — eNekTpoHHa NoLLa, KaaeHAap, BUAEOKOHPEPEHTHWN Pas3roBopu
N Hal-aKTyanHWTe AOKYMEHTU Ha KOMMIOTBP, CMapTPOH nan Tabaert.

KakBo HOBO?

YcTpoiicTBa

Hosusrt Office pabotun
6e3npo6s1emMmHOo Ha MHOTO
yctpoiictBa. C MogepHUs cv
M34MCTEH Y M1aBeH NoTpebuTencku
NHTEpdENC, KOWTO PaboTyn UyaecHO
CbC CEH30PHW TEXHONOTWW, MUILLKA
nnv knaewatypa, HosuaT Office Bu
npegaJsiara HOB V1 yCbBbPLUEHCTBaH

O6nak

HoBu aboHaMeHTHM ycayru.
Hosust Office e HannueH kato
6a3vpaHa B obsaka aboHaMeHTHa
ycnyra. Kato aboHart Bue nosyyaBate
aBTOMATMYHO 6baeLumTe
HaACTPOWKW U BBJIHYBALLM 06N1auHN
YCNYTY, B TY. CbXPaHEHWE Ha
JOKYMeHTH B 0bnaka upes SkyDrive

CouuanHun meammn

OcTaHeTe BbB Bpb3Ka C
KOHTakTuTe cu. HoBata People
Card o606LuaBa MHpopmaLmaTa
3a KOHTaKTUTE BY, BKJI. BbB
Facebook u LinkedIn, 3a ga Bu
npeaocTaBu eAviH yHUdULUMpPaH
n3mes,. HacpouBarte cpeluy,
n3npatiate UMenan 1 CbobLLEHNS,

YnecHeHo UT ynpasneHue

06wy, Habop OT UHCTPYMEHTH 3a
ynpaBneHue Ha UT. HosusTt Office
npegnara ynecHeHo VT ynpasneHwe.
He3aBucnmo ganv nputexasarte
Manbk 6r3Hec ¢ orpaHuyeny UT
pecypcy nam ronama KoMnaHms ¢
WT nHdpactpykTypa, BUe MoxeTe
Aa Hactpoute HoBwsa Office ¢

HaunH ga paboTute No-eGpeKTMBHO U | 1 AOCTBN A0 BaLLETO ChAbpXKaHue BOAWTE ayAV0 1 BUAEOPa3roBOpHK nekota 1 Aa octaBute Microsoft
eCcTecTBeHO. Ha TabsieTa, KOMMIOTbPa ¥ TenedoHa. | C.1ekoTa nam opraHusmpare HD Aa ce MorpuKm 3a NoAapbXKaTa
BUAEOKOHMEPEHLMA C HAKOIKO 1 cMrypHocTTa Ha UT, kaTto
KJMKa. CblleBPeMeHHO pasnosarate

HeobxoAnMus KOHTpo.*

3awo ga npemmnHete kbm HoBusa Office?

AKO BalLaTa KOMMaHWA OTrOBaps Ha eAMH OT Te3M YETUPU CLLEHAPUS, 3HAUM e BPEME Ja MOMUC/IMTE 33 NPeMUHaBaHe KbM
HoBua Office.

Crap cbpBbp. VI3no13BaTe cTap CbpBBLP U Ce NPUTECHABATE 3@ CUFYPHOCTTa U pasxoauTe no
noAApbiKKaTa.

Pactawm Hyxaun. KomnaHvsaTa BU pacTe v ce Hy>Kae OT TEXHOIOTUW, KOUTO a NoMorHat
3a 33l0BO/ISIBaHE HYXANTe Ha B13Heca OT MOBUIHOCT 1 Bb3MOXHOCT 3a CMOAENSHE Ha

e JOKYMEHTH.

XocTBaHa enekTpoHHa noua. C6nbckBate ce ¢ Npobaemu Npu ynpaBaeHWeTo Ha peanLia
HecBbp3aHW yeb 6asnpaHn nMelin akayHTu uamn cobtyep.
Crap Office. V13non3sate octapenu Bepcum Ha Office, kato Hanp. Office 2003, cbabckBaTe ce
C Npob6aemMun CbC CbBMECTUMOCTTA ¥ CE MPUTECHABATE 3a NPeKpaTsBaHETO Ha NogapbxKKaTa.

OcHoBHM NpnumnHM aa 3akynure Office

AocTbn HaBcakbAe CbBMmecTHa pabora MpodecnoHaneH Hair-po6bp ¢ Kpaii Ha noaapbXX-

BUA Windows KaTa

BusHec enekTpoHHa nowa | Hosuat Office pabotn M3nonsBaHeto Ha Office
C BMCOKA CTEemMeH Ha OT/IMYHO C MHOXECTBO 2003 1 Windows XP cneg,
CUTYPHOCT 1 BbHLLHM YCTPOWCTBA, HO MPeAOCTaBsa | Kpas Ha MoAjpbikKaTa
canToBe NpeAcTaBAT HEBEPOATHO U3XVMBABaHE Ha ABaTa npogykTa (8

C MoMOLLiTa Ha NO3HaTH eNleKTPOHHa noLya, npopecnoHanHns ¢ Windows 8. Office anpwn 2014 r.) Moxe ga
Office npunoxeHus, crnogeneH KaneHgap, UMMAX Ha KOMMaHuATa paboTn CbC CeH30pHUTE N3/10KM KOMMaHWATa BA
onTUMU3MpaHu 3a pabota cnojensHe Ha JOKYMeHTM BU Npej notpebutenmnte. TEXHOJIOTUM TONKOBA Ha pMCK NO OTHOLLEHWe
C KOMMIOTBP, CMapTHOH 1 n HD BnaeokoHdpepeHTHa HoBwu ¢pyHkuum B Excel n €CcTecTBeHO, KOJKOTO U C Ha CUTypHOCTTa,

Pa6oTuTe 3aeaHO 1
13noa3Bare C ekoTa
nosHatute Bu Office
NPUIOXeHUs ¢ BrsHec

PaboTuTe npakTnyecku
OTBCAKbBAE C AOCTH
A0 NocnejHVTE BU
JOKYMEHTM 1 painnose

Tabner. BPBb3Ka. PowerPoint B1 no3BossBaT | knaBMaTypa v MULLKA. CbOTBETCTBMETO U
JIeCHO fa aHanusupate CbBMECTVMOCTTa
AaHHUTe, KakTo U Aa rnopaam simncata Ha HOBU
npasuTe epeKTUBHM aKTyanmMsauuu.

npeseHTaLum.

3bepeTe cBOst HOB Office.

Cunarta Ha nsbopa

He3aBncnmo ganm cte manka koMnaHmsa ¢ orpaHnydeH VT pecypc namv ronama opraHmsaumsa cbe cepnosnm UT Hyxxawn, HoBuAT
Office pasnosnara ¢ pelueHns, oNTUMMU3UPaHK cnpsiMo pasmepuTe u T HyxanTe Ha 6usHeca Bu. HoeusT Office npegocTaes
Hai-gobpaTa CTOMHOCT NocpeaCcTBOM obaauHuTe aboHameHTHU ycayru Ha Office 365, no3BoasBaLLM 4OCTBN 4O NO3HATUTE
BW HacTo/IHU npuioxeHns Ha Office, kakTo 1 A0 enekTpoHHa noLua, CrNoAeneH KaseHaap v BUAEOKOHPEPEHTHN pa3roBopu
oT kopropaTuBeH knac. Office e HanvueH 1 B TpaANLIMOHHWSA NoKaneH BapuaHT. V36epete BepcusaTa Ha Office, koaTo Haii-
A06pe oTroBaps Ha pa3mepa 1 HYy>XAUTE Ha OpraHun3auusTa Bu.

*Baxxu eduHcmeeHo 3a Office 365. 3a noseue uHgopmayus, nocememe Office.com
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Office Standard 2013 npaBu pa6oTtaTta no-snecHa n no-6bp3a.

Excel 2013 JlecHo oTkpuvBaiiTe, BU3yanvsnpanTe n cnogensnte naeun ot sawmnte gaHHu. Quick Analysis npespbLua
JAaHHWTe BM B gnarpama uav tabaumua B gee c1onku. Flash Fill pasno3HaBa mogena Ha aelicTBUATa BU M aBTOMATUYHO
nonbsiBa AaHHUTe, a Recommended Charts npenopbuBa Ha-nogXoAAWMTE AnarpaMm Bb3 OCHOBA Ha AaHHWTE BU.

Outlook 2013 NoemeTe KOHTPO/A Ha AeHS CU. YNpaBasBaliTe Baluvs UMeN, rpaduk, KOHTakTV 1 3agaun. OTroBapsiite
no-6sbp30 ¢ Inline Replies, kato nuwweTe OTrOBOpa C1 HanpaBo OT ekpaHa 3a ueTeHe. Sneak a peak paBa 6bp3
[OCTBMN A0 BalLuna rpaduik, cpeLum, KOHTaKT 1 Ap., 6e3 ga Tpabea Aa NpeMuHeTe OT UMeNN KbM KaneHaap, KOHTaKTu
nnu 3agaun, a Quick action commands By no3BosifBaT Aa U3TpMBaTe UM MapKupaTe CboOLLeHMATa Ch C YAOOHM
KOMaHAM B CMCBKa CbC CbOBLLEHUS.

oTkposBa. Presenter View Bu no3BossBa fa BugnTe 6enexknTe cv, a OTUAETE Ha APYT Claig, 4a NPeMUHETE KbM
ApYyr ekpaH 1 fa oTbensasBate AUPEKTHO Ha changoseTe cv. MNogobpeHnTe An3aitH HCTpymeHTM kaTto Alignment
Guides 1 Eyedropper onpoctaBart gu3aliHa Ha cnagoseTe, a Reply Comment npocnessBa koMeHTapuTe u
OTroBOPUTE A0 CbOTBETHUA TEKCT UK rpaduka.

Word 2013 Cb3gaBaliTe kKpacvBy JOKYMEHTH, paboTeTe IeCHO C ApYyrn 1 ce HacnazeTe Ha YeTeHeTo. PDF Reflow Bu
no3BosiABa Aa oTBapATe 1 peaakTupate PDF B Word. Live Layout 1 Alignment guides ynecHsBat nogpaBHABaHeTO Ha
Amarpamm 1 CHUMKM ¢ nan B Tekcta, a Reply Comment onpoctaBa YeTeHeTo 1 NpocieAsBaHeTo Ha kOMeHTapw. B
pexxnma Read Mode, TekcTsT ce nogpexsa aBTOMaTUYHO B KOIOHM 3a NMO-/JI€CHO YeTeHe Ha eKpaH, KaTo JIeCHO MOXe
4a yBennuuTe Tabanum, anarpamm n n3obpaxeHuns Ao LA ekpaH.

OneNote 2013 B3emeTe Henexkute cv ¢ Bac KbaeTo 1 Aa cTe. Capture pasno3HaBa pbUHO HanmncaHy Henexku,
JIMHKOBE, yebCTpaHMLM, CKULK, BUAEO U Ap. U TV CbbUpa Ha eaHO ya00bHO MACTO. Search Tbpcu BalwmTe Henexku u
dalinoBe 3a BCUUKO, KOETO CTe BbBEAW — JaZleH TEPMUH B Benexka, JyMu B M306paxkeHns nan 3arnasme Ha dai.
Inking B/ no3BonfBa Aa cv BoguTe Henexkn, KakTo BM e yaobHO — pucyBaiiTe, U3TpuBaliTe, peaakTmpaniTe C npbCT
NAN KOHBEPTUPATE HAaNMCaHOTO Ha PbKa B TEKCT.

Publisher 2013 13non3BaiTe No3HaTW, UHTYUTUBHU MHCTPYMEHTM 3a Cb3JaBaHe 1 CojAensiHe Ha NpodecnoHanHo
n3rnexxgalin, nepcoHannsmpany nybankaumm, KOMTo ca Bb3gencream. OnutanTte ce a HamepuTe TOYHOTO
nsobpaxkeHune c nomoLyta Ha Swap Picture, 3a ga MnopTrpaTe BCUuKMTE CU M306paXkKeHNs Ha e4HO MAaTHO U
paboTeTe € TAX Upe3 Nab3raHe v nNyckaHe, 6e3 aa rybute Bpeme. VIanonsealite ekcnepTHY, rpabBaLyy BHUMaHNETO
EdexTu 3a TekcT, popmMu 1 n3obpaxkeHnsa 3a no-epekTHN NybanKaumm.

EI PowerPoint 2013 NpoekTupaite 1 paboTeTe C UHTYUTUBHU MHCTPYMEHTW, KOUTO NMOMaraT npe3eHTaumaTa BM Aa ce

Kynerte HoBusa Office Office Office

Standard | Proffesional

c 06eMHO nmueH3npaHe. EELE Plus 2013

MNpegumcTBaTa Ha 06EMHOTO NNLEH3NPaHE
tmn ,Open”

Ob6eMHOTO AnueH3npaHe Tmn ,Open” e Hali-

— OcHogHy Office npunoxeHus O [06PUAT HAaUMH ManknTe 1 cpegHn dupMm aa

.g_ 3akynaT Office. NMpegnmcTBa:

=l + O6eMHM HaMaieHNA 33 JOMbIHUTEHU

= Pa3wwmnpeHa cbpBbpHa UHTErpaLus . npoaykTv Ha Microsoft upes nnueHsnpaHe Tn
,Open”

« JlecHo BHegpABaHe Upe3 eVH-eANHCTBEH
VMUK, BMECTO PbUYHO MHCTasIMpaHe Ha
JIVLIEH3EH KOZ 3@ BCEKU KOMMIOTbP

« EnexTpoHHOTO ynpaBiieHue Ha IMLeH3n
—3awWwmTaBa coGTyepHUTE BU aKTUBW, KaTo
CbXpaHsiBa OHJIalH, 6e3 aa rybute npoaykTa

. « lnneHsnpaHe Ha yCTPOMCTBO BN OCUTypsiBa

BeueH anueH3 Ha Office 3a Bcekn koMMHOTBP
« MpaBarta 3a npexBbpAsHe BV N03BOAABAT A3
NPEeXBbPAATE MLEH3N NPY CMSAHa Ha XapAyep

Excel, Outlook, PowerPoint, Word

OneNote n Publisher
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Lync, Access, InfoPath

Enterprise Voice!

: 2 » Onuma 3a 3akynyBaHe Ha codpTyepHa
lq"-‘_, - YnpaeneHue |-1|a AOCTbNa A0 . OCUTypOBKa — BCUUKM CODTYepHN
s ; nHdopmaLmsa aKTyaam3aumm 3a JOroBOPeHNS Nepmos, KakTo
g g W IMLEH3 3a JOMallHa ynoTpeba 3a BCUUKM
§ g Br3Hec aHann3m . CAYXNTENN
o o
C 1 THeo6xoammum ca cbpebpy Microsoft business
‘bOTBETCTBME U apXMBMpPaHe =

productivity.
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C Office 365 nonyuaBarte Han-HoBuA Office n MHOro noBeue.

WNmenin ot 6usHec knac: 25GB nouya, 99.9% Joctbn oTBcAKbAe: MNon3Balite nowa, rpaduk,
BMTaliM, Pe3ePBHM KOMKA, CNojeeH KaneHaap, CbAbPXKaHME N MOLLHUTE Bb3MOXHOCTM Ha
3allMTa OT craM v 3/10BpefeH codpTyep 1 AOCTHIN Microsoft Office 3a paboTa B o6naka Ha Office 365.
OT MOHTH BCAKO yCTPOWCTBO. YnecHeHo UT ynpaBaenue: MuHuMmusvpaiite
* HD BupeokoHpepeHTHa Bpb3Ka: PaboTeTe ¢ @ T npobnemute cn, kaTo HamanuTe ceoata T
KoNierun, KNMEeHTU N NapTHbOPW OTBCAKbAE Upe3 nHdpacTpykTypa. Cofbp>XaHVETO BU € Ha CUTYPHO
HD BmAeo ¢ HAKOAKO y4acTHUKa 1 cnogensaiTe MACTO B 0bs1aka ¢ 6oraTu v NecHu 3a ynpaeaeHune
CbAbPXKaHWe, cAKall CTe Ha eAHO U CbLLO MACTO. BB3MOXHOCTW, KOUTO BU AaBaT MbJeH KOHTPOI.
®unHaHcoBa rapaHuumsa: bbgeTe cMrypHu, ye % TexHuuecka noaapwbxka: TesedoHHa MOAAPBKKA
$ ycayruTe ce npegnarat ¢ GMHaHCOBa rapaHLms 3a NPobaeMU C HAaCTPOWKUTE M Pa3rpbLLAHETO, KaKTo
3a npegocTaBsHe Ha ycnyra ¢ 99.9% bnTanm. 1 OHNaH OTFOBOPU, ODYUNTENHM PECYPCH U BPB3KM C

apyrv kaneHTu Ha Office 365 3a foMbAHMTENHA MOMOLL.

3aw,o aa usbeperte Office 365?

KAKBO NMPABNM:

* MpepocTaBaMe No3HaTa, NocieoBaTeNHa cpesa 3a noTpedbutennte Ha KOMMOTBLP, TabneT, TenedoH 1 bpay3bp, KOETO Ha
npakTvka eNMMUHMPa Hy>XAaTa OT obyueHue.

* MpepocTaBAMe MHTErPMPAHO, IECHO 3a NON3BaHe pPeLLeHWe, MO3BOABALLO OHNANH U ObaliH AOCTBM A0 AOKYMEHTH,
cnozensiHe Ha KaneHaap, HesabaBHW CbOOLLLEHNS U Pa3roBOPM OT KOMMIOTHP KbM KOMMIOTbP, KOETO OT CBOS CTPaHa BU
no3BosBa Aa paboTnTe NPaKTUUYECKN HAaBCAKBAE 1 MO BCAKO BPEME.

KAKBO HE MPABM:

* He ckaHnpame enekTpoHHaTa nowa Ha notpebutenmte Ha Office 365 c Luen HacouBaHe Ha peksiaMa. He cbliecTByBa
Bepcus Ha Office 365, kosTo fa noaAbpxKa peknamu.

* He BM 3agbxaBame fa U3nonseate MHAMBUAYANHN PELLEHUS, 33 a OTTOBOPUTE Ha HYXXAWUTe Ha BusHeca cu.

Kynerte HoBusa Office 365.

Bcuukm nnaHoBe BkatouBaT nbaHuTe Office Office 365 Olf/lﬂi(c:iiiigs Office 365
NPUAOXEHWA, INLLEeH3MpPaHK Ha 6a3a noTpebuTen. Small Business Premium Business Enterprise E3

LleHa Ha noTpebuten 6e3 Bk 228 €
s yivile (19 €/mec.)
E § Mepuog roguLIHO
'g' g Lienesv 6poi notpebutenn 250+
|‘::' JInmMuT Ha noTpebutenute HAMa

T npodun

Office geckton npuaoxeHus
(Word, Excel n T.H.)

BHespasaHe Ha Office B obnaka _— T nan notpeb.

KoH3ona 3a T
aAMNHUCTPUPaHe

TeneonHa UT nogapwxka [ pabotHospemel | [pabotHospemel  24u.

Vimelin, cnogensHe Ha
AokymeHTn, HD Bnaeo

pa3wupenn AT

paswupeHa

Office Ha go 5 PC nan Mac
YCTPOMCTBa, Ha NOTp.
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Office yeb-npunoxeHus

Active Directory nHterpauus

YnpaBneHue Ha ocTbna Ao
NHPopMaL s

. nowa, apxmeupaHe, 3awmra
¢/y 3aryba Ha faHHU

Access, Excel n Visio ycayru,
InfoPath dopmynspwu

PazwupeHu ycayrm

1 24-yacoBa noAApPbBbIXKKa 3a BCAKa ycayra. Pa6oTHOTO Bpeme € Pa3IMYHO B PasIMyHNTE CTPaHW.

© Microsoft Corporation 2013. Bcvuku npaBa 3anaseHun.  To3m JOKYMEHT e U3KJTFOUNTEIHO M caMo C MHpopMaTrBHa Liesl. Microsoft He npegocTaBs npsika MM KOCBeHa rapaHL s BbB BPb3ka C 0pepTuTe B HEro.



