Kpeupame Ha popmyJiap BO B HA IUCMO

3a fa ce kpeupa umpKynapHo nucMo, npeo Tpeba aa ce kpevpa 6a3a Ha nogarToum 3a nucmoTo. Toa
ce npaBu Ha CNeaHNOB HaYMH:
1. Ce oTBOpa HOB JOKYMEHT
2. tools — letters and mailing — mail merge
3. Bo aujanor - npo3opeLoT WTOo ce jaByBa Ha AecHaTa cTpaHa Bo aenot Select document type ce nsbupa
letters. ( Opyrn moxxHOCTM ce: email messages — emann nopaku, envelopes - nnuka, labels - HanenHuLK,
directory - UMeHuK)
4. MNoToa gony KNuK Ha BpckaTa next: starting document
5. Bo cnegHroT npo3sopel, ce n3dbupa use the current document 6ugejkm 6asata WTO ce kKpenpa ke ce
ofHecyBa Ha aKTUBHMOT AOKYMeHT. [lony BO npo3opeuoT ce nsbupa next: select recipients.
6. Bo npo3opeLoT select recipients ce nsbupa Type a new list, create. Ako Mame KpevpaHo agpecHa nucTa,
BO OBOj Aen ce u3bupa use an existing list n co kon4eTo browse ce 6apa 6a3aTta Bo Koja ce BHECEHM
koHTakTuTe. Mima n gpyrn moxxHocTu, kako select different list 3a nace n3bepe apyra 6asa co KOHTaKTW, UK
edit recipient list 3a ga ce ypegu nucrtarta co KOHTaKTW.
7. Ce otBOpa npo3opel, new address list. Ce nononHyBaaT KOHTaKTUTE.
8. Iluctara ce cHuma Bo nankaTta My data sources kako 6a3a co HacTaBka .mdb.
9. Ce oTBOpa npo3opeL, Mail merge recipients Bo KOj ce HaoraaT cuTe KOHTaKTW LUTO M BHECOBME.
[ocera kpenpaBme 6a3a BO Koja Ce€ CMECTEHWN KOHTaKTUTE KoM Ke npymaat nMcma Unm 3a HanenHuum 3a
agpecu. BakBa Tabena moxe fa ce kpeupa 1 Bo excel n notoa ga ce KOpUCcTu BO LOKYMEHTOT.

Kpeunpatbe Ha LupKynapHOTO MUCMO:

1. Ce oTBOpa HOB JOKYMEHT
2. tools — letters and mailing — mail merge
3. Bo aujanor - npo3opeLoT WTOo ce jaByBa Ha AecHaTa cTpaHa Bo aenot Select document type ce
n3bupa letters. ( Opyrn moxxHocTu ce: email messages — emann nopaku, envelopes - nnuka, labels
- HanenHuum, directory - UMeHWK)
4. MNoToa gony KnuK Ha BpckaTa next: starting document
5. Bo cnegHnoT npo3sopey ce nsbupa use the current document 6ugejkm 6asara WTO ce kpenpa ke
Ce ofHecyBa Ha aKTUBHMOT AOKyMeHT. [lony Bo npo3opeLoT ce usbumpa next: select recipients.
6. Bo npo3opeuoT select recipients ce nsbupa use an existing list n co konyeto browse ce 6apa
0asaTa BO Koja ce BHeceHU KoHTakTuTe. Ce oTBOpa 6asarta Ha KOHTaKTu 1 ce usbupa. ima n
Apyrm MoxHocTK, kako select different list 3a gace nsbepe gpyra 6a3a co koHTakTn, unu edit
recipient list 3a ga ce ypegu nucrtarta co KOHTaKTW.
7. Ce knukHyBa Ha BpckaTta: next: write your letter
8. Ce nuwyBa nucmoTo. ope neBo NpBo ce nuwyea of Koro e. Ce HOCK NOKaXyBayoT Ha MeCTOTO
kage Tpeba ga ce BHecu noneto of 6asata. [JecHo Ha Npo30peLoT uma:

- address block

greeting line

- electronic postage
- more items

MokomnnuumpaHa e onumjata address block. OBaa onuuja HygM pasHu ONUMK U MOXHOCTM 3a chopMaTmpar-e
Ha agpecaTa Ha npuMaTenor.



Ce n3bupa more items. Ce oabupa noneto, insert, close. Ce npuTtucka konyeTto enter 3a cekoe nore aa buage
BO HOB pej.

[Toroa ce mumryBa coap)uHaTa Ha TUCMOTO. OTKOTra Ke ce 3aBpIlU CO MHIITYBAKETO Ha COIPIKMHATA
Ha MMMCMOTO, C€ KIIMKHYBA Ha Bpckara next: preview your letters. Ce nojaByBa nMeTO Ha MIPBUOT
KOHTAKT 0/1 6a3aTa Ha MECTOTO OJ] IMHKOBHTE IITO TH BHecOBME. CO KIIMK Ha KOITYETO >> MOXKE J1a Ce
JMCTaaT KOHTAKTHTE, JIa CE yperyBaar.

9. Kniuk Ha Bpckara next: complete the merge.

Co kMK Ha print TMCMOTO MOXKe J]a C€ MCIIeYaTH.

[Toctou 1 moOp3 HAUMH HA Kpenparme Ha NUPKyIapHHU nmucMma. Kora ke ce popmupa mucMoTo 1 ce
BHECAT BPCKUTE KOW K€ M 3eMaart MmoJaTouute oj 6a3ara, (10 4ekop 5), ce CHUMa TOKYMEHTOT MO/
ojapeneHo ume. (kako maodnoH, np. Pokana.dot). [TornaTamy Moxe Ja ce KOPUCTH Kako 11a0JIOH 3a Jia
HE ce MOBTOpPYBaaT cUTe YeKopu. Ha mparmameTo qanu mojaTouuTe o 6a3ara aa ce BHeCaT BO
JTOKYMEHTOT, OJITOBOpH co 1a. Ce 0TBOpa JOKYMEHTOT CO OCHOBHHTE moaaTonu. Ce 0TBOpa JeHTaTa
co aiatku Mail merge (view — toolbars — mail merge).

Knuk Ha nkonata merge to new document. Co Toa cuTe KOHTaKTH 01 COOJIBETHaTa 6a3a I'u
CIOjyBa BO HOBHOT JJOKYMEHT T.€. C€ OTBOPA JUjaJIOT TIPO30PEI] BO KOj MOXKE JIa C€ U30epaT Cute
KOHTAaKTH, MOMEHTAJTHO H30paHUOT WJIH OJIpelIeHH o1 —10. ba3ara Moxe mocTojaHo 1a ce ypeayBa u
TOTIOJTHYBA.
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3awTuTa Ha JOKYMeHT Bo word

1. 3amTuTa Ha TOKYMEHTOT OJ] OTBapame:

file — save as — tools — security options

Ce BHECyBa JIO3UHKA 32 OTBOPAE HAa JOKYMEHTOT U JIO3WHKA 32 U3MEHA Ha IOKYMEHTOT. ,save.

2. On tools —security options

Bo nosiero password to open ce BHeCcyBa JIO3HMHKATa 3a OTBOPAE HA JIOKYMEHTOT.

Bo nonero password to modify ce BHecyBa 103MHKATa KOja JO3BOJIYBa JTIOKYMEHTOT Jia CE U3MEHYBA.



