
ECDL 4.0: Sadržaj	 �

Sadržaj

Modul 1: Osnovni koncepti informacijske tehnologije  	 1

1: Kratka povijest računala 	 2

U ovom poglavlju .............................................................................................................2
Nova znanja .............................................................................................................2

Dugi niz strojeva ..............................................................................................................2
Sažetak ...........................................................................................................................4
Kratki kviz: Povijest računala ...........................................................................................5

Odgovori ...................................................................................................................5

2: Što je točno računalo? 	 6

U ovom poglavlju .............................................................................................................6
Nova znanja .............................................................................................................6
Novi pojmovi ............................................................................................................6

Nevolje s definicijama ......................................................................................................6
Vrste računala ..........................................................................................................8

Sažetak ...........................................................................................................................9
Kratki kviz: Što je točno računalo? .................................................................................10

Odgovori .................................................................................................................11

3: Softver i podaci 	 12

U ovom poglavlju ...........................................................................................................12
Nova znanja ...........................................................................................................12
Novi pojmovi ..........................................................................................................12

Softver ..........................................................................................................................12
Sistemski softver ...........................................................................................................13

Grafičko korisničko sučelje .....................................................................................13
Aplikativni softver ..........................................................................................................14
Kako se izrađuje softver .................................................................................................14
Autorska prava za softver ..............................................................................................15
Inačice softvera .............................................................................................................16
Problemi sa softverom ...................................................................................................17
Podaci ...........................................................................................................................17
Autorska prava ..............................................................................................................18
Zaštita podataka ............................................................................................................18
Europske smjernice o zaštiti podataka ...........................................................................18
Sažetak .........................................................................................................................19



vi	 ECDL 4.0: Sadržaj

Kratki kviz: Softver i podaci ............................................................................................20
Odgovori .................................................................................................................21

4: Hardver računala 	 22

U ovom poglavlju ...........................................................................................................22
Nova znanja ...........................................................................................................22
Novi pojmovi ..........................................................................................................22

U kutiji ...........................................................................................................................23
Procesor ........................................................................................................................23
Memorija .......................................................................................................................23

Memorija sa izravnim pristupom .............................................................................23
Memorija samo za čitanje .......................................................................................24

Prostor na disku ............................................................................................................25
Diskete, CD-ROM-ovi, DVD-ovi, ZIP diskovi, vrpce ..........................................................26

Disketa ...................................................................................................................26
CD-ROM i DVD .......................................................................................................27
Magnetne vrpce .....................................................................................................28
Zip diskovi ..............................................................................................................28
Sažetak medija za spremanje podataka ..................................................................28

Izvan kućišta: osnove .....................................................................................................28
Tipkovnica ..............................................................................................................28
Zaslon ....................................................................................................................29
Miš .........................................................................................................................29
Ostali pokazivački uređaji .......................................................................................30

Izvan kućišta: dodaci .....................................................................................................30
Pisači .....................................................................................................................31
Kako odabrati pisač ................................................................................................31

Modemi .........................................................................................................................32
Multimedija ...................................................................................................................32

Skeneri ...................................................................................................................32
Digitalni fotoaparati ................................................................................................33
Zvučnici .................................................................................................................33
Zvučne kartice ........................................................................................................33
Mikrofoni ................................................................................................................33

Održavanje hardvera ......................................................................................................33
Kad nešto pođe po zlu ...................................................................................................34
Sažetak .........................................................................................................................34
Kratki kviz: Hardver računala .........................................................................................35

Odgovori .................................................................................................................36

5: Mreže i Internet 	 37

U ovom poglavlju ...........................................................................................................37
Nova znanja ...........................................................................................................37
Novi pojmovi ..........................................................................................................37



ECDL 4.0: Sadržaj	v ii

Mreže ............................................................................................................................37
Prednosti umrežavanja ...........................................................................................37
Povezivanje u mrežu: rizici i nedostaci ....................................................................39
LAN i WAN mreže ...................................................................................................39

Klijent/poslužitelj sustavi ................................................................................................40
Uspostava veze .............................................................................................................40
Telekomunikacijska mreža .............................................................................................40

ISDN .......................................................................................................................41
DSL ........................................................................................................................42

Elektronička pošta .........................................................................................................42
SMS poruke ...........................................................................................................43

Internet ..........................................................................................................................44
World Wide Web .............................................................................................................44

Intranet i ekstranet .................................................................................................46
Elektroničko poslovanje .................................................................................................46

Elektroničko bankarstvo i e-vlada ...........................................................................47
Sažetak .........................................................................................................................47
Kratki kviz: mreže i Internet ...........................................................................................48

Odgovori .................................................................................................................49

6: Za što se koriste računala 	 51

U ovom poglavlju ...........................................................................................................51
Nova znanja ...........................................................................................................51
Novi pojmovi ..........................................................................................................51

Poslovanje i administracija .............................................................................................51
Industrija .......................................................................................................................52
Maloprodaja ..................................................................................................................52
Kod kuće .......................................................................................................................52

Rad na daljinu ........................................................................................................53
Vođenje vlastitog poduzeća od kuće .......................................................................53

Škole i obrazovanje ........................................................................................................53
Obrazovanje na djelu: elektroničko učenje .....................................................................54
Zdravstvo ......................................................................................................................54
Vlada i javna administracija ...........................................................................................55
Svakodnevni život ..........................................................................................................55
Informacijske tehnologije i društvo .................................................................................56
Sudjelovanje u informacijskom društvu ..........................................................................57
Sažetak .........................................................................................................................57
Kratki kviz: za što se koriste računala ............................................................................58

Odgovori .................................................................................................................58

7: Briga broj 1: zdravlje i sigurnost 	 60

U ovom poglavlju ...........................................................................................................60
Nova znanja ...........................................................................................................60



viii	 ECDL 4.0: Sadržaj

Novi pojmovi ..........................................................................................................60
Briga o zdravlju! ............................................................................................................60

Ozljede zbog ponavljajućeg naprezanja ...................................................................60
Vid ..........................................................................................................................61
Položaj ...................................................................................................................61
Nesretni slučajevi ...................................................................................................61

Očuvanje okoliša ...........................................................................................................62
Sažetak .........................................................................................................................62
Kratki kviz: Zdravlje i sigurnost ......................................................................................63

Odgovori .................................................................................................................63

8: Čuvanje podataka 	 64

U ovom poglavlju ...........................................................................................................64
Nova znanja ...........................................................................................................64
Novi pojmovi ..........................................................................................................64

Briga o podacima ..........................................................................................................64
Zaštita i lozinke ......................................................................................................65
Pravo pristupa ........................................................................................................65
Arhiviranje podataka ...............................................................................................66
Često spremajte promjene ......................................................................................66
Ispisivanje, kopiranje i slanje telefaksom ................................................................66

Virusi .............................................................................................................................66
Antivirusni softver ...................................................................................................67

Zaštita radnog prostora ..................................................................................................69
Zaštita od nestanka električne energije ...................................................................69

Sažetak .........................................................................................................................69
Kratki kviz: Čuvajte informacije na sigurnom ..................................................................70

Odgovori .................................................................................................................70

Modul 2: Korištenje računala i rad s datotekama 	 71

9: Pokretanje računala, pritiskanje mišem, gašenje računala 	 72

U ovom poglavlju ...........................................................................................................72
Nova znanja ...........................................................................................................72
Novi pojmovi ..........................................................................................................72

Pokretanje računala .......................................................................................................73
Radna površina Windowsa ......................................................................................73

Pokretanje aplikacija ......................................................................................................74
Korištenje miša .......................................................................................................74
Gumb Start .............................................................................................................75

Rad s više programa u Windowsima ..............................................................................76
Kontrolni gumbi .............................................................................................................77



ECDL 4.0: Sadržaj	 ix

Pomicanje prozora s pomoću naslovne vrpce .................................................................80
Rad s prozorima ............................................................................................................80
Promjena oblika i veličine prozora ..................................................................................82
Pomicanje sadržaja prozora ...........................................................................................82
Pritiskanje desnom tipkom miša i kontekstni izbornici ...................................................83
Isključivanje računala ....................................................................................................84

Ponovno pokretanje računala ..................................................................................84
Kad se računalo blokira .................................................................................................84

Problemi s aplikacijama ..........................................................................................85
Problemi s Windowsima .........................................................................................85
Nakon neispravnog isključivanja .............................................................................85

Dijaloški okviri ...............................................................................................................85
Komponente dijaloškog okvira ................................................................................86
Podrazumijevane opcije ..........................................................................................87

Sažetak .........................................................................................................................87
Kratki kviz: Pokretanje, pritiskanje, isključivanje .............................................................88

Odgovori .................................................................................................................89

10: Istraživanje računala 	 90

U ovom poglavlju ...........................................................................................................90
Nova znanja ...........................................................................................................90
Novi pojmovi ..........................................................................................................90

Kako računala spremaju informacije ..............................................................................90
Datoteke ................................................................................................................91
Mape ......................................................................................................................91
Diskovi ...................................................................................................................91

Korištenje mape My Computer .......................................................................................92
Pregled sadržaja diskova s pomoću mape My Computer .........................................92
Istraživanje mapa i datoteka s pomoću prozora My Computer .................................94
Sortiranje mapa i datoteka .....................................................................................94

Nastavci imena datoteka ...............................................................................................95
Pronalaženje mapa i datoteka ........................................................................................96

Pretraživanje uz upotrebu zamjenskih znakova .......................................................97
Pretraživanje temeljeno na datumu .........................................................................98
Pretraživanje sadržaja datoteka ..............................................................................98

Recycle Bin ....................................................................................................................98
Pregled informacija o sustavu ........................................................................................99
Help and Support Center ................................................................................................99

Pretraživanje uputa ...............................................................................................100
Korištenje kazala ..................................................................................................101
Odabir teme .........................................................................................................101

Sažetak .......................................................................................................................101
Kratki kviz: Istraživanje računala ..................................................................................102

Odgovori ...............................................................................................................103



�	 ECDL 4.0: Sadržaj

11: Rad s mapama i datotekama 	 104

U ovom poglavlju .........................................................................................................104
Nova znanja .........................................................................................................104
Novi pojmovi ........................................................................................................104

O Windows Exploreru ...................................................................................................104
Dva okna Windows Explorera ................................................................................105
Opcije pregleda ....................................................................................................106
Explorerovi znakovi plus i minus ...........................................................................107

Rad s mapama ............................................................................................................107
Promjena imena mape .........................................................................................108
Brisanje mape ......................................................................................................108
Pregled svojstava mape ........................................................................................109
Obnavljanje datoteka u mapi ................................................................................110

Rad s datotekama .......................................................................................................110
Izrada datoteke .....................................................................................................110
Imenovanje i spremanje datoteke .........................................................................111
Izravno otvaranje datoteke ....................................................................................112
Otvaranje datoteke s alternativnom aplikacijom ....................................................112
Pridruživanje datoteka aplikacijama ......................................................................112
Promjena imena datoteke .....................................................................................113
Brisanje datoteke .................................................................................................114
Vraćanje obrisane datoteke ..................................................................................114
Pregled svojstava datoteke ...................................................................................114
Pregled popisa nedavno korištenih datoteka .........................................................115

Windows Clipboard ......................................................................................................115
O Clipboardu ........................................................................................................115
Kopiranje i premještanje mapa .............................................................................115
Kopiranje i premještanje datoteka .........................................................................116

Rad s većim brojem datoteka ......................................................................................117
Komprimiranje i arhiviranje datoteka ............................................................................118
Vrpca izbornika, alatna vrpca i prečaci .........................................................................119

Vrpca izbornika .....................................................................................................119
Alatne vrpce .........................................................................................................120
Prečaci na tipkovnici ............................................................................................120

Zaštita od virusa ..........................................................................................................121
Sažetak .......................................................................................................................122
Kratki kviz: Rad s mapama i datotekama .....................................................................123

Odgovori ...............................................................................................................124

12: Svladavanje Windowsa 	 125

U ovom poglavlju .........................................................................................................125
Nova znanja .........................................................................................................125
Novi pojmovi ........................................................................................................125

Radna površina ............................................................................................................126



ECDL 4.0: Sadržaj	 xi

Izrada prečaca na radnoj površini .........................................................................126
Postavljanje vremena i datuma ....................................................................................128
Podešavanje jačine zvuka ............................................................................................128
Postavljanje čuvara zaslona .........................................................................................129
Prilagođavanje zaslona ................................................................................................130

Pozadina ..............................................................................................................130
Shema .................................................................................................................130

Mijenjanje rezolucije zaslona .......................................................................................131
Promjena regionalnih i jezičnih postavki ......................................................................131
Rad s disketama i ostalim prijenosnim medijima ..........................................................133

Formatiranje disketa i Zip diskova ........................................................................134
Kopiranje datoteke na disketu ...............................................................................135
Spremanje datoteke na disketu ............................................................................135

Instaliranje aplikacija ...................................................................................................135
Deinstaliranje aplikacija ........................................................................................136

Ispis datoteka ..............................................................................................................137
Red za ispis .................................................................................................................137

Pregled reda za ispis ............................................................................................138
Otkazivanje posla ispisa .......................................................................................138
Pauziranje i ponovno pokretanje posla ispisa u redu za ispis .................................138
Promjena redoslijeda poslova ispis u redu za ispis ................................................139
Brisanje svih dokumenata iz reda za ispis .............................................................139

Dijaloški okvir Print ......................................................................................................139
Name ...................................................................................................................140
Print Range ..........................................................................................................140
Copies ..................................................................................................................140
Gumb Properties ...................................................................................................140
Print Preview ........................................................................................................141
Print to file ............................................................................................................141

Promjena podrazumijevanog pisača .............................................................................141
Korištenje pomoćnog programa Print Screen ...............................................................142
Instaliranje novog pisača .............................................................................................143
Sažetak .......................................................................................................................144
Kratki kviz: Upotreba Windowsa ...................................................................................145

Odgovori ...............................................................................................................147

Modul 3: Obrada teksta 	 149

13: Sastavljanje pisma u Wordu 	 150

U ovom poglavlju .........................................................................................................150
Nova znanja .........................................................................................................150
Novi pojmovi ........................................................................................................150

Pokretanje Worda ........................................................................................................150
Nema novog dokumenta .......................................................................................151



xii	 ECDL 4.0: Sadržaj

Kursor i oznaka odlomka .............................................................................................151
Operacije koje trebate znati .........................................................................................152
Tipke koje trebate znati ...............................................................................................153
Pisanje pisma ..............................................................................................................154

Znakovi koji se ne ispisuju i valovito podcrtavanje ................................................157
Umetanje ili prepisivanje .......................................................................................157

Ispisivanje pisma .........................................................................................................157
Mogućnost poništavanja akcija u Wordu ......................................................................158
Mogućnost ponavljanja u Wordu ..................................................................................158
Alatne vrpce u Wordu ...................................................................................................158

Skrivanje i prikazivanje alatnih vrpci .....................................................................158
Alatne vrpce Standard i Formatting ..............................................................................159
Skrivanje i prikazivanje gumbi alatne vrpce .................................................................159
Personalizirani izbornici u Wordu .................................................................................160
Mijenjanje osnovnih opcija ...........................................................................................160
Okno poslova u Wordu .................................................................................................161

Otvaranje i zatvaranje okna poslova ......................................................................161
Prelaženje između različitih okana poslova ...........................................................161

Dobivanje pomoći ........................................................................................................162
Korištenje polja Type a question for help ...............................................................163
Korištenje okna poslova Word Help .......................................................................164
Pomoć za opcije u dijaloškom okviru ....................................................................165
Korištenje Office Assistanta ..................................................................................166

Rad s Word dokumentima ............................................................................................166
Spremanje dokumenta .........................................................................................166
Wordovi nastavci imena datoteka .........................................................................166
Izrada novog dokumenta ......................................................................................167
Otvaranje postojeće Word datoteke .......................................................................167
Zatvaranje dokumenta ..........................................................................................168
Spremanje dokumenta pod drugim imenom .........................................................168
Promjena podrazumijevane mape .........................................................................168

Zatvaranje Worda .........................................................................................................168
Sažetak .......................................................................................................................169
Kratki kviz: Vaše prvo pismo u Wordu ...........................................................................170

Odgovori ...............................................................................................................170

14: Oblikovanje, pozicioniranje i kopiranje teksta 	 171

U ovom poglavlju .........................................................................................................171
Nova znanja .........................................................................................................171
Novi pojmovi ........................................................................................................172

Odabiranje teksta ........................................................................................................172
Oblikovanje teksta ................................................................................................173

Kopiranje i prenošenje teksta .......................................................................................174
Izrezivanje i kopiranje teksta .................................................................................175
Prečaci na tipkovnici ............................................................................................175



ECDL 4.0: Sadržaj	 xiii

O Clipboardu ........................................................................................................176
Oblikovani dokumenti ..................................................................................................177
Lijevo i desno uvlačenje ...............................................................................................177
Poravnavanje teksta ....................................................................................................178
Natuknice i numerirani popisi ......................................................................................178
Pisma ..........................................................................................................................182

Serifna pisma .......................................................................................................183
Beserifna pisma ...................................................................................................183
Veličina pisma ......................................................................................................183

Promjena malih slova u velika i obrnuto .......................................................................184
Svojstva pisma ............................................................................................................184

Font style .............................................................................................................184
Underline style .....................................................................................................184
Font color .............................................................................................................184
Effects ..................................................................................................................185
Razmak između znakova ......................................................................................185

Rubovi i sjenčanje ........................................................................................................185
Povećavanje i smanjivanje prikaza u Wordu .................................................................189

Promjena veličine prikaza i ispis ...........................................................................189
Spremanje na disketu ..................................................................................................189
Simboli i specijalni znakovi ..........................................................................................189
Format Painter .............................................................................................................190
Sažetak .......................................................................................................................191
Kratki kviz: Oblikovanje, pozicioniranje i kopiranje teksta .............................................192

Odgovori ...............................................................................................................193

15: Veliki dokumenti, malene pojedinosti 	 194

U ovom poglavlju .........................................................................................................194
Nova znanja .........................................................................................................194
Novi pojmovi ........................................................................................................194
Izrada dugačkog dokumenta .................................................................................195
Prored ..................................................................................................................196
Razmak između odlomaka ....................................................................................197

Uvlake prvoga reda ......................................................................................................198
Viseće uvlake ..............................................................................................................199
Pronalaženje teksta .....................................................................................................199

Osnove .................................................................................................................199
Posebne opcije .....................................................................................................200
Oblikovanja ..........................................................................................................200

Pronalaženje i zamjena teksta .....................................................................................200
Dvije metode zamjene ..........................................................................................200
Posebne opcije .....................................................................................................201

Postavke stranice ........................................................................................................204
Kartica Margins ....................................................................................................204
Kartica Paper ........................................................................................................205



xiv	 ECDL 4.0: Sadržaj

Zaglavlja i podnožja .....................................................................................................205
Numeriranje stranica ...................................................................................................208

Opcije za numeriranje stranica .............................................................................209
Datumi u dokumentima ...............................................................................................209
Pojedinosti o dokumentu .............................................................................................210

Datum izrade dokumenta .....................................................................................210
Ime i lokacija datoteke ..........................................................................................210
Ime autora dokumenta .........................................................................................210

Ručni prijelomi reda i stranice .....................................................................................211
Provjeravanje dokumenta ............................................................................................211
Provjera pravopisa .......................................................................................................212

Provjera pravopisa: automatska opcija ..................................................................212
Dijaloški okvir Spelling and Grammar ...................................................................212
Pazite na jezik ......................................................................................................214

Provjera gramatike ......................................................................................................214
Opcije za ispis .............................................................................................................214

Pregled ispisa .......................................................................................................214
Opcije raspona ispisa ...........................................................................................215

Sažetak .......................................................................................................................216
Kratki kviz: dugački dokumenti, malene pojedinosti .....................................................216

Odgovori ...............................................................................................................217

16: Tablice, tabulatori i grafika 	 218

U ovom poglavlju .........................................................................................................218
Nova znanja .........................................................................................................218
Novi pojmovi ........................................................................................................218

Upotreba tablica u Wordu .............................................................................................218
Označavanje ćelija u tablici ..........................................................................................220
Izmjena tablice ............................................................................................................221

Mreža tablice ........................................................................................................222
Širina stupca, prored i visina reda ................................................................................223
Opcija Table AutoFormat ..............................................................................................223
Uvod u tabulatore ........................................................................................................224
Upotreba tabulatora u Wordu .......................................................................................225
Poravnanje tabulatora ..................................................................................................227
Upotreba tabulatora s ravnalom ...................................................................................229
Upotreba grafike u Wordu ............................................................................................229
Uvoz grafike: dvije opcije .............................................................................................230

Grafika: kopiranje .................................................................................................230
Grafika: umetanje datoteke ...................................................................................230

Rad s grafikom ............................................................................................................231
Pomicanje grafike .................................................................................................231
Brisanje grafike ....................................................................................................232
Promjena oblika i veličine slike .............................................................................232

Umetanje AutoShapes oblika .......................................................................................233



ECDL 4.0: Sadržaj	 xv

Hifenacija obostrano poravnatog teksta .......................................................................235
Automatska hifenacija .................................................................................................236

Opcije automatske hifenacije ................................................................................236
Ručna hifenacija ..........................................................................................................236

Provedba ručne hifenacije ....................................................................................237
Sažetak .......................................................................................................................237
Kratki kviz: Tablice, tabulatori i grafika .........................................................................238

Odgovori ...............................................................................................................239

17: Skupna pisma i predlošci 	 240

U ovom poglavlju .........................................................................................................240
Nova znanja .........................................................................................................240
Novi pojmovi ........................................................................................................241

Skupno pismo: komponente ........................................................................................241
Standardizirano pismo  .........................................................................................241
Izvor podataka ......................................................................................................241
Polja za popunjavanje ...........................................................................................242

Izrada skupnog pisma: postupak ..................................................................................242
Prvo: pripremite standardizirano pismo .................................................................243
Drugo: pripremite izvor podataka ..........................................................................243
Treće: umetnite polja za popunjavanje u standardizirano pismo ............................243
Četvrto: pregledajte skupna pisma ........................................................................243
Peto: ispišite skupna pisma ..................................................................................243

Vježbe izrade skupnih pisama ......................................................................................243
Upotreba ostalih izvora podataka ..........................................................................250

Umetanje adresa na naljepnice ....................................................................................250
Wordovi predlošci ........................................................................................................252

Predložak kao model dokumenta ..........................................................................253
Zadavanje postavki sučelja s pomoću predloška  ..................................................253

Predlošci i dokumenti ..................................................................................................253
Predložak Normal.dot ...........................................................................................254
Predlošci i novi dokumenti ....................................................................................254

Predlošci i stilovi ..........................................................................................................255
Okno poslova Styles and Formatting .....................................................................255
Zašto koristiti stilove? ...........................................................................................257

Izrada novog predloška ................................................................................................258
Stilovi i pogled Outline .................................................................................................259
Ostali pogledi na dokument .........................................................................................260

Pogled Normal ......................................................................................................260
Pogled Print Layout ...............................................................................................260
Pogled Web Layout ...............................................................................................261
Pogled Reading Layout .........................................................................................261
Thumbnails i Document Map ................................................................................261

Sažetak .......................................................................................................................261



xvi	 ECDL 4.0: Sadržaj

Kratki kviz: Skupna pisma i predlošci ...........................................................................262
Odgovori ...............................................................................................................263

18: Formati datoteka i uvoz podataka iz programa za tablične proračune 	264

U ovom poglavlju .........................................................................................................264
Nova znanja .........................................................................................................264
Novi pojmovi ........................................................................................................264

Format datoteke ..........................................................................................................264
Različite aplikacije, različiti formati datoteke .........................................................265
Nastavci imena datoteka ......................................................................................265

Wordove opcije formata datoteke .................................................................................266
Starije inačice Worda ............................................................................................266
Format Rich Text ...................................................................................................266
Format WordPerfect ..............................................................................................266
Format Plain-text ..................................................................................................267
Format HTML (Web format) ...................................................................................267

Ugradnja ili kopiranje podataka iz proračunske tablice .................................................268
Opcije za specijalno kopiranje ...............................................................................268
Kopiranje iz Excela ...............................................................................................268
Ugradnja iz Excela ................................................................................................269

Sažetak .......................................................................................................................272
Kratki kviz: Formati datoteka i uvoz podataka iz programa za tablične proračune .........273

Odgovori ...............................................................................................................274

Modul 4: Proračunske tablice 	 275

19: Prvi koraci u Excelu 	 276

U ovom poglavlju .........................................................................................................276
Nova znanja .........................................................................................................276
Novi pojmovi ........................................................................................................277

Pokretanje Excela ........................................................................................................277
Radni listovi i radne knjige ...........................................................................................277

Slova stupaca: velika ili mala slova? .....................................................................279
Unos brojeva u ćelije ....................................................................................................280

Zašto Excel poravnava brojeve desno? .................................................................281
Unos teksta u ćeliju .....................................................................................................281
Unos reference ćelije ...................................................................................................282

Tipke sa strelicama ..............................................................................................282
Uređivanje sadržaja ćelije ............................................................................................282
Zavisne ćelije ..............................................................................................................283

F2: Excelova tipka za uređivanje ...........................................................................283
Brisanje sadržaja ćelije ................................................................................................283

Brisanje i tipka Enter ............................................................................................283



ECDL 4.0: Sadržaj	 xvii

Brisanje sadržaja, a ne ćelije ................................................................................284
Excelove alatne vrpce ..................................................................................................284

Skrivanje i prikazivanje alatnih vrpci .....................................................................284
Alatne vrpce Standard i Formatting .......................................................................285
Skrivanje i prikazivanje gumba na alatnim vrpcama ..............................................285

Excelovo okno poslova .................................................................................................286
Otvaranje i zatvaranje okna poslova ......................................................................286
Prijelaz iz jednog okna poslova u drugo ................................................................286

Excelovi personalizirani izbornici ..................................................................................287
Prilagodba osnovnih opcija ..........................................................................................287
Excelova značajka Undo ..............................................................................................288
Excelova značajka Repeat ............................................................................................288
Rad s Excelovim radnim knjigama ...............................................................................288

Spremanje radne knjige ........................................................................................289
Izrada nove radne knjige .......................................................................................289
Otvaranje postojeće radne knjige ..........................................................................290
Zatvaranje radne knjige ........................................................................................290
Spremanje datoteke radne knjige pod drugim imenom .........................................290
Prebacivanje između radnih knjiga .......................................................................290

Rad s Excelovim radnim listovima ................................................................................291
Umetanje i imenovanje novog radnog lista ............................................................291
Kopiranje i premještanje radnih listova .................................................................291
Brisanje radnoga lista ...........................................................................................292

Napuštanje Excela .......................................................................................................292
Dolaženje do pomoći ...................................................................................................292

Upotreba polja Type a question for help ................................................................293
Upotreba okna poslova Excel Help ........................................................................294
Upotreba Office Assistanta ....................................................................................296
Dobivanje pomoći u dijaloškom okviru ..................................................................296

Sažetak .......................................................................................................................296
Kratki kviz: Vaši prvi koraci u Excelu ............................................................................297

Odgovori ...............................................................................................................298

20: Aritmetika u Excelu 	 299

U ovom poglavlju .........................................................................................................299
Nova znanja .........................................................................................................299
Novi pojmovi ........................................................................................................299

Formule u Excelu .........................................................................................................300
Formule i argumenti ....................................................................................................300
Ćelije s izračunatom vrijednošću ..................................................................................302

Zbrajanje prema dolje i slijeva nadesno ................................................................302
Zbrajanje ne-susjednih ćelija  ...............................................................................303

Uređivanje formula ......................................................................................................304
Kombiniranje operatora ...............................................................................................304
Formule: upotreba konstanti ........................................................................................305



xviii	 ECDL 4.0: Sadržaj

Formule: aritmetička pravila ........................................................................................305
Izračuni sa fiksnim faktorima .......................................................................................306
Izračuni i ponovni izračuni ...........................................................................................308
Poruke o pogreškama: kad se dogode loše stvari .........................................................309
Uvećavanje ili umanjivanje pogleda na radni list ..........................................................310
Uvećavanje ili umanjivanje pogleda i ispis ....................................................................310
Spremanje na disketu ..................................................................................................311
Sažetak .......................................................................................................................311
Kratki kviz: Aritmetika u Excelu ....................................................................................312

Odgovori ...............................................................................................................313

21: Funkcije, oblikovanje i ispis 	 314

U ovom poglavlju .........................................................................................................314
Nova znanja .........................................................................................................314
Novi pojmovi ........................................................................................................314

Excelove funkcije .........................................................................................................315
Velika ili mala slova? ............................................................................................315

Funkcija SUM ..............................................................................................................315
Gumb AutoSum ....................................................................................................316
SUM tolerira tekst i razmake .................................................................................317

Funkcija Average .........................................................................................................318
Funkcije MIN i MAX ......................................................................................................319
Funkcija COUNT ...........................................................................................................319
Funkcija IF ...................................................................................................................319
Oblikovanje i poravnavanje pojedinačnih ćelija .............................................................320

Prelamanje sadržaja ćelije ....................................................................................321
Spajanje ćelija i središnje poravnavanje sadržaja ..................................................321

Oblikovanje i poravnavanje skupina ćelija ....................................................................322
Poništavanje odabira ...................................................................................................322
Opsezi ćelija ................................................................................................................323

Opseg susjednih ćelija ..........................................................................................323
Opseg ne-susjednih ćelija .....................................................................................323
Označene ćelije i aktivna ćelija .............................................................................324
F8: Excelova tipka za označavanje ........................................................................325

Označavanje stupaca i redova .....................................................................................325
Brisanje sadržaja reda i stupca .............................................................................325

Skrivanje redova i stupaca ...........................................................................................326
Zamrzavanje naslova redova i stupaca .........................................................................326
Označavanje cijelog radnog lista ..................................................................................327
Prilagodba širine stupca i visine reda ...........................................................................327
Okomito poravnanje .....................................................................................................328
Orijentacija ..................................................................................................................328
Pisma ..........................................................................................................................329

Veličina pisma ......................................................................................................330
Boja pisma ...........................................................................................................330



ECDL 4.0: Sadržaj	 xix

Podcrtavanje ........................................................................................................330
Rubovi ćelija ................................................................................................................331
Boja pozadine ćelije .....................................................................................................331
Pronalaženje sadržaja ..................................................................................................332

Opcije za pronalaženje ..........................................................................................332
Alat Format painter ......................................................................................................333
Zamjena sadržaja ćelije ...............................................................................................333
Provjera pravopisa .......................................................................................................334
Postavke stranice ........................................................................................................335

Orijentacija ...........................................................................................................335
Broj prve stranice .................................................................................................335
Promjena veličine .................................................................................................335
Veličina papira ......................................................................................................336
Margine ................................................................................................................336
Mreža ćelija i naslovi ............................................................................................336
Ispis naslova ........................................................................................................336

Zaglavlja i podnožja .....................................................................................................337
Opcije za ispis .............................................................................................................338

Print Preview ........................................................................................................339
Print Range ..........................................................................................................339

Sažetak .......................................................................................................................341
Kratki kviz: Funkcije, oblikovanje i ispis ........................................................................342

Odgovori ...............................................................................................................343

22: Umetanje, sortiranje i premještanje ćelija 	 344

U ovom poglavlju .........................................................................................................344
Nova znanja .........................................................................................................344
Novi pojmovi ........................................................................................................345

Umetanje i brisanje redova ..........................................................................................345
Umetanje i brisanje stupaca .........................................................................................346
Umetanje i brisanje ćelija .............................................................................................348
Kopiranje sadržaja ćelije ..............................................................................................348

O Clipboardu ........................................................................................................349
Pokretna isprekidana crta odabira ........................................................................350

Izrezivanje i prenošenje sadržaja ćelija ........................................................................352
Kopiranje između radnih listova i radnih knjiga ............................................................352
Premještanje izračuna .................................................................................................352
Reference ćelija: dvije vrste .........................................................................................354
Sortiranje: promjena redoslijeda ćelija na temelju sadržaja ..........................................355
Simboli i specijalni znakovi ..........................................................................................359
Sažetak .......................................................................................................................360
Kratki kviz: Umetanje, sortiranje i premještanje ćelija ...................................................361

Odgovori ...............................................................................................................362



xx	 ECDL 4.0: Sadržaj

23: Detaljnije o brojevima, tekstu i izračunima 	 363

U ovom poglavlju .........................................................................................................363
Nova znanja .........................................................................................................363
Novi pojmovi ........................................................................................................363

Brojevi: različiti formati ................................................................................................364
Format General ............................................................................................................364

Nule nakon decimalne točke .................................................................................364
Razdjelnici tisućica ...............................................................................................365
Simboli valuta .......................................................................................................365

Stil Comma ..................................................................................................................365
Stil Currency ................................................................................................................365
Stil Percent ..................................................................................................................366
Promjena formata General ...........................................................................................367
Stil Number .................................................................................................................367

Gumbi na alatnoj vrpci ..........................................................................................368
Excel i datumi ..............................................................................................................369

Unos datuma ........................................................................................................369
Oblikovanje datuma ..............................................................................................369

Regionalne postavke ...................................................................................................370
Excel i tekstualni unosi ................................................................................................370

Ispis teksta preko više stupaca .............................................................................370
Unos brojeva kao teksta .......................................................................................371

Excelova značajka AutoFill ...........................................................................................371
AutoFill i pojedinačni brojevi .................................................................................372
AutoFill i nizovi brojeva .........................................................................................373
AutoFill i mjeseci, dani, vrijeme i godine ...............................................................373
AutoFill i formule ..................................................................................................373
AutoFill i reference ćelija ......................................................................................373
Prečaci na tipkovnici ............................................................................................375

Sažetak .......................................................................................................................375
Kratki kviz: Detaljnije o brojevima, tekstu i izračunima .................................................376

Odgovori ...............................................................................................................377

24: Izrada grafikona u Excelu 	 378

U ovom poglavlju .........................................................................................................378
Nova znanja .........................................................................................................378
Novi pojmovi ........................................................................................................378

Izrada grafikona: dva koraka ........................................................................................378
Preko četiri dijaloška okvira do Excelovog grafikona .............................................379

Grafikoni: dva pojma koje morate razumjeti .................................................................381
O podacima ..........................................................................................................381
O nizovima podataka ............................................................................................382

Grafikoni s jednim nizom podataka ..............................................................................382
Izrada grafikona s više nizova podataka .......................................................................383



ECDL 4.0: Sadržaj	 xxi

Uređivanje grafikona ....................................................................................................385
Promjena podataka ..............................................................................................385
Promjena veličine grafikona ..................................................................................385
Promjena naslova grafikona ..................................................................................385
Brisanje naslova grafikona ....................................................................................385
Oblikovanje naslova grafikona ..............................................................................385
Dodavanje naslova grafikonu ................................................................................385

Dodavanje oznaka podataka ........................................................................................386
Oblikovanje oznaka podataka ...............................................................................387
Uklanjanje oznaka ................................................................................................387
Promjena mjerila ..................................................................................................387
Promjena boja na grafikonu ..................................................................................389

Vrste grafikona ............................................................................................................390
Zadavanje vrste grafikona ....................................................................................390
Promjena vrste grafikona ......................................................................................391
Rad s kružnim grafikonima ...................................................................................393

Rad s grafikonima .......................................................................................................395
Kopiranje, premještanje i brisanje grafikona ..........................................................395
Promjena veličine grafikona ..................................................................................396
Ispis grafikona ......................................................................................................396

Sažetak .......................................................................................................................396
Kratki kviz: Izmjena grafikona u Excelu ........................................................................397

Odgovori ...............................................................................................................397

25: Formati datoteka i uvoz podataka 	 398

U ovom poglavlju .........................................................................................................398
Nova znanja .........................................................................................................398
Novi pojmovi ........................................................................................................398

Formati datoteka .........................................................................................................398
Različite aplikacije, različiti formati datoteka .........................................................399
Nastavci imena datoteka ......................................................................................399

Excelovi formati datoteka ............................................................................................400
Excelovi predlošci .................................................................................................400
Starije inačice Excela ............................................................................................401
Formati dBASE, Lotus 1-2-3 i Quattro Pro .............................................................401
Tekstualni format ..................................................................................................401
Format HTML – format za Web .............................................................................402

Umetanje iz drugih aplikacija .......................................................................................403
Umetanje slika ......................................................................................................403
Umetanje grafikona ..............................................................................................404
Umetanje teksta ...................................................................................................404
Čarobnjak Text Import ...........................................................................................404

Sažetak .......................................................................................................................407
Kratki kviz: Formati datoteka i uvoz podataka ..............................................................407

Odgovori ...............................................................................................................408



xxii	 ECDL 4.0: Sadržaj

Modul 5: Baze podataka 	 409

26: Što je to baza podataka? 	 410

U ovom poglavlju .........................................................................................................410
Nova znanja .........................................................................................................410
Novi pojmovi ........................................................................................................410

Organizirana kolekcija informacija ...............................................................................410
Zapisi i polja ................................................................................................................411
Tablice i baze podataka ...............................................................................................412
Primarni ključevi ..........................................................................................................413
Tip podataka polja .......................................................................................................413
Indeksi ........................................................................................................................414
Relacije između tablica ................................................................................................414
Razmatranja dizajna baze podataka .............................................................................416

Primjer 1: Baza podataka o vinima ........................................................................416
Primjer 2: Baza podataka o kolekciji CD-ova .........................................................417
Primjer 3: Baza podataka o kućanstvu ..................................................................417
Primjer 4: Baza podataka ljubitelja knjiga .............................................................418
Pomno razmišljanje o poljima ...............................................................................418

Sažetak .......................................................................................................................418
Kratki kviz: Što je to baza podataka? ............................................................................419

Odgovori ...............................................................................................................420

27: Upoznavanje Accessa 	 421

U ovom poglavlju .........................................................................................................421
Nova znanja .........................................................................................................421
Novi pojmovi ........................................................................................................421

Pokretanje Accessa ......................................................................................................421
Prozor aplikacije u Accessu ..................................................................................421
Otvaranje baze podataka ......................................................................................422
Nastavak imena Access datoteke .........................................................................424
Sigurnosna upozorenja .........................................................................................424

Prozor Database ..........................................................................................................425
Pregledavanje tablica ..................................................................................................426
Pregledavanje zapisa ...................................................................................................427
Pregledavanje upita .....................................................................................................428
Pregledavanje izvješća ................................................................................................428
Pogledi Datasheet, Forms i Design ...............................................................................428

Pogled Datasheet .................................................................................................428
Pogled Form .........................................................................................................429
Pogled Design ......................................................................................................430
Print Preview ........................................................................................................430



ECDL 4.0: Sadržaj	 xxiii

Mijenjanje pogleda ...............................................................................................431
Alatne vrpce u Accessu ................................................................................................431
Okno poslova u Accessu ..............................................................................................432

Otvaranje i zatvaranje okna poslova ......................................................................432
Mijenjanje okna poslova .......................................................................................432

Dobivanje pomoći ........................................................................................................433
Upotreba poljaType a question for help .................................................................434
Upotreba okna poslova Access Help ......................................................................435
Pomoć u dijaloškim okvirima ................................................................................436

Zatvaranje baze podataka i Accessa ............................................................................437
Sažetak .......................................................................................................................437
Kratki kviz: Upoznavanje s Accessom ...........................................................................438

Odgovori ...............................................................................................................438

28: Izrada baze podataka u Accessu 	 439

U ovom poglavlju .........................................................................................................439
Nova znanja .........................................................................................................439

Kratki pregled postupka izrade baze podataka .............................................................439
Izrada nove, prazne baze podataka ..............................................................................440
Izrada tablice s pomoću čarobnjaka Table ....................................................................441

Korak jedan: pokretanje čarobnjaka i odabiranje ogledne tablice ...........................441
Korak dva: odabiranje polja ...................................................................................442
Korak tri: Mijenjanje imena polja ...........................................................................443
Korak četiri: zadavanje primarnog ključa ...............................................................444
Korak 5: Unošenje podataka u tablicu ...................................................................445

Različiti tipovi podataka ...............................................................................................446
Izrada tablice u pogledu Design ...................................................................................448
Uređivanje, spremanje, kopiranje i brisanje zapisa .......................................................450

Uređivanje polja ....................................................................................................450
Spremanje zapisa .................................................................................................451
Kopiranje zapisa ...................................................................................................451
Brisanje zapisa .....................................................................................................451
Naredba za poništavanje ......................................................................................452

Spremanje, kopiranje i brisanje tablica .........................................................................452
Kopiranje tablica ...................................................................................................452
Brisanje tablica .....................................................................................................453

Spremanje, kopiranje i brisanje baze podataka ............................................................453
Brisanje baze podataka ........................................................................................453

Sažetak .......................................................................................................................454
Kratki kviz: Izrada baze podataka u Accessu ................................................................455

Odgovori ...............................................................................................................456

29: Mijenjanje dizajna baze podataka 	 457

U ovom poglavlju .........................................................................................................457



xxiv	 ECDL 4.0: Sadržaj

Nova znanja .........................................................................................................457
Novi pojmovi ........................................................................................................457

Prilagođavanje rasporeda tablice .................................................................................457
Mijenjanje širine stupaca ......................................................................................458
Zamrzavanje i odmrzavanje stupaca .....................................................................458
Skrivanje i otkrivanje stupaca ...............................................................................459

Mijenjanje redoslijeda polja u tablici (pomicanje stupaca) ............................................459
Dodavanje novih polja u tablicu ...................................................................................459
Brisanje polja iz tablice ................................................................................................461
Mijenjanje tipa podataka ..............................................................................................461
Mijenjanje svojstava polja ............................................................................................462

Mijenjanje veličine polja .......................................................................................462
Mijenjanje formata polja .......................................................................................463
Mijenjanje indeksiranog polja ...............................................................................465
Sažetak tablica Books i Authors ............................................................................465

Pravila za provjeru ispravnosti .....................................................................................466
Operatori ..............................................................................................................467

Sažetak .......................................................................................................................469
Kratki kviz: Modificiranje dizajna baze podataka ..........................................................470

Odgovori ...............................................................................................................471

30: Relacije između tablica 	 472

U ovom poglavlju .........................................................................................................472
Nova znanja .........................................................................................................472
Novi pojmovi ........................................................................................................472

Tipovi relacija ..............................................................................................................473
Izrada relacija: pregled ................................................................................................473
Izrada relacije jedan prema jedan ................................................................................474
Izrada relacije jedan prema više ...................................................................................477
Primarni ključ i vanjski ključ ........................................................................................480
Referencijalni integritet ................................................................................................480

Ograničenja koja nameće referencijalni integritet .................................................481
Brisanje relacije ...........................................................................................................482
Sažetak .......................................................................................................................482
Kratki kviz: Relacije između tablica ..............................................................................483

Odgovori ...............................................................................................................483

31: Pronalaženje, sortiranje i filtriranje zapisa 	 484

U ovom poglavlju .........................................................................................................484
Nova znanja .........................................................................................................484
Novi pojmovi ........................................................................................................484

Pronalaženje podataka u tablici ...................................................................................485
Sortiranje zapisa u tablici .............................................................................................487

Jednostavna sortiranja .........................................................................................487



ECDL 4.0: Sadržaj	 xxv

Sortiranje prema više kriterija ...............................................................................488
Filtriranje zapisa u tablici .............................................................................................490

Filtriranje prema odabiru ......................................................................................490
Filtriranje prema odabiru u više polja ....................................................................492
Filtriranje filtriranih zapisa ....................................................................................492

Sažetak .......................................................................................................................493
Kratki kviz: Pronalaženje, sortiranje i filtriranje zapisa ..................................................494

Odgovori ...............................................................................................................494

32: Izrada i upotreba upita 	 495

U ovom poglavlju .........................................................................................................495
Nova znanja .........................................................................................................495
Novi pojmovi ........................................................................................................495

Što je upit? ..................................................................................................................495
Spremanje sortiranja kao upita ....................................................................................496
Spremanje filtra kao upita ............................................................................................497
Upotreba čarobnjaka Simple Query ..............................................................................498
Izrada upita u pogledu Design ......................................................................................499
Zadavanje višestrukih kriterija .....................................................................................501

Pomicanje polja u upitu ........................................................................................502
Zadavanje kriterija AND i OR .................................................................................503

Izrada upita za više tablica ...........................................................................................503
Izvođenje upita ............................................................................................................504

Ažuriranje zapisa u upitu ......................................................................................505
Kopiranje upita .....................................................................................................505
Brisanje upita .......................................................................................................505

Sažetak .......................................................................................................................505
Kratki kviz: Izrada i upotreba upita ...............................................................................505

Odgovori ...............................................................................................................506

33: Rad s obrascima 	 507

U ovom poglavlju .........................................................................................................507
Nova znanja .........................................................................................................507
Novi pojmovi ........................................................................................................507

O obrascima ................................................................................................................508
Izrada obrasca upotrebom značajke AutoForm .............................................................508
Upotreba obrasca za pregled zapisa ............................................................................509

Mijenjanje pogleda ...............................................................................................509
Kretanje kroz zapise u pogledu Form ....................................................................509
Sortiranje u pogledu Form ....................................................................................510
Filtriranje prema odabiru u pogledu Form .............................................................510
Napredno filtriranje/sortiranje ...............................................................................510
Filtriranje prema obrascu ......................................................................................510

Upotreba obrasca za unos novih zapisa .......................................................................511



xxvi	 ECDL 4.0: Sadržaj

Upotreba obrasca za ažuriranje postojećih zapisa ........................................................512
Izrada obrasca s pomoću čarobnjaka Form ..................................................................512
Rad s obrascima u pogledu Design ..............................................................................514

Izrada obrasca u pogledu Design ..........................................................................514
Mijenjanje veličine pozadine obrasca ....................................................................516
Oblikovanje i mijenjanje veličine natpisa i polja .....................................................516
Izrada zaglavlja i podnožja ....................................................................................517
Modificiranje zaglavlja i podnožja .........................................................................518

Kopiranje obrasca ........................................................................................................518
Brisanje obrasca ..........................................................................................................518
Sažetak .......................................................................................................................518
Kratki kviz: Rad s obrascima ........................................................................................519

Odgovori ...............................................................................................................520

34: Rad s izvješćima 	 521

U ovom poglavlju .........................................................................................................521
Nova znanja .........................................................................................................521
Novi pojmovi ........................................................................................................521

O izvješćima ................................................................................................................521
Izrada izvješća upotrebom značajke AutoReport ...........................................................522
Čarobnjak Report .........................................................................................................523
Dijelovi izvješća ...........................................................................................................526

Modificiranje izvješća ...........................................................................................526
Izvješće u pogledu Design ....................................................................................527
Funkcije Sum, Min, Max i Count ............................................................................528
Svojstva izvješća ..................................................................................................528

Kopiranje izvješća ........................................................................................................532
Brisanje izvješća ..........................................................................................................532
Sažetak .......................................................................................................................532
Kratki kviz : Rad s izvješćima .......................................................................................533

Odgovori ...............................................................................................................534

35: Ispis informacija iz baze podataka 	 535

U ovom poglavlju .........................................................................................................535
Nova znanja .........................................................................................................535

Priprema za ispis .........................................................................................................535
Pregledavanje tablica, obrazaca i izvješća ....................................................................535
Ispis tablice .................................................................................................................536
Ispis obrasca ...............................................................................................................537
Ispis rezultata upita .....................................................................................................537
Ispis izvješća ...............................................................................................................538
Sažetak .......................................................................................................................538
Kratki kviz : Ispis informacija iz baze podataka ............................................................538

Odgovori ...............................................................................................................538



ECDL 4.0: Sadržaj	 xxvii

Modul 6: Prezentacije 	 539

36: Osnove prezentacija 	 540

U ovom poglavlju .........................................................................................................540
Nova znanja .........................................................................................................540
Novi pojmovi ........................................................................................................540

Prezentacije i prezentacijski softver .............................................................................540
Otvaranje PowerPointa .................................................................................................542
Izrada prezentacije ......................................................................................................542
Dodavanje slajdova na prezentaciju .............................................................................543

Uređivanje teksta ..................................................................................................544
Kretanje kroz slajdove ..........................................................................................545

Smještaj umetnutih slajdova ........................................................................................546
Novi slajd na kraju prezentacije ............................................................................546
Novi slajd unutar prezentacije ...............................................................................546

Spremanje prezentacije ...............................................................................................546
Nastavak imena PowerPoint datoteka ...................................................................546
Spremanje na disketu ...........................................................................................547

Undo i Redo .................................................................................................................548
Repeat .................................................................................................................548

Pogledi na prezentaciju ................................................................................................548
Rad u pogledu Normal ..........................................................................................548
Mijenjanje veličine okna .......................................................................................549

Značajka Zoom ............................................................................................................550
Zoom i ispis ..........................................................................................................550

Alatne vrpce u PowerPointu .........................................................................................550
Alatne vrpce Standard i Formatting .......................................................................550
Skrivanje i prikazivanje alatnih vrpci .....................................................................551
Skrivanje i prikazivanje gumba na alatnim vrpcama ..............................................551

Personalizirani izbornici u PowerPointu ........................................................................552
Modificiranje osnovnih opcija .......................................................................................552
Okna poslova u PowerPointu ........................................................................................553

Otvaranje i zatvaranje okna poslova ......................................................................553
Mijenjanje okna poslova .......................................................................................553

Pomoć .........................................................................................................................554
Upotreba polja Type a question for help ................................................................555
Upotreba okna poslova PowerPoint Help ...............................................................556
Pomoć za opcije u dijaloškom okviru ....................................................................557

Zatvaranje prezentacije ................................................................................................558
Zatvaranje PowerPointa ...............................................................................................558
Sažetak .......................................................................................................................558
Kratki kviz: Osnove prezentacija ...................................................................................559

Odgovori ...............................................................................................................560



xxviii	 ECDL 4.0: Sadržaj

37: Rad s pogledima i natuknicama 	 561

U ovom poglavlju .........................................................................................................561
Nova znanja .........................................................................................................561
Novi pojmovi ........................................................................................................561

Otvaranje prezentacije .................................................................................................562
Različite razine natuknica ............................................................................................562
Mijenjanje oznake natuknice ........................................................................................564
Numeriranje natuknica ................................................................................................566
Prored .........................................................................................................................567
Poravnanje teksta ........................................................................................................568
O skicama ...................................................................................................................569

Rad u oknu Outline ...............................................................................................569
Tekst na skici i pojedinačni slajdovi .............................................................................572
Prijelaz s jedne prezentacije na drugu ..........................................................................572
O pogledu Slide Sorter .................................................................................................572

Pogled Slide Sorter i zumiranje .............................................................................574
Mijenjanje redoslijeda slajdova u pogledu Slide Sorter .................................................574

Mijenjanje redoslijeda povlačenjem ......................................................................574
Mijenjanje redoslijeda izrezivanjem i kopiranjem ..................................................574
Prečaci na tipkovnici ............................................................................................575

Kopiranje i pomicanje slajdova .....................................................................................575
Kopiranje i pomicanje teksta ........................................................................................577
Uvoženje teksta iz druge aplikacije ..............................................................................578
Izvođenje prezentacije .................................................................................................580
Brisanje i skrivanje slajdova .........................................................................................581
Sažetak .......................................................................................................................582
Kratki kviz: Rad s pogledima i natuknicama .................................................................583

Odgovori ...............................................................................................................584

38: Oblikovanje prezentacije 	 585

U ovom poglavlju .........................................................................................................585
Nova znanja .........................................................................................................585
Novi pojmovi ........................................................................................................585

Oblikovanje prezentacije ..............................................................................................585
Globalne promjene ...............................................................................................586
S kojim mogućnostima raspolažete? ....................................................................586

Oblikovanje teksta .......................................................................................................587
O pismima ...................................................................................................................588

Zadavanje pisma ..................................................................................................588
Zadavanje pisma na svim slajdovima ....................................................................588
Mijenjanje vrste slova ...........................................................................................588
Zadavanje veličine pisma .....................................................................................589
Zadavanje boje pisma ...........................................................................................589
Oblikovanje pisma ................................................................................................589



ECDL 4.0: Sadržaj	 xxix

Rad s master slajdom ..................................................................................................591
Rad s pozadinama .......................................................................................................592

Master slajd i pozadine .........................................................................................593
Master slajd i opcije za tekst ................................................................................595
Master slajd i grafika ............................................................................................595

Rad sa shemama boja .................................................................................................595
Prilagođavanje shema boja ...................................................................................596
Kombiniranje sheme boja i master slajda ..............................................................597
Kad se slajdovi razlikuju .......................................................................................598

Bilješke za prezentatora ...............................................................................................598
Pogled na stranice s bilješkama za prezentatora ..........................................................598
Stranice s bilješkama za publiku ..................................................................................599
Zaglavlja i podnožja .....................................................................................................599

Oblikovanje brojeva slajdova .................................................................................601
Što ste do sada učinili ..................................................................................................601
Postavke stranice ........................................................................................................601
Ispis prezentacije .........................................................................................................602
Sažetak .......................................................................................................................603
Kratki kviz: Oblikovanje prezentacije ............................................................................604

Odgovori ...............................................................................................................605

39: Rad s grafikom i slikama 	 606

U ovom poglavlju .........................................................................................................606
Nova znanja .........................................................................................................606
Novi pojmovi ........................................................................................................606

O grafici ......................................................................................................................606
Alatna vrpca Drawing ..................................................................................................607

Alati za crtanje linija i strelica ...............................................................................607
Alat za crtanje pravokutnika i kvadrata .................................................................607
Alat za crtanje elipse i kruga .................................................................................608
Boja i stil crte .......................................................................................................608
Fill Color ...............................................................................................................608

Rad s AutoShapes oblicima ..........................................................................................608
Rad s objektima ...........................................................................................................609

Pomicanje i kopiranje objekata .............................................................................609
Mijenjanje veličine i oblika objekta ........................................................................609
Poravnavanje nacrtanih objekata ..........................................................................609
Efekti sjene ..........................................................................................................609
Rotiranje i zrcaljenje objekata ...............................................................................610
Grupiranje i razgrupiranje .....................................................................................610
Raspoređivanje objekata ......................................................................................610

Brisanje objekata .........................................................................................................611
Tekstualni okviri ...........................................................................................................616
Uvoženje slika .............................................................................................................617

Umetanje slika iz drugih izvora .............................................................................621



xxx	 ECDL 4.0: Sadržaj

Alatna vrpca Picture ....................................................................................................621
Sažetak .......................................................................................................................622
Kratki kviz: Rad s grafikom i slikama ...........................................................................623

Odgovori ...............................................................................................................624

40: Rad s tablicama i grafikonima  	 625

U ovom poglavlju .........................................................................................................625
Nova znanja .........................................................................................................625
Novi pojmovi ........................................................................................................625

Rad s tablicama ...........................................................................................................625
Pomicanje, kopiranje i brisanje tablica ..................................................................626

Organizacijski dijagrami ...............................................................................................627
Grafikoni ......................................................................................................................630

Pomicanje, kopiranje i brisanje grafikona ..............................................................631
Tipovi grafikona ...........................................................................................................631
Sažetak .......................................................................................................................636
Kratki kviz: Rad s tablicama i grafikonima ....................................................................637

Odgovori ...............................................................................................................639

41: Kako zadiviti publiku  	 640

U ovom poglavlju .........................................................................................................640
Nova znanja .........................................................................................................640
Novi pojmovi ........................................................................................................640

Automatsko ili ručno smjenjivanje slajdova? ................................................................640
Koji god dođe prvi .................................................................................................641

Prijelaz sa slajda na slajd .............................................................................................642
Smjenjivanje slajdova i efekti prijelaza ..................................................................643

Animirani slajdovi ........................................................................................................643
Animacije i master slajd .......................................................................................644
Prilagođavanje sheme animacije ..........................................................................646

Glazba i drugi zvukovi ..................................................................................................646
Dodavanje tablica i slika u animacije ...........................................................................647
Animiranje grafikona ....................................................................................................648

Provjeravanje pravopisa ........................................................................................648
Sažetak .......................................................................................................................649
Kratki kviz: Kako zadiviti publiku ..................................................................................650

Odgovori ...............................................................................................................652

42: Prezentacije i formati datoteka  	 653

U ovom poglavlju .........................................................................................................653
Nova znanja .........................................................................................................653
Novi pojmovi ........................................................................................................653

Spremanje prezentacije u obliku projekcije slajdova ....................................................653



ECDL 4.0: Sadržaj	 xxxi

Rad sa starijim inačicama PowerPointa ........................................................................654
HTML (Web) format ......................................................................................................654

Opcije HTML formata ............................................................................................655
Spremanje slajdova u obliku grafike ............................................................................656
Upotreba PowerPoint slajdova u drugim programima ...................................................656

Format RTF ...........................................................................................................656
Rad s predlošcima dizajna ...........................................................................................657
Gotovi predlošci dizajna ...............................................................................................657

Primjena predloška dizajna ...................................................................................658
Uvoženje proračunskih tablica i grafikona ....................................................................659
Sažetak .......................................................................................................................662
Kratki kviz: Prezentacije i formati datoteka ...................................................................663

Odgovori ...............................................................................................................665

Modul 7: Informacije i komunikacija 	 667

43: Istraživanje Weba 	 668

U ovom poglavlju .........................................................................................................668
Nova znanja .........................................................................................................668
Novi pojmovi ........................................................................................................668

Osnovni pojmovi ..........................................................................................................669
Pokretanje Internet Explorera .......................................................................................669

Ako povezivanje nije uspjelo .................................................................................670
Početna stranica preglednika ................................................................................670

Posjećivanje i istraživanje Web lokacije ........................................................................671
Alatna vrpca u Internet Exploreru ..........................................................................672
Kretanje kroz niz Web stranica ..............................................................................672
Pregledavanje s pomoću vrpce Address ................................................................673

Ispis Web stranice ........................................................................................................674
Postavke stranice .................................................................................................674

Spremanje s Weba .......................................................................................................675
Spremanje slike ....................................................................................................675
Odabiranje i spremanje teksta ..............................................................................676
Spremanje cjelokupnog teksta Web stranice .........................................................677
Spremanje Web stranice .......................................................................................678
Preuzimanje zvuka i videa ....................................................................................678
Preuzimanje softvera ............................................................................................678
Kad ne možete pristupiti Web lokaciji ....................................................................679
Autorska prava .....................................................................................................680

Otvaranje više Web stranica .........................................................................................680
Dizajniranje Web stranice .....................................................................................680

Izrazi vezani uz Web ....................................................................................................681
Web poslužitelji i Web preglednici .........................................................................682



xxxii	 ECDL 4.0: Sadržaj

Pomoć preko mreže .....................................................................................................682
Korištenje pomoći u dijaloškim okvirima ...............................................................682
Korištenje opcija s izbornika Help .........................................................................683

Zatvaranje Internet Explorera .......................................................................................685
Sažetak .......................................................................................................................685
Kratki kviz: Istraživanje Weba .......................................................................................686

Odgovori ...............................................................................................................687

44: Pronalaženje informacija na Web lokacijama 	 688

U ovom poglavlju .........................................................................................................688
Nova znanja .........................................................................................................688
Novi pojmovi ........................................................................................................688

Pronalaženje teksta unutar Web stranice ......................................................................689
Pronalaženje informacija unutar Web lokacije ..............................................................689
Stranice s indeksom Web lokacije ................................................................................690
Tražilice unutar Web lokacija ........................................................................................691
Interaktivni obrasci ......................................................................................................692
Diskusijske skupine .....................................................................................................694
O Web adresama .........................................................................................................695

Primjeri URL adresa ..............................................................................................696
URL adrese i datoteke ..........................................................................................697
URL adrese i mape ...............................................................................................698

IP adrese .....................................................................................................................698
File Transfer Protocol (FTP) ..........................................................................................699
Sažetak .......................................................................................................................700
Kratki kviz: Pronalaženje informacija unutar Web lokacija ............................................701

Odgovori ...............................................................................................................702

45: Pronalaženje informacija i kupovanje na Webu 	 703

U ovom poglavlju .........................................................................................................703
Nova znanja .........................................................................................................703
Novi pojmovi ........................................................................................................703

Pronalaženje informacije na Webu ...............................................................................704
Web imenici .................................................................................................................704
Web tražilice ................................................................................................................705
Operator plus ...............................................................................................................708
Operator minus ............................................................................................................709
Logička pretraživanja ...................................................................................................710
Metatražilice ................................................................................................................711
Tražilice koje prihvaćaju upite na prirodnom jeziku ......................................................711
Kupovanje na Webu .....................................................................................................712
Zaštićene lokacije ........................................................................................................712
Sažetak .......................................................................................................................713



ECDL 4.0: Sadržaj	 xxxiii

Kratki kviz: Pronalaženje informacija i kupovanje na Webu ...........................................714
Odgovori ...............................................................................................................715

46: Napredno istraživanje Weba 	 716

U ovom poglavlju .........................................................................................................716
Nova znanja .........................................................................................................716
Novi pojmovi ........................................................................................................717

Isključivanje i uključivanje slika na Web stranicama .....................................................717
Omiljene stranice .........................................................................................................718

Organiziranje omiljenih stranica ............................................................................719
Brisanje stranica s popisa .....................................................................................720
Ponovno posjećivanje spremljene Web adrese ......................................................720

Mijenjanje početne stranice .........................................................................................720
Elementi na zaslonu .....................................................................................................721

Alatna vrpca Standard ..........................................................................................721
Vrpca Address ......................................................................................................722
Okna za istraživanje .............................................................................................722

Veličina prikazanog teksta ...........................................................................................723
Sigurnost na Webu .......................................................................................................723

Šifriranje i dešifriranje ..........................................................................................724
Digitalni certifikati i potpisi ...................................................................................724
Zaštita od hakera ..................................................................................................724
Čuvajte se preuzetih datoteka ...............................................................................725
Zaštita od neželjene elektroničke pošte ................................................................725

Kolačići ........................................................................................................................726
Omogućavanje i onemogućavanje pohrane kolačića .............................................726
Brisanje kolačića ..................................................................................................727

Brisanje sadržaja mape History ....................................................................................727
Brisanje datoteka s Interneta pohranjenih u privremenu memoriju ...............................727
Sažetak .......................................................................................................................728
Kratki kviz: Napredno istraživanje Weba .......................................................................729

Odgovori ...............................................................................................................730

47: Rad s elektroničkom poštom u Outlooku 	 731

U ovom poglavlju .........................................................................................................731
Nova znanja .........................................................................................................731
Novi pojmovi ........................................................................................................732

Otvaranje Outlooka ......................................................................................................732
Mijenjanje rasporeda u prozoru ....................................................................................732
Četiri elementa rasporeda ............................................................................................733

Okno Navigation ...................................................................................................733
Popis Message .....................................................................................................734
Okno Reading .......................................................................................................735
Alatne vrpce u Outlooku .......................................................................................736



xxxiv	 ECDL 4.0: Sadržaj

Sastavljanje i slanje poruke elektroničke pošte ............................................................737
Odlazeće poruke kada se koristi stalna veza s Internetom ....................................738
Odlazeće poruke kada se koristi modemska veza .................................................739

Odlazeća pošta i mapa Sent Items ...............................................................................739
Prikupljanje i čitanje pošte ...........................................................................................739

Prikupljanje pošte preko modemske veze .............................................................740
Čitanje pošte ........................................................................................................740
Mijenjanje pogleda u mapi Inbox ..........................................................................741
Mijenjanje zaglavlja u mapi Inbox .........................................................................741
Ograničenje veličine mape Inbox ..........................................................................742

Ispis poruke .................................................................................................................742
Brisanje poruke ...........................................................................................................743

Ručno brisanje poruka ..........................................................................................743
Automatsko brisanje poruka .................................................................................744

Označavanje poruka ....................................................................................................744
Zatvaranje Outlooka .....................................................................................................745
Dobivanje pomoći ........................................................................................................745

Upotreba polja Type a question for help ................................................................746
Upotreba okna poslova Outlook Help .....................................................................747
Pomoći za opcije u dijaloškim okvirima .................................................................748

Web pošta ...................................................................................................................749
Pravila pristojne komunikacije .....................................................................................749
Sažetak .......................................................................................................................750
Kratki kviz: Rad s elektroničkom poštom u Outlooku ....................................................751

Odgovori ...............................................................................................................752

48: Više o odlaznoj pošti 	 753

U ovom poglavlju .........................................................................................................753
Nova znanja .........................................................................................................753
Novi pojmovi ........................................................................................................753

Kopiranje teksta u poruke ............................................................................................754
Provjeravanje pravopisa ...............................................................................................754
Pronalaženje adrese elektroničke pošte .......................................................................755
Slanje poruke na više adresa .......................................................................................756

Slanje poruke skupini ravnopravnih primatelja ......................................................756
Slanje poruke jednom glavnom primatelju i jednom sporednom ............................756
Nevidljive kopije poruka ........................................................................................757
Slanje poruka na veliki broj adresa i polje Bcc ......................................................758

Slanje datoteka uz poruke ...........................................................................................758
Brisanje privitka ...................................................................................................759

Prioritet poruke ............................................................................................................759
Vraćene poruke ...........................................................................................................760
Potpisi u porukama ......................................................................................................761

Izrada potpisa .......................................................................................................761



ECDL 4.0: Sadržaj	 xxxv

Alternativni potpisi ................................................................................................762
Mijenjanje potpisa ................................................................................................763

Mapa Drafts ................................................................................................................763
Spremanje poruke u mapu Drafts .........................................................................763

Mijenjanje veličine teksta .............................................................................................764
Sažetak .......................................................................................................................764
Kratki kviz: Više o odlaznoj pošti ..................................................................................765

Odgovori ...............................................................................................................766

49: Više o dolaznoj pošti 	 767

U ovom poglavlju .........................................................................................................767
Nova znanja .........................................................................................................767
Novi pojmovi ........................................................................................................767

Rad s dolaznom poštom ..............................................................................................768
Prosljeđivanje poruke ..................................................................................................768
Odgovaranje samo pošiljatelju .....................................................................................769
Odgovaranje svim primateljima izvorne poruke ............................................................770
Kopiranje i premještanje teksta poruke ........................................................................770
Brisanje teksta .............................................................................................................771
Primanje poruka sa privitkom ......................................................................................771

Otvaranje privitaka ...............................................................................................771
Oprez: privici mogu biti opasni ..............................................................................772

Upotreba mapa za organiziranje poruka .......................................................................772
Premještanje poruka između mapa .......................................................................773
Brisanje mape ......................................................................................................773

Pronalaženje poruka ....................................................................................................774
Sortiranje poruka u mapi ......................................................................................774

Sažetak .......................................................................................................................775
Kratki kviz: Više o dolaznoj pošti ..................................................................................776

Odgovori ...............................................................................................................777

50: Adresar 	 778

U ovom poglavlju .........................................................................................................778
Nova znanja .........................................................................................................778
Novi pojmovi ........................................................................................................778

Adresar .......................................................................................................................778
Unošenje kontakata ..............................................................................................779
Mijenjanje podataka o kontaktu ............................................................................781
Dodavanje kontakta na temelju poruke elektroničke pošte ....................................781
Upotreba adresara za adresiranje poruke ..............................................................781

Pronalaženje kontakta .................................................................................................782
Popisi za slanje ............................................................................................................783



xxxvi	 ECDL 4.0: Sadržaj

Popisi unutar popisa .............................................................................................785
Sažetak .......................................................................................................................786
Kratki kviz: Adresar ......................................................................................................787

Odgovori ...............................................................................................................788

Kazalo 	 789


