Uputa za koristenje Office365 usluga
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1. Prijava na Office365

Za prijavu na Office 365 servis preko bilo kojeg internet preglednika (Google Chrom, Internet
Explorer, Mozilla FireFox, Microsoft Edge) posjetite web stranicu:

https://login.microsoftonline.com/

U polje za unos Emali adrese upiSete svoje korisnicko ime za pristup Pretincu ili Gaudeamus-u
(obavezno iza korisni¢kog imena staviti @vvg.hr)

B2 Sonintoyoursccount % | - ®
8 + 4O

m %

] Office 365

Work or school. or personal Microsoft account

[ Keep me signed in

B Microsoft

1] Office 365

Work or school, or personal Microsoft account

I mgrgic2@wg.hr1 I

[J Keep me signed in

Can't access your account?

| nakon toga pritisnuti tipku ,,Enter”, to ¢e vas preusmjeriti na logiranje preko EduHR-a


https://login.microsoftonline.com/

Tu ponovno upiSete svoje korisnicko ime (obavezno staviti @vvg.hr) i lozinku za pristup Pretincu ili
Gaudeamus-u i kliknete ,,Prijavi se”

Korignicka oznaka

mgrgic2@vwvg.hr

Zaporka

-

Autentikacijska i autorizacijska infrastruktura znanosti i
visokog obrazovanja u Republici Hrvatskoj

Nakon toga Vam se otvora pocetna stranica Office365

i Office 365 Home

X Make Bing your search engine
Install Office 2016 0N yoUr PC o 1 v s sosee somassae

Appliesto Internet Explorer, Firefox, Chrome, and Safari

@ 02 @ G« @

Word Excel PowerPoint Outlook OneNote

Other installs

Got a Mac? Sign in to Office 365 on your Mac to install,
Troubleshoot installation

How do | get Office 20137
: i Smartphone or tablet? Get Office on your devices
Save your files online for Learn how to set up email and Office 365 apps on your device

easy access
Get schoolwork done across your devices COHabOfate Wlth Oﬁ:lce Onliﬂe

with 1TB of free online storage.

Use OneDrive for free

xEN W PE|

PowerPoint
Excel Online Online




2. Instalacija Office paketa na Vase uredaje

Unutar Office365 paketa imate pravo instalacije Office alata na 5 razli¢itih uredaja
2.1. Instalacija Office 2016 alata na Vase racunalo

Ako Zelite instalirati Office alate na Vase racunalo kliknete na ,,Install now”

(M Make Bing your search engine

InSta | | Oﬁ:lce 201 6 on your PC M Make MSN your browser homepage

Applies to Internet Explorer, Firefox, Chrome, and Safari

0 03 @2 Q4 O3

Word Excel PowerPoint Outlook OneNote

Other installs

Got a Mac? Sign in to Office 365 on your Mac to install.
Troublesh oot installation

How do | get Office 20137
Smartphone or tablet? Get Office on your devices
Learn how to set up email and Office 365 apps on your device

Nakon ¢ega se pojavi novi prozor koji od Vas traZi da spremite instalaciju na Vase ra¢unalo

Just a few more steps...

Opening Setup,X86.en-US_0365ProPlusRetail_367744ed-8015-4593-acbe-... X

M You have chosen to open:

[ ...il_367744ed-8015-4593-acbe-b1daaa9205de_TX_PR_b_67_.exe
which is: Binary File (3,1 MB)

from: https://c2rsetup.officeapps.live.com u Ofﬂ ce
Would you like to save this file?
Save File | Cancel

@ Click Run @ Say "yes" © Stay online

If asked, click Save File, then run the Click Yes to start installing. Downloading all of Office might take a
file. while.

Need help installing?

Nakon toga pronadete instalacijsku datoteku na Vasem ra¢unalu i pokrenete ju.

Application Tools [EEMEIRIGELY

Home Share View Manage
&« v ‘ > ThisPC > Downloads v D Search Downloads r
# Quick access A Name Date mod‘i/ﬁed Type Size A
[ Desktop » 1 ] Setup.X86.en-US_0365ProPlusRetail_3677... 30.4.2016. 11:18 Application 3.223 KBV
Sl Boumloade e @\ Document1.201 30.4.2016. 9:49 Foxit Reader PDF ... 949 KB



Na upit da li Zelite dopusti da aplikacija napravi promjene na Vasem racunalu odaberete ,Yes“ i time
¢e zapoceti skidanje alata sa interneta i instalacija na vase racunalo.

User Account Control

2 Do you want to allow this app to make ch
pC?

‘] Program name:  Microsoft Office

Verified publisher: Microsoft Corporation
File origin Hard drive on this computer

St deais (]

notifieations sppear




2.2. Instalacija drugih verzija Office alata na Vase racunalo

Ako Vam viSe odgovara Office 2013, Zelite drugi jezik Office-a ili Zelite preuzeti 64-bitnu bitnu verziju
Office alata za VaSe racunalo odaberete opciju ,,Other installs”

2 Make Bing your search engine
|n5ta” Oﬁ:lce 2016 on your PC Make MSN your browser homepage
Applies to Internet Explorer, Firefox, Chrome, and Safari

M% B2 @2 @7 03

Excel PowerPoint Outlook OneNote

Got a Mac? Sign in to Office 365 on your Mac to install. Other installs 3
roubleshoot installation

How do | get Office 20137
Smartphone or tablet? Get Office on your devices
Learn how to set up email and Office 365 apps on your device

Na stranici koja Vam se otvorila mozZete odabrati drugi jezik Office-a tako da pod ,Language”
odaberete jezik instalacije, a klikom na ,,Advanced” mozete dodi do izbora izmedu 32-bitne i 64-bitne
verzije Office-a. Ako niste sigurni koja Vam verzija odgovara ostavite 32-bitnu.

|ll

Kada ste sve odabrali pritisnete ,,Install“ i ¢ime zapocinje preuzimanje instalacijske datoteke. Upute

za daljnju instalaciju mozete nadi u 2.1. tocci ovih uputa.

Office

Install Office 365 ProPlus with the new 2016 apps (Reccmmended)

Note: Your admin has enabled First Release, so you get early access to the latest Office features, If you have feedback or problems, please contact your admin.

P EEDDEYER S

Word Excel PowerPoint OneNote Access Publisher ~ Outlook  Skype for OneDrive
Business for Business

Language: Version:
[English (United States) 32-bit (Recommended
Bahasa Indonesia (Indonesia) ~
[ Bahasa Melayu (Malaysia) nguages in the list above and then install a language accessory pack. Additional languages and language accessory

i Cestina (Ceska republika)
dansk (Danmark)
Deutsch (Deutschland)
F eesti (Eesti)
1 English (United States)
Espariol (Espafia, alfabetizacion internacional)
francais (France)

| italiano (ltalia)
latviesu (Latvija)
lietuviy (Lietuva)
magyar (Magyarorszag)
Nederlands (Nederland) PS  Why would | install Office 20137
norsk, bokmal (Norge)
polski (Polska)
Portugués (Brasil)
portugués (Portugal)
romana (Romaénia)

slovencina (Slovenska republika)
slovenski (Slovenija)
ki (Srhiia i Cena Gora (Rivéal) &

l Choose the language you want to install.




Ako Zelite instalirati Office alate verzije 2013 odaberete ,,Install Office ProPlus with 2013 apps®“.

Odaberete Zeljeni jezik i verziju kao kod 2016 alata te odaberete , Install“ ispod odabranog. Kada ste
sve odabrali pritisnete , Install”. Upute za daljnju instalaciju moZete nadi u 2.1. tocci ovih uputa.

P EEDERP RS

Word Excel PowerPoint OneNote Access Publisher ~ Outlook  Skype for OneDrive
Business for Business

Language: Version:

English (United States) ll 32-bit (Recommended) Advanced

Don't see the language you want? Install one of the languages in the list above and then install a language accessery pack. Additional languages and language accessory packs don't count against your
install limit.

Review system requirements
Troubleshoot installation

[_ Install

.I Install Office 365 ProPlus with the 2013 apps l Why would | install Office 20137

This will install the following apps on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Skype for Business, InfoP ath, OneDrive for Business

Language: Version:

English (United States) [V] | |32-bit (Recommended) Advanced

Note: Installing additional languages on a computer that already has this version of Office doesn't count against your install limit.

Review system requirements
Troubleshoot installation

Install

[ Feedback



2.3. Instalacija Office alata na Vase smartphone i tablet uredaje

Za instalaciju Office-a na Vase smartphone i tablet uredaje na pocetnoj stranici Office365 odaberete

,Get Office on your devices”

Install Office 2016 on your PC

02 02 @2 @< 03

Word Excel PowerPoint QOutlook OneNote

Got a Mac? Sign in to Office 365 on your Mac to install.

How do | get Office 2Q432

Smartphone or tabletGet Office on your devices

Learn how to set up email and Office 365 apps on your device

@ Make Bing your search engine
@ Make MSN your browser homepage

Applies to Internet Explorer, Firefox, Chrome, and Safari

Install now

Other installs
Troubleshoot installation

Na iducoj stranici odaberete na koju vrstu uredaja Zelite instalirati Office, unesete broj telefona il
svoj e-mail na koji Zelite da Vam stigne link sa kojeg mozete skinutu Office za Vas uredaj.

B Microsoft

1] Office  products Templates  Support

Get the free Office apps v
" Review, edit, analyze and present with a consistent and familiar user interface optimized for %

use on your mobile device. Core editing is free for consumers on devices with screen sizes

smaller than 10.1".

| s R

iPhone iPad Android Android Windows Windows
phone tablet phone tablet

Learn more about mobile apps for business use &)

Office for Android phone

» Office apps built for working on the go

INTRODUCTION TO CARBON BONDING

o Familiar Office experience designed for Android “phone
e Read, review, edit, and share your documents

them

@ Word Excel m] PowerPoint aﬂ Outlook Eﬂ OneNote

GETITON

P> Google

» Easy access to your documents in the cloud whenever you need

Enter your phone number or email and we'll send a download link.



3. OneDrive

Uz Office365 imate vlastiti oblak za pohranu podataka na internetu. Radi se o Microsoft OneDrive-u
na kojem imate 1TB prostora za pohranu.

OneDrive-u se pristupa klikom na ,,plocicu” OneDrive sa nacrtanim oblakom.

Office 365 Home

Install Office 2016 on your PC

3 %
02 o @ o

met Explorer, Firefox, Chrome, and Safa

Hello,

Got a Mac? Sign in to Office

Save your files online for
easy access

Get schookwork done across your devices
with 178 of free online storage.

neDrive for free

OneNote Online

P Search @®Newv 2 Upload & Sync
~
A Files
Files
Name Modified Modified By File Size
Recent
M Privic uz e-postu April 4 @ Onlyyou
Shared with me
@5  PHP funkdje i objekti.docx s April 14 12.84KB @ Onlyyou
Recycle bin
Get the OneDrive apps
Return to classic
OneDrive
v




Klikom ,New” dobivamo mogucnost kreiranja nove datoteke za spremanje dokumenata ili kreiranja
samih dokumenata u Office online alatima koji se automatski spremaju na OneDrive

OneDrive

@ New v 0 Upload & Sync
M Folder

@3 Word document

ﬂ§ Excel workbook

B3 PowerPoint presentation

aciti.docx
@3 oOneNote notebook

cti.docx
B2 Excel survey

Na OneDrive moZete dodavati dokumente sa Vaseg uredaja na dva nacina:

Kliknete na ,,Upload” odaberete dokument koji zelite prebaciti i kliknete ,,Open”

Office 365 OneDrive

L Search @ New v 2 Upload £ Sync
~ Borna Grilec F||es
Files
v Name Modified
Recent
M Privic uz e-poitu s April4
Shared with me
. @5  PHP funkcije i objekti.docx April 14
Recycle bin
%) File Upload X
N > ThisPC > Desktop v ©| | SearchDesktop
Organize v New folder
A
3 This PC - )
Desktop S &
] Documents I = -
4 Downloads IF
D Music Certifikati Razno Dokument za KeePass OneDrive
prebaciti
&= Pictures
B Videos
‘s Local Disk (C:)
s Local Disk (E:)
File name: | Dokument za prebaciti ~| | AllFiles v
o ]| cone




Ili tako da Zeljeni dokument jednostavno misem ,prevucete” na OneDrive

2 Files - OneDiive x 4
€ Ta sharepointc | @ A Search "B 9 A O

P @Newwv 2 Uplosd & Sync ¥ Sotv = O
Files
Name Moditiea Moditied By
o Privic uz e-postu v Aprild
G PHP funkdje i objektidock e Apilid
m > N

OneDrive
O @ Newwv 2 Upload & Sync 2| T sotv = @
i
Files Uploaded 1 item to Files
v Name Modified Modified By

Ml Privici uz e-poitu e Aprild

@  Dokument za prebacitidocx =+ Afew seconds ago

@M= PHP funkcije i objekti.docx wee April 14

Dvostrukim klikom otvarate dokumente u online alatima, tako da u dokumentima mozete raditi i sa
uredaja koji nemaju instalirane Office alate.

& Share

Word Online

OPEN IN WORD

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW
© Calibri (Body) -1 Y Mo AARh(Cr e o P Find
- 854 AaBbCc | AaBbCc AaBDCC AsBbCc  AaBbCe
Past I U ab x, x* %~ A = Normal | NoSpacng Headingl  Heading2  Heading3 _ 30 Replace
& Format Painter = g —
Clipboard Font Paragraph ] Styles ~ Editing

Svaka promjena u dokumentu se automatski sprema na OneDrive]

Svaka promjena u dokumentu se automatski sprema na OneDrive



Odabirom na jedan od dokumenta nudi nam se vise raznih opcija, od spremanja dokumenta na Vase
racunalo i brisanja dokumenta do dijeljenja dokumenta sa drugim osobama

I @2 Open v < Share & Get a link ¥ Download Delete Move to s Copy to I 1 Selected X @
Files
v Name Modified Modified By File Size Sharing
m  Privici uz e-postu April 4 8 Onlyyou
° @5 Dokumentza prebaciti.docx e About a minute ago 11.09KB 8 Onlyyou
@5  PHP funkcije i objekti.docx e April 14 12.84KB 8 Onlyyou

Instalacijom Office ProPlus 2016 dobivate i novi OneDrive for business alat za sinkronizaciju Vaseg
racunala i Vaseg OneDrive-a. Odnosno Svi dokumenti ¢e Vam biti spremljeni na racunalu i u oblaku,
te se svaka izmjena dokumenata odmah sprema i u oblaku i na Vasem racunalu. Na starijim
verzijama OneDrive alata, sinkronizacija neée raditi.

Sinkronizacija se postavlja tako Sto kliknete na ,,Sync”.

@ New v 2 Upload

Files

v Name
B Privici uz e-postu
@5 Dokumentza prebaciti.docx

@S PHP funkdije i objekti.docx

Odaberete ,,Sync now”

i e

April 14

Sync this library to your device for easy access.

LA Sync now

Get the OneDrive for Business app that's right
for me

11



Zatim odaberete ,Microsoft OneDrive for Business” i odaberete OK

Launch Application X

This link needs to be opened with an application.
Send to:

Microsoft OneDrive for Business

Choose an Application Choose...

[[] Remember my choice for grvopen links.

oK : éancel

U idué¢em prozoru kliknete na ,,Sync Now*

y Microsoft OneDrive for Business

Sync the library ‘Documents’ from ?

https://vwwghr-my.sharepoint.com/personal/ _wg_hr/Documents

You'll find your documents in File Explorer.

We'll save the library here:
C\Users)\,

o

U idué¢em prozoru unesete svoje korisnicko ime za logiranje na Gaudeamus (obavezno staviti
@vvg.hr) i pritisnete tipku ,,Enter ili kliknete na ,Next”

c

X
9 !
Type the email of the account you would like to use to
open "https://vvghr-my.sharepoint.com”.
Privacy statement
B o

12



Opet Cete biti preusmjereni na logiranje preko EduHr gdje ponovno unosite svoje podatke za Pretinac
i Gudeamuc (iza korisnickog imena obavezno staviti @vvg.hr) i nakon toga treba kliknuti na ,Prijavi
se”. Nakon toga pocinje kopiranje podataka sa oblaka na Vase racunalo.

X

@FoUvHr

Prijavi se

Kada ste povezali Vas oblak i OneDrive aplikaciju dovoljno je sve dokumente koje Zelimo spremiti na
oblak prebaciti u folder OneDrive for Business na Vasem racunalu, i on ¢e se odmah spremiti na
oblak.

13



4. Online Office alati

Unutar Office365 postoje i neki online Office alati. To su Word, Excel, PowerPoint, OneNote.

Njih moZete koristi na bilo kojem uredaju koji ima konekciju na Internet, na samom uredaju uopce ne
moraju biti instalirani ti programi.

Install Office 2016 on your PC

Hello, ﬂ§ ﬂ§ ﬂg Qa mg

Outlook

Save your files online for
easy access

Get schoolwork done across your devices
with 178 of free online storage.

Drive for free

Svaki rad u tim dokumentima se odmah sprema na Va$ OneDrive.

Word Online

& Share

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW OPEN IN WORD
b, - .
y Calibri (Body) -1 - A o = 2 P Find
& alibri (Body 1 A A AaBbCc | AaBbCc AaBbC¢ AaBbCc  AaBbee =
Paste B I U ak x, x* %+ A~ t=. 3=~ Normal NoSpadng  Heading1  Heading2  Heading3 _  3b Replace
¥ Format Painter e “
nd lipboard Font Paragraph ] tyle Editing i
PAGE 1 OF 1 OWORDS  ENGLISH (US)

%  HELP IMPROVE OFFICE

14



5. Yammer

Yammer je nova druStvena mreza Veleucilista Velika Gorica. Samoj drustvenoj mrezi pravo pristupa
imaju samo oni koji korisnicko ime dobiveno od strane veleucilista.

Yammeru se pristupa preko ,plocice” Yammer sa pocetne stranice Office365 A moZze se i besplatno
skinuti kao aplikacija za Vase mobilne uredaje koji su na i0OS-u, Androidu ili Windowsima, moZzete ih
pronadi u sluzbenim trgovinama.

# | Office 365 Home

X Make Bing your search engine
Install Office 2016 0N YOUr PC 5 viae v sour onee: nomepase

Appliesto Internet Explorer, Firefox, Chrome, and Safari

08 B3 @ B« 08

Word Excel PowerPoint Outlook OneNote

Hello,

Other installs

Got a Mac? Sign in to Office 365 on your Mac to install,
Troubleshoot installation

-

How do | get Office

Smartphone or tablet? Get Office on your devices

Save your files online for Lear how to set up email and Office 365 apps on your device
€asy access

Get schoolwork done across your devices . - .
SEtaci Collaborate with Office Online

Use OneDrive for free

xEN W PE|

‘&

OneDrive Setting up. Setting up Word Online

WE|

PowerPoint

Excel Online Online

OneNote Online

Na Yammeru ce se isto kao na sluzbenoj stranici veleucilista i na Facebook stranici veleuciliSta
objavljivati novosti vezane uz nove projekte, dogadanja kao i informacije sa proslih dogadanja.

Yz Yammer: Home X = a X
€ © @  httpsy//wwwyammer.com/wg.hr/# c w B + &4 O =

n = 8 0 Ivica Turéi¢ - April 8 at %:02am Pretinac
has #joined the Veleuciliste Velika Gorica network. Take a moment to welcome lvica.

Search

Wb LIKE \REPLY o SHARE -

— Damir Pavlovi¢ and Kristijan Pl like this
VELEUCILISTE VELIKA GORICA GROUPS

All Company 15 4 #Joined

o Ivica Turcié - April 8 at 11:46am from iPhone
Pozdrav svima &
W LKE 4\REPLY & SHARE

Damir Paviovi¢ and Mario Grgic like this

Write a reply @

22 All Company
@) Damir Pavlovic - April 12 at 3:14pm from Android
& Sve je spremno za jos jednu DKU konferenciju!

+ Create anew group

22 Discover more groups

Borna Grilec
(9] z

Veleuciliéte Velika Gerica

@ Online Now ~

15



Preko Yammera lako moZete stupiti u kontakt sa svim studentima VVG-a, te dopisivati se s njima i
postavljati opce upite za koje do sada niste znali kome i gdje bi ih postavili. Na koja Vam mogu
odgovoriti drugi studenti, a i sami djelatnici VeleuciliSta Velika Gorica.

W Update BEPoll ¥ Praise

&% All Company X Add people to notify
& Add topics
DISCOVERY ALL FOLLOWING o
T

22 All Company

Na Yammeru mozZete i kreirati svoje privatne grupe gdje moZete razmjenjivati iskustva i znanja samo
studentima s kojima Vi to zelite, te je Vasa grupa ostalima nedostupna.

MoZete kreirati i javne grupe po smjerovima, ili po nekim op¢im temama pa otvoreno diskutirati sa
profesorima ili studentima starijih godina i traziti neki savjet i pomo¢.

Y& Yammer: Home X T4 = =]

€ 0a yammer.com - e Sea wEe 93 AS

m X

= pary

n = e 0 Ivica Turcié - April 8 at
has #jc

ned the Veleuciliste Velika Gorica network. Take a moment to welcome Ivica.,

VELEUCILISTE VELIKA GORICA GROUPS

All Company 5 # #loined

6 Ivica Turéié - April 8 at 11:46am from iPhone

Pozdrav svima =
s LIKE 4 REP < SHARE

Damir Paviovié and Mario Grgic like t

N\

2 All Company
£ Damir Pavlovi¢ - April 12 at 3:14pm fro dro
&  Sve je spremno za jo$ jednu DKU konferenciju!

g ) Bora Grilec
Veleugilite Velika Gorica &

¥}

® Online Now v

16



Sve Sto morate je odabrati Naziv Vase grupe, dodati korisnike u grupu pod ,,Group Members“ i
odrediti da li ¢e ta grupa biti javna i dostupna svima na mrezi ili ¢e biti privatna, samo za korisnike
koje Vi dodate u grupu.

Create A New Group

¢® INTERNAL GROUP @ EXTERNAL GROUP

@ 1, collaborate with people inside To collaborate with people who work
your company, at other companies.

Group Name
Naziv grupe

Name is available.

Group Members
l«- Add people to this group by name or email
Type to search for results

Who can view content?

@ public - Anyone in this network

O Pprivate - Only approved members

17



6. Tehnicka podrska

U slucaju poteskoca sa koristenjem Office365 usluga mozete nas kontaktirati putem Yammera u grupi
Informaticka podrska, porukom putem Yammera ili e-mailom na informaticka.podrska@vvg.hr.

18
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