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UMHCTANMUPAITE OFFICE AECKTON/MOBUNMHWU/TABNET ANJTUKALIUU

Cera kora ro umare nocraseHo Office 365, moxete aa rv nHctanupare Office annukaummTe Ha BaWMOT KOMMjyTep/
MAC, MobUNHM ypeaur unu Tabnetu.

WINDOWS

1. HajaBeTe ce Ha
2. 3a [ja rv MHcTanupare annukaumMmTe, oa NoYeTHUOT ekpaH KnukHeTe Ha Install Office apps.

3. 3a 32- butHa Bepsuja oa nnsravkoro MmeHun Ha Install Office apps, onbepete Office 2016, 3a 64-6utHa Bepsuja
o[l NMM3ra4ykoTo MeHu, onbepete Other Install Options.
Opbeperte jasuk, 1 Ha Advanced, ogbepete 64-bit.

4. Opbepere Install.

5. Bo saBucHoCT oa Bawwmot npebapysad, knnkHete Run (Bo Edge unu Internet Explorer), Setup (8o Chrome), unu
Save File (Bo Firefox). lokonky Buaute ,,Do you want to allow this app to make changes to your device?* ,
knunkHete Yes.

6. Bawara nHctanaumja Ha Office 2016 e 3aBplueHa kora Ke ja Buante dpasara You’re all set! Office is installed
now.
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7. 3a pa 3ano4YHeTe CO KOpUCTeHE, OTBOpETE Koja Buno annmkauuja kako Word nnu Excel 3a ga ro aktmempare
Office. Bo noseketo cnyyau, Office ce akTMBMpa OTKAKO Ke OTBOPUTE HEeKOoja annmKkaumja 1 OTKako Ke ce
CornacuTe Co YCNoBWTE CO KNMKHYyBare Ha Accept.

MAC

1. HajaBeTe ce Ha . MNon Install Office 2016 for Mac, on6epete Install 3a na sanouxe
NpeseMaHeTo Ha MHCTaNaUMCKMOT Naker.

2. lWTom ke 3aBpuw, oteopeTe Finder, Bo Downloads, co ABoeH kMK 0TBOpETE ro
Microsoft_Office_2016_Installer.pkg (umeTo MOXe Oa Bapvpa).
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3. Ha npsuot nHcTanaumcku ekpaH, onbepete Continue 3a fa 3ano4HeTe CO NPOLECOT Ha MHCTanauwmja.

4. Tpernepnajte ro OOroBOPOT 3a NMLEHUpaH codteep ,software license agreement”, a Nnotoa KNUKHETE
Continue.

5. WsbepeTe Agree 3a da ce cornacute co YCoBUTE Ha JOrOBOPOT.

N3bepeTe kako caxate ga uHctanupare Office n knmukHeTe Continue.

7. MoxeTe ga ja NPOMEHWTE NoKaumMjaTa Ha BallaTa MHCTanauuja, notoa KnukHete Install.
Babenewka: Ako cakate ga MHcTanupare camo ogpeneHun Office annvkaumm, a He LENUOT NakeT, KNUMKHeTe Ha
konyeto Customize 1 onbepeTe rv anaMkaumuTe WTO caxkate ga r'v MHcTanupare.

8. BHecerte ja nosuHkata 3a HajaBa 3a Mac, ako e nobapaHa, a notoa knukHete Install Software. (OBa e nosuHkara
LUTO ja KOPUCTWTE 3a da ce forupare Ha Bawmot Mac.)

IS&
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9. CodtBepoT Ke 3anodHe ga ce uHcTtanupa. KnvkHete Ha Close kora MHcTanauuvjata e 3aBplueHa.

HapenHuot yekop e ga craptyeate Hekoja Office 3a Mac annvkaumja v ga ro 3anovHere NpoLecoT Ha aKTUBUPAHE.
1. KnukHeTe Ha nKoHaTa 3a fja ce NnpuKaxkar CuUTe ananKaumm.

2. KnukHete Ha Microsoft Word mkoHara.

3. Mpo3opeuor What’s new ce nojaByBa aBTomarcku kora ke ctaptyeare Word. KnukHeTe Ha Get Started 3a na
3anoyYHeTe Co aKTUBMpPAHLE.
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ANDROID

3a [a rv MHcTanupare annvkaumute Ha Bawuot Android ypen, Toa MoxeTe a ro HanpasuTte BO npeky Google Play
Store.

Mpebapajte rn cooasetHute annunkaumun (Word, Excel, PowerPoint unn Outlook) Bo Google Play n uHctanupajte ru.

Bo npomomkeHne cnemyeaar YeKopW 3a HarogyBame Ha annukaummte Ha Android ypegq.
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Outlook - OtBopeTe ro Outlook 3a Android, nokonky ja Umate MHCTaNMPaHO annauKauujara Ke ja Hajaete MkoHara

KOJa narnefa saka

[lokonky He ja rnenate nkoHara, NoTpebHO e aa ja MHCTanupare annuvkauujara (BuaeTe Ha noYeTokoT o 4enoT
»2Android”).

KnukHete Ha Get Started nnu ogete Bo Settings > Add Account > Add Email Account.

BHeceTe ja Ballata uenocHa agpeca v knukHeTe Ha Gontinue.
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BHeceTe r1 Bawara e-nowra v no3uHKa v kinMkHete Ha Sign In unm Next.

AKO e 0BO3MOXEHA BepudMKaLmja BO 2 YeKopH, BepudUrKyBajTe ce CoO METOOT WTO ro Mmare NocTaBeHo
(6-umbpeH kom, TenedOHCKM NOBMK MK annukauujata Microsoft Authenticator).

Outlook moxe fa nobapa no3BONa 3a NPUCTaN A0 BaLIMOT KaneHaap, KoHTakTy u ap. KnukHete Yes unum Allow.

Cera moxete ga kopuctute Qutlook 3a Android.
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Office -KnukHete Ha 6uno koja Office annukauuja (kako Word), Koja npeTxogHo ja uMare MHCTaNMpaHo
(BMOeTe Ha noyeTokot oa aenot “Android”).

BHeceTe ja Baliata agpeca v KMKHeTe Ha CTpenkara, a moToa BHeCTe ja v Ballara o3MHKa.

KnukHete Ha Start using Word.

Ako umate uHctanupanu u apyrv Office annnkaumm Ha Bawwmot Android ypen, Bawara cmeTka u OneDrive
NOKYMEHTH Ke 61aaT aBTOMaTCKM [oAaaeHH.
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3a ga nomageTe apyra cmeTtka, knukHete Ha Open > Add a place. [lokonky cTe Ha TabneT, KiuKHeTe

Open other documents > Add a place. [lokonky gogaBarbeTo Ha Apyra CMeTKa cakare fa ro HarnpaBuTe Npeky
OneNote knukHeTe Ha Settings > Accounts.

L= Cpen

Onbeperte ja Cloud ycnyrata Koj cakate fa ja gogagete, kako OneDrive 3a Business wnu Dropbox.

BHeceTe ja Balwara agpeca v NO3WHKa WTO MM KOPUCTUTE 3a Taa ycayra.

3aspuwmpTe!
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i0S

3a ga rv MHcTanupare annvkauuute Ha Bawnot i0OS ypen, Toa Moxe fa ro Hanpaewte npeky App Store.
Mpebapajte rn cooasetHuTe annukaumun (Word, Excel, PowerPoint unn Outlook) Bo Google Play n uHctanupajte ru.

Bo npomonyxeHue cnemyeaar Yekopu 3a HarogyBarbe Ha annukauuute Ha i0S ypen.
Outlook - Oteopete ro Outlook 3a i0S, nokonky ja Umare MHCTAIMPaHO annMKauMjara Ke ja Hajoete MKoHara Koja
uarnema Baka

[lokonky He ja rnenate nkoHara, NoTpebHO e Aa ja MHCTanupare annukauujara (BuaeTe Ha noYeTokoT o AenoT
[ »
i0S”).

KnukHete Ha Get Started. [1otoa knvkHete Ha Settings * > Add Account > Add Email Account.
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BHecerte ja Bawarta LenocHa agpeca, knukHeTe Ha Add Account, notoa BHeceTe ja 1 Ballata No3WHKa.

AKO e 0BO3MOXEHA BepudMKaLmja BO 2 YeKopH, BepudKrKyBajTe ce CoO METOOT LWTO ro Mmare NocTaBeHo
(6-umbpeH kom, TenedOHCKM NOBMK MK annunkauujata Microsoft Authenticator).

Outlook moxe na nobapa no3Bona 3a NpPUCTan A0 BalWMOT KaneHaap, KOHTakTy 1 ap. KnukHete Yes mnun Allow.
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MNpernenajte ro BOBeOOT M NoarotBeHu cre ga kopuctmute Outlook 3a iOS.
Office - KnukHete Ha koja 6uno Office annukauuja (kako Word).

KnvkHeTe Ha Sign in 1 BHeceTe ja Ballata agpeca v knvkHete Ha Next, notoa v Baluara no3vHka.

KnukHete Ha Create and Edit 3a na sanouHete ga pabotuTe Co BalMTE JOKYMEHTH.

Ako umate uHctanupanu n apyru Office annunkaumm Ha Bawwmort iOS ypen, Bawata cmeTka 1 OneDrive [OKyMeHTU Ke
6uoar aBTOMATCKM A0AAEHM.
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3a na noganete apyra cmeTka, kako OneDrive 3a Business unu Dropbox, knnkHeTe Ha Account > Add a Service.
[okonky nogaBarbeTo Apyra cMeTka cakare ga ro HanpasuTe npeky OneNote, knunkHeTe Ha Settings > Accounts.

Opbeperte ja Cloud ycnyrata wro cakare ga ja gogaaete.

BHecete ru1 Bawara agpeca 1 No3nHKa LWTO ' KOPUCTUTE 3a Taa yCryra.

3aspuwmpTe!
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HAFOLAETE ' YCNYIUTE WUTO CE AEN OA OFFICE 365

SKYPE FOR BUSINESS

3a pga 3ano4yHeTe co kopucTerse Ha Skype for Business Tpeba na ce Hajasute Ha Office 365.

Beke nopanoste JOMEH M KOPUCHMLM BO MPETXOAHUTE YeKopu. 3a Aa ce noTtcetute, KIMKHeTe

Ako mnmare firewall nnu proxy cepeep koW ro orpaHM4yBaar NpyucTanoT A0 AeNI0BM Of Mpexara, Mopa fa Kpevpare

npasuna 3a aa go3BonuTe npucTan go KpajHute Touku Ha Skype for Business. OBa e HanpeageH yYekop Hajoobpo
W3BEMlEH Of1 HEKO] MCKYCEH CO KOHGUrypuparbe Ha firewalls n proxy cepsepw.

KAKO [A MHCTANTMPATE SKYPE FOR BUSINESS
1. HajaBeTe ce Ha

2. Hajrope Ha cTpaHata ogbeperte :> Office 365.

3. Onbeperte Software.
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4. Ako Skype for Business e Bo komnnet co apyrute annukaumu 3a Office 365, Ke ja BuanTe cnegHata cTpaHMua.
N3bepete Install 3a ga nHcTanupate komnnet Ha annukaunu Ha Office 365, Brknydysajkm Skype for Business.
Kora ke 3aBpuwwte, ogete Bo Sign in for the first time Ha kpajoT of 0BME Yekopw.

Ako ja rnepare cnenHasa ctpaHa, onbepete Skype for Business, ogbeperte jasuk, coodseTHa eamumja (36 unu 64
bit),  knnkHeTe Ha Install.
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5. [atorekara setupskypeforbusinessentryretail.exe 3a ga ce 3a4yBa Ha BaLLIMOT KOMMjyTEP, KIMKHETe Save
as, a notoa ogbepete Run. Ha ekpaHoT Ke ce nojasu cnegHata cnmka, Ho He ce MHcTanupa uenuot Office, ce
nHctanmpa camo Skype for Business.

6. Kora vHcTanauumjara Ke 3aBpLuu, ke ce nojasu nopaka aexa Office e nHctanupan, nako camo Skype for Business
e nHctanupad. KnukHete Ha Close, a notoa Ha Accept.

HAJABETE CE 3A T1PB T1AT

1. BHecere ja Bawara Office 365 cmeTka Ha nodeTHara ctpaHa Ha Skype for Business, knvkHete Sign in, a notoa
BHECETE ja M BallaTa TO3MHKa.

2. Ha cnegHara ctpaHa knunkHeTe Yes ako cakare na Guae 3advyBaHa Ballata N03WHKa 3a CNeaHMOoT nat Kora Ke ce
HajaByBare.
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KAAE MOXXETE 1A YYBATE IOKYMEHTU BO OFFICE 365

Office 365 Bv 06e36emysa npoctop Ha cloud Kame WTO Ke MOXeTe Aa rv Jyeate BalwuMte nogarouu, Ha OneDrive
for Business unu Ha Bawmort Office 365 team site. MoxxeTe ga npeHecete CTOTULM OATOTEKM MCTOBPEMEHO, HO
n3berHyBsajte TMe na HaaMuHyeaar 2 GB, WTo e MakcMmanHara roneMuHa Ha gatoreka.

OneDrive for Business e HameHeT 3a MHAMBKMAYyaHA ynoTpeba co MOBPEMEHO CroaenyBate AaTOTeKu.

Office 365 team site e HameHeT 3a pegoBHO croaenyBarbe JOKYMEHTM KOM UMaaT 3aedH1YKa COMNCTBEHOCT U LeTMOT
TMM MOXE [a NPaBu NMPOMEHMU.

BWOEOQ:https://support.office.com/en-us/article/Set-up-Office-365-file-storage-and-sharing-7aa9cdc8-2245-
4218-81ee-86fa7c35f1de?ui=en-US&rs=en-US&ad=US#bkmk_step1

CnopenyBajte nokymeHT co OneDrive for Business

1. Hajagete ce Ha office.com
2. Ha Office 365 Home cTpaHarta, onbepete OneDrive.
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3. KnukHete Ha New, ctaBete nme Ha datotekara, npumep Shared with Everyone, n onbepete Invite People, Ho
ako Hema BakBa onuuja, knnkHeTe Create, a NoToa co AeceH KWK Ha natotekata onbepete Share.

4. Bo Invite People noneto HanuLeTe rM MMMUHbATa UM agpecuTe KoM cakarte aa MMaar npuctan ao gatorekara.
Opbepete kakeu nepmucun ke gogenute, Can edit unu Can view.

5. Hanuuiete TekcT WwTo Ke 6uae BKIyYeH BO nopakara npateHa 4o NyreTo 3a da 3Haar Aeka uMaar IMHK [0 BaliuTte
LenoBHM OOKyMeHTU. KnukHeTe Ha Create.
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CnopenyBajTe 4OKYMEHTU Ha BawKoT Team site

1. 3a pa npucranwute o Team Site, OTBOPETE rO MEHUTO BO FOPHKUOT N1EB arofn ﬁ M KnnKHeTe Ha Sites > Team Site.

2. Onbepete Documents LITO Ke Be oaHece 10 Ballarta HubAMoTeKa Co AOKYMEHTH.

3. [Homeka ce ywTe cte HajaBeHu Ha Office 365, otBopete File Explorer, 1 HajoeTe rv gatotekuTe LWTO cakare ga ru
crnogenwure.
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4, OsHauete v OaTOTeEKUTE, U NMoBneYeTe rm ao 6ubnuotekara co OOKYMEHTH.

Kora Ke 3aBplunTe, aatoTekuTe Ke Buaar 3adyBaHuW M Ha BALLMOT KOMMjyTep v Ha Bawuot Team Site.
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CuHXpOHU3KpajTe MM BallMTe AOKYMEHTH

OTKako Ke ja NocTaBUTe CMHXPOHM3aUMjaTa Ha BallMTe AATOTEKM, Kora CTe NMOBP3aHW Ha MHTEPHET, The Ke ce
CUHXPOHW3MpPaaT aBToMarcku Ha cekon 10 MUHYTH.

1. 3a cuHxpoHmsaumja Ha ookymeHTuTe Bo SharePoint, onbepete Home > Documents > Sync vnu onbepete
[laTOTEKMTE KOW cakaTe Aia Ce CHMHXPOHM3Mpaar.

2. Bo noneto 3a OneDrive for Business, onbepete Sync now.
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3. Ako e notpebHo, BHeceTe M1 BallmnTe KOPUCHUYKK ID 1 nosuHka, 1 knnkHeTe Allow.

4. Opbepete Show my files 3a na Moxe Oa rv rmepare BawuTte nokymeHTH Bo File Explorer, Bo SharePoint
narotekarta.

HarogyBawe Ha octaHaTtu ycnyru

3a noBeke MHGOPMaLMK U HarofdyBare Ha apyrute ycnyru kou ce aen on Office 365 nakeTor, norneaHeTe ro
nuHKoT: https://support.office.com/en-us/article/common-management-tasks-for-office-365-
46c667f7-5073-47b9-a75f-05a60cf77d91?ui=en-US&rs=en-US&ad=US

- SharePoint sites: https://support.office.com/en-us/article/Sharing-and-permissions-ac85fbf1-2431-49bf-

8690-f1a2b98af65f#IDOEAABAAA=Manage_permissions
- Microsoft teams: https://developer.microsoft.com/en-us/microsoft-teams
- Yammer: https://support.office.com/en-us/article/yammer-%E2%80%93-admin-help-e1464355-1f97-

49ac-b2aa-dd320b179dbe?ui=en-US&rs=en-US&ad=US
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