ST Building Europe with
Local Councillors

*
* %

BuasyaneH nognuc

KpaTko pbkoBOACTBO



Contents
BuayaneH nognuc Ha BELC B MS Word/Excel/PowerPoint

BusyaneH nognuc Ha BELC B MS Outlook
BusyaneH nognuc Ha BELC B Gmail
BuayaneH nognuc Ha BELC Ha iPhone

BM3yaneH noanuc Ha BELC B Canva

00 N o v b



3abenexmmnat Bu3yarneH noannuc € BaXXeH acnekT Ha BCeKu MpPoeKkT, N BELC He npaBu
n3knoyeHue. Toun CInyXun 3a HaweTo BU3yalriHO npeacrtaBdaHe, gaBa pa3no3HaBaeMocCT,
3arnomMHsa ce N Hacbp4daBa YyBCTBOTO 3a JOBepUe U nNo3HaBaHe. Cb3pagoxme crnieynaneH
BM3yaneH nognuc Ha BELC, KOMTO MOXEeTe Oa U3nomnsBaTte C BCUYKK mMartepuanm n/vnu
AEenNHOCTN, KOUTO UckaTte aa opraHusuparte B KOHTEKCTa Ha YNeHCTBOTO ¢u B BELC.

ToBa kpaTko pbKOBOACTBO MMa 3a Len Aa Bu nomorHe aa nsnonssate BU3yanHust nognuc
Ha BELC B HaW-4ecTO M3rona3BaHuTe ainoBe U NPUNOXeHUs. BuayanHuat nognuc Ha
BELC moxe Aa 6bae usTerneH ot pasgena ,,KoMyHuKaumoHHM MaTepuann” Ha yebcariTta
Ha BELC 1 e NpeoCcTaBeH B YeTMPK pasnuyHu popmarta: JPG, PDF, PNG 1 SVG.

Benukn dhannosu hopmatn Moxke aa ce n3nonaeaT, KaTo ce creaBat CTbMKUTE, ONUcaHun
Ha cnegsaliuTe CTpaHUUW Ha TO3M JOKYMEHT. EQMHCTBEHOTO n3knioveHne e pannosusaT
doopmat PDF, KONTO MOXe [a ce U3nons3Ba KaTto camocToaTeneH dansn.

WmanTe npensua, 4e .svg € Han-neknaT n yHmsepcaneH dgannos dopmar. [penopbysa
ce fa usnonasaTe Hero. Bbnpekn ToBa MoXeTe aa nsnonaeare v pannosute popmartu
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BusyaneH nognuc Ha BELC B MS Word/Excel/PowerPoint

AKo XenaeTe fa nsnonssare Bu3yasiHusi nognuc Ha BELC B JOKYMEHTU 3a
MS Word/Excel/PowerPoint, cnegsante cnegHuTe CTbIKU:

1. OtBopeTte HOB (hawnn (Word/Excel/PowerPoint).
2. OtBopeTe pa3sgena Insert (BMbKkBaHe) B MEHIOTO U HAaTUCHETE Pictures (KapTuHm).
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4. OT OTBOpEeHVs Npo3opeL, HaBUrMpamTe OO0 Narnkarta, B KOATO CTe CbXpaHunu
annoseTe C BU3yanHua nognuc Ha BELC, korato cTe rm uaternunum ot yebcanTta
Ha BELC.

5. WN3bepete npeanoynTtanus amn (JPG, PNG unm SVG) 1 LpakHeTe BbPXY HEro.

6. Taka BbB Balumsa AOKYMEHT Lie ce umnopTupa hannsT ¢ BU3yanHUsa Nnoanuce.

3a pa BmguTe npuvmep 3a npoueca, onucaH no-rope, MoXe Ada nornegHeTe nbpsaTta
CTpaHuua (3arnaBHarta CTpaHuua) Ha TO3U JOKYMEHT.



BusyaneH nognunc Ha BELC B MS Outlook

AKO XenaeTe fa nsnonasarte BM3yanHusi NOANMC Ha BELC B TeKCTa Ha umenn B MS Outlook
(HacToneH KNMEHT UM OHMNaWH), crieaBanTe CNeaHNTE CThIKK:
1. OtBopete Outlook n n3depete New Email (Hos nmenn).
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2. OtBopeTe pa3gena Insert (BMbkBaHe) B MEHIOTO 3a MMen Ha Outlook 1 HaTUCHTe
Pictures (KapTuHn).
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3. OT oTBOpeHus MNpO30pel, HaBuUrMpamTe A0 nankaTta, B KOATO CTe€ CbXpaHunu
dannoseTe ¢ BU3yanHusa nognuc Ha BELC, korato cTe rm u3ternunum ot yebcanTta
Ha BELC.

4. WN3bepeTe npegnovntaHusa dann (JPG, PNG nnm SVG) 1 WpakHeTe BbPXY Hero.

5. Taka BbB Balwuma gOKyMeHT e ce umnoptupa pannbT C BU3yanHUsa nognuc.



BusyaneH nognuc Ha BELC B Gmail

AKO XenaeTe Aa M3nonaeaTte BU3yanHus nognuc Ha BELC B TekCTa Ha MMewnn B Gmail,
cnegsanTe criefHUTE CTbIKK:
1. OTtBoOpeTe npoduna cn B Gmail n n3depete Compose (CbCcTaBsiHe).
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2. e ce oTBOpM Npo3opeL; 3a CbOGLLEHNE, LipakHeTe BbpXy OYTOHa 3a BMbKBaHe
Ha CHUMKa.

New Message

From

To Cc Bee

Subject
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3. Le ce otBOpM HOB nNpo3opeuy. N3bepete byToHa Upload (KauBaHe) n HaBurupamnte
A0 narnkarta, B KOSITO CTe CbXxpaHunu darnnoseTe C BU3yanHusa nognuc Ha BELC,

KoraTto cTe rv u3ternunu ot yebcanTa Ha BELC.



Insert photo

Phatos Albums Upload Wab Address (URL)

Drag photos here

or, if you prefer...

Cancel Insert images @) As sttachment

4. W3bepete npegnoumtaHus dann (JPG, PNG nnu SVG) 1 LLpakHeTe BbPXY HEro.
5. W3bepete onumsaTa Inline (BrpageHo) B MEHIOTO 3a BMbKBaHE Ha CHUMKA.
6. Taka BbB Bawumga JOKYMEHT Wwe ce umnoptupa annsT ¢ BU3yarnHus nognuc.

BusyaneH nognuc Ha BELC Ha iPhone

AKo >kernaete aa wuanonseate Bu3yanHus nognuc Ha BELC, koraTo m3nonssaTe CBOSA
iPhone, 3a ga nanpaTtute Mensn, cnegBanTe criegHUTe CTbKK:

1. OtBopeTte npocumna Ha umenna cu n n3depete New email (HoB nmenn).

Cancel

New Message

Sent from my iPhone

2. [lokocHeTe ekpaHa, 3a ga oTBOpUTE MeHITO ¢ onuun. 3bepeTte Insert Photo or
Video (BMbkBaHe Ha CHMMKa nnm BMaeo).



Cancel

New Message
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3. 3anasete (pavnoseTe C BuM3yanHusa nognuc Ha BELC oT yebcawnta Ha BELC B
TenedoHa cu.

4. WN3bepeTte (hpanna ot anbyma Ha kameparTa.
5. Taka BbB Balumsa AOKyMeHT e ce umnopTnpa hannsbT ¢ BU3yanHnsa noanumc.

BusyaneH nognuc Ha BELC B Canva

AKo XenaeTe Aa cb3gageTte AM3anH 3a JENHOCTU, CBbp3aHu ¢ BELC, M Aa ro HanpasuTe B
Canva: €TO KaKk MOXeTe fia KaunTe Te3u dpannose 1 aa rm nsnonssaTe B AU3aNHUTE CU.

1. Cb3ganTe akayHT UM Ce CBbPXKETE C akayHTa cu B Canva U Cb3ganTe HOB AM3aiH
no Bawwu npegnoyntaHma.

2. Kadvete cpannoseTe C Bu3yanHus nognuc Ha BELC, KOUTO nckate Aa uanonseare,
KaKTo cnensa:
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Owodopwvtag tnv Evpwmn pali pe to
EKTIPOOWITOUG Tr¢ TOMKAG avutodioikng



Cnep kato davnosete 6baaTr KadeHwu, Te LWe ce nokasBaT Mo-4oNy (Kakto e
NMOCOYEHO C HOMEP 3 Ha ekpaHHaTa CHuMKa no-rope). MoxeTte ga wpakHeTe BbpXy
KayeHuTte damnose 1M Te we O6baat gobaBeHn kbMm AusariHa Bu. Cnen toBa
MOXeTe [a r'M NPeMecTuTe KbAEeTo KenaeTte B An3anHa.

ETo eanH npumep no-gony:
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Building Europe with
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OwodopwvTtag tnv Evpwmn padi pe Toug
EKTIPOOWITOUC TNE TOMIKNAC auTtodioiknong



MpakTuyecku npumep

Mo-gony MoxeTe Oa BuAUTE MpUMepHa MokaHa, KOATO Aa u3npatute Ha Bawwute
CcbrpaxaaHu B KOHTEKCTa Ha MpexaTa BELC 1 fia nsnonssaTte BM3yanHus nognuc Ha BELC.



Building Europe with
Local Councillors

Students Day

You are invited to our event

on Wednesday, xx 2023

TALK TOUS

23} 123 456 7B
Infofeu-councliiorseu

[obaBaHeTO Ha Bu3yanHus noanuc Ha BELC kbM BawwuTte umndposu unm uanyecku
MaTtepuann mMoxe ga Bu nomorHe ga nokaxeTte NpuUHaanNeXxHocTTa CM KbM nbpBarta

eBporelicka mMpexa Ha npeacTaBuUTenyM Ha MeCTHOTO caMoyrnpaBrieHue Ha M3bopHa
ANBXHOCT.



Bnarogapum Bu!



