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1. Uvod

Office 365 je usluga koju nudi Microsoft u sklopu proizvoda Microsoft Office. Unutar Office 365 nalaze se aplikacije
kao sto su: Outlook, Word, Excel, PowerPoint, OneDrive, Stream i joS mnoge druge.

2. Pristup

Pristupite prijavi putem Office 365 portala na https://www.office.com/

Odaberite Sign in

Unesite Vase AAI@EduHr korisni¢ko ime s @vvg.hr

BS Microsoft
Sign in

korisnickoime@vvg.hr

No account? Create one!
Can't access your account?

Sign-in options

Ponovno unesite AAI@EduHr korisnicko ime i lozinku

Korisnicka oznaka

korisnickoime@vvg.hr

...........

s

Autentikacijska i autorizacijska infrastruktura znanosti i
visokog obrazovanja u Republici Hrvatskoj
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https://www.office.com/

3. Instalacija

U nastavku moZete vidjeti postupke instalacije prema operacijskom sustavu.

3.1 Instalacija za Windows

Kada ste se ulogirali u Office 365 odaberite Install Office > Office 365 apps te pokrenite instalaciju.

Good morning » Install Office

Office 365 apps
ﬁ . m m % m i Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Other install options
9 Select a different language or install other
apps available with your subscription.
s A 2 » —>
Forms Admin Stream All apps

Za instalaciju Office 365 na nekom drugom jeziku odaberite Other install options.

Good morning » Install Office

Office 365 apps

ﬁ ‘ m a @ m Q J Includes Qutlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePgint Other install options
—>  Select a different language or install other

apps available with your subscription.
AN
Y A % = —

Forms Admin Stream All apps

Odaberite Apps & devices zatim izaberite jezik i verziju operacijskog sustava te odaberite Install Office i pokrenite
instalaciju.

Apps & devices

My account

Personal info Office ﬂ% ﬂa ﬂa ﬂ? HE E Hi B &

Languagei:' Version Install OFfi
S — [English (United States) v |  [64-bit ¥ nstall SHHee

DEVICES

Security & privacy

App permissions

Skype for Business

| English (United States) ¥ | | 64-bit ¥ | | Skype for Business Basic ¥ |

Apps & devices

Tools & add-ins

D Get Office on your phone or tablet
i0S | Android | Windows

email: informaticka.podrska@vvg.hr



Za aktivaciju Office 365 otvorite jednu od aplikacija iz Office 365 paketa i odaberite File.

Document] - Miard (Mon-Commercial Use) (Unlicensed Product)

Layout References hailings Levien fien Help Q Tell me what you want to do

AsBhCcDe AaBbCeDe AaRhCr sabcel AdB
B I U ~abeXx X THormal  THo Spac.  Heading 1 Heading 2 Title Sub)

Clipboard Fort Paragraph

Zatim odaberite Account > Activate Product > Sign in te se prijavite s Vasim AAI@EduHr racunom.

Account

A t Pri .
ccount Frivacy Product Information

B" Microsoft

Manage Settings

Office Theme:
Colorful -

Activation Required
Sign in to Office E

g 365 Apps for enterprise
Get to your documents from anywhere by signing in to Activate
Office. Your experience just gets better and more Product t contains
personalized on every device you use. ﬂ u & E u ﬂ u @
Sign In

A On 17. travnja 2021., most features of Word will be
disabled.

[}l’_' Office Updates

Updates are automatically downloaded and installed.
Update

Options ~

@ About Word

Learn more about Word, Support, Product ID, and Copyright
About information.

Word Version 2008 (Build 13127.21348 Click-to-Run)

Semi-Annual Enterprise Channel

Account é)'ﬁ What's New

See the most recently installed updates.
Feedback What's

Options
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3.2 Instalacija za Android

Kada ste se ulogirali u Office 365 u gornjem desnom kutu odaberite ikonicu i zatim My account

Office 365 QB » @

My account X

Mijo Pesic
mpesic@wvg.hr
My Office profile

My account

Re«

Sign out

Odaberite Apps & devices > Android

My account o MP

Apps & devices

Office

DEVICES

Get Office on your phone or tablet
i0OS | Android | Windows

-
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Odaberite Get the app

= 0 B° Microsoft w (R)

o

Office

Introducing the new
Office app for
Android

Get the app

Read our blog

Odaberite Install

& Google Play Q

Word, Excel,
PowerPoint & More

Microsoft Corporation
In-app purchases

g Microsoft Office:

0

PEGI3 ®

4.5%
27K reviews

Install

email: informaticka.podrska@vvg.hr



3.3 Instalacija za i0OS

Kada ste se ulogirali u Office 365 u gornjem desnom kutu odaberite ikonicu i zatim My account

Office 365 QB » @

My account X

Mijo Pesic
mpesic@wvg.hr
My Office profile

My account

Re«
Sign out

Odaberite Apps & devices > i0OS

My account o MP

Apps & devices

Office

DEVICES

D t Office on your phone or tablet
iOS | Android | Windows
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Odaberite Get the app i zatim Install.

= 0 B® Microsoft w (2)

Office

Introducing the new
Office app for iOS

BT

Read our blog

4. Teams

Na pocetnoj stranici odaberite Teams

Good morning

+ & e @ H $ W P W

Start new Qutlook OneDrive Word

Excel PowerPoint OneNote SharePoint Teams

> 4

Forms Admin All apps

4.1 Preuzimanje

Microsoft Teams moZete preuzeti i na sljedeéoj poveznici kao desktop ili mobilnu aplikaciju
https://teams.microsoft.com/downloads

email: informaticka.podrska@vvg.hr


https://teams.microsoft.com/downloads

Get Teams on all your devices

Desktop Mobile
EE Windows 64-bit & oS
EE Windows 32-bit i® Android
& Mac

2 Linux DEB 64-bit

A Linux RPM 64-bit

email: informaticka.podrska@vvg.hr
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4.2 Kreiranje timova i kanala

Komunikacija i dijeljenje sadrzaja odvija se u timovima tj. u kanalima unutar tima. Tim moZete sami kreirati i u njega
dodati ¢lanove.

Da bi kreirali svoj tim odaberite Teams -> Join or create team -> Create team

Search or type a command

¥ Teams Y & 8" Join or create team
E Hidden teams ’

.te

e

Teams ‘
e

Search or type a command

‘! { Back
(=] Join or create a team
w
Teams . :ii
] . .
Assiprviants Create a team Join a team with a code
b . . . Enter code
&' Create team
= i

11
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Odaberite vrstu tima koji Zelite kreirati, preporuka je odabrati Class.

Select a team type
=
=
[

Class

Discussions, group projects,
assignments

Staff

School administration and
development

1 F

Professional Learning
Community (PLC)

Educator working group

|

Other

Clubs, study groups, after school
activities

Na idu¢em koraku dodijelite naziv timu, preporuka da to bude naziv predmeta.

Create your team

notes in Class Motebook.

Name

Predmet

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback, and give your students a private space for

Description (optional)

Create a team using an existing team as a template

email: informaticka.podrska@vvg.hr



U ovom koraku dodajete studente u tim. Upisite imena studenata koje Zelite dodati zatim odaberite Add.

Add people to "Predmet”

Students Teachers

Search for students

Start typing a name to choose a group, distribution list, or person at your school.

Studente u predmet moZete dodati i generiranjem koda, s kojim se studenti mogu sami prijaviti u predmet.

Potrebno je kliknuti na tri tockice pored naziva predmeta, te iz izbornika odabrati Manage team.

Search or type a command

= ¢ Allteams B General Posts Files 3more~ + & Team
Teams .
Predmet P Upload Class Materials
[ ——— 51 Manage team Set up Class Motebook
General
= A I e——
E Prva lekcija B Add channel
& Add member
started
o £  Leave the team
om you
& Editteam
leeting ended: 4m e
@ Get link to team
{7 Manage tags
'I"I s created channd Prva bekeija. Hide channel
i Delete the team nged team description
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U izborniku odabrati opciju Settings, te generirati Team code.

Taj kod moZete objaviti unutar predmeta na Gaudeamus, ili na Pretincu uz napomenu da se studenti moraju s tim
kodom prijaviti na Vas predmet.

Microsoft Teams “ e _

‘ Predmet -
Predimat

Members Pending Requests Channels  Settings  Apps 1 maore
Predmet + Team theme Pick a therme
General
¢+ Mambar permissions Enable channel creation, adding apps. and mone
Prva lekeija P '
+ Guest permissions Enable channel creation
+  @mentions Choose who can use @team and @channel mentions

b get

= Team code Share this code so people can join the team directly - you won't get join

Search or type a command

Teams RV ] 28" Join or create team

Your teams

Teams.

\6}\

Hide

Manage team
Add channel

Predmet
Add member

Leave the team

N @ (e @ &

Edit team

@

Get link to team

Hidden teams

O

Manage tags

Delete the team

=k
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Svaki tim prilikom otvaranja ima zadani kanal General. Taj se kanal koristi kod objave informacija koje su potrebne

cijelom timu.

Ako Zelite stvoriti novi kanal za neki projekt, temu ili dio gradiva:
¢ Odaberite Dodatne moguénosti pokraj naziva tima («««)

¢ Odaberite Add channel

¢ Unesite naziv i opis kanala.

Create a channel for "Predmet" team
Channel name

Prva lekcija

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team

Automatically show this channel in everyone’s channel list

Cancel

email: informaticka.podrska@vvg.hr
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4.3 Dodavanje datoteka

Dodati datoteke s racunala moZete odabirom na kanal unutar tima, zatim Files -> Upload.

Microsoft Teams - e

< Al teams Prva lekcija Posts Files Notes + 7
+ New ~ T Upload v 3 Sync < Copylink - = All Documents
Prva lekcija
Predmet
Name -~ Modified | Modified By -~
General
Prva lekeija
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4.4 Pokretanje video/audio sastanka

Odabirom Meet now moZete pokrenuti video ili audio sastanak.

oo
. Prva lekcija

Predmet ’ "'

Welcome to the class!

Unesite naziv sastanaka i odaberite Meet now ako Zelite odmah zapoceti sastanak ili zakazati sastanak u neko drugo
vrijeme odabirom Schedule a meeting.

Want to add a subject?

Meet now

,__11 / Off I;'_':,] Camera [ Schedule a meeting

17
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Ako ste odabrali Schedule a meeting unutar Zeljenog kanala potrebno je postaviti vrijeme pocetka i zavrsetka

predavanja te naziv predavanja i zatim odabrati Send kako bi obavijestili sve studente na predmetu o kreiranom
video predavaniju.

Microsoft Teams E Search or type & command

G New meﬂing Details  Scheduling Assistant m Clase

Tirnee zone: (LITC+ 00000 Sarajend, Skope. Warsaw, Zagreb ‘

[l Mar 14 2020 &30 PM Mar 14, 2020 5400 PhA im @  Alday
F  Doesnot repeat

=] ﬂ Pradmet Prva lekcija

il
m
i
i
<
|2
.2
el
M
M
1]

Meetingu mozete pristupiti par minuta prije pocetka odabirom kao na slici nize.

< All teams Prva lekcija Posts Files Motes @ Team
J
p o This message has been deleted
' Heply
Predmet Mijo Pesic 226 P

MP Scheduled & mesting

Genara 7
H Prva Lekcija
Prva lecija Satyrcay, Misrch 14, 2020 @ 430/ P
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Zatim odaberite Join kako bi pristupili zakazanom Mettingu.

Microssft Teams - e m
E Prva Lel::ija Chat Dotalls Scheduling Assistant Mesting notes  Whiteboard - “ Clere

< Camcel meeting Time zone:

[UTC *01:00) Sarapewo, Skopje, Warsaw, Zagreb Meeting options Tracking

& Praleicial

P 5.".-: Peic
Crganizer

= eda

=l Mar 14, 2020 4:30 PRA Mar 14, 2020 5:00 PM om @ All day
%] Dioes not repeat

2 0

®

= B I U SI¥ & & L= = = E »n =

email: informaticka.podrska@vvg.hr



4.5 Upravljanje sastankom

Kako bi prikazali prezentaciju ili radnu povrSinu odaberite Share kao na slici nize.

Invite people to join you

0520 W

Za otvaranje prezentacije odaberete Browse i odaberite prezentaciju. Za prikaz radne povrsine odaberete
Screenshare.

Browse Whiteboard

email: informaticka.podrska@vvg.hr
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Za snimanje predavanja odaberite Dodatne mogucénosti (-++) -> Start recording.

Za prekid snimanja predavanja odaberite Dodatne moguénosti (-«+) -> Stop recording.

Invite pe.

£33 Show device settings

E Show meeting notes

O Enter full screen

i Keypad
© Start recording

(#4 Turn off incoming video

Kako bi podijelili snimljeni video odaberite Dodatne moguénosti (***) -> Share.

Microsoft Teams [£4

General rpost

PR

Meeting started

Predmet

General

Meeting ended: 4m l w

Meeting

»

email: informaticka.podrska@vvg.hr
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Ponovno kliknite na Share.

Share

Want to make this recording available to everyone in
your org?

Odaberite Copy i kada ste kopirali odaberite Cancel.

Share

e

The recording is now available to everyone in your
org. Anyone with the link will be able to access it.

Link
https://web.microsoftstream.com/videc

You can stop sharing at any time and meeting
participants will still have access to the
recording

# Cancel Stop sharing

email: informaticka.podrska@vvg.hr
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Poveznicu zalijepite unutar kanala i pritisnite Enter.

Search of type & comimand

[

n Prva lekcija Posts Fies Motes £

=0

%o

Welcome to the class!

)

s Team

" 4

5. Stream

Odaberite All apps.

+ R

X O B

% T &

Class

Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway
Notebook
Forms All apps
Odaberite Stream.
Office 365  All Apps  Tips and Tricks
1 Project @ ity SharePoint
Develop project plans, assign tasks, track progress,... Share and manage content, knowledge, and applic...
Eﬂ Staff Notebook ’ Stream g Sway
Collaborate with faculty and staff to share policies,... Share videos of classes, meetings, presentations, a... Create and share interactive reports, presentations...

email: informaticka.podrska@vvg.hr
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5.1 Kreiranje grupe

Create > Group

fnt Home [o] Discover ~+ [E My content ~+ — Create ~

Upload video

Group

Welcome ba

Channel

Upisite naziv grupe, dodajte korisnike u grupu i zatim kliknite na Create.

Create a group
Create a Microsoft Stream group connected to an Office 365 group as an easy way to organize who has permission to see and edit your
videos and channels,

Group email alias
G @...

| ‘\_":-JT' emall alias

Description

Group description

Access © Allow all members to contribute &

Private grou ~ m On
| privete group |

Add group members (&

Search for people |

email: informaticka.podrska@vvg.hr



5.2 Kreiranje kanala

Create > Channel

[c1 Discover ~  [] My content Create

Upload video

Group

Channel

Upisite naziv kanala, odaberite grupu u kojoj Zelite kreirati kanal i zatim kliknite na Create.

Create a channel

Set up a channel to organize your videos

Channel name
Channel name

Description

Channel description, #tag

Channel access (2

® Group channel O Companywide channel

Select group
earch for your groups

25
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5.3 Dodavanje videa

Create > Upload video

[6] Discover ~ [ My content ~ - Create

Upload video

TestT

Group

0265 PrRIVATE BRLELLE

Povucite video ili odaberite browse i zatim odaberite Zeljeni video.

Drag files here, or browse to upload

email: informaticka.podrska@vvg.hr
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5.4 Dodavanje videa unutar Gaudeamusa

My Content > Videos i zatim odaberite Zeljeni video.

fnt Home  [5] Discover ~» [E My content -~

Groups

Channels

Meetings
Mgtekl  Watchlist
Watch n

Followed channels

Recycle bin

Ispod videa odaberite Share.

Details

Meeting in "General”

Publ on 3/24/2020 by Mijo Pesic Limited 20 0

& Share Bl aAddtowatchlist <P Like 5?,?’3:3 View settings ~

email: informaticka.podrska@vvg.hr




Odaberite Embed, zatim Copy i zalijepiti ga u HTML uredivac (korak 3.)

Share Email Embed

This video will only be viewable by autharized users

Video size Autoplay Responsive Show info

640 x 360 v| (@ ) off (@ ) of @ on O statat

Copy embed code

<iframe width="640" height="360" src="httpsy//web.microsoftstream.com/embed/video/e004f151-a00{-
AT72-972f-9a0b2321edbfTautoplay=Tfalse&amp;showinfo=true" allowfullscreen style="bordernone;">

<fiframe>

Copy

Na Gaudeamusu unutar predmeta odabrati Dodaj resurs... -> Stranica (eng. Page)

a. prikaz moze biti ovakav

)

2]

4

Dodajte resurs... Dodajte aktivnost

Dodajte resurs...
Datoteka

IMS paket
Knjiga

Mapa

Natpis
Poveznica ‘

b. ili ovakav

RESURSI
Datoteka
IMS paket
Knjiga
@ Mapa
Natpis
@ Poveznica

Stranica ‘

@ 0 0O 0O O O O

Dodajte aktivnost ili resurs

email: informaticka.podrska@vvg.hr
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Pod Sadrzaj odbrati ikonicu <>

v Sadrzaj
SadrZaj stranice @ &8 | paragrat JABT71:=]= /o mm
A sl > @ M QB

L e HEv | C

usxxlE=

P
‘4

&7 Vrstapisma ¥  Velidina pismev <> ﬂ OB

Staza: p

Otvori se HTML uredivac u koji je potrebno zalijepiti Embed kod videa (korak 8.)

HTML uredivac jm X

HTML uredivac Omatanje teksta

email: informaticka.podrska@vvg.hr




5.5 Izmjena prava pristupa videu

NiZe je prikazan nacin kako unutar Microsoft Streama dodati drugim studentima prava ili kako dodati prava cijeloj
organizaciji.

Ispod videa odaberite Dodatne mogucnosti («++) i zatim Update video details.

@ Linked groups/channels

Cj,_ Add to group/channel

\ Update video details

> 49 008/ 0

Details

Meeting in "Genera

Published on 3/24,/2020

“— = =
-
ﬂ

Download video

& share [El  Addtowatchlist <P Like ‘ £ View settings ~

Za dodavanje drugim studentima prava odaberite My groups > People i upiSite ime i prezime studenta.

Za dodavanje prava cijeloj organizaciji odaberite Allow everyone in your company to view this video.

Permissions

Allow everyone in your company to view this video (O
Share with (&
| My groups ~ | Search for your groups
My groups
Channels Owner @ Display G&

People -

Kako bi spremili promjene odaberite na vrhu stranice Apply.

o
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6. SharePoint

MoZete ga koristiti kao sigurno mjesto za pohranu, organiziranje, dijeljenje i pristup informacijama s bilo kojeg

uredaja. Sve sto trebate je web preglednik.

Start new QOutlock OneDrive Word Exce
Forms All apps

PowerPoint

OneNote SharePoint

+ &% e @ @ $ W P % ©F =

Teams Skee Sway
Notebook v

Office 365  All Apps  Tips and Tricks

1 Project @ Security
Develop project plans, assign tasks, track progress,...

Collaborate with faculty and staff to share policies,...

mp >

@ﬂ Staff Notebook Stream g
Share videos of classes, meetings, presentations, a...

SharePoint

Share and manage content, knowledge, and applic...

Sway

Create and share interactive reports, presentations...

6.1 Sinkronizacija

Za sinkroniziranje dokumenata odaberite Sync.

Documents

@ New i Upload 3 Sync
Find a file Do

v 1 Name

Odaberite Open Microsoft OneDrive.

Open Microsoft OneDrive?

https:/Avwghr.sharepoint.com wants to open this application.

Open Microsoft OneDrive

email: informaticka.podrska@vvg.hr
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7. OneDrive

OneDrive omoguduje pohranu osobnih datoteka na jedno mjesto, njihovo zajednicko koristenje s drugim korisnicima
i pristup s bilo kojeg uredaja povezanog s internetom.

/7.1 Pristup

+ &

Start new Outlook

= & » -

All apps

Forms Admin Stream

7.2 Instalacija

ocmEm =

OneDrive Word Excel PowerPoint

OneNote

SharePoint

OneDrive moZete preuzeti i na sljedecoj poveznici kao desktop ili mobilnu aplikaciju:

https://products.office.com/en-us/onedrive/download

7.3 Sinkronizacija

Za sinkroniziranje dokumenata odaberite Sync.

OneDrive

Teams

Class
Notebook

$ ®W P % T =

Sway

|5ear|:h everything
Mijo Pesic

B3 My files

-+ New ~ 7 Upload ~

Files

—
o Sync

email: informaticka.podrska@vvg.hr
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https://products.office.com/en-us/onedrive/download

Odaberite Open Microsoft OneDrive.

Open Microsoft OneDrive?

https:/Avwghr.sharepoint.com wants to open this application.

» Open Microsoft OneDrive

OnebDrive se sinkronizira kada je logo kao na slici:

ey

OneDrive se ne sinkronizira kada je logo kao na slici:

o

7.4 Spremanje dokumenata na racunalo

Za ustedu prostora i preuzimanje datoteka dok ih koristite odaberite OneDrive > Dodatne moguénosti («++) >
Settings

Open your OneDrive - Veleudilitte Velika Gorica folder
Open your Veleugiliste Velika Gorica folder

Settings

View online

Pause syncing e
Manage storage

Get help

Send feedback

Close Onelrive

[j .

Open folder View online Mare

1%16

.4.2020.

email: informaticka.podrska@vvg.hr
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Zatim odaberite Settings i oznacite Save space and download files as you use them te odaberite OK.

& Microsoft Onelirive

Settings p  Metwork Office

General

Notifications

Notify me when sync is auto-paused

Files On-Demand

Save space and download files as you use
More info

About

Start OneDrive automatically when I sign in to Windows
Automatically pause sync when this device is in battery saver mode

Automatically pause sync when this device is on a metered network

Display notifications when people share with me
Warn me before removing files from the doud

them

Cance

et
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8. Podrska

Sluzba za informatic¢ku podrsku:

e-mail: informaticka.podrska@vvg.hr
mob: 099 264 0216
VPN: 241
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