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Do:lsiHulu Microsoft Word 2019 & 365

unf 1 IBUGUMSMNUGE Microsoft Word Get started with Microsoft Word

nmwsauyaliusiinsy Microsoft Word (Overview of Microsoft Word)

indasdoliugiunazHtndmsmnuyaiiusinsu (Fundamental Tools and User Inferface)

rUhdhwasiusiinsy

InuIngoI0adau (Quick Access Toolbar)

nisgaulaalnu Ribbon

uﬁ]uqcuauﬁﬁu‘]umuuouonms (Modify basic document properties)

GiriUsinsuluindoiiio Options (Customize options) 1
msdIA AutoCorrect Options 12
mRuammuiuionais (Configure language in document) 13
uni 2 asuasiamsriulonans Create and Manage Document 14
asionais (Create document) -15
i[Jaionais (Open document) 16
nisidalonas Word 16
nmisidalonas PDF 17
manunuinuiwan (Work with templates) 18
msasulNAMSNNINUILANRDTOEIE) 19
msinluinuiwan 21
msuuiinionasiduinuiwan 21
lgasionansiuyuuoicy 7 (Display different views of document) 23
yuLaIMSMNUINANS 23
{Huamsdu (Read Mode) 25
imipsakDoulud (Print Layout) 26
imiAsIBu (Web Layout) 26
1MS1I (Outline) 27
lluus1y (Draft) 28
fUsiinsudaedu (Immersive Reader) 29
msMHUaMsIAdouRyoIHoNaTs (Page Movement) 30
msligaudaulsznauyaIRthIBUIAU 30
MsgollazuegngHiIoNans 31
ms3omsnAuktiduvaiusinsy (Window) 33
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ufnia:daionais (Save and close document)

msuuinlwélonais Word Document Héolwaus:inndu

36
36

msdioonianansidulwa PDF Halwaus:inn3u

37

msmruamsuuiiniuudnus (Font) TUAulWE

39

msAauludionansidoinadadawaia

msdalonais

nJaduionas (Share document)

39
41
42

42

IvSlonansAuuuunatd

d3lwalonansiuulu Email

tniguooaulad (Present Online)

43
43

lwadaslu Blog (Post to Blog)

wuwionas (Print document)

IndounlugitinuIcg 1 melulonans (Navigate through document)

inuidau (Scroll Bar)

44
45
46
46

uuHsthdtnm (Navigation Pane)

1UA (6o To)

Aguosa (Keyboard)

unfA 3 AomsrAudonmuiiazgiorth Manage Characters and Paragraphs

Tanaznnludonu (Enter and Edit Text)

msladonnu (Enter)

msladonmumnlwadu (Import)

msidondondu (Select)

MsA0aoN MsAa 1a:N1s21399nU (Copy, Cut, and Paste)

msldnunaduasa (Clipboard)

mslgnudaAaisUiuu (Format Painter)

AUHIazINUAToAIU (Find and replace text)

msAurgon (Find)

msiinuiidonnu (Replace)

JsundisUiuuaadnus (Apply character formatting)

msusuidisUuudasnusivuiugulunduAmas Font

misusundisuiuudasnusiurting s Font

nmisUsudisUluuaadnusade Text Effects and Typography

45
47
48

49
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51
52
53
56
57
58
58
63
66
66
67
68
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msﬁJmmsUs‘u||dJ§U||Uuﬁoo“nusu"Jum|§'uﬁu (Set Default)

Msaums3omssulluunisua

Jsuidisunuugiosth (Apply paragraph formatting)

MSA0MSINUIYDIToANU (Alignment)

msiomsAus:g:i§ol (Indentation) 72
msAamss:e:H1Is:HIIUSsNa (Line Spacing) 74
Ms30Mss:=g:H1Is:HIIgoHUN (Paragraph Spacing) 75
msAamsnAuussAaliazaNuIHtT (Pagination) 76
msm:JmmsU§u||ngUuuus'JOHGwlﬁlumléuﬁu (Set Default) 77
Jsuiciiadosgos (Modify lists) 78
msiamsdcyanuadnaniiodosios (Bullet List) 79
msiamsaauiay (Numbering) 80
MSI0MSS1IMSHAES:AU (Multilevel List) 82
MnuAuInU (Create and work with tabs) 84
mstAmAUTHGUTonL 85
msaulRuRGIATS 86
Mmruana-iomsnualad (Apply and manage style) 87
misfénualod (Apply Style) 87
msadualodliy (New Style) 88
msusuiicialad (Modify Style) 89
msthinaladnnluadu 89
mstimmsiomsalod 90
unii 4 msdamsnAudoyadasmsi Structure Document with Tables 92
{niguadonudIsms1 (Present information in tables) 93
Msas1ms1 94
Jomsinsiadums1y (Manage table layout) 97
MSA0MSAENUAYDIMS 97
MsIBUHE0an 11N ASAUU llazaums 98
MSWaUIad MSIgNIzad lazMsignmst) 99
misususunamsuliwadsaluda 100
MISNS=NGYUNOYDIINIIIA:ADEUU 101
MSAIAIREIAUYLINOYDIITAE 102
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msAa2uIuIoANUIULEE 102

JomssUluumsy (Format table design) 103

msldalaalinums 103
msldaaidonalaalinumsu 104
msansuiuumsi 104
MS30NSAUYDUYDIMS1) 105
hmuﬁum?lOJL‘Joziouaua:ﬁbriziuummsu (Work with table functions) 106
msiBgIAAUTonNUIUMS 106
mMsm#NadauriavaIms 107
msldgasogunglumsi 108
unA 5 msunsno‘nqﬁumu?monms Add basic graphic elements 109
linsniia:3aMmssUmuw (Manage and format pictures) 10
Insnsunw (Insert pictures) 10
InsnsUmuwoaulal (Insert online pictures) M
|n§'0JGomS'iomsﬁU§Umw (Picture Tools) 12
nmisusundisunmuw (Adjust) 14
msusualaasumuw (Picture Styles) 19
misusuyuasumuw (Size) 120
INSNMWHKU1A0 (Insert screenshots and screen clippings) 123
INSNMWHKU139 (Insert screenshot) 123
INSNMSAUNMWUIEIUYDIHUAD (Screen Clipping) 123
lINsniia=3aMssus (Draw and modify shapes) 124
InsnsUs1i (Insert Shape) 124
INsnsU$13fu Drawing Canvas (Insert Shape into Drawing Canvas) 125
IndoJ0omsIomsAusUs$1I (Shape tools) 125
msiUasusU$ (Change Shape) 128
msiAluqasus (Edit Points) 128
msldalnalfinusus (Shape Styles) 129
msldalnalfinudonoulususs (WordArt Styles in Shape) 130
Insndoyanuadiazaums (Insert symbols and equations) 131
lInsndcyanuad (Insert symbols) 131
Insnaums (Insert equations) 132
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Insniia=3amsdnuysAald 11a:ndo3doA21U (Add WordArt and Text Box)

insndnusfiad (Insert WordArt)

lInsnnaadonnu (Insert Text box)

IuGIsnusIUGUIUITHY (Rdd a drop cap)

Jomstisuna:AcuauUiyoaan

(Manage graphic element position and properties) 139
dindidan (Position) 139
msaadonnu (Wrap Text) 140
Jodaudan (Bring Forward and Send Backward) 140
msdaud3an (Align) 141
uuHthddouRIdoN (Selection Pane) 142
Huudan (Rotate Object) 143
naduaudan (Flip Object) 143
ms3unauian (Group Object) 144

uni 6 msunsnaJﬁUs:nauﬁuzaJTumnms Add Advanced Word Elements 145
InsnHUUN (Insert Cover page) 146

Insnia=3amslonouna-iuiaa 3 08 (Add icons and 3D models) 147
Tonau (icons) 147
fuioa 3 06 (3D Models) 149

InsniazAams SmartArt (Manage and format SmartArt and diagrams) 153
nisiinsn SmartArt 153
indoJdjo SmartArt 154
mslanundumdiasunsiiin (Create Graphic) 155
msiUasuifinsl SmartArt 156
msldsumuwlu SmartArt AdgoildsUnuw 157
msiUagudsumuwiu SmartArt THIAUEYE) SmartArt 157
msilasualad SmartArt 158

insnmsidouieIHareiia (Add hyperlinks and External Link) 159
msiinsnMsiGoufeHae 0 159
mstAaziAlumsidouiasarena 162
msenianMsiGouieareta 163
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lInsnia:aams&suds:nouaddu (Work with Quick Parts)

msiinsnAcuauUfivalionais (Document Property)

nmsiinsniwadolyanSollad (Field)

msiinsniunazioa1d¥ou

msUuRniiazinsndonuaaiudd (AutoText)

ms3iamsiivuionais&isasy (Building Blocks)

uni 7 msiamsipsasionionals Organize Documents Layouts

163
163
165
166
167
168

170
171

liaauna:goudoyanuyadmsiasuiiuu (Show/Hide formatting paragraphs)

GifHthionans (Setup page)

172

yua (Size)

Ms21Iu2 (Orientation)

s=g:you (Margin)

Jasuuudonnuluraignodud (Structure text in columns)

msUsudonmnuIdunaauimusUIUUADoE)

msusudionuidunodudinuuMBuQIo]

Jonmisiona1sadsdinuiionals (Manage document sections using breaks)

MsIUHUNTHUGY8 Page Breaks Us:inn Page

MsIuUADAUUTHUAIY Page Breaks Us:inn Column

msIuMsandonnudoe Page Breaks Us:inn Text Wrapping

msiianaiskuuauaululaNaSIUIAIAIY Section Breaks Us:inn Next Page--------—----

MsiiNsnia=30Ms&urions:muiiazmens:au (Insert header and footer)

MISINSNHINS:0NY

MsINsSNMYNS:0NY

INsniiaz3aMsiayHun (Insert page number)

MsIiNsNIayHUN

msMmikidouyasrtinsniandaNHih3u

msiifiagrtiulonaisisargsUiluu

salpssasienansidurthAia:HtinA (Format document by odd and even pages)
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unfA 8 msUsuldiazmsaoniiuuionals Format Documents and Design

MKuasu (Apply theme)

SU (Theme)

yoalnd (Style Set)

SU& (Theme Color) 196
Suwoud (Theme Fonts) 197
s=g):H1Is:HIeloRUN (Paragraph Spacing) 200
Sulowiind (Theme Effects) 200
msaiAnduAisudu (Set as Default) 200
insnangin (Insert watermark) 201
msinsna1ethiAduil (Insert built-in watermark) 201
mstinsna1etndonnu (Insert text watermark) 201
msunsnawﬁwﬂdmw (Insert picture watermark) 203
msthareinoan (Remove watermark) 204
MHuaUiuHAIIa:oUNs:01y (Rdjust page color and borders) 205
MHUoAWUHaINS:U (Page Color) 205
MHuayouns:y (Page Borders) 208
JoMsiayussnalia-NMsiuIMAIuginiA (Manage line numbering and Hyphenation)-------------- 209
msldiauussnia (Insert line numbering) 209
MsGIAMMSIUIMAIEEAMIA (Setup hyphenation) 210
unAl 9 msdudimeluionas Manage References 21
lInsnazAamsaisucey (Insert and modify table of content) 212
msindsurasoifoumsiinsnasucy (Prepare heading style for table of content) —-------- 212
msiinsnansUcyRouH (Insert built-in table of content) 213
nmisinsnansucyliuumyuaiol (Insert custom table of contents) 214
misddinasUiuuyaiansucy (Update style of table of content) 215
mso‘UmnlﬁomummsUm (Update table of content) 216
Insniiaz3aoMmsmoasuiasumu (Insert figure captions) 217
nmisiinsnMasuigsUmuw/ms1i/aums (Insert figure/table/equation captions)------------ 217
mslinsnAosuIgoIAUs:NouSU 1 (Insert custom label caption) 218
ms3iomsaraumosuiesUmuw (Manage caption numbering) 219
INsnAAURUIdoNIA:s1I8MSTe) (Insert bookmarks and cross references) 220
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mMsINsNAIAUHUIAD (Insert bookmarks) 220

misinsnsiwmsies (Insert cross-reference) 221
lInsnia:3aMsaisucysumwnsomsiy (Insert and modify table of figures/tables) 222
INsnila:30MsIdIossniia:a1I3MeIdos (Insert footnote and endnotes) -223

nsiinsnidassn (Insert footnote) 223

msiinsndaimeidol (Insert endnote) 223

mStLTJmF]maUUﬁUOJIz'iJossnlla:51J5Jﬁ1£J|§0J (Manage footnote/endnote properties) ----- 224

msaduidIossniia:3133Meido) (Move fo footnote/endnote) 225

mstidiossniia:3133Meidos0on (Remove footnote /endnote) 225
INsniiaz30MsiikaidIdiia:usseaununsuy (Cite source and manage bibliographies) 226

msn:JmsuwluumséUéJ (Setup citation style) 226

MsIiNSNIH&191331 (Insert citation) 227

msiiAluIKaI5135) (Edit citation and manage Source) 228

Msiinsnusscuiunssu (Insert bibliography /reference/work cited) 228
naailadgdnsuionans (Display document information in fields) 229

msasudadiiuumuualol (Create custom fields) 229

msiinsn@ladAmHuaial (Add custom fields) 230
asuna:Aamsasd (Work with indexes) 231

msMHUaMEAACYEHSUAYBT (Mark entry) 231

MsinsnAad (Insert indexes) 232
uni 10 asaageulonansiiazMNUSIVAULEBU Review and Collaborate Document with Others —----- 233
MsasdadouIdIMugalionats (Review Document using Language Tools) 234

msasaagoumsa:namiiazloennsal (Spelling and grammar checking) 234

mstéingaitiomsivanu (Translation tools) 235
s:ytniHuiaziAludoymmsyaeindodisumsiinis (Locate and correct accessibility)------------- 236
INsniia=3amsdofaifiu (Insert and manage comments) 237

msiludofaifu (Add comments) 237

mstounaudoAaifiu (Reply to comments) 238

msidludoAaifiu (Resolve comments) 238

msaudioAalfiu (Delete comments) 239
damumsivdsundasvadionans (Mark up document with frack changes) 240

msidomsdamumsiasundas (Track changes) 240
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misasasdoumsiVasunlandamu (Review fracked changes)

msaous‘uua:dﬁ|asn15|U§8unUaJ (Accept and reject tracked changes)

msdoniia:Uandonmsaomumsivasunlal (Lock and unlock change tracking)

IUSsuineuna:sauionaisha1eya (Compare and combine multiple documents)

msiUsguinguionas (Compare documents)

Mssaulona1s (Combine documents) 244
Uoinuionas (Protect document) 245
msinamsinly (Restrict Editing) 245
msadaniona1stdgsHauu (Lock with Password) 246
msasuUauionais (Finalization) 248
nsoqaouqmauﬁﬁﬁ giluionans (Inspect advanced document properties) 249
szytniHuiaziAludoymAnuIAuld (Locate and correct compatibility issues) 250
unil 11 mnuduiRdaidetnucuunbodu Work with Developer Basic Tools 251
Jamsmnunfuinuicuun (Enable developer tab) 252
||nsn||a:5Jﬁwﬁan3UQU|ﬁom (Insert and configure content control) 253
MsiinsnAsAIUAUIGOH 253
Waldnunuinsfulonans (Enable macros in a documents) 254
samsnunuinsidodiu (Create and manage simple macro) 255
msasumanuins 255
mslanumanuinsiasudu 256
AnaoniuirslugiionansHiainuiwandu (Copy macro fo other documents or templates) ----------- 257
unA 12 1BUGUMSESAOHLIEIFEU Introduce to Mail Merge 258
MnunulaHUIRoU (Start mail merge process) 259

IBudiuagnargBauGInIASaIdoas IAaHEREURA:IUOoU

(Step-by-Step Mail Merge Wizard) 259
ms3oMmsujSu (Manage recipients) 264
ms3iomslladdoya (Match Fields) 264
asulonaisaaniiazualanHng (Create envelopes and labels) 265
MSa$1J30J30KLE 265
msasuthewin 266
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Inspection Results
Errors

> Missing alternative text (18)

> Image or object not inline (14)

Keep accessibility checker running
while | work

Additional Information v

Read more about making documents

accessible
Waord Options ? X

General - Make your document accessible to others =
Display The accessibility checker helps you find and fix content in your
Proofing document that may make it harder for people with disabilities

to consume your content. You can get to it from Review >
Save Check Accessibility. Office can remind you about accessibility

issues while you work by showing a reminder in the Status Bar.
Language

Ease of Access
Advanced
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Quick Access Toalbar

Add-ins

Keep accessibility checker running while | work

Feedback options

i ’Provide feedback with sound

Sound Scheme: | Modem ¥

v Provide feedback with animation
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InSaidoliuguna:Hihdmsimnuyoliusinsu (Fundamental

User Interface)

HU'IL'i'IJZJOJTUSIInSU
KU dumsMnuyasiusinsy Microsoft Word Us:naudagdauds:nousAcyaid
Inuingo3dodou (Quick Access Toolbar) aaidonmsiianisuuau (Ribbon Display Option)
golwa (File Name]I doUays (Account Name) t
[ Document1 - Word ] 'APAmRN KENGKANNA Iﬁ ' — x
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