


CI°Ne-P 14D HY
AL709 A76C0 07
NGNS, ao9°l ¢



— __/ T

MONE AT héh I°IL D7

CATANLNT O TRC 921 AT AHALE PAVLT
AN T AGoINIA PP TMPIVTF D7 i PLH
10~

A9 T1NCORT OCE T T18ACNET i :
MeNCNS T TOC7 &7 18nC NG T
TANANCC12nCEAG T Anhh CavAANT7 TIAT 10



T mgncost ace

o ¢FALE QUGTT? LANSNLPTT L7°CHTT Aevi9&:
I ITMeINT  AWPT  hmPPoo-9° AL THAD
nNG17 ATmeTINT

L




MONC AT OCE ATINETC

PoLntA@ T PLI° -tk mAE OCLET T10Eav(;

NJ-C-+ (Start) 0-+77 N 724 “IH N7 aony

TE249°0 (Programs) ¢4 n°l'r o-0T 0976
Yo9m-H (-7 avse)7

PI2NC Gt wbhh (Microsoft Office) N4 P27m-H
(17 avsv)7y

P12nC 0% oCe (Microsoft Word) 9°0A7 074
C99@0H N7 avsry7



7 0,0 NG~
N7nGTad LA@D 163

r@wﬂ 3 s Documentl - Microsoft Werd —
| Insert  Page Layout  References  Maillings  Review  View  Add-ns L
Calibri (Body) Eu - :
| B R e e
(2 A A

E—E

| Page:1 Page:1ofl  Words:0@ <35  Insert |




o I'Elﬂhl'imﬂdj"_l
43_& X I v ke %, cu-.-,p] F

Za-mda ]

This is the text area.
- Vertical Scroll Bar

Horizontal Scroll Bar

o i P e




T PRAC ART AdO OCE MP,
av/lB8PT (Screen elements)

I B e L operet word - Mool Ward - = x
= Heme | Snsem Pwgelsyout  Refarencer  Masegs  Resew Ve : o
EL A | [Twwes MewRoman - 113 - BGEE - S - MEel 60 8 ; 2
5 | s armna o b mlw] | Aesbceo. A [*ﬂhfﬂf- i Sl
L J I#_ d" ‘-‘I-Jlkl..'.:.'-l : -:!!Lll‘ll Egid amd L Ha -"H"I'lTFlll 5 mﬂu_ :I o @
Chpboas T Fowrt = mgraply (f=0 mmewN =
(A ED D e i k s 3 " s ) ] ] [ ] H = - iriﬂL-_- T
= 2 - o & \
Menu bar R
Title bar
" Formattings tool bar
I_,_A-,_—-_z.—-“‘-—————“‘;lj' Text insertion mark
Wertical scroll bar
[ i
Horizontal scroll bar
|| tatus bar

Fags 11 11 woeasm 2077 | < EngEam ALEd | 0 T - -



Ay A A o A N A Ay A A o A AN A A A A A i AN AN A AN S e e
A A A Ay e e A A A A A A A T A A A A A A s S et

T enE AT hén N
M4 G PTLTS AP NCh-
o WNELPTT P LHID-




!J|Emnmedﬁagehllnher 1
Sgction 1

Page Mumber 1af 1l
wertical Page Positicn h

% | calibri (Body) -1 -]
a4 |I B osou e xow |
(= v 2

— = e -
Font . =

I

Lime Pdusmber 1
Lolurnn 1
Word Count 1]
SZpelling and Grammar Check o Errors
Languaacge

hl Spelling and Grammer C

Formatted Page #

Page # word Count] |nse

Sagriatures
mation kAdanagement Faolicy
Issigns
Tradk Changes
Caps Lok
| overype In
Selection btode
)vertype-Mode Mot R

V| xiew snomeus

hec

188232828

%

| Page:1 Pageslofl Words: 0 | 530 Imsert |

| P 1
' Zoom 164%
'« | Zoom slider




—=" = m
-

aoM+I”

MeNC AT hbh OCL ovhdo NaobmA
Insert $7LA®-7 074 “1@H (17 aosw)7

074 “90-H 047 WordArt ¢o9.00- AL hAh
NSLCT ®L T ¢HAfR PohG SHESTT
LRGN

nHI® PaolTi@m- SHLT AL N4 “1-H 017

agose),’y

NoodPmA NoolTi@m- BHE T AL'TF CLATID7
ALYl AdhG o916 ATTAAT::

=

ner | Pagelmout  Referswes  Malings  Review  View
AEEDR 1@ 3 3 Be ?ﬂ_,ﬂ‘
] DRV EEE] B % A E —R= S
Table | 2dwe Cio Srapes Srerat Chat Sceawnot Hypering Bookmerk Crosereference | eader Footer  Fage 7ot Quick Worddrt
¥ it = ki v v Humeerr | Eoxr Pater| v | G

A
ki

LLLLL

aaaaaaaaaaaaaa

M Otjec -



MEHE A haD A7TbouT (Save document)

MeNC NG hédoOl MCE avfidol AS PI°I0Ne-D.F Odé-
NTIOPao T 4.60 PoLAD.7 N9D.H D4~ N-HF gossyy

074 “Io-H 0F7 0 ah (Save As)  P9LA@-7
aven)’y

CI°GNTLITNTT N3 @LI° 6ALC AL (74 “1o-H
(7 avev)7y

AZ°GAPI° M@ 4-LA PHY° NPTL aoiq
0174 2901 07 O (Save) PoLA®-7 aven?



Sﬂﬁ.i;ﬂp}ﬂfﬁmm

Word Document

Q'.

Save the document in the default file

~ format,

Word Template

rlink Bookmark Cross-refi

Save the document as a template that can
be used to format future documents,

Word 97-2003 Document

==| Savea copy of the document that is fully

compatible with Word 97-2003,

Find add-ins for other file formats

Learn about add-ins to save to other
formats such-as PDF or XP5.

Other Formats

rlu\, Cpen the Save As dialog box to select from

all possible file types,

K Exit Wurd.

il Bl

| 2] Word Options




SRS BT ORI L I

Documentl - Micre

| Home [ Insert Page Layout References hailings Review View Foxit PDF
db Cut e I = =
| j TR ‘I'mh“rﬂﬂdﬂ il ARG =T I%E%I||I~-r—"==—w S| | 1&5%@.}:
op |
Fashe ; |B I U - abs x, X' Aa-~ B2+ g === "..‘-’T';" o | i T Mormal
= @ - + i:l ¢ This PC ¢ Documents » w | Search Documents 0 £ L &
Organi - Mew folder g2 - | 7]
sktop 2] Mame - Date modified Type Get help.
- _EI Documents . . )
= i j,.,. Any Video Conwverter Professional 27252076 12:35 AM File fol
Bt . Downloads i
T ; L Awatar 12/17/2015 3:09 PM File fol
W Music _ : _
- = | DewMobile 2r2T20168 1:23 AM File fol
= Pictures )
e . BEA Games 251852016 7:53 PM File fol
Bl Videos
- e P B >
File name: | Docl o |
Save as type | Waor ument L |
Authors:  hpp Tags: Add atag
] Sawe Thumbnar
=“§ Hide Folders Tools - | Sawve | | Cancel

420\ (19° 9734,



P e

BYONE MG héD OCE

Word Document)

1) N9ehE O hdh
PAGS T D7 A U6 T A"-1+9°
420 P7LA®. T NM0.H D¢ N7
agoeb),’y

N°2¢-
TéN.m-7
S INAY [
et ATTANT

T1mH N-+7
(lovse) )

Tt |
WWEE
LA ATUDIT

nz¢- T1™H N-+7 T

P07 Naoseyy 7-4+9°

OCE: @M'

New
7 Open
Save

&
B

Save As

Mewy

—~

7 Cpen
e
B sevez
= Print
: = o
i‘éf’ Prep >

: i [
=L Publish

i Close

(LI el W= i 1S e |

,,,,,

r|‘nt|ng

¥ operet word - Mic

Preview and print the document

& Quick Print
Send the document directly to the default

Print

Select a printer, number of copies, and
other printing options before printing.

printer without making changes.

Print Preview

Preview and make changes to pages before
printing.

Preview and print the document

r_' _ Print

Select a printer, number of copies, and
other printing options before printing.
& Quick Print
= Send the documen t directly to th default
printer without making change
= Print Preview

| ‘\:ﬂ Preview and make changes to pages before
printing.

[ 23 word options | | 2 Exit Word

r
[
1

Lo



1)

N760% 7132 0L (3 AL
N+ C290-H O+7 aveny7

0774 “9@0-H 017 New P9.A@-
AL Noaom$b9® L 17 Nov'L&
Folder ?79.A@-"7 avsm)’y
Né.mCr10- nA.0 6ONLC
PIHENIDT7 POI° N avAqe
AG9 Enter ?70.A®7 hh.NlL AL
agoeb),’y

Graphms Properties
Configure Switchable Graphics

View
Sort by
Refresh

Paste

Paste shortcut

Mext desktop background
Graphics Properties...
Graphics Options

Nlew

Screen resolution

Personalise

B B EE e

] | = |
F

Flalder

Shertcut

Microsoft Office Access 2007 Database
Bitrnap image

Contact

Micresoft Office Word Document
Journal Docurment

Micresoft Office Publisher Document
Text Document

A Microsoft Office Excel Worksheet




U1 PP AT PV hOAAG RHECTT T laPmPge
Pralm@7 XchG OF U&E P ORI° oY)\ TjarAM7T
O ANz



aoAn  PLATIDT 420 AL |
!
N5 eo9m-H N3 ooen? '

nN2¢ “1o-H 0-+7 Send to
CAD7 AL NoaomPbI® @dDL
17  Noole  ooghhlh AL

CADT ®MBI° LONIDT FAT |
Ng° N4 “1@<H aven,’?

Open with.., : =

Share with L

Send to b ﬁ Bluetooth device
g o

Cut 4, Compressed (zipped) folder

Gy ! Desktop (create shortcut)
| Documents

Create shortcut [E] Evernote

et {=]  Faxrecipient

sk _| Mail recipient

Properties o DVDRW Drive (F)

T -

Ly

4 Convert to POF in Fouit PhantomPDF

Open

Edit

Mew

Print

T-Zip b

Scan New Microsoft Office Word Document.docx




nsert Page Layout

. Referénces  Mailing

L}

“‘E&“E’ | e e e

Top:
Left:

Wide
Top:
Left:

_ Mimored
|| Top: 1- Bottom: 1°
Inside: 1.257 Outside:1”™

Office 2003 Default
Top: 1 Bottom: 1°
Left: 1257 Right: 1.25"

4 Bottom: 17
1T Right 1"

5T Bottom: 0.5
0.5" Right: 0.5°

A b Bottom: 1°
075" Right: 0.75°

1 Bottom: 1°
i Right: 2°

Custom Margins...

Legal
8.5 " x14"

A3

11.69" x 16.547

Ad
B.2F " x11.69™

AS
583" x8.27"

O L

B4 (JS)
10.12° x 14,337

B5 (JIS)
FTAT = 10.127

Japanese Postcard
3.94" x 5837

More Paper Sizes...




Tables and Pictures Insertion
Click here option Insert

y iﬂ 9+4)? djfferent types of pigtures,, o

e — , |
Design ~ Animations~ SideShow  Reviw  View  NtoPold  FoutReaderfOF  Fomat

Fitre Clip  Photo Shapes SmartArt Chart  Hyperlink Acion Tﬂt Header WordAr Datt Sde Symbol Objet Movie Sound
At Album= - Boe &Footer ~ &Time Number i

lustations Tet Media Clips

\ I

Drawing Tools

links

Click here option Drown
or Insert row & Columns

Click here option Drown
different types of Shapes



Qn;i;rt: Rows

Merge Cells

Di'strihp’@i: Rows Evenly
Distribute Columns Evenly

EBorders and Shading...
Text Directian...

Cell Alignment

AutoFit

Table Properties..,

i BB

Insert Columns to the Left
Insert Columns to the Right
Insert Rows Above

Insert Rows Below

Inzert Cells...




Table Styles

£ Shading~

Theme Colors | | —JI

Draw Eraser
H BEEREEN Table

rders e

I I I I I |Cllwe Green, ﬂxccentﬂ L|ghtercuﬂ°

Standard Colors
HE EEEEN

| Mo Color

i) | More Colors...







