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៣. ការដាក់ខលេទំព័រ (Inserting Page Number) .................................................................៣៣
៤. ការដាក់កាលទំព័រ និងខជ្ើងទំព័រ (Work with Headers and Footers) ................................៣៤
៥. ការស្សវងយល់ពី Section (Understanding Sections) ........................................................៣៥
៥.១ ការផ្ល
្ េ់ Section (Create Section breaks).................................................................៣៦
៥.២ ការបខងកើត្ Section ជ្ជមួយខលេទំព័រខផសងគ្ន
ន (Creating section with different page
number) ..........................................................................................................................៣៦
ហមហរៀនទី៥៖ ការណបងណចកសនលឹកការងារជាជួរឈរ (Formatting Fancy page)............................៣៨
១. ការបខងកើត្ជ្ួរឈរ (Creating Columns)..............................................................................៣៨
១.១ ការបខងកើត្ Column តាមរយៈ Column Gallery ...........................................................៣៨
១.២ ការបខងកើត្ Column ស្ដលម្ងនេំនួនខរេើន ...................................................................៣៨
២. ការផ្ល
ល ស់ប្ូរទំហំរបស់ Columns (Adjusting the Columns width) .......................................៣៩
៣. ការផ្ល
្ េ់ Columns (Forcing a Columns Break).................................................................៤០
៤. ការបស្នថមទំព័ររកប (Adding a Cover Page)......................................................................៤០
៥. ការបខងកើត្នផទខាងខរកាយ (Creating a Background)............................................................៤០
៥.១ ការដាក់ Watermark (Adding Watermark) ................................................................៤១
៥.២ ការដាក់ពណ្
៌ នផទខាងខរកាយ (Adding Background) ...................................................៤២
៥.៣ ការដាក់សុមជ្ុំវិញសនលឹកការងារ (Adding a Page Border)..........................................៤៤
ហមហរៀនទី៦៖ ការបហងកើតចាំែចហរៀង និងហលខហរៀង (Creating a bulleted or numbered list)..........៤៤
១. ការបខងកើត្តារាងខដាយសវ័យរបវត្តិ (Creating a List Automatically) ....................................៤៤
២. ការបខងកើត្េំណ្
ុ េខរៀង (Creating a bulleted list).................................................................៤៤
៣. ការបខងកើត្ខលេខរៀង (Creating a numbered list) ..............................................................៤៤
៤. ការខរបើេំណ្
ុ េខរៀង និងខលេខរៀងខផសងគ្ន
ន (Using a different bullet or number format) .....៤៥
ហមហរៀនទី៧៖ ការហរបើ AutoShape ...................................................................................................៤៦
១. ការគូររូបភាពងាយៗ (Drawing simple Objects)................................................................៤៦
១.១ ការគូរបនា
ទ ត្់រត្ង់ (Drawing straight lines)..................................................................៤៦
១.២ ការគូរេត្ុខកាណ្ស្កង, កាខរ៉េ, រងវង់ (Drawing rectangle, Squares and circles)............៤៧
២. ការបខងកើត្ Shape ខផសងៗខទៀត្ (Creating Other Shapes) ................................................៤៧
៣. ការដាក់នផទរបស់ Shapes (Setting the shapes fill).............................................................៤៨
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៣.១ការដាក់នផទរបស់ Object ខដាយខរបើ Solid color (Filling an object with a solid color) ...៤៨
៣.២ ការដាក់នផទរបស់ Object ខដាយខរបើ Picture (Filling an Object with a picture) ............៤៩
៣.៣ ការដាក់ពណ្
៌ េំរុុះខលើនផទរបស់ Object (Make the gradient)........................................៥១
៣.៤ ការដាក់នផទរបស់ Object ខដាយខរបើ Texture (Filling and Object with texture).............៥១
៣.៥ ការដាក់នផទរបស់ Object ខដាយខរបើ Pattern (Using a Pattern) ...................................៥២
៤. ការកំណ្ត្់ Shape Outline (Setting the Shape Outline)....................................................៥៣
៥. ការដាក់ Effect ខលើ Shape (Applying shape Effects)........................................................៥៣
៥.១ការដាក់ Preset ឲ្យរូប (Applying a Preset) ................................................................៥៣
៥.២ ការដាក់ស្សខម្ងល (Applying a Shadow)....................................................................៥៤
៥.៣ ការដាក់អកសរជ្ុះពនលឺ (Applying Glow)........................................................................៥៤
៥.៤ ការដាក់ឲ្យរូបភាពរពាលស្គម (Applying soft edges)...................................................៥៤
៥.៥ ការដាក់ឲ្យឆលុុះគ្ន
ន (Applying Reflection).......................................................................៥៥
៥.៦ ការដាក់ឲ្យ Object ផុស (Applying a bevel) ...............................................................៥៥
៥.៧ ការដាក់ 3-D Object (Adding 3-d Rotation) ...............................................................៥៦
ហមហរៀនទី៨៖ ការបញ្ចូល រ ូបភាព និង Clip Art (Inserting Pictures and Clip Art)..........................៥៧
១. ការដាក់រូបភាព (Inserting Pictures.).................................................................................៥៧
១.១ ការបញ្
ចូ ល Clip Art (Inserting Clip Art) .....................................................................៥៧
១.២ ការបញ្
ចូ លរូបផ្លពខដាយយកពី File (Inserting a Picture from a file)...........................៥៨
២. ការខរៀបេំជ្ជមួយរូបភាព (Playing with Pictures) ..............................................................៥៨
២.១ ការកំណ្ត្់ទំហំ និងការបរងួមរូប (Sizing and stretching a picture).............................៥៩
២.២ ការ Crop រូបភាព (Creating a picture) ......................................................................៥៩
៣. ការដាក់ Style ខលើរូបភាព (Adding Style to Pictures)........................................................៦១
៣.១ ការដាក់សុមខលើរូបភាព (Applying a picture border) .................................................៦១
៣.២ ការដាក់ Effect ខលើរូបភាព (Applying Picture Effects) ..............................................៦២
៣.៣ ការបំស្លងរូបភាពខៅជ្ជ SmartArt (Convert a picture to SmartArt) ........................៦៣
៤. ការស្កត្រមូវពណ្
៌ របស់រូបភាព (Adjusting the Color) .........................................................៦៤
៥. ការកំណ្ត្់ទីតាំងអត្ថបទជ្ុំវិញរូបភាព (Wrapping Text around a Picture) ៦៥
ហមហរៀនទី៩៖ ការបហងកើតរកាេវិក និងដ្យារកាម (Creating charts and Diagrams)........................៦៧
១. ការស្សវងយល់ពី រកាហវិក (Understanding Charts)............................................................៦៧
២. ការដាក់រកាហវិកខៅកនុងឯកសារ (Adding a chart to a Document) ....................................៦៧
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៣. ការប្ូររបខភទរកាហវិ (Changing Chart Type)....................................................................៦៨
៤. ការខរៀបេំទិននន័យរបស់រកាហវិក (Working with Chart Data)..............................................៦៨
៤.១ ការផ្ល
ល ស់ប្ូរជ្ួរខដក និងជ្ួរឈរ (Switching rows and columns) ..................................៦៨
៤.២ ការស្កស្របទិននន័យ (Editing the source data) .............................................................៦៨
៥. ការផ្ល
ល ស់ប្ូររទង់រទាយរបស់រកាហវិក (Changing the chart layout) .....................................៦៩
៦. ការផ្ល
ល ស់ប្ូរ Style របស់រកាហវិក (Changing the Chart style) ............................................៧០
៧. ការខរបើរាស់ Layout tab ខដើមបីខធវើការស្កលមអរកាហវិក (Using the Layout Tab to Embellish
Chart) ..................................................................................................................................៧១
៧.១ ការខរបើ Insert Group (The Insert group)..................................................................៧១
៧.២ ការខរបើ Label (The Labels group) ...........................................................................៧១
៧.៣ ការខរបើ Axes (The Axes Group)..............................................................................៧២
៧.៤ ការខរបើ Background Group (The Background group)..............................................៧២
៨. ការស្សវងយល់ពី SmartArt (Understanding SmartArt)......................................................៧២
៩. ការបខងកើត្ SmartArt ដារកាម (Create SmartArt Diagram) ..............................................៧២
១០. ការស្កត្រមូវ SmartArt ដារកាម (Tweaking a SmartArt Diagram).................................៧៣
១១. ការខរៀបេំជ្ជមួយ រេនាសមព័នធ (Working with Organization Charts) ...............................៧៤
១១.១ ការដាក់របអប់ឲ្យ Chart (Adding a box to a chart) .................................................៧៥
១១.២ ការលុបរបអប់របស់ Chart (Deleting Chart Boxes) ................................................៧៦
១១.៣ ការផលស់ប្ូរទរមង់ Organization Chart (Changing the Organization Chart Layout).៧៥
ជាំពូក៣
ហមរហរៀនទី១០៖ ហធវើការជាមួយតារាង (Work with Table) ............................................................៧៧
១. ការស្សវងយល់ និងការបខងកើត្តារាង (Understanding and Creating Tables).......................៧៧
១.១ រខបៀបបខងកើត្តារាងខដាយខរបើ Table បូត្ុង(Creating a Table by Using the Table Button)
....................................................................................................................................... ៧៧
១.២ បខងកើត្តារាងខដាយខរបើ Insert Table command (Using the Insert Table Command) .៧៨
២. ការខរបើ Table Tools tab (Using Table tools tabs) ...........................................................៧៩
៣. ការស្កត្រមូវតារាង (Edit Tables) ......................................................................................៨២
៣.១ ការផ្ល
ល ស់ប្ូរទីតាំង និង Select ខៅកនុង Table (Moving and Selecting in Tables).........៨២
៣.២ ការបស្នថមជ្ួរខដក និងជ្ួរឈរ (Adding Rows and Columns) ......................................៨២
៣.៣ ការបស្នថម Cells (Inserting Cells) ............................................................................៨៣
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៣.៤ ការលុប Cells (Deleting Cells) ................................................................................៨៣
៣.៥ ការលុបជ្ួរខដក, ជ្ួរឈរ និងតារាង (Deleting Rows, Columns and Tables)................៨៤
៣.៦ ការរំលាយ Cells ខរេើនបញ្
ចូ លគ្ន
ន ជ្ជ Cell ស្ត្មួយ (Merge Cells) ................................៨៤
៣.៧ ការបំស្បក Cell មួយខៅជ្ជ Cell ខរេើន (Split Cells) ....................................................៨៥
៣.៨ ការបំស្បកតារាងជ្ជពីរខផសងគ្ន
ន (Split Tables) .............................................................៨៦
៣.៩ ការកំណ្ត្់ជ្ួរខដក និងជ្ួរឈរឲ្យម្ងនរបស្វងខសមើគ្ន
ន (Distributing Row and Column) ...៨៧
៣.១០ ការត្រមឹមអកសរខៅកនុង Cell (Cell Alignment) .........................................................៨៧
៣.១១ ការកំណ្ត្់ទិសខៅអកសរខៅកនុងតារាង (Text Direction) ..........................................៨៩
៣.១២ ការផ្ល
ល ស់ប្ូរពីតារាងមកជ្ជអត្ថបទធមមតាវិញ (Converting Table to Text) .................៩០
៣.១៣ រខបៀបបំស្លងអកសរខៅជ្ជតារាង (Convert Text to Table) .......................................៩១
៣.១៤ ការត្ខរមៀបទិននន័យកនុងតារាង (Sort Table) ...........................................................៩៣
៣.១៥ ការកំណ្ត្់ទីតាំងតារាងខធៀបនឹងសនលឹកការងារ ........................................................៩៤
៤. ការខរបើ Tab កនុងតារាង (Using Tab in a Table).................................................................៩៧
៥. ការដាក់ Style ឲ្យតារាង (Using Table Styles)...................................................................៩៧
៦. ការដាក់កាលតារាងឲ្យម្ងនរគបទំព័រ (Designating Header Rows That repeat from page to
page) ...................................................................................................................................៩៧
៧. ការខរបើរាស់រូបមនតគណ្នាកនុងតារាង (Using Table Formula) .........................................៩៨
ហមហរៀនទី១១៖ ការបញ្ចូលបណនថមហផេងៗហទៀតហលើអតថបទ (Other things insert into document)
.....................................................................................................................................................១០០
១. ការដាក់អកសរធំខដើមកថាេ័ណ្
ឌ (Inserting a Drop Cap) ...................................................១០០
២. ការដាក់និមិត្តសញ្ញ
ា (Inserting a Symbol) ......................................................................១០១
៣. ការខរបើរាស់សមីការ (Using an Equation) ..................................................................១០៣
ហមហរៀនទី១២៖ ហធវើការជាមួយ Macro .........................................................................................១០៤
១. រខបៀបបខងកើត្ Macro (Create Macro) .............................................................................១០៤
២. រខបៀបលុប Macro (Deleting Macro) .............................................................................១០៧
ហមហរៀនទិ១៣៖ ការហរបើរាស់ Mail Merge....................................................................................១០៨
១. ការស្សវងយល់ពី Mail Merge (Understanding Mail Merge).............................................១០៨
២. ការខាុះពុមព Envelope និង Labels .................................................................................១០៨
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២.១ ការខាុះពុមពខលើខស្សាមសំបុរត្ (Printing an Envelope) ............................................១០៨
២.២ ការខាុះពុមពជ្ជ Label (Printing Labels) ..................................................................១១១
៣. ការខរបើរាស់ Mail Merge ខដាយ Wizard (Using the Mail Merge Wizard).....................១១៥
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ĄȍŠǸÝɇ
Ȇ
ȆŪ
ŪȆ
ȆŸ
ŸȄ
Ȅō
ōŃ
Ńǩǩɇ
ɇ: àŸȇĴŐȍŠǩÝŪūƂǤňǩ Microsoft Word 2010
1- ȆĹǿ MS Word ćƨƃǩ? (What is MS Word?)
Microsoft Word ƺȲɊƗɎ ɩɄɪɊɯɋɴȼɍɆɳȶžɪɁɳɓɪȶɳƽɋƙȲȩɊɒɼɭɅ Microsoft ɅɩȶǋɅȹɸǆȻɡȲɳɃɑƴȶ
ɴɇƒȲɑɌɳɑɌɔɁƏɆɃ ɳɄƛɪɍɩȳɩɁǒ
ƒ Ɋɳɇƞȶʉ ɑɌɳɑɌɌǇɋƳɌɀ
ɿ ɆɳȶžɪɁǂǍȶƳɌƷɌ ƽȲɽɆȥƃɮ ɍɌɮɆǊɈ Ʌɩȶ
ǕȷɳɄƛɪƳɌɌȷǆƺɁɯɔȲƞɌƹ
ƚ ȲɽǇɅɳɃȢɁɇȶ ɳɒɪɋǋɅɊɭȳƷɌɴȼɍɍơƙɆɳɑɪɌɌɆɑɽȲɊƗɎ ɩɄɪɳɅɹ ȴɬƳɌɳɌȢɆȷɸɔɁƏ
ɆɃ ƺɈɩɳɑɑɑƙǋɆɽƳɌƷɌɴɇƒȲɌȼƊǇɍ ʆ
2- ŸȆŒȄŒȆŒǿÝÝŪūƂǤňǩ (Starting Microsoft Word)
ȷɭȷɳɍɪStart ɆɼɮɁɭȶ
ȷɭȷɳɍɪ All Programs
(ɳɈɍɴȼɍɳɋɪȶȷɭȷɳɍɪ All Programs ɳǆɹǏɆƎɮɌɈɪ All Programs ɳǵƺ Back Ɏ ɩȻ)
ȷɭȷɳɍɪ Microsoft Office
ȷɭȷɳɍɪ Microsoft Word 2010
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3- àŸȇƕƃõůŽșŠǩȈśńŪǵâŸŒƕș MS Word (Understanding the User Interface)
Qu
ui
ic
ck
k A
Ac
cc
ce
es
ss
s T
To
oo
ol
lb
ba
ar
r :ɇƐɭȲɅɮɎ Shortcut ɊɯɋȷɸɅɯɅɴȼɍɳƙɆɪƙǇɑɽƺȻɫȲƼɆɽȼɮȷƺɺ Save, Undo,
Redo, œʆɍʆ
R
Ri
ib
bb
bo
on
n : Ɇǁ
Ǝ ɊɭȳƷɌɵɅ Menu Bar Ʌɩȶ Toolbar ɇƎɍɽɅɮɎ Tab ɴȼɍɇƐɭȲɅɮɎ Button,
List Ʌɩȶ Command ʆ
- H
Ho
om
me
e : ɇƐɭȲɅɮɎɊɭȳƷɌɳƙɆɪƙǇɑɽǄȲɽɃȶɳǵɅɫȶƳɌǏɋɁɯɔȲƞɌ ȼɮȷƺƳɌǈ
ƚ ɑɽɆƎɮɌɊɻɮɁ
Ƀɸɒɸ Ɉɀ
ɾ ƳɌȲɸɀɁɽɔȲƞɌȼɩɁ ɳƙɃɁ ɅɩȶƳɌɂɁȷɸɍȶ ɞƳɁɽƺɳȼɪɊ ʆ
- I
In
ns
se
er
rt
t : ɑƙǋɆɽƽȲɽɆȥƃɮ ɍɅɮɎɌɮɆǊɈɳɇƞȶʉ ɳǵȲƒɭȶɡȲǒɌ ȲɸɀɁɽȲǙɍɃɸɈʂɌ Ʌɩȶɳȹɪȶ
ɃɸɈʂɌ ɌɯɊǄɸȶƳɌƽȲɽɆȥƃɮ ɍɅɮɎɁɯɔȲƞɌƹ
ƚ Ȳɽ ʆ
- P
Pa
ag
ge
e L
La
ay
yo
ou
ut
t : ɳƙɆɪɑƙǋɆɽȲɸɀɁɽɃɸɌȶɽ ɅɩȶƙɆɳɉɃƙȲƽɑ ɴȼɍƙɁȪɎɋȲɊȲɳɄƛɪƳɌɳɌȢɆȷɸ
ɔɁƏɆɃ ʆ
- R
Re
ef
fe
er
re
en
nc
ce
es
s : ȴɬƺ Tab ɊɯɋɴȼɍǄȲɽɃȶɅɫȶƳɌƽȲɽɡȲǒɌɳǌȶ ɅɩȶƳɌȲɸɀɁɽȷɸǁɸ
ɳǷɴɇƒȲƴȶɳƙƳɊɵɅɑɅƚɫȲƳɌƷɌ ʆ
- M
Ma
ai
il
li
in
ng
gs
s : ɳƙɆɪɑƙǋɆɽǆɸɃɩɅƒɅʂɋɈɪȲɊƗɎ ɩɄɪɳɇƞȶʉɊȲɆƷ
Ɵ Ȼ ɳǷȲƒɭȶɑɅƚɫȲƳɌƷɌ ʆ
əǄɒɌɀ
ɿ ɺ ǄȻɃɩɅƒɅʂɋɈɪȲɊƗɎ ɩɄɪ Microsoft Excel ɊȲɳƙɆɪȲƒɭȶȲɊƗɎ ɩɄɪ
Microsoft Word ʆ
- R
Re
ev
vi
ie
ew
w : ɑƙǋɆɽɳɄƛɪƳɌƙɁȫɁɈɩɅɩɁƘɳǵɳɍɪǉȲƘɴȼɍǇɅǏɋɆȥƃɮ ɍɳǵȲƒɭȶɑɅƚɫȲƳɌƷɌ
(Spelling and Grammar) ƙɈɊǄɸȶǕȷɳɄƛɪƳɌɴȲɁƙɊȪɎɳǵɳɍɪɳɎɋǚȲɌɀ
ɿ ʆ
- V
Vi
ie
ew
w : ɳƙɆɪɑƙǋɆɽɳɆɪȲɆƷ
Ɵ ȻǍɍɽȷɸɅɭȷɳɇƞȶʉɴȼɍǋɅɳǷȲƒɭȶǈ
Ɛ ɸȶ Word 2010 ȼɮȷ
ƺƳɌɆƷ
Ɵ ȻɴȳƞɆǆ
Ɛ ɁɽȹɭɸɎ ɩȻɑɅƚɫȲƳɌƷɌ ɞƳɌɈƙȶɪȲɆƙȶȫɊ ƳɌɆƷ
Ɵ ȻɑɅƚɫȲ
ƳɌƷɌƺɳȼɪɊʆ
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Te
ex
xt
t B
Bo
ou
un
nd
da
ar
ri
ie
es
s : ƺȴɸɅɮɑɴȼɍɆƷ
Ɵ ȻɈɪɃɪǂɸȶɵɅȷɳǆ
ƚ ɹɑɅƚɫȲƳɌƷɌɳɄȢɆɳǵɅɫȶɁɯɔȲƞɌ ʆ Ǎɍɽ
ɔȲƞɌɴȼɍǇɅǏɋɆȥƃɮ ɍƙɁȪɎɑƏɩɁɳǷȲƒɭȶȴɸɅɮɑɳɅɹ ɳɒɪɋɳɋɪȶǕȷȲɸɀɁɽ
ǇɅǂɊɌɋɺ Page Setup ʆ
D
Do
oc
cu
um
me
en
nt
t A
Ar
re
ea
a : ƺȲɴɅƚȶɑɸǍɆɽɳǕɋɔƒȲɳƙɆɪƙǇɑɽɳɄƛɪƳɌɳɌȢɆȷɸɔɁƏɆɃ ʆ
R
Ru
ul
le
er
r : ɑƙǋɆɽɆƷ
Ɵ ȻɌƷ
ƛ ɑɽƙɆɴɎȶƺȲɽǎȲɽɵɅɑɅƚɫȲƳɌƷɌ ǄɸȶƙɆɴɎȶɆȥƆɌ Ʌɩȶ
ƙɆɴɎȶɳɇƎȲ ʆ
Sc
cr
ro
ol
ll
lb
ba
ar
r : ɳƙɆɪɑƙǋɆɽǄȻɳǵɳȸƛȶ Ʌɩȶɳǵǒ
Ǝ ɸɳȼɪɊƓɪɆƷ
Ɵ ȻɈɪɑɅƚɫȲƳɌƷɌɴȼɍɳɋɪȶɳɄƛɪ
ƳɌɈƙȶɪȲɄɸƺȶǈ
Ɛ ɸȶȲɊƗɎ ɩɄɪ ʆ Scrollbar ƙɁȪɎǇɅɴȷȲɳȷȻƺɈɪɌȴɬ Horizontal
Scrollbar ɑƙǋɆɽǄȻɳǵɳȸƛȶɳǵǒ
Ǝ ɸ Ʌɩȶ Vertical Scrollbar ɑƙǋɆɽǄȻ
ɳɓɪȶɳɍɪ ɅɩȶȷɭɹɳƙƳɊ ʆ
E
Ex
xi
it
t : ɑɸǍɆɽƸȲɳȷȻɈɪȲɊƗɎ ɩɄɪMicrosoft Word 2010 ʆ
M
Ma
ax
xi
im
mi
iz
ze
e/
/R
Re
es
st
to
or
re
e : ɑɸǍɆɽɈƙȶɪȲɃɸɒɸɌɆɑɽǈ
Ɛ ɸȶȲɊƗɎ ɩɄɪ Microsoft Word 2010 ʆ
M
Mi
in
ni
im
mi
iz
ze
e : ɆƙȶȫȻǈ
Ɛ ɸȶȲɊƗɎ ɩɄɪɳǵƺ Bar ɳǷɳɍɪ Windows Taskbar ʆ
S
St
ta
at
tu
us
se
e B
Ba
ar
r : ȴɬƺɌǇɊɯɋɴɇƒȲƴȶɳƙƳɊɵɅǈ
Ɛ ɸȶȲɊƗɎ ɩɄɪ ɴȼɍɆƷ
Ɵ ȻɈɁɾǋɅɊɯɋȷɸɅɯɅȼɮȷƺ
ȷɸɅɯɅɃɸɈʂɌ ɳɍȳɃɸɈʂɌɴȼɍɳɋɪȶȲɸɈɭȶɳɄƛɪƳɌ ƳɌǍɆɽȷɸɅɯɅǉȲƘɴȼɍǇɅǏɋ
Ɇȥƃɮ ɍɌɯɊǄɸȶɊɭȳƷɌɈƙȶɪȲɆƙȶȫɊɑɅƚɫȲƳɌƷɌ ʆ
Zo
oo
om
m C
Co
on
nt
tr
ro
ol
l : ɑɸǍɆɽɆƙȶɪȲɆƙȶȫɊǈ
Ɛ ɸȶȲɩȷƃƳɌƷɌ ʆ
Vi
ie
ew
w L
La
ay
yo
ou
ut
t : ɑɸǍɆɽɳɄƛɪƳɌɆƷ
Ɵ ȻɔɁƏɆɃɌɆɑɽɳɋɪȶǂɊɌɮɆǍȶɌɆɑɽ View ɅɪɊɯɋʉ ʆ
4- àŸȇƕƃõůŽșŠǩ Backstage View
ɳǷɳɈɍɴȼɍɳɋɪȶȷɭȷɳɍɪ File Tab ɳǆɹ Microsoft Word ɅɫȶɆƷ
Ɵ Ȼǈ
Ɛ ɸȶɊɯɋɴȼɍǋɅɳƻ
Ɨ ɹǃ
Backstage View ʆ
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Backstage View ɆƷ
Ɵ ȻɈʂɁɾǋɅɔɸɈɪ Document ɴȼɍɳɋɪȶȲɸɈɭȶɑƏɩɁɳǷ ɅɩȶǋɅ Menu ɳǷƴȶɳȸƛȶɵȼ
ɳȄǃ File Menu ɴȼɍɇƎɍɽɅɮɎƳɌƷɌƺɊɯɋ File ȼɮȷƺ Save, Open, Print ɅɩȶɴȲɴƙɆɌɮɆǍȶɌɆɑɽȲɊƗɎ ɩɄɪƺ
ɳȼɪɊ ʆ ɳȼɪɊƓɪƸȲɳȷȻɈɪ Backstage View ɳɋɪȶƙƵɅɽɴɁȷɭȷɳɍɪ Tab ɳɇƞȶɳɃȢɁƺƳɌɳƙɑȷ ʆ
ɳǷɳɍɪ File Menu ǋɅȼɮȷƺɺ
- S
Sa
av
ve
e : Save ɅɮɎ Document ɴȼɍɳɋɪȶȲɸɈɭȶɳɄƛɪƳɌ ʆ
- S
Sa
av
ve
e A
As
s : Save ɅɮɎ Document ɴȼɍɳɋɪȶȲɸɈɭȶɳɄƛɪƳɌƺɂƗɪ ɳƽɋƽȲɽɳƻ
Ɨ ɹ
ɞɃɪǂɸȶɂƗɪƙɆɑɩɅɳɆɪ File ǇɅ Save ɈɪɊɭɅɌɯȷɊƎȶɳɒɪɋ ʆ
- O
Op
pe
en
n : ɆƷ
Ɵ Ȼ Open dialog box ɳǕɋɳɋɪȶɳƙȹɪɑɳɌ ɪɑ File ɴȼɍȷȶɽɳɆɪȲ ʆ
- C
Cl
lo
os
se
e : ɆɩɃ Document ɴȼɍɳɋɪȶȲɸɈɭȶɳɄƛɪƳɌ ʆ
- I
In
nf
fo
o : ɆƷ
Ɵ ȻɈʂɁɾǋɅɈɪ Document ɴȼɍɳɋɪȶȲɸɈɭȶɳɄƛɪƳɌ ɌɯɊɆȥƃɮ ɍǄɸȶ
Propertiesʆ ɳɒɪɋǕȷȲɸɅɁɽ Permissions, Sharing, Ʌɩȶ Versions ʆ
- R
Re
ec
ce
en
nt
t : ɆƷ
Ɵ Ȼɳƻ
Ɨ ɹɵɅ Document ɴȼɍɳɋɪȶǇɅɳɆɪȲ ʆ ǏǋɅǊɈɌɒʂɑ
ȲƒɭȶƳɌɳɆɪȲ File ɳɓɪȶɎ ɩȻɊƎȶɳɃȢɁ ʆ
- N
Ne
ew
w : Ǎɋɳƻ
Ɨ ɹɵɅ Templates ɴȼɍǋɅƙǒɆɽɑɸǍɆɽɆɳȶžɪɁ Document ɂƗɪ ʆ
- P
Pr
ri
in
nt
t : ɇƎɍɽɅɮɎȹɸɳɌ ɪɑȲƒɭȶƳɌɳǇɹɈɭɊƕ ȼɮȷƺȲɸɅɁɽɃɸɈʂɌ, ɳƙȹɪɑɳɌ ɪɑǋ
ɻ ɑɭɪɅɳǇɹɈɭɊƕ
(Printer), ȲʁȼɮȷƺƳɌȲɸɅɁɽɈɀ
ɾ ƺɳȼɪɊ ʆ
- S
Sa
av
ve
e
S
Se
en
nd
d : ɑɸǍɆɽɴȷȲƸɋ Document ǂɊɌɋɺ e-mail ɞǋ
ɻ ɑɭɪɅ Fax,
ǈ
ƚ ɑɽɆƎɮɌ ƙɆɳɉɃ Document, ɆɳȶžɪɁ PDF Ʌɩȶ XPS File, ɇǜɋ Ʌɩȶ
ɳɎȷȳƃɆɽ Document
- H
He
el
lp
p : ɳɆɪȲ List ɵɅ Help options ɴȼɍǋɅȼɮȷƺ Link ɳǵ word help files,
Online resources Ʌɩȶ updates ʆ
- O
Op
pt
ti
io
on
ns
s : ȷɭȷɃɪɳɅɹɳȼɪɊƓɪɆƷ
Ɵ Ȼ dialog box ɴȼɍǕȷɳǕɋɔƒȲɴȲɴƙɆɌɮɆǍȶ
(Interface)ƙɈɊǄɸȶ Options ɊɯɋȷɸɅɯɅɳɃȢɁɌɆɑɽ Word ʆ
- E
Ex
xi
it
t : ȷɭȷɃɪɳɅɹɳȼɪɊƓɪƸȲɳȷȻɈɪȲɊƗɎ ɪɄɪ Word ʆ
5- àŸŒȆõÞǿĹǑÝƘŸľūǩ (Create New Document)
- ȷɭȷɳɍɪFile tab
- ȷɭȷɳɍɪ New
- Ɇǆ
Ɛ ɆɽɊȲȷɭȷɳɍɪ Blank Document
- ɌɯȷȷɭȷɳɍɪCreate
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6- ŸȆŒȄŒņĒůÝǑÝƘŸŠǩÝŪūƂǤňǩȆśƖõ (Importing Document)
- ȷɭȷɳɍɪFile tab
- Ɍɯȷȷɭȷɳɍɪ Open
- ɆƎɮɌ File Type ɳǵƺAll Files
- ȷɭȷɳɍɪFile ɴȼɍȷȶɽǇɅ
- ȷɭȷɳɍɪOpen
 


	15. www.beltei.edu.kh 
ƂǤŃųƘ
Ŀ ō  ȇŒȗŽňǩ ƨōĺŸćĹǣ
6 Microsoft Word 2010
7- ŸȆŒȄŒŸÝƙŃǵÝǑÝƘŸ (Saving)
- ȷɭȷɳɍɪ File tab
- Ɍɯȷȷɭȷɳɍɪ Save As
Ɇǆ
Ɛ ɆɽɊȲ Dialog box Save As ɆƷ
Ɵ ȻȼɮȷɌɮɆƴȶɳƙƳɊɺ
- ɳƙȹɪɑɳɌ ɪɑɃɪǂɸȶɴȼɍƙɁȪɎɇƐɭȲɡȲǒɌ Ex: C:, D: %FTLUPQœ
- File name : ɑƙǋɆɽƽȲɽɳƻ
Ɨ ɹɡȲǒɌ Ex: Microsoft Office Word 2010 Document
- ȷɭȷɳɍɪSave ɆɼɮɁɭȶ
8- ŸȆŒȄŒğÝșȆŽâƕŭ
ö ĹșȆŽǿǑÝƘŸ (Document Password)
- ȷɭȷɳɍɪ File Tab
- ȷɭȷɳɍɪ Save As
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Ɇǆ
Ɛ ɆɽɊȲ Dialog box Save As ɆƷ
Ɵ ȻȼɮȷɌɮɆƴȶɳƙƳɊɺ
- ȷɭȷɳɍɪ Tools
- ȷɭȷɳɍɪ General Option
- Ǐɋɳɍȳɑǋ
Ƃ ɁɽɳǷȲƒɭȶƙɆɔɆɽ Password to open əǄɒɌɀ
ɿ ɺ 123456
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- ȷɭȷ OK
- Ɇǆ
Ɛ ɆɽɊȲǈ
Ɛ ɸȶɂƗɪɊɯɋɳɃȢɁǇɅɆƷ
Ɵ Ȼ ɁɸɌɮɎɳǕɋɳɋɪȶǏɋɳɍȳɑǋ
Ƃ ɁɽȼɴȼɍɊƎȶɳɃȢɁ
- Ǐɋɳɍȳɑǋ
Ƃ ɁɽȼɴȼɍɊƎȶɳɃȢɁȲƒɭȶƙɆɔɆɽ Reenter password to open
- ȷɭȷ OK
- ȷɭȷ Save
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9- ŸȆŒȄŒŒǣŃǑÝƘŸ ōǣõýÝȆúĒŠǩÝŪūƂǤňǩ (Closing Document and Exit Application)
+ Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
ɆɆ
ɆɩɩɃ
Ƀɡ
ɡȲ
Ȳǒ
ǒɌ
Ɍ (
(C
Cl
lo
os
si
in
ng
g D
Do
oc
cu
um
me
en
nt
t)
)
- ȷɭȷɳɍɪ File Æ Close
- ɞȷɭȷɳɍɪ Keyboard (Ctrl + W)
ƳɌɆɩɃɡȲǒɌɳɅɹ ƙɆɑɩɅɳɆɪɳɋɪȶɈɭɸǄɅɽǇɅ Save ɳǆɹȲɊƗɎ ɩɄɪɅɫȶɑɯɌɆȦ
ƅ ȲɽǃɳɁɪɳɋɪȶȷȶɽ Save
ɡȲǒɌɃɭȲ ɞɔɁɽ ʆ
- ȷɭȷ Save : ɳȼɪɊƓɪɳɄƛɪƳɌɌȲǜɌɃɭȲɡȲǒɌɌɆɑɽɳɋɪȶ
- ȷɭȷ %PO¨U4BWF : ǋɅɅʂɋǃɆɩɃɑɅƚɫȲȲɩȷƃƳɌɳƽɋɈɭɸƸɸǇȷɽɌȲǜɃɭȲ
- ȷɭȷ Cancel : ɊɩɅɳɄƛɪɔƛɪǄɸȶɔɑɽ
+ Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
ɆƸ
ƸȲ
Ȳɳ
ɳȷ
ȷȻ
ȻɈ
ɈɪɪȲ
ȲɊ
ɊƗƗɎ
Ɏ ɩɩɄ
Ʉɪɪ (
(E
Ex
xi
it
t A
Ap
pp
pl
li
ic
ca
at
ti
io
on
n)
)
ǋɅɎ ɩɄɪƺɳƙȷɪɅȲƒɭȶƳɌɆɩɃȲɊƗɎ ɩɄɪ Microsoft Word 2010 ɆɻɭɴɅƎȲǂ
Ǝ ȷɸɆȶɊɭɅɅɫȶƸȲɳȷȻɈɪȲɊƗɎ ɩɄɪ ɳɋɪȶ
ƙɁȪɎȼɫȶǃɳɁɪɡȲǒɌɴȼɍɳɋɪȶȲɸɈɭȶɳɄƛɪƳɌɳǆɹǇɅɌȲǜɃɭȲɳɒɪɋɞɳǷ? ɳȼɪɊƓɪɳȹȢɑǏȶƳɌǇɁɽɆȶɽ ɡȲ
ǒɌɴȼɍǇɅɳɌȢɆȷɸɌɯȷ ʆ ɳȼɪɊƓɪƸȲɳȷȻɈɪȲɊƗɎ ɩɄɪɳɋɪȶƙɁȪɎɔɅɭɎɁƎȼɮȷƴȶɳƙƳɊɺ
- ȷɭȷ File tab
- ȷɭȷ Exit
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- ɞȷɭȷɳɍɪ Keyboard (Alt + F4)
- ɊǚɻȶɳɃȢɁɳɋɪȶȲʁǕȷȷɭȷɳɍɪɑȦ
ƈ ɴȳƛȶ ɴȼɍȽɩɁɳǷɴɇƒȲƴȶǒ
Ǝ ɸɵɅ Title Bar ʆ
'
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Ȇ
ȆŪ
ŪȆ
ȆŸ
ŸȄ
Ȅō
ōŃ
ŃǩǩɈ
Ɉ: Ū
ŪǸǸŽ
Žğ
ğ
ĢĢ ō
ōŹ
Źç
çǭǭȑ
ȑÝ
ÝŎŎǶǶõ
õà
àŸ
ŸȆ
ȆŸ
ŸȄ
ȄŒ
Œú
úȍȍ ƨ
ƨĹ
ĹĿĿŒ
ŒŃ
Ń (Basic Text Formatting)
1-àŸȇƕƃõůŽșŠǩàŸȆŸȄŒúȍƨĹĿŒŃ (Understanding Formatting)
ɳǷȲƒɭȶȲɊƗɎ ɩɄɪ Microsoft Word 2010 ɳɋɪȶǕȷɳɄƛɪƳɌ Formatted ɳȼɪɊƓɪɳǕɋɔɁƏɆɃɌɆɑɽɳɋɪȶǋɅǊɈ
ƙɆɳɑɪɌɳɓɪȶ ɅɩȶȹɯɋɤƘɡȲǒɌɌɆɑɽɳɋɪȶǋɅǊɈǄȲɽǄȻƷɋƙɑȫɍȲƒɭȶƳɌƙɁȫɁɈɩɅɩɁƘ ɴȲɁƙɊȪɎ... ʆ
Character ȴɬƺɑɸɅɭɸɁɮȷɊɯɋɴȼɍɳɋɪȶɳɄƛɪƳɌɳɌȢɆȷɸɳǷȲƒɭȶ Microsoft Word 2010 ɳɋɪȶǕȷɳɄƛɪɳǕɋɔɁƏɆɃ
ɌɆɑɽɳɋɪȶǋɅɔȲƞɌȼɩɁƙƳɑ (Bold), ɔȲƞɌɳƙɃɁ (Italic), ɞɔȲƞɌǋɅɆǆ
Ɛ Ɂɽ (Underlined), ǈ
ƚ ɑɽɆƎɮɌɃɸɒɸ
ɔȲƞɌ, ɳɒɪɋɳɋɪȶǕȷɳɄƛɪƳɌɳɌȢɆȷɸǍɍɽɔȲƞɌ ɴȼɍǋɅɳǷȲƒɭȶɔɁƏɆɃɌɆɑɽɳɋɪȶ ɳǕɋǋɅǊɈɳɇƞȶƵ
ƒ ȲʁǇɅ
ɴȼɌ ʆ
Paragraph ȴɬƺɴɇƒȲɆǆ
Ɛ ɆɽɴȼɍɳɋɪȶƙɁȪɎɳɄƛɪƳɌɳɌȢɆȷɸɳǷȲƒɭȶȲɊƗɎ ɩɄɪ Microsoft Word ʆ ɳɒɪɋɳɋɪȶǕȷ
ɳɄƛɪƳɌɳɌȢɆȷɸǍɍɽ Paragraph ɴȼɍǋɅȼɮȷƺɺ Tab stop, line spacing, extra space before ɞ after ɵɅ
Paragraph, Indentation, Alignment (Left, Right, Centered ɞ Justified) ɅɩȶƳɌȲɸɀɁɽɳɇƞȶʉɳɃȢɁɵɅ
Paragraph ȲƒɭȶȲɊƗɎ ɩɄɪ Microsoft Word ʆ
Ctrl + U
Ctrl + Shift + W
Ctrl + Shift + D
ƽȲɽɆǆ
Ɛ ɁɽɳǕɋɔȲƞɌ
ƽȲɽɆǆ
Ɛ ɁɽǂɊǉȲƘɅɪɊɯɋʉ
ƽȲɽɆǆ
Ɛ ɁɽɈɪɌƺɅɽɳǕɋɔȲƞɌ
Ctrl + Shift + A
Ctrl + Shift + K
ɑƙǋɆɽɳɄƛɪɳǕɋɔȲƞɌɄɸǄɸȶɔɑɽ
ɑƙǋɆɽɳɄƛɪɳǕɋɔȲƞɌɄɸɳȼɪɊɅɮɎǉȲƘɅɪɊɯɋʉ
Ctrl + Shift + = ɑƙǋɆɽƽȲɽɳǕɋɔȲƞɌɳɓɪȶɳǵɳɍɪ Ex: X2
Ctrl + = ɑƙǋɆɽƽȲɽɳǕɋɔȲƞɌȷɭɹɊȲɳƙƳɊ Ex: H2O
Ctrl + Shift + F ɑƙǋɆɽɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌ Font
Ctrl + Shift + P
Ctrl + Shift + 
Ctrl + [
ɑƙǋɆɽɳɄƛɪƳɌɳƙȹɪɑɳɌ ɪɑƳɌǈ
ƚ ɑɽɆƎɮɌɃɸɒɸɌɆɑɽɔȲƞɌ
ɑƙǋɆɽɆɳȶžɪɁɃɸɒɸɌɆɑɽɔȲƞɌɳɃƛɌȼȶ
ɑƙǋɆɽɆɅƏɋɃɸɒɸɌɆɑɽɔȲƞɌ
Ctrl + ] ɑƙǋɆɽɆɳȶžɪɅɃɸɒɸɌɆɑɽɔȲƞɌ
Ctrl + Shift +  ɑƙǋɆɽɆɅƏɋɃɸɒɸɌɆɑɽɔȲƞɌɳɃƛɌȼȶ
Ctrl + Shift + Z ɞ
Ctrl + Spacebar
ɑƙǋɆɽɳɄƛɪƳɌɍɭɆɳȷȻɈɪƳɌ Formatted ɌɆɑɽɳɋɪȶ
2-àŸ Select ƨĹĿŒŃ (Selecting Text)
+
+ ƳɌ S
Se
el
le
ec
ct
t ɔɁƏɆɃɳƽɋɳƙɆɪK
Ke
ey
yb
bo
oa
ar
rd
d
- Tab : ɳƙɆɪɑƙǋɆɽȷɮɍɳȼɪɊɆǆ
Ɛ Ɂɽ
- Caps Lock : ɳƙɆɪɑƙǋɆɽǏɋɔȲƞɌǔǂɸȶ ɞɔȲƞɌɄɸ
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- Esc : ɳƙɆɪɑƙǋɆɽƸȲɳȷȻɈɪƳɌƺɆɽɔƛɪɊɯɋ
- Backspace : ɳƙɆɪɑƙǋɆɽɍɭɆɔȲƞɌɴȼɍɳǷƴȶɳȸƛȶCursor
- Enter : ɳƙɆɪɑƙǋɆɽȷɭɹɆǆ
Ɛ Ɂɽ
- Num Lock : ɳƙɆɪɑƙǋɆɽɆɩɃɞɳɆɪȲƳɌǏɋɳɍȳ
- Space Ɉar : ɳƙɆɪɑƙǋɆɽȼȲƶ
ƚ
- Home : ɳƙɆɪɑƙǋɆɽɆȥƅɮ ɅCursor ɳǕɋɳǵɳȼɪɊɆǆ
Ɛ Ɂɽ
- End : ɳƙɆɪɑƙǋɆɽɆȥƅɮ ɅCursor ɳǕɋɳǵȷɭȶɆǆ
Ɛ Ɂɽ
- Delete : ɳƙɆɪɑƙǋɆɽɍɭɆɔȲƞɌɴȼɍɳǷƴȶǒ
Ǝ ɸCursor
- Page Up : ɳƙɆɪɑɸǍɆɽɆȥƅɮ Ʌ Cursor ɳǵɳɍɪ ɊƎȶɊɯɋɃɸɈʂɌ
- Page Down : ɳƙɆɪɑƙǋɆɽɆȥƅɮ ɅCursor ɳǵɳƙƳɊ ɊƎȶɊɯɋɃɸɈʂɌ
- Arrow key :ɳƙɆɪɑƙǋɆɽɌ ɸȲɩɍCursor ɳǵǂɊɃɩɑɳǮɌɆɑɽǏ
- Shift + Arrow Right : ɑƙǋɆɽ Select ɔɁƏɆɃɈɪɳȸƛȶɳǵǒ
Ǝ ɸ
- Shift + Arrow Left : ɑƙǋɆɽ Select ɔɁƏɆɃɈɪǒ
Ǝ ɸɳǵɳȸƛȶ
- Shift + Home : ɑƙǋɆɽ Select ɔɁƏɆɃɈɪȷɸɅɭȷCursor ɊȲɳȼɪɊɆǆ
Ɛ Ɂɽ
- Shift + End :ɑƙǋɆɽSelect ɔɁƏɆɃɈɪȷɸɅɭȷCursor ɳǵȷɭȶɆǆ
Ɛ Ɂɽ
- Ctrl + Page UP : ɑƙǋɆɽɌ ɸȲɩɍ Cursor ɳǵɃɸɈʂɌƴȶɳɍɪ
- Ctrl + Page Down : ɑƙǋɆɽɌ ɸȲɩɍ Cursor ɳǵɃɸɈʂɌƴȶɳƙƳɊ
- Ctrl + A : ɑƙǋɆɽ Select ɔɁƏɆɃǄɸȶɔɑɽ
+
+ Ƴ
ƳɌ
Ɍ S
Se
el
le
ec
ct
t ɔ
ɔɁ
ɁƏƏɆ
ɆɃ
Ƀɳ
ɳƽ
ƽɋ
ɋɳ
ɳƙ
ƙɆ
Ɇɪɪ M
Mo
ou
us
se
e
- ȷɭȷ Mouse ƴȶɳȸƛȶɳǕɋƺɆɽɌɯȷɔɮɑɳǵɃɪǂɸȶɴȼɍȷȶɽǇɅ ʆ ƙɆɑɩɅɳɆɪɳɋɪȶȷȶɽɳɄƛɪƳɌ Select
ɔɁƏɆɃƹ
ƚ ɑɽɳƽɋSelect ɳɍɪɔɁƏɆɃɴȼɍȷȶɽǇɅɌɯȷɳɒɪɋȷɭȷCtrl ɳɒɪɋ Select ɳɍɪ Text
ɳɇƞȶɳɃȢɁɴȼɍȷȶɽǇɅʆ
3- àŸȆŸȄŒúȍƨĹĿŒŃ (Formatting Text)
3.1- ƳɌȲɸɀɁɽ Font Ʌɩȶ ɃɸɒɸɔȲƞɌ (Setting the font and size)
Font Dialog Box ȴɬƺǈ
Ɛ ɸȶɊɯɋɴȼɍȲƒɭȶɳǆɹǋɅɊɭȳƷɌƺɳƙȷɪɅɑɭɃƑɑɫȶǄȲɽɃȶɳǵɅɫȶ
ƳɌɳɌȢɆȷɸ ɁɯɔȲƞɌ ʆ
ɳȼɪɊƓɪɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌƙɃȶɽƙǄɋɌɆɑɽɁɯɔȲƞɌɳƽɋɳƙɆɪƙǇɑɽǈ
Ɛ ɸȶ Font Dialog Box
ȼɸɆɮȶɳɋɪȶƙɁȪɎ :
- Select ɳɍɪɁɯɔȲƞɌɴȼɍȷȶɽɆƎɮɌƺɊɭɅɑɩɅɆǆ
Ɛ ɆɽɊȲ
- ȷɭȷɳɍɪ Home tab
Font Group
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- ȷɭȷɳɍɪFont Group
- ɞȷɭȷɳɍɪKeyboard (Ctrl + D)
ɳǆɹǏɅɫȶɆƷ
Ɵ Ȼ Dialog box ȼɮȷɌɮɆƴȶɳƙƳɊ
- Font : ɑɸǍɆɽǈ
ƚ ɑɽɆƎɮɌɊɻɮɁɔȲƞɌ Ex: Khmer OS Siemreap
- Font Style : ɑƙǋɆɽǈ
ƚ ɑɽɆƎɮɌɌȷǆɆʂɃƗɌɆɑɽɔȲƞɌ Ex: Bold, Italic,
6OEFSMJOF œ
- Font Size : ɑƙǋɆɽɆƎɮɌɃɸɒɸɌɆɑɽɔȲƞɌ
- Font Color : ɑƙǋɆɽɆƎɮɌɈɀ
ɾ ɳǕɋɔȲƞɌ
- Underline Style : ɑƙǋɆɽƽȲɽɆǆ
Ɛ Ɂɽ ɳƙƳɊɔȲƞɌɴȼɍǋɅɊɻɮȼɳƙȷɪɅ
- Underline color : Ɉɀ
ɾ Ɇǆ
Ɛ ɁɽɴȼɍɳǷɳƙƳɊɔȲƞɌ
- Effect
o Strikethrough :ɑƙǋɆɽƽȲɽɆǆ
Ɛ ɁɽɊɯɋƺɅɽȴɮɑƳɁɽɔȲƞɌ
o Double Strikethrough : ɑƙǋɆɽƽȲɽɆǆ
Ɛ ɁɽɈɪɌƺɅɽȴɮɑƳɁɽɔȲƞɌ
o Superscript :ɑƙǋɆɽƽȲɽɑƛʂɋȴɭɀ(ɔȲƞɌȳɩɁɳɓɪȶɳǵɳɍɪ)E
Ex
x:
: X
X2
2
,
, X
X3
3
o Subscript : ɑƙǋɆɽƽȲɽɔȲƞɌɁɮȷɳƙƳɊ Ex: H2O
o Shadow : ɑƙǋɆɽƽȲɽɳǕɋɔȲƞɌǋɅƙɑɳǋɍ
o Outline : ɑƙǋɆɽȼȲɵɇƐɌɆɑɽɔȲƞɌ
o Emboss : ɑƙǋɆɽƽȲɽɳǕɋɔȲƞɌɇɭɑ
o Engrave : ɑƙǋɆɽƽȲɽɳǕɋɔȲƞɌɇɁ
o Small Caps : ɑƙǋɆɽȲɸɀɁɽɳǕɋɔȲƞɌƳ
ƚ ɋƺɔȲƞɌɄɸǄɸȶɔɑɽ ɆɻɭɴɅƎɔȲƞɌ
ɴȼɍɳƙɆɪ Shift ǋɅɍȲſɀɺɄɸƺȶɆɅƎɩȷ
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o All Caps : ɑƙǋɆɽȲɸɀɁɽɔȲƞɌɳǕɋƳ
ƚ ɋƺɔȲƞɌɄɸǄɸȶɔɑɽ
o Hidden : ɑƙǋɆɽǎȲɽɁɯɔȲƞɌ ɳɒɪɋɳɆɪȷȶɽɆƷ
Ɵ ȻɎ ɩȻƙɁȪɎ Select ȲɴɅƚȶ
ɴȼɍǇɁɽɔȲƞɌɳɒɪɋȼȲ Tick Ɉɪ Hidden Ɏ ɩȻɳǆɹǏɅɫȶ
ɆƷ
Ɵ ȻɁɯɔȲƞɌɊȲɎ ɩȻ ʆ
3.2- àŸğÝșƨÝƖŸĜǣĹ, ȆŹŃĹ ōǣõƨÝƖŸçǸƕŒŐ
ń ĹșŠǩȆŹàŪ (Applying Bold, Italic, and Underline)
ɳɋɪȶɳƙɆɪ Bold, Italic, Underline ɳȼɪɊƓɪɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌɍȲſɀɺɌɆɑɽɔȲƞɌȼɮȷƺɳɄƛɪɳǕɋɔȲƞɌ ȼɩɁ
ƙƳɑ ɔȲƞɌɳƙɃɁ ƽȲɽɆǆ
Ɛ ɁɽɳǕɋɔȲƞɌɴȼɍȹɯɋɤƘɡȲǒɌɌɆɑɽɳɋɪȶǋɅɍȲſɀɺƙɆɳɑɪɌɳɓɪȶɊɯɋȲɸɌ ɩɁ
ɴɂɊɳɃȢɁʆ
+
+ Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇƽ
ƽȲ
Ȳɽɽɔ
ɔȲ
Ȳƞ
ƞɌ
Ɍȼ
ȼɩɩɁ
Ɂ (
(B
Bo
ol
ld
d)
)
- ȷɭȷɳɍɪ Home tab Æ ȷɭȷɳɍɪ Icon
- ɞɭȷɭȷɳɍɪ Keyboard C
Ct
tr
rl
l +
+ B
B
+
+ Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇƽ
ƽȲ
Ȳɽɽɔ
ɔȲ
Ȳƞ
ƞɌ
Ɍɳ
ɳƙ
ƙɃ
ɃɁ
Ɂ (
(I
It
ta
al
li
ic
c)
)
- ȷɭȷɳɍɪ Home tab Æ ȷɭȷɳɍɪ Icon
- ɞȷɭȷɳɍɪ Keyboard C
Ct
tr
rl
l +
+ I
I
+
+ Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇƽ
ƽȲ
ȲɽɽɆ
Ɇǆ
ǆ
ƐƐ Ɂ
Ɂɽɽɳ
ɳǕ
Ǖɋ
ɋɔ
ɔȲ
Ȳƞ
ƞɌ
Ɍ (
(U
Un
nd
de
er
rl
li
in
ne
e)
)
- ȷɭȷɳɍɪ Home tab Æ ȷɭȷɳɍɪ Icon
- ɞȷɭȷɳɍɪ Keyboard C
Ct
tr
rl
l +
+ U
U
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3.3- àŸŞ
ž ƕșŒĺǹŸŽÝãĴȒȈōƨÝƖŸ (Change Case)
ɳɋɪȶǕȷɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌɍȲſɀɺɵɅɁɯɔȲƞɌ ɈɪɔȲƞɌɁɮȷɳǵɔȲƞɌɄɸ ɞɈɪɔȲƞɌɄɸɳǵɁɮȷ ɞɍȲſɀɺ
ɔȲƞɌɳɇƞȶʉɳɃȢɁǂɊɌɋɺƳɌɳƙɆɪ Change Case ɆɻɭɴɅƎǏɳƙɆɪƙǇɑɽǇɅɴɁɑƙǋɆɽɁɯɔȲƞɌƺǊǒ
ɔȶɽɳȴƚɑɴɁɆɻɭɳǁ
ƍ ɹ ʆ
- Select ɔȲƞɌɴȼɍȷȶɽɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌɍȲſɀɺƺɊɭɅɑɩɅ Ex:
- Ɍɯȷȷɭȷɳɍɪ Home tab
- ȷɭȷɳɍɪ Icon
- ɳɄƛɪƳɌɳƙȹɪɑɳɌ ɪɑƙɆɳɉɃǁɊɯɋɴȼɍɳɋɪȶȷȶɽǇɅ
- ɞɎ ɩɄɪɊǚɻȶɳɃȢɁɳɋɪȶǕȷȷɭȷɳɍɪ Keyboard Alt + O + E ɳǆɹǏɅɫȶɆƷ
Ɵ Ȼǈ
Ɛ ɸȶɊɯɋɑƙǋɆɽ
ɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌɃƙɊȶɽɔȲƞɌȼɮȷƴȶɳƙƳɊɺ
- Sentence case : ɑƙǋɆɽɆƎɮɌɳǵƺɁɯɔȲƞɌɄɸɊɯɋɳǷɳȼɪɊƙɆɳǌȴ
Ex: beltei international institute ɆƎɮɌɳǵƺ Beltei international institute
- lowercase : ɑƙǋɆɽɆƎɮɌɳǵƺɔȲƞɌɁɮȷǄɸȶɔɑɽ
Ex: BELTEI INTERNATIONAL INSTITUTE ɆƎɮɌɳǵƺ beltei international
institute
- UPPERCASE : ɑƙǋɆɽɆƎɮɌɳǵƺɔȲƞɌɄɸǄɸȶɔɑɽ
Ex: beltei international institute ɆƎɮɌɳǵƺ BELTEI INTERNATIONAL
INSTITUTE
- Capitalize Each Word: ɑƙǋɆɽȲɸɀɁɽɳǕɋɔȲƞɌɄɸɳǷƴȶɳȼɪɊƙȴɆɽǉȲƘǄɸȶɔɑɽ
Ex: beltei international institute ɆƎɮɌɳǵƺ Beltei International Institute
- tOGGLE cASE : ɑƙǋɆɽȲɸɀɁɽɳǕɋɔȲƞɌɁɮȷɳǷƴȶɳȼɪɊƙȴɆɽǉȲƘǄɸȶɔɑɽ
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Ex: Beltei International Institute ɆƎɮɌɳǵƺ bELTEI iNTERNATIONAL
iNSTITUTE
- ɳƙȹɪɑɳɌ ɪɑȷɸɀ
ɭ ȷǁɊɯɋɴȼɍɳɈȻȷɩɁƎ Ɍɯȷȷɭȷ OK
3.4- àŸȆŹŒǿ Highlighter (Using Highlighter)
ɳɋɪȶɳƙɆɪ Highlight ɳȼɪɊƓɪɳɄƛɪƳɌȲɸɀɁɽɑɸƵɍɽɅɮɎȷɸɀ
ɭ ȷǁɊɯɋɵɅɔɁƏɆɃɌɆɑɽɳɋɪȶ
- ȼɸɆɮȶɳɋɪȶƙɁȪɎȷɭȷɳɍɪ Home tab Æ ȷɭȷɳɍɪ Icon
- ɳɒɪɋɳɄƛɪƳɌɳƙȹɪɑɳɌ ɪɑɈɀ
ɾ ǁɊɯɋɴȼɍɳɈȻȷɩɁƎ
- ɌɯȷɳɄƛɪƳɌ Select ɳɍɪɔȲƞɌɴȼɍɳɋɪȶȷȶɽɳɄƛɪƳɌȲɸɀɁɽɑɸƵɍɽ (Highlight)
- ɞɊǚɻȶɳɃȢɁɳɋɪȶ Select ɳɍɪɔȲƞɌɴȼɍȷȶɽɳɄƛɪƳɌȲɸɀɁɽɑɸƵɍɽ
- Ɍɯȷȷɭȷɳɍɪ Home tab Æ ȷɭȷɳɍɪIcon Ɇǆ
Ɛ ɆɽɊȲɳɄƛɪƳɌɳƙȹɪɑɳɌ ɪɑɈɀ
ɾ ǁɊɯɋɴȼɍɳɈȻȷɩɁƎ
4- ŸȆŒȄŒȇƕƃõŸÝ ōǣõ ĄȍōǻƕţÝŰ (Finding and Replace)
Find, Replace ƺ Command ɴȼɍɅɫȶȹɯɋɳɄƛɪɤƘƳɌɳɌȢɆȷɸɔɁƏɆɃɌɆɑɽɳɋɪȶƳɅɽɴɁǋɅǊɈ
Ɍɒʂɑɳɓɪȶ Ɍ ɪɡɊɭȳƷɌ ɅɩȶɁɯǆɃɪɌɆɑɽǏǋɅɍȲſɀɺȳɭɑƵ
ƒ ȼɮȷǋɅɆƷ
Ɵ ȻƴȶɳƙƳɊɳɅɹ ʈ
+
+ Ƴ
ƳɌ
Ɍɴ
ɴɑ
ɑƛƛȶ
ȶɌ
ɌȲ
Ȳ F
Fi
in
nd
di
in
ng
g)
)
- ȷɭȷ Home tab Æ Find ɵɅGroup Editing
- ǏɋǉȲƘɴȼɍȷȶɽɌȲEx: BELTEI
- ȷɭȷEnter
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+
+ ƳɌȹɸɅɯɑǉȲƘ R
Re
ep
pl
la
ac
ce
e)
)
- ȷɭȷɳɍɪHome tab
- ȷɭȷɳɍɪ Replace ɵɅGroup Editing
- ǏɋɔȲƞɌɴȼɍȷȶɽɴɑƛȶɌȲȲƒɭȶƙɆɔɆɽF
Fi
in
nd
d w
wh
ha
at
t:
: E
Ex
x:
: B
Be
el
lt
te
ei
i
- ǏɋɔȲƞɌɴȼɍɳɋɪȶȷȶɽɳɄƛɪƳɌȹɸɅɯɑȲƒɭȶƙɆɔɆɽR
Re
ep
pl
la
ac
ce
e w
wi
it
th
h:
: E
Ex
x:
: B
BE
EL
LT
TE
EI
I
- ȷɭȷɳɍɪ Replace : ǏɅɫȶǈ
ƚ ɑɽɆƎɮɌɁɯɔȲƞɌǁɴȼɍǇɅ Select
- ɞȷɭȷɳɍɪ Button Replace All : ǏɅɫȶɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌƙȴɆɽɔȲƞɌǄɸȶɔɑɽɴȼɍȼɮȷƵ
ƒ ɳǵɅɫȶɔȲƞɌɴȼɍ
ǇɅǏɋɆȥƃɮ ɍȲƒɭȶƙɆɔɆɽ Find what ɳǵƺɁɯɔȲƞɌɴȼɍǇɅǏɋɆȥƃɮ ɍȲƒɭȶƙɆɔɆɽ Replace with Ɏ ɩȻ ʆ
5- ŸȆŒȄŒŪǣōȆňƃǿƂǤĒ (Undo)
ɳƙɆɪɑɸǍɆɽɳȄɡȲǒɌɈɪƳɌɍɭɆɌɆɑɽɔƒȲɳƙɆɪƙǇɑɽɳǷɳɈɍɴȼɍȲɸɈɭȶɔɅɭɎɁƎƳɌƷɌ
Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇɳ
ɳƙ
ƙɆ
Ɇɪɪ
- ȷɭȷɳɍɪIcon ɵɅ Quick Access Toolbar ȼɮȷɌɮɆƴȶɳƙƳɊ
- ɞǕȷȷɭȷɳɍɪKeyboard: Ctrl + Z
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6-ŸȆŒȄŒȆŹŒǿŹŕƕș Copy, Cut ōǣõ Paste(Using Copy, Cut and Paste)
Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇ
C
Co
op
py
y
- Select ɔɁƏɆɃɴȼɍȷȶɽ Copy
- ȷɭȷɳɍɪHome tab
- ȷɭȷɳɍɪIcon Copy
- Ɍ ɬȷɭȷɳɍɪKeyboard:
- Ctrl + C or Ctrl + Insert
+ Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇ
C
Cu
ut
t
- Select ɳɍɪɔɁƏɆɃɴȼɍȷȶɽƳɁɽɳǵƽȲɽȲɴɅƚȶɳɇƞȶ
- ȷɭȷɳɍɪHome tab
- ȷɭȷɳɍɪIcon Cut
- Ɍ ɬȷɭȷɳɍɪkeyboard
- Ctrl + X
+ Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇ P
Pa
as
st
te
e
- ȷɭȷɳɍɪɃɪǂɸȶɴȼɍȷȶɽƽȲɽɔɁƏɆɃɴȼɍǇɅCopy Ɍ ɬCut
- ȷɭȷ Home tab
- ȷɭȷɳɍɪPaste
- Ɍ ɬȷɭȷɳɍɪKeyboard
Ctrl + V Ɍ ɬShift + Insert
7-à
àŸ
ŸȆ
ȆŸ
ŸȄ
ȄŒ
Œú
úȍȍ
Paragraph (Formatting Paragraphs)
ɳɋɪȶɳƙɆɪ Paragraph ɳȼɪɊƓɪɳɄƛɪƳɌɴȲɑƙɊȫɍɔɁƏɆɃɌɆɑɽɳɋɪȶɤƘǋɅɌɳɆȢɆɳɌȢɆɌɋ ɳƽɋȲɸɀɁɽɳǵɳɍɪƳɌ
ȷɮɍɆǆ
Ɛ Ɂɽ ȴɸǎɁɌǏȶȹɯɌɅɪɊɯɋʉ ɅɩȶƳɌȷɭɹɆǆ
Ɛ ɁɽƺɳȼɪɊʆ
7.1- ŸȆŒȄŒĹŹŪǭŪƨĹĿŒŃ (Justification)
ƳɌɁƙɊɫɊɔɁƏɆɃȴɬɳȼɪɊƓɪɤƘɁɯɔȲƞɌɴȼɍɳɋɪȶǇɅǏɋɆȥƃɮ ɍǋɅɍȲſɀɺɳɑƗɪƵ
ƒ ʆ ƳɌɁƙɊɫɊɳɋɪȶ
ǕȷɳɄƛɪɊɭɅɳɈɍƸɆɽɳɇƎɪɊǏɋɔȲƞɌɆȥƃɮ ɍ ɞɳǷɳƙƳɋɳɈɍǏɋɔȲƞɌɆȥƃɮ ɍɌɯȷǍɍɽȲʁǇɅ ɳɒɪɋɁƙɊɫɊǋɅ
ʔ ƙɆɳɉɃɳɇƞȶʉɈɪƵ
ƒ ȼɮȷƺɺ
- Left - Center
- Right - Justify
- ȷɭȷɳɍɪ Home tab
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Align Left : ɑƙǋɆɽɁƙɊɫɊƴȶɳȸƛȶTIPSUDVULFZ $USM -
Align Center : ɑƙǋɆɽɁƙɊɫɊȲǁ
Ǝ ɍTIPSUDVULFZ $USM 
Align Right : ɑƙǋɆɽɁƙɊɫɊƴȶǒ
Ǝ ɸ TIPSUDVULFZ $USM 3
Align Justify : ɑƙǋɆɽɁƙɊɫɊǄɸȶɑȶƴȶTIPSUDVULFZ $USM +
Ex:
7.2- ŸȆŒȄŒȆŹŒǿ Indents
ɳƙɆɪɑɸǍɆɽȲɸɀɁɽȴɸǎɁɌɆɑɽɔɁƏɆɃ
- Select ɔɁƏɆɃɴȼɍȷȶɽƽȲɽIndents
- ȷɭȷɳɍɪPage Layout
- ƙɁȶɽIndent ǏɋȴɸǎɁɴȼɍȷȶɽǇɅȲƒɭȶƙɆɔɆɽLeft: ɞRight: ə
əǄ
Ǆɒ
ɒɌ
Ɍɀ
ɀ
ɿɿ : L
Le
ef
ft
t:
: 1
1.
.7
77
7 c
cm
m
Ɍ
Ɍ ɬɬɊ
Ɋǚ
ǚɻɻȶ
ȶɳ
ɳɃ
ɃȢ
ȢɁ
Ɂ
- ȷɭȷɳɍɪ Home tab
- ȷɭȷɳɍɪParagraph Group
ɳǆɹ Dialog box Paragraph ɆƷ
Ɵ ȻȼɮȷƴȶɳƙƳɊ:
Beltei International Institute Beltei International Institute Beltei
International Institute Beltei International Institute
Beltei International Institute Beltei International Institute
Beltei International Institute Beltei International Institute
Beltei International Institute Beltei International Institute Beltei
International Institute Beltei International Institute
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- ȷɭȷɳɍɪ Indent and Spacing tab
- ƙɁȶɽ Alignment : ȲɸɀɁɽɁƙɊɫɊɳȸƛȶ(Left), ǒ
Ǝ ɸ(Right), Ȳǁ
Ǝ ɍ(Center) ɞɑȶƴȶ
(Justify)... ʆ
- Outline Level : ɳɋɪȶɳƙȹɪɑɳɌ ɪɑ Body Text
- ƙɁȶɽ Indentation : ɑƙǋɆɽȲɸɀɁɽƳɌȷɮɍɆǆ
Ɛ Ɂɽƴȶɳȸƛȶ ƴȶǒ
Ǝ ɸ ʆ
o Left : ȲɸɀɁɽƳɌȷɮɍɆǆ
Ɛ ɁɽƴȶɳȸƛȶǄɸȶɔɑɽ
o Right : ȲɸɀɁɽƳɌȷɮɍɆǆ
Ɛ Ɂɽƴȶǒ
Ǝ ɸǄɸȶɔɑɽ
- Special
o First line : ɑƙǋɆɽȲɸɀɁɽƳɌȷɮɍɆǆ
Ɛ ɁɽȼɸɆɮȶ ɆɻɭɴɅƎǕƙɑʂɋɳƽɋ By Option
o Hanging : ɑƙǋɆɽȲɸɀɁɽƳɌȷɮɍɆǆ
Ɛ ɁɽɆǆ
Ɛ Ɇɽ ɆɻɭɴɅƎǕƙɑʂɋɳƽɋ By Option
ɳɋɪȶɳƙȹɪɑɳɌ ɪɑɋȲ First line ȲɸɅɁɽ By: 0.5
- ƙɁȶɽ Spacing
o Before : ɑƙǋɆɽȲɸɀɁɽȴɸǎɁȲǃȳʂɀ
Ƌ ɴȼɍ Cursor ɑƏɩɁɳǷɳǵƳɅɽ
Ȳǃȳʂɀ
Ƌ ƴȶɳɍɪ ʆ
o After : ɑƙǋɆɽȲɸɀɁɽȴɸǎɁȲǃȳʂɀ
Ƌ ɴȼɍ Cursor ɑƏɩɁɳǷɳǵƳɅɽ
Ȳǃȳʂɀ
Ƌ Ɇǆ
Ɛ Ɇɽ ɳǷɳɈɍɴȼɍɳɋɪȶȷɭɹɆǆ
Ɛ Ɂɽ
o Line spacing : ɑƙǋɆɽɳƙȹɪɑɳɌ ɪɑȴɸǎɁɈɪɆǆ
Ɛ ɁɽɊɯɋɳǵɆǆ
Ɛ ɁɽɊɯɋɳɃȢɁǋɅȼɮȷƺ
Single 1.5 lines, Double, At least, Exactly, Multiple ɳɒɪɋƙɁȶɽ At
ɑƙǋɆɽȲɸɀɁɽƙɆɴɎȶȴɸǎɁɳɅɹɳƽɋȳƚɯɅɡȶ ʆ
- ɳɈɍȲɸɀɁɽɌɯȷȷɭȷ OK
ɳɊɪɍəǄɒɌɀ
ɿ ɌɮɆƴȶɳƙƳɊɺ
ȷ
ȷɸɸǁ
ǁɸɸɺ
ɺ ɳɋɪȶǕȷɳɄƛɪƳɌȲɸɀɁɽɊɭɅɳɈɍǏɋɔȲƞɌ ɞǏɋɔȲƞɌɌɯȷɳɃɪɆɳɄƛɪƳɌȲɸɀɁɽǂɊɳƙƳɋȲʁǇɅ ɳƽɋ
ƙƵɅɽɴɁɳɋɪȶ Select ɳɍɪɁɯɔȲƞɌɌɯȷȷɮɍȲɸɀɁɽȲƒɭȶ Paragraph ȼɮȷƳɌɆƷ
Ɵ Ȼƴȶɳɍɪ ʆ
7.3- ŸȆŒȄŒĹȍȆŸȄŒƨĹĿŒŃļŪƨÝƖŸŹÝŪ (Sorting)
ɳɋɪȶɳƙɆɪ Sort ɑƙǋɆɽɁɸɳɌȢɆɔȲƞɌǂɊɍɸƽɆɽɔȲƞɌƙȲɊɈɪ AÆZ Ɍ ɬɈɪ ZÆA ɆɻɭɴɅƎɳƙɆɪɑƙǋɆɽɴɁɔȲƞɌ
ɔȶɽɳȴƚɑɴɁɆɻɭɳǁ
ƍ ɹ ʆ
- ȼɸɆɮȶɳɋɪȶƙɁȪɎɳɄƛɪƳɌ Select ɳɍɪɔȲƞɌɴȼɍɳɋɪȶȷȶɽɁɸɳɌȢɆ
In Word 2010, paragraph alignment refers to how the left and
right edges of a paragraph align on a page.
You can left-align, center, right-align, and justify a paragraph.
The paragraph formatting commands are located in the Paragraph group
on the Home tab.
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- ȷɭȷɳɍɪ Home tab Æ ȷɭȷɳɍɪɆɼɮɁɭȶ
- Ɇǆ
Ɛ ɆɽɊȲǏɅɫȶɆƷ
Ɵ Ȼ Dialog box ɂƗɪɊɯɋɳɃȢɁȼɮȷɌɮɆƴȶɳƙƳɊ
- ȲƒɭȶƙɆɔɆɽ Sort by: ɳƙȹɪɑɳɌ ɪɑɋȲ Paragraph
- ȲƒɭȶƙɆɔɆɽ Type: ɳƙȹɪɑɳɌ ɪɑɋȲ Text
o Ascending : ɑƙǋɆɽɁɸɳɌȢɆɈɪ AÆZ
o Descending : ɑƙǋɆɽɁɸɳɌȢɆɈɪ ZÆA
- ȷɭȷɳɍɪ ~ Ascending
- ȷɭȷɳɍɪ OK
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7.4- ŸȆŒȄŒğÝșƕȗǵŪ (Borders)
ɳɋɪȶɳƙɆɪ Border ɑƙǋɆɽƽȲɽɆǆ
Ɛ ɁɽȹɭɸɎ ɩȻɔȲƞɌɳȼɪɊƓɪɳɄƛɪɤƘɑɅƚɫȲƳɌƷɌɌɆɑɽɳɋɪȶƳɅɽɴɁǋɅǊɈǄȲɽ
ǄȻɴɂɊɳɃȢɁ ʆ ɳȼɪɊƓɪǕȷɳƙɆɪƙǇɑɽɊɭȳƷɌɳɅɹǇɅɳɋɪȶƙɁȪɎɺ
- Select ɳɍɪɔȲƞɌɴȼɍɳɋɪȶȷȶɽɳɄƛɪƳɌƽȲɽɆǆ
Ɛ Ɂɽ
- ȷɭȷɳɍɪ Page Layout Æ ȷɭȷɳɍɪ Page Borders
- ȷɭȷɳɍɪ Borders
- ɞȷɭȷɳɍɪ Keyboard Alt + O + B
- ǏɆƷ
Ɵ ȻɌɮɆȼɮȷƴȶɳƙƳɊ
- ƙɁȶɽ Setting : ɳƙɆɪɑƙǋɆɽȲɸɅɁɽƳɌƽȲɽɑɼɭɊɤƘɁɯɔȲƞɌɴȼɍǇɅ Select
- ƙɁȶɽ Style : ɑƙǋɆɽɳƙȹɪɑɳɌ ɪɑƙɆɳɉɃɆǆ
Ɛ Ɂɽȼɮȷƺ Ɇǆ
Ɛ ɁɽɊɯɋƺɅɽ Ɇǆ
Ɛ ɁɽɳƙɁœ
- ƙɁȶɽ Color : ɑƙǋɆɽƽȲɽɈɀ
ɾ ɳǕɋɆǆ
Ɛ Ɂɽ
- ƙɁȶɽ Width : ɑƙǋɆɽȲɸɀɁɽȲɸǍɑɽɌɆɑɽɆǆ
Ɛ Ɂɽ
- ƙɁȶɽ Preview : ɑƙǋɆɽɆƷ
Ɵ ȻɆǆ
Ɛ ɁɽɴȼɍǇɅƽȲɽʆ ɳɋɪȶǕȷƽȲɽƴȶɳɍɪ ƴȶɳƙƳɊ ƴȶɳȸƛȶ
Ʌɩȶƴȶǒ
Ǝ ɸ ɳƽɋƙƵɅɽɴɁȷɭȷɳɍɪǏ ʆ
- ƙɁȶɽ Apply to : ɑƙǋɆɽɔɅɭɎɁƎɳǵɳɍɪ Ȳǃȳʂɀ
Ƌ
o Paragraph : ɑƙǋɆɽȲɸɀɁɽƳɌƽȲɽɆǆ
Ɛ ɁɽɳɍɪȲǃȳʂɀ
Ƌ ɳƽɋƽȲɽ Cursor ɳɍɪȲǃȳʂɀ
Ƌ
Ɇǆ
Ɛ ɆɽɊȲɳɄƛɪƳɌȲɸɀɁɽɳɍɪǏ ʆ
o Text : ɑƙǋɆɽȲɸɀɁɽƳɌƽȲɽɆǆ
Ɛ ɁɽɴɁɳɍɪɔȲƞɌɴȼɍǇɅ Select ʆ
ɑɮɊɳɊɪɍəǄɒɌɀ
ɿ ƴȶɳƙƳɊ
BELTEI INTERNATIONAL INSTITUTE
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- ƙɁȶɽ Option : ɑƙǋɆɽȷɮɍɳǵȲɸɀɁɽȴɸǎɁɌǏȶɆǆ
Ɛ Ɂɽ ɅɩȶɁɯɔȲƞɌ ɳɒɪɋɳɋɪȶǕȷɳƙɆɪƙǇɑɽ Option
ɳɅɹɍɭɹƙǂɴɁɳƙȹɪɑɳɌ ɪɑƙɁȶɽȷɸɀ
ɭ ȷ Apply to ɋȲ Paragraph ʆ
7.5- àŸȆŹŒǿ Format Painter (Using The Format Painter)
ɳɋɪȶɳƙɆɪ Format painter ɑƙǋɆɽɳɄƛɪƳɌȷɸɍȶ Format ɴȼɍǇɅȲɸɀɁɽȼɮȷƺ ɔȲƞɌȼɩɁ ɔȲƞɌɳƙɃɁ
ɔȲƞɌȴɮɑɆǆ
Ɛ ɁɽɈɪɳƙƳɊœ ɳǵƽȲɽɳɍɪɔȲƞɌɴȼɍɊɩɅǄɅɽǇɅɳɄƛɪƳɌȲɸɀɁɽɳǕɋǋɅɑǊɈȼɮȷƵ
ƒ ɳǵɅɫȶ
ɔƛɪɴȼɍǇɅȷɸɍȶɳǵƽȲɽ ʆ
- ȼɸɆɮȶɳɋɪȶƙɁȪɎ Select ɳɍɪɔȲƞɌɴȼɍɳɋɪȶȷȶɽɳɄƛɪƳɌȷɸɍȶ Format
- ȷɭȷɳɍɪ Home tab Æ ȷɭȷɳɍɪ Format Painter Icon
- Ɇǆ
Ɛ ɆɽɊȲɳǵ Select ɳɍɪɔȲƞɌɴȼɍȷȶɽɳǕɋȼɮȷɔƛɪɴȼɍɳɋɪȶǇɅȷɸɍȶ
8- àŸÝȍĴĹș Tabs (Setting Tabs)
ɳɋɪȶɳƙɆɪ Tab ɳȼɪɊƓɪɳɄƛɪƳɌɁƙɊɫɊȹɯɌɔȲƞɌƙɁȶɽȲɴɅƚȶǁɊɯɋɳǕɋǏǋɅɍȲſɀɺɳɑƗɪƵ
ƒ ȼɮȷƺɳǷɴɇƒȲƴȶ
ɳȸƛȶ ƴȶǒ
Ǝ ɸ ɞȲǁ
Ǝ ɍ ʆ
8.1- àŸÝȍĴĹș Tab ȆğůȆŹŒǿŒŐ
ń ĹșŹÝǣĹ (Setting Tabs by Using the Ruler)
ɳǷɳɍɪƙȹȩȶɴɇƒȲƴȶɳȸƛȶɵɅ Ruler ȷɭȷɳɍɪǏɳȼɪɊƓɪɳƙȹɪɑɳɌ ɪɑƙɆɳɉɃ Tab Ɇǆ
Ɛ ɆɽɊȲɋȲ Mouse ɳǵ
ȷɭȷɳɍɪɆǆ
Ɛ ɁɽɳȼȲ Ruler ƙɁȶɽȷɸɀ
ɭ ȷɁƙɊɫɊǁɊɯɋɴȼɍɳɋɪȶȷȶɽǇɅ ʆ ɳɈɍȷɭȷɳɍɪ Tab key ɳǆɹ
Cursor ɅɫȶɌɁɽɳǵɌȲɃɪǂɸȶɴȼɍɳɋɪȶǇɅɳǮɳǆɹ ʆ
Left tab Center tab Right tab
ǏǋɅƳɌɴƙɆƙɆȫɍƺɅɩȷƃ ɳǷɳɈɍɳɋɪȶɋȲ Mouse pointer ȷɭȷɳɍɪǏ
- Left tab ɑƙǋɆɽɁƙɊɫɊɔȲƞɌɳɑƗɪƴȶɳȸƛȶ ȴɬǏɋȲɔȲƞɌɈɪɳȸƛȶɳǵǒ
Ǝ ɸ
- Center tab ɑƙǋɆɽɁƙɊɫɊɔȲƞɌɳɑƗɪȲǁ
Ǝ ɍ ȴɬǏɋɔȲƞɌɳȷȻɈɪɴɇƒȲȲǁ
Ǝ ɍ
- Right tab ɑƙǋɆɽɁƙɊɫɊɔȲƞɌɳɑƗɪƴȶǒ
Ǝ ɸ ȴɬǏɋɔȲƞɌɳȷȻɈɪǒ
Ǝ ɸɳǵɳȸƛȶ
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ɑɮɊɳɊɪɍƳɌȲɸɀɁɽ Tab ȼɮȷƴȶɳƙƳɊɳɅɹ
- ȷɭȷ Tab key Ǐɋ Student name (Left tab)
- ȷɭȷ Tab key Ǐɋ Subject name (Center tab)
- ȷɭȷ Tab key Ǐɋ Score (Right tab)
ƙɆɑɩɅɳɆɪɳɋɪȶȷȶɽȼȲ Tab ɳȷȻɎ ɩȻƙɁȪɎɋȲ Mouse Pointer ȷɭȷɳɍɪǏɳǕɋƺɆɽɌɯȷɳɒɪɋǄȻɳɓɪȶ
ɳɍɪ ɞȷɭɹɳƙƳɊ ɌɯȷƙɈɴɍȶ Mouse Pointer Ɏ ɩȻ ʆ
ȷ
ȷɸɸǁ
ǁɸɸɺ
ɺ ƳɌȲɸɀɁɽ Tab ɳǷɳɍɪ Ruler ǋɅɍȲſɀɺƷɋƙɑȫɍ ɅɩȶɌɒʂɑ ɆɻɭɴɅƎǋɅɳɈɍȳƚɹ Ruler ɊɩɅƙɁȪɎǇɅ
ɆƷ
Ɵ ȻɳɃɳǷɳɈɍɳɋɪȶȼɸɳɀ
ɪ ɌƳɌȲɊƗɎ ɩɄɪȼɸɆɮȶɳǆɹʆ ȼɮɳȷƒɹɳȼɪɊƓɪɆƷ
Ɵ Ȼ Ruler ɳɋɪȶƙɁȪɎɔɅɭɎɁƎȼɮȷƴȶɳƙƳɊɺ
- ȷɭȷɳɍɪ View Tab Æ ; Ruler
8.2- àŸÝȍĴĹș Tab ȆğůȆŹŒǿ Dialog box (Using the Tabs dialog box)
ɳɋɪȶȲʁǕȷɳɄƛɪƳɌȲɸɀɁɽ Tab ɳƽɋɳƙɆɪƙǇɑɽ Tabs dialog box ɴȼɍȲƒɭȶɳǆɹǋɅƳɌȲɸɀɁɽɳƙȷɪɅ
ƺȶɎ ɩɄɪǒȜɑƎƴȶɳɍɪ ɅɩȶǕȷɳǕɋɳɋɪȶȲɸɀɁɽƙɆɴɎȶƺȲɽǎȲɽɈɪȷɸɀ
ɭ ȷ Tab Ɋɯɋɳǵȷɸɀ
ɭ ȷ Tab Ɋɯɋ
ɳɃȢɁǇɅ ʆ
ɳȼɪɊƓɪɆƷ
Ɵ Ȼǈ
Ɛ ɸȶ Tabs ɳɋɪȶƙɁȪɎɔɅɭɎɁƎȼɮȷƴȶɳƙƳɊɺ
- ȷɭȷɳɍɪ Home tab Æ Paragraph Group
- ȷɭȷɳɍɪTabs button
- ɞɊǚɻȶɳɋɪȶǕȷȷɭȷɳɍɪ Keyboard Alt + O + T
- ɳǆɹǏɅɫȶɆƷ
Ɵ Ȼ Dialog box ȼɮȷƴȶɳƙƳɊ
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- Tab stop position : ɳƙɆɪɑɸǍɆɽȲɸɅɁɽɃɪǂɸȶɌɆɑɽ Tab ɳǵȼɍɽ
- Alignment
o Left : ɳƙɆɪɑɸǍɆɽȲɸɀɁɽɁƙɊɫɊɳǕɋɔȲƞɌǏɋɳȷȻɈɪȷɸɅɭȷɳȸƛȶɳǵȼɍɽȷɸɅɭȷɆȥƃɆɽ
Tab stop)
o Center : ɳƙɆɪɑɸǍɆɽȲɸɀɁɽɁƙɊɫɊɳǕɋɔȲƞɌǏɋɳȷȻɈɪȷɸɅɭȷȲǁ
Ǝ ɍɳǵȼɍɽȷɸɅɭȷɆȥƃɆɽ
(Tab stop)
o Right : ɳƙɆɪɑɸǍɆɽȲɸɀɁɽɁƙɊɫɊɳǕɋɔȲƞɌǏɋɳȷȻɈɪȷɸɅɭȷǒ
Ǝ ɸɳǵȼɍɽȷɸɅɭȷɆȥƃɆɽ
(Tab stop)
o Decimal : ɑɸǍɆɽȲɸɀɁɽɳǕɋɔȲƞɌǏɋɳȷȻɈɪȷɸɅɭȷɁƙɊɫɊɳǵɳȸƛȶ Ʌɩȶƴȶǒ
Ǝ ɸɌɒɮɁȼɍɽ
ȷɸɅɭȷɆȥƃɆɽ (Tab stop)
o Leader : ɳƙɆɪɑɸǍɆɽɳƙȹɪɑɳɌ ɪɑƙɆɳɉɃ Line
- ƙɁȶɽ Set button : ɑƙǋɆɽȲɸɀɁɽɋȲɔƛɪɴȼɍǇɅɳƙȹɪɑɳɌ ɪɑƙɁȶɽȷɸɀ
ɭ ȷƴȶɳɍɪ ɳɋɪȶǕȷɳɄƛɪƳɌ
ȲɸɀɁɽ Tab ǇɅƺɳƙȷɪɅɳƽɋƙƵɅɽɴɁȷɭȷɳɍɪ button Set ɳɅɹɳǷɳƙƳɋɳɈɍ
ɴȼɍɳɋɪȶɳƙȹɪɑɳɌ ɪɑɍȲſȳɀ
Ƌ ɴȼɍȷȶɽǇɅɌɯȷ ʆ
- ƙɁȶɽ Clear button : ɑƙǋɆɽɍɭɆɳƸɍ Tab ǁɊɯɋɴȼɍǇɅȲɸɀɁɽɌɯȷɳƽɋȷɭȷɳɍɪ Tab ɳǆɹɌɯȷ
ȷɭȷ button Clear
- ƙɁȶɽ Clear All : ɑƙǋɆɽɍɭɆɳƸɍǍɍɽƳɌȲɸɀɁɽ Tab Ǆɸȶɔɑɽ
- ƙɁȶɽ Default tab stops : ȲɸɀɁɽƙɆɴɎȶȲƒɭȶƳɌɳƙɆɪƙǇɑɽ Tab key ƺɃɮɳǵ Tab key ǋɅƙɆɴɎȶ
1.27 cm ʆ
- ȷɭȷ OK button ɳƙƳɋɳɈɍɳɄƛɪƳɌȲɸɅɁɽɌɯȷ ʆ
'
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Ȇ
ȆŪ
ŪȆ
ȆŸ
ŸȄ
ȄŃ
Ńǩǩɉ
ɉ: àŸŹĹǼĹŠǣōǣĹŰƨĹĿŒŃ
1- ŸȆŒȄŒŹĹǼĹŠǣōǣĹŰƨÝãŻƂǤŸǵŃŉ (Spelling and Grammar)
Spelling and Grammar ɳƙɆɪɑƙǋɆɽɴȲɴƙɆǉȲƘ ɞɳɎɋǚȲɌɀ
ɿ ɴȼɍȳɭɑɤƘǋɅɍȲſɀɺƙɁɫɊƙɁȪɎɳǵǂɊ
ɎȷǆɅɭƙȲɊ ʆ ɳǷȲƒɭȶȲɊƗɎ ɩɄɪ Microsoft Word ǍɍɽǉȲƘ ɞɳɎɋǚȲɌɀ
ɿ ɴȼɍȳɭɑ ǏɅɫȶǋɅɆƷ
Ɵ ȻɅɮɎȴɸɅɮɑ
Ɇǆ
Ɛ ɁɽɔƷ
ž ȻɽʉɈɀ
ɾ ƙȲɒɊ ɞɵɆɁȶɳǷɈɪɳƙƳɊǉȲƘɳǆɹʆ
ɳȼɪɊƓɪɴȲɴƙɆǏɳɋɪȶƙɁȪɎɔɅɭɎɁƎȼɮȷƴȶɳƙƳɊʈ
- Select ɳɍɪǉȲƘ ɞƙɆɳǌȴɴȼɍƙɁȪɎɴȲ Spelling and Grammar
- ȷɭȷɳɍɪ Review tab Æ Spelling  Grammar
Ɇǆ
Ɛ ɆɽɊȲǏɅɫȶɆƷ
Ɵ Ȼǈ
Ɛ ɸȶɊɯɋȼɮȷƴȶɳƙƳɊ
- ƙɁȶɽ Not in Dictionary : ɆƷ
Ɵ ȻǉȲƘ ɞƙɆɳǌȴɴȼɍȳɭɑ
- Suggestions : ƺȲɴɅƚȶɑƙǋɆɽɳƙȹɪɑɳɌ ɪɑǉȲƘɴȼɍƙɁȪɎ
- Ignore One : ɑƙǋɆɽɳɄƛɪƳɌɌ ɸɍȶɳƸɍǉȲƘɴȼɍȳɭɑɳƽɋɈɭɸɳɄƛɪƳɌ ɴȲɴƙɆɳɍɪǏ
ɳǆɹɳɃ ʆ
- Ignore All : ɑƙǋɆɽɳɄƛɪƳɌɌ ɸɍȶɳƸɍǉȲƘɴȼɍȳɭɑǄɸȶɔɑɽ ɳƽɋɈɭɸɳɄƛɪƳɌɴȲ
ɴƙɆɳɍɪǏʆ
- Add to Dictionary : ɑƙǋɆɽɆɴɅƏɊǉȲƘ ɞƙɆɳǌȴȷɮɍȲƒɭȶɎȷǆɅɭƙȲɊ
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- Change : ɑƙǋɆɽɆƎɮɌǉȲƘɴȼɍȳɭɑɳǵƺǉȲƘƙɁȪɎɳƽɋɳƙȹɪɑɳɌ ɪɑǉȲƘ
ɴȼɍǋɅȲƒɭȶ Suggestions
- Change All : ɑƙǋɆɽɆƎɮɌǉȲƘɴȼɍȳɭɑǄɸȶɔɑɽɳǵƺǉȲƘƙɁȪɎ ʆ
2- ŸȆŒȄŒğÝșţÝŰȇĜŽŭōōȱůŹƕȆĜȄõê
Ŏ (Synonym)
ɳƙɆɪɑƙǋɆɽǈ
ƚ ɑɽɆƎɮɌɋȲǉȲƘɴȼɍǋɅɔɁƏɅʂɋƙɑɳȼȢȶƵ
ƒ ɳǵɅɫȶǉȲƘɴȼɍǋɅɌɯȷƺɳƙɑȷɳƽɋƙƵɅɽɴɁ
- ȷɭȷ Mouse ƴȶǒ
Ǝ ɸɳɍɪɔȲƞɌɴȼɍɳɋɪȶȷȶɽɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌ
- ȷɭȷɳɍɪ Synonym
- ɳƙȹɪɑɳɌ ɪɑǉȲƘɴȼɍɳɋɪȶȷȶɽǇɅƺƳɌɳƙɑȷ
3- ŸȆŒȄŒÝȍĴĹș Proofing (Proofing Option)
AutoCorrect Options ɳƙɆɪɑƙǋɆɽɳɄƛɪƳɌɴȲɁɯɔȲƞɌƺǊǒɔȶɽɳȴƚɑɴɁɆɻɭɳǁ
ƍ ɹ ʆ ɊɭȳƷɌɳɅɹǋɅɔɁƏ
ƙɆɳǌȹɅɿɳǷɳɈɍɴȼɍɳǎȲɔƒȲǏɋǉȲƘȳɭɑɅɫȶɳɎɋǚȲɌɀ
ɿ ɳǆɹȲɊƗɎ ɩɄɪɅɫȶɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌɳǵƺǉȲƘ
ƙɁɫɊƙɁȪɎɳƽɋɑƛʂɋƙɆɎɁƎɩɴɁɊƎȶ ɳƽɋɈɭɸƸɸǇȷɽɳȷȻƺǉȲƘɴȼɍǋɅɆǆ
Ɛ ɁɽƙȲɒɊɳǷɈɪɳƙƳɊɳǆɹɳɃ ʆ
ə
əǄ
Ǆɒ
ɒɌ
Ɍɀ
ɀ
ɿɿ ɺ
ɺ ȲƒɭȶȲɌɀ
ɪ ɳɋɪȶǏɋǉȲƘ scholo ɳǆɹǏɅɫȶɳɄƛɪƳɌǈ
ƚ ɑɽɆƎɮɌɳǵƺǉȲƘ school ɳƽɋɑƛʂɋƙɆɎɁƎɩ
ƙɆɑɩɅɳɆɪɳɋɪȶǇɅȲɸɀɁɽɳǷɳɍɪ Option ɳɅɹɌɯȷ ʆ
ɳȼɪɊƓɪɳƙɆɪƙǇɑɽɊɭȳƷɌɳɅɹǇɅɳɋɪȶƙɁȪɎȲɸɀɁɽȲƒɭȶ Option ȼɮȷƴȶɳƙƳɊɺ
- ȷɭȷɳɍɪ File tab Æ ȷɭȷ Option
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ɳǆɹǏɅɫȶɆƷ
Ɵ Ȼ Dialog box ȼɮȷƴȶɳƙƳɊɺ
- ȷɭȷɳɍɪ Proofing Æ VUP$PSSFDU0QUJPOTœ
ǏɆƷ
Ɵ ȻDialog box ɂƗɪɊɯɋɳɃȢɁȼɮȷƴȶɳƙƳɊɺ
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- ; Show AutoCorrect Options buttons : ɑƙǋɆɽɆƷ
Ɵ Ȼ ɆɼɮɁɭȶ AutoCorrect
Options ʆ
- ; Correct TWo INitial CApitals : ɑƙǋɆɽɴȲɴƙɆǉȲƘɴȼɍɳɇƎɪɊɳƽɋɔȲƞɌɄɸɈɪɌ
ƺɆɽƵ
ƒ ɳǵƺɔȲƞɌɄɸɴɁɊɯɋɈɪɊɭȳǉȲƘ ʆ
Ex: HEllo, COme ɳǵƺɺ Hello,
Come ʆ
- ; Capitalize first letter of sentences : ɆƎɮɌɁɯɔȲƞɌɁɮȷɴȼɍɳɋɪȶǇɅǏɋɳǷɳȼɪɊ
ƙɆɳǌȴɳǵƺɔȲƞɌɄɸ ʆ
- ; Capitalize first letter of table cells : ɆƎɮɌɁɯɔȲƞɌɁɮȷɃɪʑ ɴȼɍɳǷȲƒɭȶ Table cells
ɳǵƺɔȲƞɌɄɸ ʆ
- ; Capitalize name of days : ɆƎɮɌɁɯɔȲƞɌɵɅɳƻ
Ɨ ɹɵɂƂɴȼɍƺ ɔȲƞɌɁɮȷ
ɳǵƺɔȲƞɌɄɸ ʆ
- ; Correct accidental usage of cAPS LOCK key : ɳǷɳɈɍɳɋɪȶƺɆɽ Caps Lock ɳɈɍɳǆɹ
ɳɋɪȶǏɋɔȲƞɌɄɸɳǵƺɔȲƞɌɁɮȷ ɳɒɪɋɔȲƞɌ
ɁɮȷɳǵƺɔȲƞɌɄɸ ɳǷɳɈɍɳɋɪȶȼȲƶ
ƚ ǏɅɫȶ
ɴȲɊȲɄɊƗǂɎ ɩȻ ʆ
Ex: iNTERNATIONAL ɳǵƺ International
- ȷɭȷ OK
(
(Y
Y)
)
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ĄȍŠǸÝɈ
Ȇ
ȆŪ
ŪȆ
ȆŸ
ŸȄ
Ȅō
ōŃ
ŃǩǩɊ
Ɋ: Ū
ŪǸǸŽ
Žğ
ğ
ĢĢ ō
ōŹ
Źç
çǭǭȑ
ȑÝ
ÝŎŎǶǶõ
õà
àŸ
ŸÝ
ÝȍȍĴ
ĴĹ
Ĺșșƕ
ƕō
ōžžǭǭÝ
Ýà
àŸ
Ÿø
øŸ
Ÿ ǈ
ǈ Section
1- à
àŸ
ŸȆ
ȆŸ
ŸȄ
ȄŒ
Œú
úȍȍƕ
ƕō
ōžžǭǭÝ
Ýà
àŸ
Ÿø
øŸ
Ÿ (Formatting the Page)
Ɋ
ɊɭɭɅ
ɅɅ
Ʌɫɫȶ
ȶɳ
ɳɋ
ɋɪɪȶ
ȶƸ
ƸɆ
Ɇɽɽɳ
ɳɇ
ɇƎƎɪɪɊ
ɊǏ
Ǐɋ
ɋɔ
ɔȲ
Ȳƞ
ƞɌ
Ɍ ɞ
ɞɆ
Ɇȥ
ȥƃƃɮɮ ɍ
ɍɌ
ɌɮɮɆ
ɆǊ
ǊɈ
Ɉɳ
ɳɇ
ɇƞ
ƞȶ
ȶʉ
ʉȷ
ȷɮɮɍ
ɍɳ
ɳǵ
ǵȲ
Ȳƒƒɭɭȶ
ȶɑ
ɑɅ
ɅƚƚɫɫȲ
ȲƳ
ƳɌ
ɌƷ
ƷɌ
Ɍ ɳ
ɳɋ
ɋɪɪȶ
ȶȴ
ȴɯɯɌ
Ɍȴ
ȴɆ
ɆƓ
Ɠɪɪɳ
ɳɌ
ɌȢ
ȢɆ
Ɇȷ
ȷɸɸɃ
Ƀɸɸɒ
ɒɸɸ
ƙ
ƙȲ
Ȳƽ
ƽɑ
ɑ Ʌ
Ʌɩɩȶ
ȶȷ
ȷɳ
ɳǆ
ǆ
ƚƚ ɹ
ɹɃ
Ƀɸɸɳ
ɳɅ
ɅɌ
Ɍƺ
ƺɊ
ɊɭɭɅ
Ʌɳ
ɳȼ
ȼɪɪɊ
ɊƓ
ƓɪɪƷ
Ʒɋ
ɋƙ
ƙɑ
ɑȫȫɍ
ɍȲ
Ȳƒƒɭɭȶ
ȶƳ
ƳɌ
Ɍɳ
ɳɌ
ɌȢ
ȢɆ
Ɇȷ
ȷɸɸɔ
ɔɁ
ɁƏƏɆ
ɆɃ
Ƀɤ
ɤƘ
Ƙǋ
ǋɅ
Ʌɑ
ɑǁ
ǁ
ƎƎ Ɇ
Ɇɽɽǅ
ǅ
ƒƒ Ɇ
Ɇɽɽɍ
ɍơơ Ʒ
Ʒɋ
ɋƙ
ƙɑ
ɑȫȫɍ
ɍȲ
Ȳƒƒɭɭȶ
ȶƳ
ƳɌ
Ɍ
Ǖ
ǕɅ
Ʌ ʆ
ʆ ɳ
ɳɒ
ɒɪɪɋ
ɋƺ
ƺɃ
Ƀɮɮɳ
ɳǵ
ǵɔ
ɔȲ
Ȳƞ
ƞɌ
Ɍɴ
ɴȼ
ȼɍ
ɍǇ
ǇɅ
ɅǏ
Ǐɋ
ɋɑ
ɑƏƏɩɩɁ
Ɂɳ
ɳǷ
ǷȲ
Ȳƒƒɭɭȶ
ȶ Text Boundaries ȷ
ȷɸɸɴ
ɴɀ
ɀȲ
Ȳȷ
ȷɳ
ɳǆ
ǆ
ƚƚ ɹ
ɹɃ
Ƀɸɸɳ
ɳɅ
ɅɌ
Ɍɴ
ɴȼ
ȼɍ
ɍɑ
ɑƏƏɩɩɁ
Ɂɳ
ɳǷ
Ƿɴ
ɴɇ
ɇƒƒȲ
Ȳ
ƴ
ƴȶ
ȶɳ
ɳƙ
ƙǤ
Ǥ Text Boundaries ɳ
ɳȴ
ȴɳ
ɳȄ
Ȅǃ
ǃ Page Margin ʆ
ʆ
ȷ
ȷɸɸɳ
ɳǉ
ǉɹ
ɹƳ
ƳɌ
ɌȲ
Ȳɸɸɀ
ɀɁ
Ɂɽɽ Page Setup ɳ
ɳɋ
ɋɪɪȶ
ȶƙ
ƙɁ
ɁȪȪɎ
Ɏɳ
ɳɄ
Ʉƛƛɪɪȼ
ȼɮɮȷ
ȷƴ
ƴȶ
ȶɳ
ɳƙ
ƙƳ
ƳɊ
Ɋɺ
ɺ
1.1- à
àŸ
ŸÝ
ÝȍȍĴ
ĴĹ
Ĺșș Margin (Setting Margins)
ɑ
ɑƙ
ƙǋ
ǋɆ
Ɇɽɽɳ
ɳɄ
ɄƛƛɪɪƳ
ƳɌ
ɌȲ
Ȳɸɸɀ
ɀɁ
ɁɽɽƳ
ƳɌ
ɌɁ
Ɂƙ
ƙɊ
ɊɫɫɊ
Ɋɑ
ɑɅ
ɅƚƚɫɫȲ
ȲƳ
ƳɌ
ɌƷ
ƷɌ
ɌɌ
ɌɆ
Ɇɑ
ɑɽɽɳ
ɳɋ
ɋɪɪȶ
ȶɳ
ɳǕ
Ǖɋ
ɋɑ
ɑɍ
ɍɽɽȷ
ȷɳ
ɳǆ
ǆ
ƚƚ ɹ
ɹɳ
ɳɄ
ɄƛƛɪɪƳ
ƳɌ
ɌƷ
ƷɌ
ɌɄ
Ʉɸɸƺ
ƺȶ
ȶɊ
ɊɭɭɅ
Ʌ
- ȷɭȷɳɍɪ Page Layout Æ ȷɭȷɳɍɪ Margins Æ Custom Margins
- ɞȷɭȷɳɍɪ Page Setup Dialog box launcher ɴȼɍǋɅɆƷ
Ɵ ȻȼɮȷɌɮɆƴȶɳƙƳɊ
ɳɈɍɳǆɹǏɅɫȶɆƷ
Ɵ ȻɅɮɎǈ
Ɛ ɸȶ Dialog box ɊɯɋɑƙǋɆɽɳɄƛɪƳɌȲɸɀɁɽ
- M
Ma
ar
rg
gi
in
ns
s
o Top : ɑƙǋɆɽȲɸɀɁɽȴɸǎɁƴȶɳɍɪɵɅɃɸɈʂɌ ɳɄȢɆɅɫȶɆǆ
Ɛ ɁɽȼɸɆɮȶ
o Bottom : ɑƙǋɆɽȲɸɀɁɽȴɸǎɁƴȶɳƙƳɊɵɅɃɸɈʂɌ ɳɄȢɆɅɫȶɆǆ
Ɛ ɁɽƴȶɳƙƳɊ
o Left : ɑƙǋɆɽȲɸɀɁɽȴɸǎɁƴȶɳȸƛȶɵɅɃɸɈʂɌ ɳɄȢɆɅɫȶɆǆ
Ɛ Ɂɽƴȶɳȸƛȶ
o Right : ɑƙǋɆɽȲɸɀɁɽȴɸǎɁƴȶǒ
Ǝ ɸɵɅɃɸɈʂɌ ɳɄȢɆɅɫȶɆǆ
Ɛ Ɂɽƴȶǒ
Ǝ ɸ
o Gutter : ȲɸɀɁɽɆɴɅƏɊɵɅȴɸǎɁɳȼɪɊƓɪɳɄƛɪƳɌȲɩɆɳɑȢɎɳǻ
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o Gutter Position: ɑƙǋɆɽȲɸɀɁɽɃɩɑɳǮɵɅȴɸǎɁȲƒɭȶƳɌȲɩɆɳɑȢɎɳǻ
ƒ Left : ȲɩɆƴȶɳȸƛȶɵɅƙȲƽɑ
ƒ Top : ȲɩɆƴȶɳɍɪɵɅƙȲƽɑ
- O
Or
ri
ie
en
nt
ta
at
ti
io
on
n
o Portrait : ɑɸǍɆɽƽȲɽƙȲƽɑɆȥƆɌ
o Landscape: ɑɸǍɆɽƽȲɽƙȲƽɑɳɇƎȲ
1.2- àŸÝȍĴĹș Orientation (Setting Orientation)
- ȷɭȷɳɍɪ Page Layout Æ ȷɭȷɳɍɪ Orientation
- ɳƙȹɪɑɳɌ ɪɑƙɆɳɉɃǁɊɯɋɴȼɍȷȶɽǇɅ
1.3- àŸȆŹĄǿƕȆŸǪƕŃȍƞȍŹÝğƕ (Choosing a paper size)
ɳǷȲƒɭȶ Dialog box ƴȶɳɍɪȼɴȼɍɑɮɊȷɭȷɳɍɪ Paper tab ɳȼɪɊƓɪɳƙȹɪɑɳɌ ɪɑɃɸɒɸƙȲƽɑǁɊɯɋ ɳɒɪɋ
ƺɃɮɳǵƙȲƽɑɴȼɍɳȴɅɩɋɊɳƙɆɪǆɳɈɍɆȷƃɭɆƓɅƒȴɬ A4 ʆ
- ƙɁȶɽ Paper size : ɑƙǋɆɽɳƙȹɪɑɳɌ ɪɑɋȲɃɸɒɸƙȲƽɑɴȼɍǋɅƙǒɆɽȼɮȷƺ    -FUUFS œ
ɞȲʁȷɭȷɋȲ Custom size ɌɯȷǏɋƙɆɴɎȶ Ɇȥƃɮ ɍɳǵȲƒɭȶƙɆɔɆɽ Width (ƙɆɴɎȶɃɃɫȶ)
Ʌɩȶ Height (ƙɆɴɎȶȲɸɈɑɽƙȲƽɑ) ʆ
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1.4- à
àŸ
ŸÝ
ÝȍȍĴ
ĴĹ
ĹșșŃ
ŃȍȍŠ
ŠȱȱŸ
ŸȆ
Ȇƕ
ƕƕ
ƕ ō
ōǣǣõ
õŃ
ŃȍȍŠ
ŠȱȱŸ
Ÿç
çǸǸ (Applying an Even page and Odd page)
Page Layout ȴɬƺ Tab ɊɯɋɳƙɆɪɑƙǋɆɽȲɸɀɁɽƽȲɽɳɍȳɃɸɈʂɌȴɮ ɅɩȶɃɸɈʂɌɳɑɑ Ʌɩȶȷɸɀ
ɭ ȷɳɇƞȶʉɳɃȢɁ...
- ɌɳɆȢɆȷɮɍ Dialog box ƴȶɳƙƳɊɳɅɹɳɋɪȶɔɅɭɎɁƎɅɿȼɮȷƴȶɳɍɪȼɴȼɍ
- Ɍɯȷȷɭȷɳɍɪ Page Layout
ƙɁȶɽ Header and footers
- ; Different odd and even : ɳɆɪɳƙȹɪɑɳɌ ɪɑɋȲȷɸɀ
ɭ ȷɳɅɹƳɌƽȲɽɳɍȳ ɞɔȲƞɌɳɍɪȲǙɍ Ɍ ɬɳȹɪȶɃɸɈʂɌ
ǕȷǋɅɍȲſɀɺȳɭɑƵ
ƒ ɌǏȶɃɸɈʂɌɳɑɑ ɅɩȶɃɸɈʂɌȴɮ ʆ
- ; Different first page : ɳɆɪɳƙȹɪɑɳɌ ɪɑɋȲȷɸɀ
ɭ ȷɳɅɹɎ ɩȻƳɌƽȲɽɳɍȳ ɞɔȲƞɌɳɍɪȲǙɍ Ɍ ɬɳȹɪȶ
ɃɸɈʂɌǕȷȳɭɑƵ
ƒ ɴɁɃɸɈʂɌȼɸɆɮȶɆɻɭɳǁ
ƍ ɹ ʆ
From edge : ɑƙǋɆɽȲɸɀɁɽɃɸɒɸȲǙɍɃɸɈʂɌ ɅɩȶɳȹɪȶɃɸɈʂɌ
- Header : ɑƙǋɆɽɆȥƃɮ ɍɁɵɊƚɳɍȳɳȼɪɊƓɪȲɸɀɁɽɃɸɒɸȲǙɍɃɸɈʂɌ
- Footer : ɑƙǋɆɽɆȥƃɮ ɍɁɵɊƚɳɍȳɳȼɪɊƓɪȲɸɀɁɽɃɸɒɸɳȹɪȶɃɸɈʂɌ
ƙɁȶɽ Page : ɑƙǋɆɽɳƙȹɪɑɳɌ ɪɑȷɸɀ
ɭ ȷȼɮȷƴȶɳƙƳɊɺ
Vertical Alignment : ɑƙǋɆɽɳɄƛɪƳɌɁƙɊɫɊȹɯɌɳȼȲ
- Top : ɑƙǋɆɽȲɸɀɁɽƳɌƸɆɽɳɇƎɪɊǏɋɔȲƞɌɈɪȲɸɈɮɍɊȲɳƙƳɊ
- Center : ɑƙǋɆɽȲɸɀɁɽƳɌƸɆɽɳɇƎɪɊǏɋɔȲƞɌȷɸȲǁ
Ǝ ɍɌǏȶƴȶɳɍɪ ɅɩȶƴȶɳƙƳɊ
- Justified : ɑƙǋɆɽȲɸɀɁɽƳɌƸɆɽɳɇƎɪɊǏɋɔȲƞɌɳȷȻɳɈȻɃɸɈʂɌ (Full pages)
- Bottom : ɑƙǋɆɽȲɸɀɁɽƳɌƸɆɽɳɇƎɪɊǏɋɔȲƞɌɈɪɳƙƳɊɳǵɳɍɪ
ɳǷɳɈɍɳɋɪȶǇɅȲɸɀɁɽƙȴɆɽɔƛɪɴȼɍȷȶɽǇɅɌɯȷǍɍɽɳɒɪɋ ȷɭȷɳɍɪ OK ʆ
2- à
àŸ
Ÿğ
ğÝ
Ýșș Hyphen Ȇ
Ȇő
őÝ
ÝŎŎǶǶõ
õĄ
ĄǻǻŸ
Ÿƨ
ƨĹ
ĹĿĿŒ
ŒŃ
Ń (Hyphenating text)
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ƙ
ƙɆ
Ɇɑ
ɑɩɩɅ
Ʌɳ
ɳɆ
Ɇɪɪ ǉ
ǉȲ
ȲƘ
Ƙɴ
ɴȼ
ȼɍ
ɍɳ
ɳɋ
ɋɪɪȶ
ȶǏ
Ǐɋ
ɋɆ
Ɇȥ
ȥƃƃɮɮ ɍ
ɍ Ǐ
Ǐɴ
ɴɎ
Ɏȶ
ȶɳ
ɳɈ
ɈȲ
Ȳƺ
ƺɊ
Ɋɮɮɍ
ɍɳ
ɳɒ
ɒɁ
Ɂɭɭɳ
ɳɄ
Ʉƛƛɪɪɳ
ɳǕ
Ǖɋ
ɋɔ
ɔɁ
ɁƏƏɆ
ɆɃ
ɃɌ
ɌɆ
Ɇɑ
ɑɽɽɳ
ɳɋ
ɋɪɪȶ
ȶɴ
ɴƙ
ƙɆ
Ɇƙ
ƙɆ
Ɇȫȫɍ
ɍɔ
ɔɁ
ɁƏƏɅ
Ʌʂʂɋ
ɋ
ȼ
ȼɮɮɳ
ɳȷ
ȷƒƒɹ
ɹɳ
ɳɒ
ɒɪɪɋ
ɋɳ
ɳȼ
ȼɪɪɊ
ɊƓ
ƓɪɪɆ
ɆɅ
ɅƎƎɔ
ɔɁ
ɁƏƏɅ
Ʌʂʂɋ
ɋɌ
ɌɆ
Ɇɑ
ɑɽɽǉ
ǉȲ
ȲƘ
Ƙɴ
ɴȼ
ȼɍ
ɍǋ
ǋɅ
Ʌɍ
ɍȲ
Ȳſſɀ
ɀɺ
ɺɴ
ɴɎ
Ɏȶ
ȶɳ
ɳɈ
ɈȲ
Ȳɳ
ɳɋ
ɋɪɪȶ
ȶƙ
ƙɁ
ɁȪȪɎ
Ɏɳ
ɳƙ
ƙɆ
Ɇɪɪ Hyppen ɳ
ɳȼ
ȼɪɪɊ
ɊƓ
Ɠɪɪɳ
ɳǕ
Ǖɋ
ɋɔ
ɔɁ
ɁƏƏɅ
Ʌʂʂɋ
ɋɔ
ɔɁ
ɁƏƏ
Ɇ
ɆɃ
ɃɌ
ɌɆ
Ɇɑ
ɑɽɽɳ
ɳɋ
ɋɪɪȶ
ȶǋ
ǋɅ
Ʌȳ
ȳƚƚɫɫɊ
Ɋǒ
ǒɌ
Ɍɳ
ɳɈ
ɈȻ
Ȼɳ
ɳɍ
ɍȻ
Ȼ ʆ
ʆ
Ɍ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇɔ
ɔɅ
ɅɭɭɎ
ɎɁ
ɁƎƎɅ
Ʌɿɿȼ
ȼɮɮȷ
ȷƴ
ƴȶ
ȶɳ
ɳƙ
ƙƳ
ƳɊ
Ɋɳ
ɳɅ
Ʌɹ
ɹ
- ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Page Layout Æ ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Hyphenation
- ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Automatic
ɑ
ɑɮɮɊ
Ɋɔ
ɔɁ
ɁƏƏɆ
ɆɃ
Ƀƴ
ƴȶ
ȶɳ
ɳƙ
ƙƳ
ƳɊ
Ɋɺ
ɺ
3- à
àŸ
Ÿğ
ğÝ
ÝșșȆ
ȆŽ
Žâ
âŃ
ŃȍȍŠ
ŠȱȱŸ
Ÿ (Inserting Page Numbers)
ɑƙǋɆɽɳɄƛɪƳɌȲɸɀɁɽɳɍȳɃɸɈʂɌɳǷɳɍɪɑɅƚɫȲƳɌƷɌɳƽɋɑƛʂɋƙɆɎɁƎɩɳƽɋɊɩɅƸɸǇȷɽǏɋɆȥƃɮ ɍȲƒɭȶȲɌɀ
ɪ
ǋɅɳƙȷɪɅɃɸɈʂɌ ʆ
- ȷɭȷɳɍɪ Insert tab Æ Page Number
- ɳƙȹɪɑɳɌ ɪɑƙɆɳɉɃǁɊɯɋɴȼɍȷȶɽǇɅ
o Top of Page : ɑƙǋɆɽȲɸɀɁɽɳɍȳɃɸɈʂɌɤƘɳǷɴɇƒȲƴȶɳɍɪɵɅɃɸɈʂɌ
o Bottom of Page : ɑƙǋɆɽȲɸɀɁɽɳɍȳɃɸɈʂɌɤƘɳǷɴɇƒȲƴȶɳƙƳɊɵɅɃɸɈʂɌ
o Page Margins : ɑƙǋɆɽȲɸɀɁɽɳɍȳɃɸɈʂɌɤƘɳǷȹɩɁ Margins ɵɅɃɸɈʂɌ
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o Current Position : ɑƙǋɆɽȲɸɀɁɽɳɍȳɃɸɈʂɌƙɁȶɽɃɪǂɸȶɴȼɍȲɸɈɭȶɑƏɩɁɳǷ
o 'PSNBU1BHF/VNCFSTœ : ɑƙǋɆɽȲɸɀɁɽɃƙɊȶɽɵɅƳɌƽȲɽɳɍȳɃɸɈʂɌɳƽɋɑƛʂɋƙɆɎɁƎɩ
ȼɮȷƺ (1, 2, 3...)(I, II, III)(A, B, C)
ɳɈɍɴȼɍɳɋɪȶȷɭȷɳɍɪǏɳǆɹǏɅɫȶɆƷ
Ɵ Ȼǈ
Ɛ ɸȶȼɮȷƴȶɳƙƳɊ
- Number format : ɑƙǋɆɽɳƙȹɪɑɳɌ ɪɑɃƙɊȶɽɳɍȳɃɸɈʂɌɴȼɍƙɁȪɎɆƷ
Ɵ Ȼ
- Continue from previous section : ɑƙǋɆɽȲɸɀɁɽɳɍȳɃɸɈʂɌɆɅƎɈɪ Section Ƹɑɽ
- Page Numbering : ɑƙǋɆɽȲɸɀɁɽɁɵɊƚƸɆɽɳɇƎɪɊɵɅƳɌɳƙɆɪƙǇɑɽɳɍȳɃɸɈʂɌɳƽɋ
ɑƛʂɋƙɆɎɁƎɩ
- Start at : ɑƙǋɆɽǏɋɳɍȳɃɸɈʂɌȼɸɆɮȶɴȼɍƙɁȪɎƸɆɽɳɇƎɪɊ əǄɒɌɀ
ɿ ɺ
ɳɋɪȶȷȶɽɆƷ
Ɵ ȻɳɍȳɃɸɈʂɌƸɆɽɈɪɳɍȳ 3 ɳǆɹɳɋɪȶƙɁȪɎǏɋɳɍȳ
3 ƙɁȶɽȲɴɅƚȶɳǆɹ ʆ
4- à
àŸ
Ÿğ
ğÝ
ÝșșÝ
ÝŖ
ŖŽ
ŽŃ
ŃȍȍŠ
ŠȱȱŸ
Ÿ ō
ōǣǣõ
õȆ
ȆĄ
Ąǿǿõ
õŃ
ŃȍȍŠ
ŠȱȱŸ
Ÿ (Work with Headers and Footers)
ƳɌȲɸɀɁɽȲǙɍɃɸɈʂɌ ɅɩȶɳȹɪȶɃɸɈʂɌɳɍɪɑɅƚɫȲƳɌƷɌ ȴɬɳɋɪȶǕȷɳɄƛɪƳɌȲɸɀɁɽɳɍɪɳɍȳɃɸɈʂɌ ɳɈɍɳɎǎɳɌȢɆȷɸ
ɅɩȶƳɌǏɋɔȲƞɌɳɇƞȶʉɳɃȢɁɑƙǋɆɽɆƷ
Ɵ ȻɳǷɳɍɪȲǙɍɃɸɈʂɌ ɅɩȶɳȹɪȶɃɸɈʂɌɵɅƙȴɆɽɃɸɈʂɌǄɸȶɔɑɽ ʆ
- ȷɭȷ Insert tab Æ ɳǷȲƒɭȶ Header ɵɅ Header and Footer Group Æ Edit Header
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- Ɇǆ
Ɛ ɆɽɊȲǏɅɫȶɆƷ
Ɵ ȻɃɪǂɸȶɵɅ Header ɳȼɪɊƓɪɤƘɳɋɪȶǏɋɔȲƞɌ ɞȲɸɀɁɽɳɍȳɃɸɈʂɌɳɍȳɃɸɈʂɌƺɳȼɪɊ
- Header ǋɅɃɪǂɸȶȽɩɁɳǷɴɇƒȲƴȶɳɍɪɵɅɵɇƐƙȲƽɑƳɌƷɌ Ɍ ɪɡ Footer ǋɅɃɪǂɸȶȽɩɁɳǷɴɇƒȲƴȶɳƙƳɊ
ɵɅɵɇƐƙȲƽɑƳɌƷɌ ʆ
ƺɃɮɳǵƳɌǏɋɔȲƞɌɳǷȲƒɭȶɁɸɆɅɽ Header Ʌɩȶ Footer ǋɅɍȲſɀɺɈɩɳɑɑƺȶƳɌǏɋɔȲƞɌɳǷȲƒɭȶ
ɁɸɆɅɽɄɊƗǂ ɳƽɋȲɊƗɎ ɩɄɪǇɅȲɸɀɁɽƺɆɪɴɇƒȲɳɇƞȶʉƵ
ƒ ɳƽɋɑƛʂɋƙɆɎɁƎɩȴɬ ƳɌǏɋɔȲƞɌɳȷȻɈɪɴɇƒȲƴȶ
ɳȸƛȶ ƴȶǒ
Ǝ ɸ ɅɩȶƳɌǏɋɔȲƞɌɳȷȻɈɪɴɇƒȲȲǁ
Ǝ ɍɵɅɵɇƐƙȲƽɑɳƽɋɑƛʂɋƙɆɎɁƎɩɳƽɋɳɋɪȶƙƵɅɽɴɁȷɭȷɳɍɪ
Key Tab ɳǷɳɍɪ Keyboard ƺƳɌɳƙɑȷ ʆ
- Ɍɯȷȷɭȷ Close Header and Footer ɳȼɪɊƓɪƸȲɳȷȻɈɪƳɌƽȲɽHeader and Footer
5-à
àŸ
Ÿȇ
ȇƕ
ƕƃƃõ
õů
ůŽ
ŽșșŠ
Šǩǩ Section (Understanding Sections)
Section ȴ
ȴɬɬƺ
ƺɊ
Ɋɮɮɍ
ɍƽ
ƽ
ƊƊ Ʌ
Ʌƙ
ƙȴ
ȴɫɫɹ
ɹȲ
Ȳƒƒɭɭȶ
ȶƳ
ƳɌ
Ɍ Format Page Layout ɵ
ɵɅ
ɅȲ
ȲɊ
ɊƗƗɎ
Ɏ ɩɩɄ
Ʉɪɪ Word ʆ
ʆ ɡ
ɡȲ
Ȳǒ
ǒɌ
Ɍƺ
ƺɳ
ɳƙ
ƙȷ
ȷɪɪɅ
Ʌǋ
ǋɅ
Ʌɴ
ɴɁ
ɁɊ
Ɋɯɯɋ
ɋ
Section (single section), ȼ
ȼɮɮɳ
ɳȷ
ȷƒƒɹ
ɹǍ
Ǎɍ
ɍɽɽ PagesǄ
Ǆɸɸȶ
ȶɔ
ɔɑ
ɑɽɽɳ
ɳǷ
ǷȲ
Ȳƒƒɭɭȶ
ȶɡ
ɡȲ
Ȳǒ
ǒɌ
Ɍɳ
ɳɄ
ɄƛƛɪɪƳ
ƳɌ
Ɍ Format ȼ
ȼɮɮȷ
ȷʉ
ʉƵ
Ƶ
ƒƒ ʆ
ʆ ƙ
ƙɆ
Ɇɑ
ɑɩɩɅ
Ʌɳ
ɳɆ
Ɇɪɪ
Page Ɋ
Ɋɯɯɋ
ɋȷ
ȷɸɸɅ
ɅɯɯɅ
ɅɁ
Ɂƙ
ƙɊ
ɊȪȪɎ
Ɏɳ
ɳǕ
Ǖɋ
ɋ Format ɳ
ɳɇ
ɇƞ
ƞȶ
ȶƵ
Ƶ
ƒƒ ɳ
ɳɋ
ɋɪɪȶ
ȶǕ
Ǖȷ
ȷɳ
ɳɄ
ɄƛƛɪɪƳ
ƳɌ
Ɍ break ɡ
ɡȲ
Ȳǒ
ǒɌ
ɌɌ
ɌɆ
Ɇɑ
ɑɽɽɳ
ɳɋ
ɋɪɪȶ
ȶɳ
ɳǕ
Ǖɋ
ɋɳ
ɳǵ
ǵƺ
ƺɈ
ɈɪɪɌ
Ɍ ɞ
ɞɳ
ɳƙ
ƙȷ
ȷɪɪɅ
Ʌ
Sectons ʆ
ʆ
S
Se
ec
ct
ti
io
on
ns
s ƙ
ƙɁ
ɁȫȫɁ
ɁɈ
ɈɩɩɅ
ɅɩɩɁ
ɁƘ
Ƙɳ
ɳǵ
ǵɳ
ɳɍ
ɍɪɪƳ
ƳɌ
Ɍ F
Fo
or
rm
ma
at
t ȼ
ȼɮɮȷ
ȷƺ
ƺɺ
ɺ
- Ƀ
Ƀɸɸɒ
ɒɸɸƙ
ƙȲ
Ȳƽ
ƽɑ
ɑ (The size of the paper)
- Ƴ
ƳɌ
ɌȲ
Ȳɸɸɀ
ɀɁ
Ɂɽɽ Margins ɳ
ɳȸ
ȸƛƛȶ
ȶ ǒ
ǒ
ƎƎ ɸɸ ɳ
ɳɍ
ɍɪɪ Ʌ
Ʌɩɩȶ
ȶɳ
ɳƙ
ƙƳ
ƳɊ
Ɋ (The left, right, top and bottom margins)
- Ƴ
ƳɌ
Ɍǈ
ǈ
ƚƚ ɑ
ɑɽɽɆ
ɆƎƎɮɮɌ
Ɍƙ
ƙɃ
Ƀȶ
ȶɽɽƙ
ƙǄ
Ǆɋ
ɋɌ
ɌɆ
Ɇɑ
ɑɽɽƙ
ƙȲ
Ȳƽ
ƽɑ
ɑ (The orientation of the paper- Portrait mode and landscape)
- Ȳ
ȲǙ
Ǚɍ
ɍɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍ Ʌ
Ʌɩɩȶ
ȶɳ
ɳȹ
ȹɪɪȶ
ȶɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍ (Header and Footer)
- Ƴ
ƳɌ
ɌȲ
Ȳɸɸɀ
ɀɁ
Ɂɽɽɑ
ɑɸɸƵ
Ƶɍ
ɍɽɽɵ
ɵɅ
ɅƳ
ƳɌ
ɌɆ
ɆȦ
Ȧ
ƅƅ Ȳ
Ȳɽɽȷ
ȷɸɸɀ
ɀ
ɭɭ ȷ
ȷɑ
ɑɸɸƴ
ƴɅ
Ʌɽɽǁ
ǁɊ
Ɋɯɯɋ
ɋȲ
Ȳƒƒɭɭȶ
ȶɔ
ɔɁ
ɁƏƏɆ
ɆɃ
Ƀ (Footnote)
- Ƴ
ƳɌ
Ɍƽ
ƽȲ
Ȳɽɽɳ
ɳɍ
ɍȳ
ȳɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍ (Page Numbering)
5.1- à
àŸ
ŸŞ
Ş
ĺĺ ú
úșș Section (Create section breaks)
ɳ
ɳɋ
ɋɪɪȶ
ȶǕ
Ǖȷ
ȷɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂ Section ɂ
ɂƗƗɪɪǂ
ǂɊ
ɊɎ
Ɏ ɩɩɄ
Ʉɪɪɳ
ɳƙ
ƙȷ
ȷɪɪɅ
Ʌǌ
ǌ
ɻɻ ȶ
ȶȴ
ȴɬɬɳ
ɳɋ
ɋɪɪȶ
ȶɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂ Section ɳ
ɳƽ
ƽɋ
ɋɳ
ɳƙ
ƙɆ
Ɇɪɪ Break gallery ɵ
ɵɅ
Ʌ
Page Layout tab ɳ
ɳǷ
Ƿɳ
ɳɍ
ɍɪɪ Ribbon ʆ
ʆ ɳ
ɳɋ
ɋɪɪȶ
ȶǕ
Ǖȷ
ȷɳ
ɳƙ
ƙɆ
ɆɪɪɎ
Ɏ ɩɩɄ
Ʉɪɪǒ
ǒȜ
Ȝɑ
ɑƎƎɳ
ɳɅ
Ʌɹ
ɹɳ
ɳȼ
ȼɪɪɊ
ɊƓ
ƓɪɪɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂ Section ɂ
ɂƗƗɪɪɴ
ɴȼ
ȼɍ
ɍɃ
ɃɃ
Ƀɯɯɍ
ɍƳ
ƳɌ
Ɍ
Format Ɉ
Ɉɪɪ Section Ɋ
ɊɭɭɅ
Ʌ ʆ
ʆ Ɇ
Ɇǆ
ǆ
ƐƐ Ɇ
ɆɽɽɊ
ɊȲ
Ȳɳ
ɳɋ
ɋɪɪȶ
ȶɳ
ɳɄ
ɄƛƛɪɪƳ
ƳɌ
Ɍǈ
ǈ
ƚƚ ɑ
ɑɽɽɆ
ɆƎƎɮɮɌ
ɌƳ
ƳɌ
Ɍ Format ɳ
ɳǵ
ǵǂ
ǂɊ
Ɋɔ
ɔƛƛɪɪɴ
ɴȼ
ȼɍ
ɍȷ
ȷȶ
ȶɽɽǇ
ǇɅ
Ʌ ʆ
ʆ
ɳ
ɳȼ
ȼɪɪɊ
ɊƓ
ƓɪɪɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂ Section ɂ
ɂƗƗɪɪɊ
Ɋɯɯɋ
ɋɳ
ɳǷ
ǷȲ
Ȳƒƒɭɭȶ
ȶɡ
ɡȲ
Ȳǒ
ǒɌ
Ɍɳ
ɳǕ
Ǖɋ
ɋǋ
ǋɅ
ɅɌ
Ɍɳ
ɳɆ
ɆȢ
ȢɆ
Ɇɳ
ɳɌ
ɌȢ
ȢɆ
ɆɌ
Ɍɋ
ɋɳ
ɳɋ
ɋɪɪȶ
ȶƙ
ƙɁ
ɁȪȪɎ
Ɏɔ
ɔɅ
ɅɭɭɎ
ɎɁ
ɁƎƎȼ
ȼɮɮȷ
ȷȹ
ȹɸɸǓ
ǓɅ
Ʌƴ
ƴȶ
ȶɳ
ɳƙ
ƙƳ
ƳɊ
Ɋɺ
ɺ
- ƽ
ƽȲ
Ȳɽɽ Cursor ƙ
ƙɁ
Ɂȶ
ȶɽɽɃ
Ƀɪɪǂ
ǂɸɸȶ
ȶɴ
ɴȼ
ȼɍ
ɍɳ
ɳɋ
ɋɪɪȶ
ȶȷ
ȷȶ
ȶɽɽǇ
ǇɅ
Ʌ
- ȷ
ȷɭɭȷ
ȷ Page Layout tab Æ Breaks
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- Next Page : ɑ
ɑƙ
ƙǋ
ǋɆ
ɆɽɽɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂ section ɂ
ɂƗƗɪɪɳ
ɳƽ
ƽɋ
ɋƸ
ƸɆ
Ɇɽɽɳ
ɳɇ
ɇƎƎɪɪɊ
Ɋɳ
ɳǷ
Ƿɳ
ɳɍ
ɍɪɪɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍɂ
ɂƗƗɪɪ
- Continuous : ɑ
ɑƙ
ƙǋ
ǋɆ
ɆɽɽɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂ Section ɂ
ɂƗƗɪɪɳ
ɳƽ
ƽɋ
ɋɳ
ɳǷ
Ƿɳ
ɳɍ
ɍɪɪɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍȼ
ȼɴ
ɴȼ
ȼɍ
ɍ ʆ
ʆ Section break ƙ
ƙɆ
Ɇɳ
ɳɉ
ɉɃ
Ƀɳ
ɳɅ
Ʌɹ
ɹȴ
ȴɬɬƺ
ƺ
Ʉ
ɄɊ
ɊƗƗǂ
ǂɳ
ɳȴ
ȴɳ
ɳƙ
ƙɆ
Ɇɪɪ ɑ
ɑƙ
ƙǋ
ǋɆ
Ɇɽɽǈ
ǈ
ƚƚ ɑ
ɑɽɽɆ
ɆƎƎɮɮɌ
Ɍȷ
ȷɸɸɅ
ɅɯɯɅ
Ʌ Column ɳ
ɳǷ
Ƿɳ
ɳɍ
ɍɪɪɃ
ɃɸɸɈ
ɈʂʂɌ
ɌƳ
ƳɌ
ɌƷ
ƷɌ
ɌɌ
ɌɆ
Ɇɑ
ɑɽɽɳ
ɳɋ
ɋɪɪȶ
ȶ
- Even Page : ɳ
ɳƙ
ƙɆ
Ɇɪɪɑ
ɑƙ
ƙǋ
ǋɆ
ɆɽɽɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂ Section ɂ
ɂƗƗɪɪɴ
ɴȼ
ȼɍ
ɍƸ
ƸɆ
Ɇɽɽɳ
ɳɇ
ɇƎƎɪɪɊ
Ɋɳ
ɳɍ
ɍɪɪɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍȴ
ȴɮɮ
- Odd Page : ɳ
ɳƙ
ƙɆ
Ɇɪɪɑ
ɑƙ
ƙǋ
ǋɆ
ɆɽɽɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂ Section ɂ
ɂƗƗɪɪɴ
ɴȼ
ȼɍ
ɍƸ
ƸɆ
Ɇɽɽɳ
ɳɇ
ɇƎƎɪɪɊ
Ɋɳ
ɳɍ
ɍɪɪɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍɳ
ɳɑ
ɑɑ
ɑ
5.2- à
àŸ
ŸŒ
ŒȆ
Ȇõ
õÞÞǿǿĹ
Ĺ Section ć
ćŪ
Ūǻǻů
ůȆ
ȆŽ
Žâ
âŃ
ŃȍȍŠ
ŠȱȱŸ
ŸȆ
Ȇś
śƖ
Ɩõ
õê
ê
ŎŎ (Create section with different page numbers)
ɡ
ɡȲ
Ȳǒ
ǒɌ
Ɍƺ
ƺɳ
ɳƙ
ƙȷ
ȷɪɪɅ
Ʌƙ
ƙɁ
ɁȪȪɎ
ɎƳ
ƳɌ
Ɍ Section ɴ
ɴȼ
ȼɍ
ɍǋ
ǋɅ
ɅƳ
ƳɌ
Ɍ Format ɳ
ɳɍ
ɍȳ
ȳɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍɳ
ɳɇ
ɇƞ
ƞȶ
ȶƵ
Ƶ
ƒƒ ə
əǄ
Ǆɒ
ɒɌ
Ɍɀ
ɀ
ɿɿ Ƀ
ɃɸɸɈ
ɈʂʂɌ
Ɍȼ
ȼɸɸɆ
Ɇɮɮȶ
ȶɞ
ɞ
Ƀ
ɃɸɸɈ
ɈʂʂɌ
ɌɃ
ɃɪɪɈ
ɈɪɪɌ
Ɍ (First or Second page) ȴ
ȴɸɸɌ
ɌɆ
ɆɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍ (a cover page) Ʌ
Ʌɩɩȶ
ȶȹ
ȹɯɯɅ
ɅƳ
Ƴɍ
ɍȷ
ȷɸɸɀ
ɀȶ
ȶɳ
ɳȹ
ȹɪɪȶ
ȶɵ
ɵɅ
Ʌɑ
ɑɅ
ɅƚƚɫɫȲ
ȲƳ
ƳɌ
ɌƷ
ƷɌ
Ɍ
Ɍ
ɌɆ
Ɇɑ
ɑɽɽɳ
ɳɋ
ɋɪɪȶ
ȶɴ
ɴȼ
ȼɍ
ɍɔ
ɔɁ
Ɂɽɽǋ
ǋɅ
Ʌɳ
ɳɍ
ɍȳ
ȳɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍ ʆ
ʆ ɳ
ɳȼ
ȼɪɪɊ
ɊƓ
ƓɪɪɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂɡ
ɡȲ
Ȳǒ
ǒɌ
Ɍɵ
ɵɅ
ɅƳ
ƳɌ
ɌɁ
Ɂɸɸɳ
ɳɌ
ɌȢ
ȢɆ
Ɇɳ
ɳɅ
Ʌɹ
ɹ ɳ
ɳɋ
ɋɪɪȶ
ȶƙ
ƙɁ
ɁȪȪɎ
Ɏ format Group Ɍ
ɌɆ
Ɇɑ
ɑɽɽ
Ƀ
ɃɸɸɈ
ɈʂʂɌ
Ɍƺ
ƺɊ
Ɋɯɯɋ
ɋƳ
ƳɌ
ɌȲ
Ȳɸɸɀ
ɀɁ
Ɂɽɽɳ
ɳɍ
ɍȳ
ȳɳ
ɳɇ
ɇƞ
ƞȶ
ȶƵ
Ƶ
ƒƒ ʆ
ʆ ɳ
ɳɋ
ɋɪɪȶ
ȶɊ
ɊɩɩɅ
ɅǕ
Ǖȷ
ȷɳ
ɳɄ
Ʉƛƛɪɪɔ
ɔƛƛɪɪɳ
ɳǕ
Ǖɋ
ɋȳ
ȳɭɭɑ
ɑɈ
Ɉɪɪ Group ɵ
ɵɅ
ɅɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍȼ
ȼɸɸɆ
Ɇɮɮȶ
ȶ ʆ
ʆ
ɳ
ɳȼ
ȼɪɪɊ
ɊƓ
ƓɪɪɆ
Ɇɳ
ɳȶ
ȶžžɪɪɁ
Ɂɳ
ɳɍ
ɍȳ
ȳɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍɳ
ɳɇ
ɇƞ
ƞȶ
ȶƵ
Ƶ
ƒƒ ɳ
ɳɋ
ɋɪɪȶ
ȶƙ
ƙɁ
ɁȪȪɎ
Ɏɔ
ɔɅ
ɅɭɭɎ
ɎɁ
ɁƎƎȼ
ȼɮɮȷ
ȷƴ
ƴȶ
ȶɳ
ɳƙ
ƙƳ
ƳɊ
Ɋɺ
ɺ
- ƽ
ƽȲ
Ȳɽɽ Cursor ƙ
ƙɁ
Ɂȶ
ȶɽɽɃ
Ƀɪɪǂ
ǂɸɸȶ
ȶɴ
ɴȼ
ȼɍ
ɍȷ
ȷȶ
ȶɽɽǇ
ǇɅ
Ʌ
- ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Page Layout tab Æ Breaks
- Ɍ
Ɍɯɯȷ
ȷɳ
ɳƙ
ƙȹ
ȹɪɪɑ
ɑɳ
ɳɌ
Ɍ ɪɪɑ
ɑɋ
ɋȲ
Ȳ Next Page
- ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Insert tab Æ ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Header ɞ
ɞ Footer ɴ
ɴȼ
ȼɍ
ɍȷ
ȷȶ
ȶɽɽǇ
ǇɅ
Ʌ
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- ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Edit Header ɞ
ɞ Edit Footer
- ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Design Tab Æ Page Number Æ 'PSNBU1BHF/VNCFSTœ
- Ɍ
Ɍɯɯȷ
ȷɳ
ɳɄ
ɄƛƛɪɪƳ
ƳɌ
Ɍɳ
ɳƙ
ƙȹ
ȹɪɪɑ
ɑɳ
ɳɌ
Ɍ ɪɪɑ
ɑƙ
ƙɆ
Ɇɳ
ɳɉ
ɉɃ
Ƀɳ
ɳɍ
ɍȳ
ȳɴ
ɴȼ
ȼɍ
ɍȷ
ȷȶ
ȶɽɽǇ
ǇɅ
Ʌ
- ƙ
ƙɁ
Ɂȶ
ȶɽɽ Number format : ɑ
ɑƙ
ƙǋ
ǋɆ
Ɇɽɽɳ
ɳƙ
ƙȹ
ȹɪɪɑ
ɑɳ
ɳɌ
Ɍ ɪɪɑ
ɑɳ
ɳɍ
ɍȳ
ȳɳ
ɳɌ
ɌȢ
Ȣȶ
ȶɴ
ɴȼ
ȼɍ
ɍȷ
ȷȶ
ȶɽɽǇ
ǇɅ
Ʌ ə
əǄ
Ǆɒ
ɒɌ
Ɍɀ
ɀ
ɿɿ ɺ
ɺ J JJ JJJœ
- ƙ
ƙɁ
Ɂȶ
ȶɽɽ Start at : ɑ
ɑƙ
ƙǋ
ǋɆ
ɆɽɽȲ
Ȳɸɸɀ
ɀɁ
ɁɽɽƳ
ƳɌ
ɌƸ
ƸɆ
Ɇɽɽɳ
ɳɇ
ɇƎƎɪɪɊ
Ɋɵ
ɵɅ
Ʌɳ
ɳɍ
ɍȳ
ȳɃ
ɃɸɸɈ
ɈʂʂɌ
Ɍ
- ɳ
ɳɈ
Ɉɍ
ɍȲ
Ȳɸɸɀ
ɀɁ
ɁɽɽɌ
Ɍɯɯȷ
ȷ ȷ
ȷɭɭȷ
ȷ OK
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Ȇ
ȆŪ
ŪȆ
ȆŸ
ŸȄ
Ȅō
ōŃ
Ńǩǩɋ
ɋ: àŸȇŒõȇúÝƕōžǭÝàŸøŸćŃȍŠȱŸàŸȇƕĹ
 Formatting Fancy Page)
1
1.
. àŸŒȆõÞǿĹ Columns (Creating Columns)
1.1 àŸŒȆõÞǿĹ Column ļŪŸůȒ Column Gallery
ƳɌɆɳȶžɪɁ Column ȴɬƺƳɌɴɆȶɴȷȲɑɅƚɫȲƳɌƷɌƺɴɇƒȲɳȼɪɊƓɪƷɋƙɑȫɍȲƒɭȶƳɌɑɌɳɑɌ ɞǕɅ ʆ ƺ
Ƀɮɳǵ Column ƙɁȪɎǇɅɳȴɳƙɆɪƙǇɑɽǊȴɳƙȷɪɅɳǷȲƒɭȶɃɸɈʂɌƳɴɑɁɞɃɑƞǆɎȼƉɪƺɳȼɪɊʆ ɳȼɪɊƓɪɆɳȶžɪɁ
Column ɳɋɪȶƙɁȪɎɳɄƛɪ ȼɮȷƴȶɳƙƳɊʈ
- ƽȲɽ Cursor ƙɁȶɽɃɪǂɸȶɴȼɍȷȶɽɆɳȶžɪɁ Column
- ȷɭȷ Page Layout tab ɳɍɪ Ribbon
- ȷɭȷɳɍɪ Column ɆɼɮɁɭȶɴȼɍɑƏɩɁɳǷȲƒɭȶ Page Setup group
- ɳƙȹɪɑɳɌ ɪɑȷɸɅɯɅ Column ɴȼɍȷȶɽǇɅȲƒɭȶƙɆɔɆɽ Column Gallery
1.2 àŸŒȆõÞǿĹ Column ȇĜŽŭōúȍōǻōȆŹúǿō
ƙɆɑɩɅɳɆɪȷȶɽɆɳȶžɪɁ Column ɳɍɪɑɈɪȷɸɅɯɅɆɪ ƙɁȪɎɳɄƛɪȼɮȷƴȶɳƙƳɊʈ
- ƽȲɽ Cursor ƙɁȶɽɃɪǂɸȶɴȼɍȷȶɽɆɳȶžɪɁ Column
- ȷɭȷ Page Layout tab ɳɍɪ Ribbon
- ȷɭȷɳɍɪ Column ɆɼɮɁɭȶɴȼɍɑƏɩɁɳǷȲƒɭȶ Page Setup group
- ȷɭȷɳɍɪ .PSF$PMVNOTœȲƒɭȶƙɆɔɆɽ Columns Gallery (Dialog box Columns ǇɅɆƷ
Ɵ Ȼ)
- ȷɭȷɳɍɪ Preset ǁɊɯɋɵɅ Preset column layouts Ǆɸȶ ʕ ɞɳɋɪȶǕȷǏɋȷɸɅɯɅ Columns
ɳǵȲƒɭȶƙɆɔɆɽ Number of columns ǂɊɴȼɍƙɁȪɎƳɌ
- ƙɁȶɽ Presets : ɑɸǍɆɽɳƙȹɪɑɳɌ ɪɑȷɸɅɯɅ Columns ɴȼɍǋɅȼɮȷƺ One, Two, Three, Left,
Right
- ƙɁȶɽ Number of Columns : ɑɸǍɆɽȲɸɅɁɽȷɸɅɯɅ Columns ǂɊɁɸɌɮɎƳɌ
- Line between : ƽȲɽɆǆ
Ɛ Ɂɽȷɳǆ
ƚ ɹɈɪ Column Ɋɯɋɳǵ Column ɊɯɋɳɃȢɁ
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- ƙɁȶɽ Width and spacing : ɑɸǍɆɽȲɸɅɁɽɃɸɒɸɌɆɑɽ Column ɅɩȶȴɸǎɁɈɪ Column Ɋɯɋɳǵ
Column ɊɯɋɳɃȢɁ
ƒ Col # : ɳɍȳɳɌȢȶɌɆɑɽ Column
ƒ Width : ƙɆɴɎȶɃɃɫȶ Column
ƒ Spacing : ȴɸǎɁɈɪ Column Ɋɯɋɳǵ Column ɊɯɋɳɃȢɁ
- Equal Column width : ɑɸǍɆɽɳɄƛɪɳǕɋ Column ǄɸȶɔɑɽǋɅɃɸɒɸɆɻɭɅƵ
ƒ
- ƙɁȶɽ Apply to : ɑɸǍɆɽȲɸɅɁɽɍȲſȳɀ
Ƌ ɳǕɋ Column ɴȼɍǇɅɆɳȶžɪɁ
ƒ Whole document : ɆɳȶžɪɁ Columns ƙȴɆɽɃɸɈʂɌǄɸȶɔɑɽ ɳǄɹɆɪ Cursor ɑƏɩɁɳǷ
ɃɸɈʂɌǁȲʁɳƽɋ
ƒ This point forward : ɆɳȶžɪɁ Column ƸɆɽɈɪɃɪǂɸȶɴȼɍ Cursor ɑƏɩɁɳǷɌɒɮɁȼɍɽ
ȷɭȶɃɸɈʂɌ
ƒ Selected text : ɆɳȶžɪɁ Columns ɳǵɳɍɪɔɁƏɆɃɴȼɍɔƒȲǇɅ Select ƙɆɑɩɅ
ɳɆɪɔƒȲǇɅ Select ɔɁƏɆɃ ɊɭɅɅɫȶɳɆɪȲ Columns dialog box ʆ Section break
ƙɁȪɎǇɅɆȥƃɮ ɍɈɪɳɍɪȹɯɌ ɅɩȶɆǆ
Ɛ ɆɽȹɯɌɔɁƏɆɃɴȼɍǇɅ Select ʆ
ƒ This section : ƙɆɑɩɅɳɆɪȲƒɭȶɃɸɈʂɌǋɅ Section ɳƙȷɪɅ ɔƒȲǕȷɳƙȹɪɑȹɸɳɌ ɪɑɳɅɹ
ɳȼɪɊƓɪ Apply ɳǵɳǕɋɔɁƏɆɃȲƒɭȶ Section ɴȼɍȲɸɈɭȶɑƏɩɁɳǷ ʆ
- ȷɭȷ OK
2
2.
. àŸŞ
ž ƕșŒĺǹŸŃȍƞȍŸŒƕș Columns (Adjusting the Columns width)
Ɇǆ
Ɛ ɆɽɈɪǇɅɆɳȶžɪɁ Columns ɌɯȷɊȲ ɳɆɪɔƒȲȷȶɽɆƎɮɌɃɸɒɸɌɆɑɽ columns ɔƒȲǕȷɳɄƛɪǂɊɌɋɺɎ ɩɄɪȼɮȷƴȶ
ɳƙƳɊʈ
- ȷɭȷɳɍɪ Page Layout tab ɳɍɪ Ribbon
- ȷɭȷɳɍɪ Column ɆɼɮɁɭȶɴȼɍɑƏɩɁɳǷȲƒɭȶ Page Setup group
- ȷɭȷɳɍɪ .PSF$PMVNOTœȲƒɭȶƙɆɔɆɽ Columns Gallery (Dialog box Columns ǇɅɆƷ
Ɵ Ȼ)
- ȲɸɅɁɽɃɸɒɸ Columns ƙɁȶɽ Width and spacing ǂɊɴȼɍɔƒȲƙɁȪɎƳɌ
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3
3.
. àŸŞ
ĺ úș Columns (Forcing a Columns break)
ɳȼɪɊƓɪȸƚȶɔɁƏɆɃɈɪ Column Ɋɯɋɳǵ Column ɊɯɋɳɃȢɁɳɋɪȶƙɁȪɎ Break Column ǂɊɎ ɩɄɪȼɮȷƴȶɳƙƳɊʈ
Ȳ. ƽȲɽ Insertion point ƙɁȶɽȲɴɅƚȶɴȼɍȷȶɽȸƚȶȷɮɍ ColumnɂƗɪ
ȳ. Ǐɋ Ctrl + Shift + Enter
ɞȲʁɳƙȹɪɑɋȲȹɸɳɌ ɪɑ Column Break ɑƏɩɁȲƒɭȶ Break ɆɼɮɁɭȶ ɳǷɳɍɪ Page Layout tab
4
4.
. àŸŒȇōĿŪ Cover Page (Adding a Cover Page)
ɳȼɪɊƓɪɆɴɅƏɊ Cover page ɳǵȲƒɭȶɡȲǒɌ ɑɮɊɳɄƛɪȼɮȷƴȶɳƙƳɊʈ
- ȷɭȷɳɍɪ Cover Page Ȳƒɭȶ Insert tab
- ȷɭȷɳɍɪ Cover Page ǁɊɯɋȲƒɭȶ Cover Page gallery ɴȼɍɔƒȲȷȶɽɆɴɅƏɊɳǵȲƒɭȶɡȲǒɌ
5
5.
. àŸŒȆõÞǿĹ Background (Creating a Background)
Word ɇƎɍɽɅɮɎ Commands ɊɯɋȷɸɅɯɅɑɸǍɆɽɆɴɅƏɊ Background ɳǵȲƒɭȶɡȲǒɌ (Documents) ʆ
Background (ɵɇƐƴȶɳƙƳɋ) ǕȷǋɅƺ Watermark (ɌɮɆǊɈƙǉɍʉɴȼɍɳǷƴȶɳƙƳɋɔȲƞɌɵɅɡȲǒɌ),
Ɉɀ
ɾ Background, ɌɮɆǊɈ Background ɞȲʁɑɼɭɊȹɭɸɎ ɩȻɔȲƞɌʆ ƺɃɮɳǵ Watermark ƙɁȪɎǇɅɆɴɅƏɊɳǵɳɍɪ ɡȲ
ǒɌ ɴȼɍɳǇɹɈɭɊƕɳȼɪɊƓɪɇƎɍɽƺƳɌɌ ɸɍɫȲȼɍɽɔƒȲǕɅɈɪǒ
Ə ɅǊɈɌɆɑɽɡȲǒɌȼɮȷƺɡȲǒɌɈƙƷȶ ɞɡȲǒɌ ɇƚɮɎƳɌ
ʆ
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5.1 àŸğÝș Watermark (Adding Watermark)
ɳȼɪɊƓɪɆɴɅƏɊ Watermark ɑɮɊɳɄƛɪǂɊɎ ɩɄɪȼɮȷƴȶɳƙƳɊʈ
- ȷɭȷɳɍɪ Watermark ɆɼɮɁɭȶɴȼɍɳǷɳɍɪ Page Layout tab
- ȷɭȷɳɍɪ Watermark ǁɊɯɋɴȼɍɔƒȲɳɈȻȷɩɁƎ ɞȲʁȷɭȷɳɍɪ Custom Watermark ɴȼɍ
ɑƏɩɁɳǷɴɇƒȲƴȶɳƙƳɊɵɅ gallery
- ƙɆɑɩɅɳɆɪɔƒȲǇɅɳƙȹɪɑɳɌ ɪɑ Custom Watermark ɳǆɹ Printed Watermark dialog
box ǇɅɆƷ
Ɵ Ȼ
- ɔƒȲǕȷɳƙȹɪɑɋȲɌɮɆǊɈɊɯɋɑɸǍɆɽ Watermark ɳƽɋȷɭȷɳɍɪȹɸɳɌ ɪɑ Picture
watermark Ɇǆ
Ɛ ɆɽɊȲȷɭȷɳɍɪ Select Picture ɆɼɮɁɭȶ ɳȼɪɊƓɪɴɑƛȶɌȲ File ɌɮɆǊɈɴȼɍɔƒȲ
ȷȶɽɳƙɆɪƺ Watermark ʆ ɑɮɊɌȲǜɃɭȲȹɸɳɌ ɪɑ Washout ɄɪȲȼɮȷɳȼɪɊ ɳȼɪɊƓɪɳǕɋɌɮɆǊɈ
ǋɅɍȲſɀɺƙǉɍʉ ɴȼɍɳɄƛɪɳǕɋɔȲƞɌɳǷɈɪɳɍɪɌɮɆǊɈ ǋɅǊɈƷɋƙɑȫɍȲƒɭȶƳɌǕɅ
- ɔƒȲǕȷɆɴɅƏɊɔȲƞɌɳǵɳǕɋ Watermark ɳƽɋƙƵɅɽɴɁɳƙȹɪɑȹɸɳɌ ɪɑ Text Watermark
Ȳƒɭȶ Printed Watermark dialog box ʆ ɔƒȲȲʁǕȷɆƎɮɌǊǒ, ɔȲƞɌ, ƙɆɳɉɃɔȲƞɌ, Ƀɸɒɸ
ɔȲƞɌ, Ɉɀ
ɾ ɅɩȶƙɃȶɽƙǄɋɆɳȥƄȣȶ ɞɳɇƎȲ ʆ
ɳȼɪɊƓɪɍɭɆ Watermark ɳƸɍɈɪɡȲǒɌɎ ɩȻ ɑɮɊȷɭȷɳƙȹɪɑɋȲ Remove Watermark ɴȼɍɑƏɩɁ
ɳǷɴɇƒȲƴȶɳƙƳɊɵɅ Watermark gallery ʆ
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5.2 àŸğÝșŠĴȝȈśńåõȆŹàů (Adding a Background)
Page Background ǊȴɳƙȷɪɅƙɁȪɎǇɅɳȴɳƙɆɪƺɊɯɋɡȲǒɌɳɍɪ Internet ʆ Word ɊɩɅɳǇɹɈɭɊƕ
Page Background ɳɃʆ ɳɆɪȷȶɽɳǇɹɈɭɊƕ Page Background ɑɮɊɳɄƛɪȼɮȷƴȶɳƙƳɊʈ
o ȷɭȷɳɍɪ File tab
o ȷɭȷɳɍɪ Options (Word Options dialog box ǇɅɆƷ
Ɵ Ȼ)
o ȷɭȷɳɍɪ Display tab
o ɄɪȲƙɆɔɆɽ Print background colors and images
ɳȼɪɊƓɪƽȲɽ Page Background ɴȼɍǋɅɊɯɋɈɀ
ɾ ɑɮɊȷɭȷɳƙȹɪɑɳɌ ɪɑɈɀ
ɾ ǁɊɯɋȲƒɭȶ Page Color
control ɵɅ Page Layout tab ɳǷɳɍɪ Ribbon ȼɮȷɆƷ
Ɵ ȻȲƒɭȶɌɮɆƴȶɳƙƳɊ
ɳȼɪɊƓɪƽȲɽɈɀ
ɾ ȷɸɌɭɹ ɞɌɮɆǊɈ ɑɮɊȷɭȷɳɍɪ Fill Effects Ȳƒɭȶ Page Color control ɵɅ Page Layout tab ɳǷ
ɳɍɪ Ribbon ʆ
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5.3 àŸğÝșƕȗǵŪĄǵȍƂǤĒƕōžǭÝàŸøŸ (Adding a Page Border)
ɳȼɪɊƓɪƽȲɽ Page Border ɑɮɊɳɄƛɪȼɮȷƴȶɳƙƳɊʈ
ƒ ȷɭȷɳɍɪ Page Border ɆɼɮɁɭȶ ɳǷɳɍɪ Page Layout tab (ƙɆɔɆɽ Borders and
Shading ǇɅɳɆɪȲɅɩȶɑƏɩɁɳǷɳɍɪ Page Border tab)
ƒ ɳƙȹɪɑɋȲɊɻɮȼɆǆ
Ɛ Ɂɽ ɞ Art object ɊɯɋƽȲɽƺ Border ʆ
ɔƒȲǕȷɳƙȹɪɑɋȲɌȷǆɆʂɃƗ (Style), Ɉɀ
ɾ , Ʌɩȶ Art ǂɊɴȼɍɔƒȲȷȶɽǇɅ ɳƽɋ
ƙƵɅɽɴɁȷɭȷɳɍɪɆɼɮɁɭȶ ɳɅɹȲƒɭȶ option ɅɩɊɯɋʉɳȼɪɊƓɪɳƙȹɪɑɳɌ ɪɑ ʆ
ƒ ɳƙȹɪɑɳɌ ɪɑɋȲ ȲɸǍɑɽɆǆ
Ɛ Ɂɽ (Width)
ƒ ȲɸɅɁɽɴɇƒȲɵɅɃɸɈʂɌɴȼɍȷȶɽƽȲɽ Border ɞȲʁǕȷɳƙȹɪɑɳɌ ɪɑɋȲ Preset ȼɮȷƺʈ Box,
Shadow, 3-D, Ʌɩȶ Custom ʆ
ƒ ɳɆɪɔƒȲȷȶɽƽȲɽ Border ɳǵɳǕɋ Sections ɳɇƞȶƵ
ƒ ɑɮɊɳƙȹɪɑɳɌ ɪɑɳǷȲƒɭȶ Apply to
option ʆ
ƒ ȷɭȷ OK ɆɼɮɁɭȶ
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Ȇ
ȆŪ
ŪȆ
ȆŸ
ŸȄ
Ȅō
ōŃ
ŃǩǩɌ
Ɍ: àŸŒȆõÞǿĹú
úȍȍō
ōǵǵú
úȆ
ȆŸ
ŸȄ
Ȅõ
õ ō
ōǣǣõ
õ Ȇ
ȆŽ
Žâ
âȆ
ȆŸ
ŸȄ
Ȅõ
õ
 Create a bulleted or numbered list)
1
1.
. àŸŒȆõÞǿĹ List ȆğůƕƃȱůŹŒƂĹĺǣ (Creating a List Automatically)
ɔƒȲǕȷɆɴɅƏɊȷɸɅɭȷɳɌȢȶ ɅɩȶɳɍȳɳɌȢȶɳǕɋɳǵȹɯɌɔɁƏɆɃɴȼɍǋɅƙǒɆɽ ɞ Word ǕȷɆɳȶžɪɁ lists ɳƽɋ
ɑƛʂɋƙɆɎɁƎɩɳǵɳɍɪɔɁƏɆɃɴȼɍɔƒȲǇɅǏɋ ʆ
ǂɊɍɸǆɸɳȼɪɊ ɳɆɪɔƒȲƸɆɽɳɇƎɪɊȲǃȳɀ
Ƌ ƺɊɯɋɑȦ
ƈ * ɞȲʁɳɍȳ 1. Ɇǆ
Ɛ ɆɽɊȲǏɋ Space ɞ Tab ɳǆɹ
Word ǇɅɆɳȶžɪɁ bulleted or numbered list ɳƽɋɑƛʂɋƙɆɎɁƎɩʆ ɳɆɪɔƒȲɊɩɅȷȶɽɳǕɋɔɁƏɆɃɌɆɑɽɔƒȲɆƎɮɌ
ɳǵƺ list ɳɃɳǆɹ ɔƒȲǕȷȷɭȷɳɍɪ AutoCorrect Options
ɆɼɮɁɭȶɴȼɍǇɅɆƷ
Ɵ Ȼ ʆ
ƴȶɳƙƳɊɳɅɹȴɬƺǂǍȶ Bullet Ȳɮȼɴȼɍ Word ɃɃɯɍǒ
ƀ ɍɽʈ
ƅů ŒȆõÞǿĹŕō bullet
* x
 ¾
 i
- Î
- -
2
2.
. àŸŒȆõÞǿĹúȍōǵúȆŸȄõ (Creating a bulleted list)
ɳȼɪɊƓɪɆɳȶžɪɁȷɸɅɭȷɳɌȢȶ ɑɮɊɳɄƛɪȼɮȷƴȶɳƙƳɊʈ
- Ǐɋ item Ƀɪʑ ɵɅ List ɌɆɑɽɔƒȲ (ɑɮɊȲɭɸȷɭȷ Enter key)
- ȷɭȷɳɍɪ Bullets ɆɼɮɁɭȶ ɑƏɩɁȲƒɭȶ Paragraph group ɵɅ Home tab (Bullet ɊɯɋǇɅ ɆɴɅƏɊ ɳǵɳɍɪ
Paragraph)
- ȷɭȷ Enter key ɳȼɪɊƓɪƸɆɽɳɇƎɪɊ item Ɇǆ
Ɛ Ɇɽ (Paragraph ɂƗɪƺɊɯɋ Bullet ƙɁȪɎǇɅɆɳȶžɪɁ)
- ǏɋɌɒɮɁȼɍɽȷɭȶɆȥƃɆɽɵɅ List (ȷɭȷ Enter ɳǷɳɈɍɴȼɍɔƒȲȷȶɽɆɳȶžɪɁ paragraph ɂƗɪƺɊɯɋ bullet)
- ɳǷɳɈɍɆȥƃɆɽ ɑɮɊȷɭȷ Enter ɈɪɌȼȶ
3
3.
. àŸŒȆõÞǿĹȆŽâȆŸȄõ (Creating a numbered list)
ɳȼɪɊƓɪɆɳȶžɪɁɳɍȳɳɌȢȶ ɑɮɊɳɄƛɪȼɮȷƴȶɳƙƳɊʈ
- Ǐɋ item Ƀɪʑ ɵɅ List ɌɆɑɽɔƒȲ (ɑɮɊȲɭɸȷɭȷ Enter key)
- ȷɭȷɳɍɪ Numbering ɆɼɮɁɭȶ ɑƏɩɁȲƒɭȶ Paragraph group ɵɅ Home tab (ɳɍȳȷɸɅɯɅɊɯɋǇɅɆɴɅƏɊ
ɳǵɳɍɪ Paragraph)
- ȷɭȷ Enter key ɳȼɪɊƓɪƸɆɽɳɇƎɪɊ item Ɇǆ
Ɛ Ɇɽ (Paragraph ɂƗɪƺɊɯɋɳɍȳ ƙɁȪɎǇɅɆɳȶžɪɁ)
- ǏɋɌɒɮɁȼɍɽȷɭȶɆȥƃɆɽɵɅ List (ȷɭȷ Enter ɳǷɳɈɍɴȼɍɔƒȲȷȶɽɆɳȶžɪɁ paragraph ɂƗɪƺɊɯɋɳɍȳ)
- ɳǷɳɈɍɆȥƃɆɽ ɑɮɊȷɭȷ Enter ɈɪɌȼȶ
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4
4.
. àŸȆŹŒǿŹŕƕș Bullet ǈ Number ȆśƖõê
Ŏ (Using a different bullet or number format)
Microsoft Word 2010 ǇɅɆɴɅƏɊɑȦ
ƈ ƙɈȫȻɁɮȷɊɯɋɳǷɴȲƓɌ Bullets Ʌɩȶ Numbering ɆɼɮɁɭȶ ɴȼɍǕȷ
ɳǕɋɳɋɪȶɳƙȹɪɑɳɌ ɪɑ bullet Ʌɩȶ number ɳɇƞȶʉƵ
ƒ Ȳƒɭȶ Bullet Library ɞ Numbering Library ʆ
ɳȼɪɊƓɪȲɸɅɁɽ Bullet Ʌɩȶ Number ɳɇƞȶƵ
ƒ ɔɅɭɎɁƎȼɮȷƴȶɳƙƳɊʈ
- Ǐɋ item Ƀɪʑ ɵɅ List ɌɆɑɽɔƒȲ (ɑɮɊȲɭɸȷɭȷ Enter key)
- ȷɭȷɳɍɪɑȦ
ƈ ƙɈȫȻɵɅ Bullets ɞ Numbering ɆɼɮɁɭȶ ɑƏɩɁȲƒɭȶ Paragraph group
ɵɅ Home tab (Bullets Library ɞ Numbering Library ǇɅɆƷ
Ɵ Ȼ)
- ȷɭȷɳɍɪ Bullet ɞ Number ǁɊɯɋɴȼɍɔƒȲȷȶɽǇɅ
- ȷɭȷ Enter key ɳȼɪɊƓɪƸɆɽɳɇƎɪɊ item Ɇǆ
Ɛ Ɇɽ
- ǏɋɌɒɮɁȼɍɽȷɭȶɆȥƃɆɽɵɅ List
- ɳǷɳɈɍɆȥƃɆɽ ɑɮɊȷɭȷ Enter ɈɪɌȼȶ
Bullets Library
Numbering Library
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Ȇ
ȆŪ
ŪȆ
ȆŸ
ŸȄ
Ȅō
ōŃ
Ńǩǩɍ
ɍ: à
àŸ
ŸȆ
ȆŹ
ŹŒ
ŒǿǿŹ
Źŕ
ŕƕ
ƕșș AutoShape
1- à
àŸ
Ÿç
çǸǸŸ
ŸŸ
ŸǸǸŒ
ŒŨ
ŨŠ
Šø
øů
ůȾ
Ⱦ (Drawing simple Objects)
ɳ
ɳȼ
ȼɪɪɊ
ɊƓ
Ɠɪɪȴ
ȴɮɮɌ
Ɍ Object Ɋ
Ɋɯɯɋ
ɋȼ
ȼɸɸɆ
Ɇɮɮȶ
ȶɳ
ɳɋ
ɋɪɪȶ
ȶƙ
ƙɁ
ɁȪȪɎ
Ɏȷ
ȷɮɮɍ
ɍɳ
ɳǵ
ǵȲ
Ȳƒƒɭɭȶ
ȶ
- ȷ
ȷɭɭȷ
ȷ Insert tab Æ ȷ
ȷɭɭȷ
ȷ Shape Ɇ
ɆɼɼɮɮɁ
Ɂɭɭȶ
ȶ
- Ɍ
Ɍɯɯȷ
ȷȷ
ȷɭɭȷ
ȷɳ
ɳƙ
ƙȹ
ȹɪɪɑ
ɑɳ
ɳɌ
Ɍ ɪɪɑ
ɑƙ
ƙɆ
Ɇɳ
ɳɉ
ɉɃ
Ƀ Shape ǁ
ǁɊ
Ɋɯɯɋ
ɋɴ
ɴȼ
ȼɍ
ɍȷ
ȷȶ
ȶɽɽǇ
ǇɅ
Ʌ
- Ɇ
Ɇǆ
ǆ
ƐƐ Ɇ
ɆɽɽɊ
ɊȲ
Ȳɳ
ɳɄ
ɄƛƛɪɪƳ
ƳɌ
Ɍȴ
ȴɮɮɌ
Ɍ
ɑ
ɑɮɮɊ
Ɋɳ
ɳɊ
Ɋɪɪɍ
ɍɌ
ɌɮɮɆ
Ɇƴ
ƴȶ
ȶɳ
ɳƙ
ƙƳ
ƳɊ
Ɋɺ
ɺ
1.1-à
àŸ
Ÿç
çǸǸŸ
ŸŒ
ŒŐ
Ő
ńń Ĺ
ĹșșŹ
ŹĹ
Ĺõ
õșș (Drawing straight lines)
ɳ
ɳɋ
ɋɪɪȶ
ȶǕ
Ǖȷ
ȷɳ
ɳƙ
ƙɆ
Ɇɪɪ Line ɳ
ɳȼ
ȼɪɪɊ
ɊƓ
Ɠɪɪȴ
ȴɮɮɌ
ɌɆ
Ɇǆ
ǆ
ƐƐ Ɂ
Ɂɽɽƙ
ƙɁ
Ɂȶ
ȶɽɽɳ
ɳǷ
Ƿɳ
ɳɍ
ɍɪɪɑ
ɑɅ
ɅƚƚɫɫȲ
ȲƳ
ƳɌ
ɌƷ
ƷɌ
ɌɌ
ɌɆ
Ɇɑ
ɑɽɽɳ
ɳɋ
ɋɪɪȶ
ȶ ʆ
ʆ
- ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Insert tab Æ ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Shape button ɳ
ɳǷ
ǷȲ
Ȳƒƒɭɭȶ
ȶ Illustrations group
Æ ȷ
ȷɭɭȷ
ȷɳ
ɳɍ
ɍɪɪ Line button
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