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» Correct the Underlined Errors

| 9830008805 socbfcbolechn Sex85cden spelling sego: 1 grammar meneqolfegondd

| Word o> underline oo cod3eusdloadd ocossagaion allows you o mapfifeepeonio)
sacpon green underfine ooxffdlorcSi gBaeagnan off oencirediégheoedy Seonclopéien
a3t2080) ercdreopcbdlogn blue underline o right-click apbef context menu edlcoof:
Word mes cbmcSadionéayenayo? suggest cobeuzgodli off saent of o} ajoogorched
safojevtconlonctn red underline oofjeonio) sgnadaxaaynan spelling error ol templades
au?cﬁcﬂ::?: i templates B@qﬁ]u(ﬁl

. _ Green underfing : bwo words foo far
______ Bwe underne - spofing does not seem o be comecl for the sentence

Microsoft Word 2010 is a ward-processing program, designed to help you create

, professional-gliality documents. With [he finest document-formatting tooks, Waord helps
you organize dnd pite your documents more efficiently. Word also includes powerful
ediling and reising lools o that you chn collaborate with oltwrs easily,

Word 2010 alflows| you (o apply bull-in templates, to apply your own custom lemplates,
and to sesrch from a variety of lemplatps available on Office.com. Office.com provides

a wide solection off popular mmm job-specific
resumes, agendas, print business cards, ar| - ) 7
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> Call Attention to Important Information

What is Word? sacpc’ $9$20388c0pe0m §o5GeogaediB e3l&opSic3 attention §egé
b€ bold i italic | underline m0§o) formatting 093607 cvbeuiqdlecSi com&:ff
What is Word? o [G5E[305qe 08 08:3&:w6fgo303 ribbon o} 9B8oreSeracSarn
Whatis Word? o select p6f8: Home tab co» [ o click cpbaé selected text v bold
[§8a30:6¥Gn B picp £ Font color 3=§cep& Font size 3 14 woreoiqf § (5. 7) oy
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professional-gualty documents. With the finest document-formatting tools, Word helps
¥ou ofganize and write your documents mare ermm.mumtmpmm
editing and revising toots mmmmmﬂmmmm_

‘ Word 2010 afiows You to apply built-in templates, to apply your own custom lemgplates,
| and to search from a vaniely of templales available on Gifice.com. Office.com provides
4 wide sefection of poputar Word templales, inchuding basic
lesumes, agendas, print business cands, and laxes.

» Change Styles of the Document

99006303 changes ecguan Font group command enan?ma{naﬁ: Blgécontorndh e§000
odgalion Styles group o» command b3 opopqEcopSiqiloncSe somé&iff | Styles
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group->Change Styles—Style Set-3Fancy o5 choose cpbclecSi eso05: Page Layout
tab o} click cpff: Page Setup group-»Margins—Narrow o3 choose cySef margins o
Normal: 1" vodcopdones Narrow: 0.5" oobogbdbazadifn & (o. ¢) SBfegesdl

What is Word?
MAshuscTt
Microsod Word 2010 65 8 word-processng program, desgred fo help you oreale
professionnl-gualy documents. With the fnest document-formadling toods, Word helps ‘ Maadern
FOU DFQanize and Wit your socuments mone efficrenlly. Word siso nciudes powerful
editing and revising focls 5o (hal you £ catabrale Wil olhers casiy Word 2080 H
Wovd 2010 aiows you o apply bult-#) lempiales, fo spply your own cusion lempiales, | Beset to Quick Styles froem Template
and fo search frovn a vankery of fempaies svadabie o OfMoe com. mmm | Baset Cuick Styles
8 witke seleciion of popular Word lemplaies, nciuding basic resumes, job-speniio Rocument

Microsoft Word 2010 /s & word-processing program, designed fo help you create professional-guaily
documents. With the finest document-formatiing foois, Word helps you organize and write your
mwmm.mmmmmmmmnEmmmmn
collaborale with ofhers easily.

Word 2010 aliows you fo apply buiit-in femplates, to appiy your cwn custom femplates, and o search
from a variefy of lemplates availabie on Office. com, Office.com provides & wide selection of popuiar
Word fempiates, including basic resumes, job-speciic resumes, agendas, print business cards, and
raxes.




Save the Document

mgeeffiecd Document 1 3€a} save cpbucdadq File tab o} click bl & (- 9) ¢2fg
comioysacS: Backstage window cdTaooqd Save As o click aySoxg Save As window
adTaongdli File name box ¢> Document 1 o moseefipéifgoy What is Word o
sacdcdedlcgGecon 8soupdadelodet 2208[gE§cdcdecloacd Breomgt Save button o
click o6l default folder [goc3 My Document d¢» What is Word.docx §o0pb3 save
[§8og:dIn slewwncd BcS[Fedo) folder Bep§f: save 963&:c0pbiq0lonchn save obfG:
ogao3BEay print cob3€q€ File tab—Print->Print o} click cpBogargolon eaecdiGrogacd
Bea close opbaiEeé Close o dlick cobilecdn

Information about What is Wo...

CAlsers\AUNG MYINT\Documents\What is Word.doox

| Permissions

" | Anyone can open, copy, and change
any part of this document.
Protect

| Before sharing this file; be aware that
| it contains




o.; Add a Cover Page
» Use Predesigned Cover Pages

What is Word? sac0b cover page codscdcopdewiaiéaé Insert-Pages group-Cover
Page o} click cpdli g3gladgg ¢ (0. 6) er[goonayend’é: cover page gallery cdloondln
Grid ﬂ% choose c&gﬁ:ﬂuuﬂu
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Grid cover page solaneé [TYPE THE DOCUMENT TITLE] esepeo MICROSOFT
WORD 2010 c3§cScopdcluctn Subtitle sacpe What is Word? o3§odcopdols Abstract
noobooph: weodepereyad §odmpdeuidlocds egom(G: Quick Access toolbar o
Save button o3 click Jls Ctri+S §6eeughadlonch & (o. ) eoadef page view o sdqo>g0)
063 display cobfgeon:dlonddi cover page o3 delete wbgéqé Insert-Pages group->
Cover Page-yRemove Current Cover Page o} click cpools
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.o Apply themes to Your Document

» Give Your Document a Professional Look

simple document b33 professional look geosteé apudoispdion document theme
833 apply cvdsouiqendh Page Layout->Themes group>Theme->Trek o choose
wbgé O (0. 0) g:@m::ﬁmc%& [gEqolechn Ctri+S o386[: ¢ save a6al

What is Word - Microsoft Word

il

& Erowse for Themes...
S save Current Theme...

Reset to Theme from Template
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o.c Count the Number of Words in
Your Document

» Select the Text that You Want to Count

document 26203 create codegoden Microsoft Word ooes document wiloéesol Wore
cop03eqapab(G: Status bar edTeo display codfgeordloncSn ovdomncSeor Microsoft Word
v word count sfgé page count | paragraph count ) line count  character count 603
9361 cpbew:8Edlonan com&ff 16 (o. @) o title comncben paragraph o3 select opbecbales
Status bar ecl'en Page 2 of 3 Words: 45/481 Bedlegomad cop qendh 738 58¢ludm
Page seqea0p0d (3) ¢odgadlos § document ¢ total word count o> 481 [35: page 2
o selected paragraph ¢> word count (45) 3 G005l BaddlorcSn

W " 9-0 |= oy What is Word - Microsoft Word = [B &3
Gl fome st | pageiwou | References  Maings  Reviw  View Aaobw o @
@ =" @ s Orientation ~ 5 - @ Watermark *  Indent Spacing . T
[A]- - Ske - i3 - | A Page Color = | €2 o 2| 18 Auto a
rh!f"“@. MR B Colwmat = sl‘-IDngBorders 5o s | i3 |Ato . e
Themes  Page Set 5| Page ackgrund Paragraph =

Word 2010 ailows you to apply buili-in femplales, fo apply your own cusiom fempiates, and fo search
from a variety of lemplaies avaiable on Office com. Cifice.com provides & wide selection of popular
Word templates, inciuding basic resumes, fob-specilfic resumes, agendas, print business cards, and
faxes.

[h::mbelt_nf words in selection/document. Click to open Word Count dialog box
¢ (o)
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Count the Number of Pages, Characters, Paragraphs,
and Lines

Review-»Proofing group-»Word Count ¢ dlick c;5q¢ Word Count dialog box sl eondig
o (2. 20) Bfogedch What is Word.docx §E3ocdnaba) statistics mm$03 Word Count
g6 el Pages:3 1 Words: 4811 Characters (no spaces): 2,456 1 Characters (with
spaces): 2,928 | Paragraphs: 20 3 Lines: 54 B3[géclorcSi Close button o3§5dlecSn
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Spelling & —
Grammar %| z Comment * |
i | Comments
=

| . Changes

Find out the number of words,
characters, paragraphs, and Enes in
the document.

| ¥ou can atso find the word cownt in
the statizs bar at the bottom of the
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0.9 Add AutoText in Word
» Add AutoText to the Quick Access Toolbar

gallery ;e AutoText command o3 Quick Access toolbar eropheo:g€at :90306dl
File tab—Options o} click co6clecSs Word Options dialog box edlomgé Quick Access
toolbar 3 click y&fg: Choose commands from ssa>c50 list ces All Commands o
select cg&.ﬂl egoadls AutoText o choose o.;x‘S@: Add button o3 click ﬂgﬁﬂmﬁu slBgé
proasgéion box cden AutoText ooedl 540181 & (2. 02) Blegeddh OK o click aodclecdy

e @ Customize the Quick Access Toolbar,

N | Display

i Ehoase commands from: i) Cimtomize Quick Atcess Tookar D |
el | [temmands [ [For o cocuments rdetaiy = |

& Bevel Putere Bect

A Brvel Tt Eflpet

B Bibkography

" |, wiboprapky soe -
0 sk rage

i Block Aubern [

& Wock Other Authors from Enieg.. |» | [y |
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| [ o Gk Access Toolbar bekaw the fibbon [Fmr——
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» Create or Change Automatic Correction

Quick Access toolbar ¢> AutoCorrect options 2 d3copbeonigf enecpfrboisesl enciecié:
@2:000503 enanepfornecdadeé AutoCorrect oy ooy [géevidlonddi pows as soon
as possible sdojensloyptia} asap of mcjemnmdeqreadddldn document ¢» asap 3§05
space bar ;bgoduciadaboni asap mes as soon as possible Bojereéiad sacdcd
Ggoﬁ:agxu"@n amﬁ:ﬁ 1 AutoCorrect entry m-ﬁ?rﬁ create c?f:@éqcmﬁu Quick Access
toolbar eél'o> AutoCorrect button o3 click cobclecS sladqé AutoCorrect dialog box
odzedcondlfn O (2. o) O%Eécﬂu Replace text as you type a%aﬁ check box o3 check
o5 Replace: box ¢o asap § With: box > as soon as possible 3§cbcopddl 4205
Add->O0K o} click cobli 2965 document o3eo Please meet me asap «3§c5(G: space
bar o ;bajedocdadadong Please meet me as soon as possible o eoeopmacdadsigot:
opaidlecdi sislor AutoCorrect §20eo0o0l0N

! [¥] capitalize first letter of sentences
[¥] capttalize first latter of table cells
[¥] capitalize names of days

[#] Correct accidental usage of cAPS LOCK key

| Replace: With: (@) Plain tet (7) Formatted text
. 1mp . Imsmnusposslbhl | ‘E (a. :"J}

askt he ask the

o T
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.6 Navigate Your Document

» Search in Your Document

Word 2010 ¢> document oo2a? search cpbsi€q€ Navigation pane c3sa5fgc3qdlonads
poen current document csgo Word encixecpodepgiéeé Home tab- Editing group->Find
o click cpff% Navigation pane edl'coa0)es] Search Document box ¢» Word B38c5cop5dl
sladq¢ all search result sop3 Navigation pane od¢»s list cpdgdlonadi & (o. 0p) Bpgeddl

What is Word? | :: ¢
Microsoft Werd 2010 is a ward- E' What is Word? ]
procesging program, designed to } , g 1
help you create profassional- || Microsoft W 2010 is & Woil-processing program, designed to h
quality documents. With the fines! document-formaltting tools, Wod helps
documents more efficiently. W also includes powerful editing an.
IBeratol Word 2010 & 3 word- collaborate with others easily.
|processing program, designed to o
elp you create professional- Weiid 2010 allows you o apply built-in tempiates, to apply your
quality from a vamely of lemplales available on Office.com, Office. com
| Word templates, incliding basic resumes, job-specific resumes, ag

|, with the finest document- jrasns _

| |feematting tools, Word helps you

| |organize and write your
d nits

| Introducing Backstage

o - - =

|:;“:;;W“:;“*"*mf' The Ribbon conlains the sel of commands for working fn a docume o
|| effic Word also includes

Ipn“ﬂdeﬁgm.‘mw Backﬂayewmrsﬂ’rﬂaﬂfofmmmam&wummduhngsms




Search and Replace

Word document c3on eachiondaladep(l: enadiencods replace cobiéqé Home tab-y
Editing group->Replace o} click cp&clecSi Find and Replace dialog box edleoosf Find
what box ¢o Word § Replace with box > Office Word o3§05copbcl ego0hf Replace

All r:qiu click c?f)qs Word mo.}o%&c% Office Word § M:Q&Gmtﬂmu& o (c:. aq] t%@é&lu

Microsoff Office Word 2010is an Office Word-processing program, designed to help you create
professional-quakty documents, With the finest document-formatiing tools, Office Word helps you
organize and write your documents move efficiently. Office Word also includes powerful editing and
revising fools so that you can collaborate with olhers easily.

Office Word 2010 allows you to apply buill-in termnplates, Io apply your own cuslom lemplates, and lo
saarch from a varisly of templales available on Office.com. Office.com provides a wide selection of
popular Office Word templates, including basic resumes, job-specific resumes, sgendas, print
business cards, and faxes,




».o Read Documents in Word

>

Read a Document

Word document c8ac? op§oeoeo Full Screen Reading view 3o3p5aée View tab->
Document Views group->Full Screen Reading o3 click cpbdli slgewpod Status bar edl
o 8 Full Screen Reading button o3 §6qEcopSedloncSs Full Screen View edlcongs
view pxoodBfgéon View Options o386E: dropdown list ;e Show One Page | Show
Two Pages | Show Printed Page scpc} choose cobedgdloncdn mages full screen view ¢
page to page sgeuaiéqf keyboard edlo> Page down 1 Page up | Spacebar § Back-
space key copcd 20apagEecloncin document g ss0 Buwrch seslx screen page pograted
keyboard eTo» Home Beond End 388l sgaodonbam page ndBd Feagdborm
aia€ef Full screen view §oacocbor Page .. of .. A click 5 Go To.. mresondaoé
ogarcdg@londdn page adon eob3Ea) text ecya} highlight cobeuigiéqf Full screen view
§ ponocdfgéegepon Text Highlight Color o3 click cx5[F: text o3 select axbgé highlight
[36og2:1Gn ¢ (o- o9) A snciffiqé Close o386[G: exit cwbaledSi

=tk i -

Ma Color

stop Highlighting

In Full Screen Reading view, you can highlight content, track your
changes, add comments, and review changes.

HIGHLIGHT CONTENT THAT YOU WANT TO REMEMBER
1. On the title bar, click the arrow next to Text Highlight Color.
2. Click the highlight color you want to use.

¢ (0-29)
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Zoom In or Out of a Document

document o3 safg§ades saogudonay Zoom in/Zoom out cobfogedeet Status bar edlm

Zoom sliderﬁ o3 drag s3équlooudi Zoom magnification o3 5203
smoyjeoncorgéel View tab-Zoom group cdo» Zoom Q button o3 click cobch Zoom
dialog box sl congf Percent: box ¢ Biobomcdeopifs zoom in cpbedeuloacti sleewndh
Zoom to ecpaden Page width | Text width 1 Whole page § Many pages eqpad{cosom
conadqoloacdn § (0. o6) &> Page width option o} select cpdfgeonidlonchn

H = asmange Al |m

In Full Screen Reading view, Y show the Zoom dialog box to
Arge mﬂrﬂ!mhﬂdm

STty WA T

¢ (o- 26)
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...h. Jj?'#crf*h%ﬁm s el .
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» View Two Documents Side by Side

Word document §doc5 soxg€axffls view codfgedetet View tab>Window group-View
Side by Side 03 73 click apSeE worksheet §s con:a:coSfedlavoendln Synchronous
Scrolling 3 select apbooq€ scroll apbc3E: worksheet s8zcon BEeges920h & (2. 29)

HS

M E9-0%-7 A - Bimaing. _ @ 2

-ium-' el quefm!uﬂiimfﬁn[m!mt: =@ [
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Show | Toom | | Macros
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[ Reading 5 pralt |
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Estimating a Demand Curve

Every business must determine a price for each of Its p
properly Is difficult. In Chapters 68-71, I'll describe so
you In pricing a product to maximize profitability. For ful |
to the excellent book Power Pricing, by Robart 1. Dolan |

Press, 1996).

What do I need to know to price a product?

Let's consider a product such as a candy bar. In ordert
price, we need to know two things: i1

« The variable cost of produdng each unft of the p
+ The product’s demand curve. Simply put, a demi
units of our product a customer will demand ate |
a price of § p per unit, the demand curve gives L
the number of units of our product that will be d
a firm's demand curve is constantly changing and
beyond the firm’s control (such as the state of th,
prica).

Onoe we know LUiCand the demand curve, the profit co

maximizing price.

simply (p - UC)"D(p). After we have an equation for Df=| |
the product demanded for each price, we can use the e

Modeling Exponential Gro

The equation for the exponential function Is y = a gl s
independent variable (the year), while yis the value|
revenue). If we select Exponential from the Excel Tr—
the values of gand bthat best fit the data, H

How can I model the growth of a company's

Figure 1 contains the revenues for a company for thi
in millions of dellars.
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FORMATTING

Microsoft

Word 2010

Word 2010 gesgoon:0y document sope, Font Size Style saogomecpa g
oglgbeont efgoliadeuiond} formatting coboruSedesl GlosdSi document o> paragraph ooéech
select apoff; formatting cobecbaBet paragraph v doocmndefiptrayundh select woubidy cbgéeon
coodT0beerued) text sopsdadEdlonadi text sapad sacgudonmg format ofusgjcqg Mini toolbar
Seadilgomeoméionedl text cbacd double-click cy6fE: mouse pointer o text meol modad
sg.euiqE Mini toolbar sl anendh text eopsacgod font 1 font style : font size | alignment | text
color 1 indent levels 1 bullet feature copa3 Mini toolbar > choose coS&EdloacSi Mini toolbar
opocbeonaeé File0ptions o3 click cwdff: Word Options dialog box edlaxneé General tab
3860l [Greongé User interface options eszcbor Show Mini Toolbar on selection check box
o select oG OK o3 click cobclecdn sladgé Mini toolbar v G%ﬂrﬁeeuﬁrmmﬂ:ﬁam

0 Formatting
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jo Add a Heading

>

Formatting Jo

Apply or Customize a Heading Style

Word ¢> heading copcBoopbeéet style cop apply codeo:gdlon & (. 0) ¢redl[geona)
Word document o> Formatting esé:ofc? heading style o623 apply co5€q€ Home
tab- Styles group-> Title o select cySox3 apply [gdag:dlg c2émcSed heading style.
o3 customize apbg€eg font § formatting o3fgésoqdlocdn Home tab-Font group ooes
powo Font: Lucida Handwriting 1 Size: 281 Color: Blue o choose 0Bl 6go05(G: Styles
group c3o» Title heading o3 right-click cx&ff: Update Title to Match Selection o} click

awbedlechn slbeg Title heading style efgoé:azo:di

:-'_h-_n S el aalalr = o & = S = K el

The best way to add headings In Word is to apply styles. You can use the buili-in styles,
or you can customize them.

Add a heading
Apply a heading style

1. Type the text of your heading, and then select it.

2. On the Home tab, In the Styles group, click the heading style that you want. If you
don't see the style that you want, click the More button expand the Quick Styles
gallery.
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5.5 Add or Remove Text Effects
» Add or Remove an Effect to Text

Word ooeaifop text eopd malgé i’ efgplicdeugef text outline d3efgpicuiondg
sleewnd’ shadow | reflection | glow effect gecp copdeuigéeopbiguloncdn ¢ (. J) ¢2
Add or remove text effect eosfpgp€:cd Title style § apply s2qEcp6fF: Home tab— Font
group->Text Effect [] group mes Outline: Black 3 Reflection: Full , 4 pt offset o
choose apbeondloncSi § effect o} remove [g§cpdeeq Home tab-Font group->Clear
Formatting [®] o3 click cp&cli
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» Apply Character Formatting
Quick Access Toolbar ¢o Font button |A | &} sqEcpieurcntdleddi eomet Read
documents in Word o3§c5copifE: Ctrl+D Becyc’ Font button o3 dlick cobf3eSdli Font
dialog box ecl'axgé Font color list seg Dark Blue | Font: Auntiudy i Font style: Bold
% Size: 24 & choose cp&ff: Font dialog box § mcSoncSeamddeGgaon Set As Default
button o3 click cpbdlecSs message box coboed! oo movpdjggcdeontief Yes o} 86
suomg Default setting oo mm&@%agxurﬁu G&ongiong:d apply c'?f:cm&%a%elé Default
button o33Soepucidiogn & (1 ¢) HEAESSh
Read documents in Word
Font: Font styla: Shre
Aunthudy |uuid 24
[Arna Pro Smibd Subhead |~ | |Regular .| [16 -
Arng Pro SmiTed Ttalic I: 18
Ao Pro Subhead , | 20
% I Bold Ttalic a prl 5
Font golor: Underline style: Underline color
B 5| (o) 5] [ aworec [7]
Effects .
] strikethrough ] Smalt caps ¢ (s9)
] bouble strikethrough ] A caps
I superscript I tidden
] subscript
Preview N
Read documents in Wo
This font style is imaated for display. The closest matching style will be printed.
Read documents in Word
Formatting po
E—



» Format Text Effects

& (U 9) o> Word a30 select cp&fF: Impact font 3efgoéieusdlocS Text Effects button
3§6q¢ Format Text Effects dialog box edTaxendli o38mes Text Fill: Solid Orange |
Text Outline: Solid Black 1 Outline Style Width: 3 pt : & Reflection: Full reflection, 4pt
offset o3 choose opoff: Close o click cpbdlecS ego05: Font dialog box o> OK 7

click cp6qé Word ¢» text effects copdlgbesBecon & (. g) Blogedoh

Do’ Outline Style

.-

| E " . 1] " ? A _.:-'-"":.: ity




jo The Format Painter

>

Quickly Copy Formatting of a Text to Another

Word document codan text cxb98, formatting o3 ooéfze: text cozen orcopdeorgtad
Home tab-Clipboard group->Format Painter §¢ Roeaifgaech con&f1 o () 9) ¢
Goom:oy Word §Ean Format Painter Sojescxd? select cpdff: Format Painter ¢
B click cobdluchn Slades aomapcdediod pointer AToxdasdlconull s38pgng format o
copdeuigedd somaimadsaio Save time and effort: Formatan item in one step ooja}
select codc3cBucdadqé mdencium Save tiume and effort: Format aw iteam
inone step format sac3E:fgdopmdig Multiple copy apbajtonudadet Format Painter
o3 double-click cp6ff:e copy cpbcln copy Fhebaéeé Esc key 386galecSi

r.ﬂiﬂ..--""."""i"?i*|-!-'-_*- 9"‘“‘““"’““?@‘9“@“‘% e 5&3

Quickly copy formatting with the

-
Formal Painier
Oifice programs offer a quick way (o copy formalting frem one item — such as text in Word, a cell in Excel, a control
In ACcess, or @ shape in Publisher — 1o another, Its called the Format and it mighl be the most helphal

loolbar Dutton never used.

Say you've written a report in Word. ou like the ook, espectally your headings, which are 14 pl. Bookman Old Style,
centered, green, and bold, with a nice sublie shadow.




J.s Add, Change, or Delete WordArt

» Add or Delete WordArt

WordArt vxnadeé Word document 4> special text effect ey cogieuidcloncSi 538
effect copen title Bagao§omd: 1 text B csaeng.'uameﬁ: | text o3 preset shape 069e0
fit ofcomEcnpdeniomd 1 gradient fill copdevioneoy médlo€dlomdS com&f§ 16 (4. 6)
¢regpeon:0) Add WordArt eoci:ol cocbep efmpSeeaanén Add WordArt o2ciad select
cobeoff: Insert tab-y Text group—>WordArt a click cpbal e$205[G: WordArt gallery
DBmep [Fodo) style obscd choose aybeé Add WordArt oocdigo apply [gdoga:diG 8
WordArt style o3 remove cpSe€4€ Home tab-Font group-Clear Formatting o dlick
opbedlecdn ogf: text meomoy§eserdli

!-.

4

CRs

(") B3 BRI (e B =
h?nj n.?n Pictury r.g QT"E 7

a2
oy

-

facies | SUEIMONs e

Rdd WonrdArt

On the Insert tab, in the Textgroup, click WordArt, and then dlick
that you want,
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J-9 Adjust the Spaces between Lines
or Paragraphs

» Change the Line Spacing in a Portion of
the Document

Word 2010 «> default spacing o> 1.15 ¢ls paragraph eoys3g¢ blank space cods [go:eo:
cloacdn paragraph sa0pcb line spacing efgpéicoraiSag & ( . 9) ealgoonoisecié: Home
tab-»Paragraph group-Line Spacing-> 1.5 click cx8fp3p5¢li slewcod Line Spacing
Options o3 click cp&{&: Paragraph dialog box edlaxqé Spacing area ades line spacing
ndapo? select cxdadedlondSi at least | single | double 1 exactly ocopSfséedl

- Z"'..u -._ = - ~
. ,l %.!!I'E }h H';

Line Spacing Optiors...
&  hdd Space fefore Paragraph '

The easiest way to change the line spacing for an

Style set that uses the spacing that you want. if yo

|12 pt




Change the Spacing before and after
Selected Paragraphs

& (- 0) gredlfgeonio; selected paragraph §egacbonaben spacing 733 curgodded
Page Layout tab-yParagraph group->Spacing->Arrow next to After o3 click cobffeom
After box ¢ cfgoéieugfo; spacing mdaecd enter cobeorgé qdloacSi spacing before
paragraph 0%9@')5:::0:5!5613&:&5: 3@&3:9’20%5:6]&!

5 Review  View

- — - smmg — - _— |
8- | {4 Page Color - | &2 0 = |== Before: |Auto -
b= nwuwmuiﬁh 8 amer: M4pt =
fa| PageBackgiound | Paragraph U}

Spacing After

By default, paragraphs are followed by a blank line, and headings have extra space
above them.

1. Select the paragraph before or after which you want to change the spacing. it

2. On the Page Layout tab, in the Paragraph group, under Spacing, click the arrow |
next to Before or After and enter the amount of space that you want. ] |

il po—— - spum F - I
e o Dl bdoe 0t 3| |
(ESmgnt e D jaAme et D =
l Paragnph - A ]




;-6 Apply Strikethrough Formatting

» Single-line or Double-line Strikethrough

Word document o> text coda0b single o%uurecﬁ double strikethrough c?ﬂqéqs puen
& (U @) 9olgoomoy Apply strikethrough formatting eosfogoéicd select S Home tab
—>Font group-Down arrow o3 click cp6cl Font dialog box eclaxogé Font tab oo

Effects area ¢ Strikethrough s3ucpcS Double strikethrough check box o click codff
OK o3 click cpbgdlon

_; 92 -0%-|- Formatting - Microsoft Word 8 52

Homa | Imsert  Page Layoul  References Madings  Review m At.mbat
¥ | Locda Handwriting -}x =N |#§! H % H
mria.r u -] x| %E!:
¥ BN AW =
Cipboard 1| Font &
Eont: Font stfe:
{tiedly Fandwriting Bald |‘zs
Lscida Bright fa | | Rahc s 'Iﬂ-
Lucida Calligraphy ta i !3
Lucida Cansale Bokd Malic J
Luscida Fax { i
You can use this procedure to apply strik T S bl Lot
|_ [tone) ] Autoemate
Applyslngl&-!lnemmmrnughfmnm - EI I—
1. Select the text that you want to format g“"‘"’““"‘ gm’"‘“‘
2. On the Home tab, in the Font group, ¢ ] supecacript nﬁlﬂiﬂl
I supseript
Prewsew
L
Thits font syl ks mitated for desplay, The closest matching style will be printed,

¢ (s @)

Formatting o6




J-o Make Text Superscript or
Subscript

» Format as Superscript or Subscript

Word document ¢oeepeonic) superscript § subscript o evefoppéiondefogption text

@b 55558603 Foopcd 3pSippSiiben character dieddlonch oo § (- 00) ¢

eepnio) aoapedl [gjoonsopaiiogpscih superscript copdev:seeE Home tab-Font group>
Superscript 3ewpch Ctrl+Shift+ = 3860 subscript copieorgéeé Home tab- Font

group->Subscript S3euycd Ctrl + = 3§eclech

Subscript
_ Superscript




J-o Paste Options
» Types of the Paste Options

text content oo6503 Word document ¢ paste cobevic305q8 92903 |@ (ctr) +| Paste
Options button eclcooeadl #38 button eces option (3) & egBedloncSs Keep Source
Formatting o5 choose cxet original text & format moE0conendh Merge Formatting
o3 choose cpbef text of:oyEo text eopd match [goesné change cotwsdldn sleveds
original text formatting c3eox godeoddloxn Keep Text Only o select b€ original
text formatting odgcdeoiendh & ( J. 20) Hogedals mdmaded Paste Options button B
paste cpboymslodé: wedlsostet File tab-Option o click co6[&: Options dialog box
edlanoyssl Advanced->Cut,copy, and paste area->Show Paste Options button
when content is pasted check box o3 clear cpbeuzqolocds

Paste Options

When you paste content, the Paste Opiions button provides three options:

| =

Keep Scurce Farmatting (K)

When you paste content, the Paste Options button
provides three options: ’

| Paste Options:

] &

When you paste content, the Paste Options button
provides three options:

¢ (J- 20)

Formatting P




J@ Create Bullets

» Create a Bullet Using a Picture

Word document o>$30> paragraph scgen picture bullet cop add cobeu:g€qf Home tab
- Paragraph group->Bullets Define New Bullet o3 click co6¢li Define New Bullet
dialog box edl’ angé Picture button o3 click ﬂeﬁtﬂmﬁn o (Jo o) n%@écﬂu

=]
o ‘ u f-u
| Alignment: : “= | Chanige List Level ¥
. | [Len =] R e PR T i '
Isnm = TS e ——T——— __Qm'__ —)
v
v
v
& (- 2)
e Formatting -




P> Picture Bullet window dTconef button 028303 choose axs: OK o click pSef Defi
New Bullet window ¢o heart oa0o: arrow dedl'sserdl Bullet Library gocop: recently
used bullet mbdsmesg edlegdlcdiucdi & (. 0p) SBegpaal

- =

PN = = | Change List Level b
(k] [cmneal ] | | | pefine rew sute.. i P 1
o (U 29)

[ Bullet list o3 Quick Access toolbar grooeuiqt megudonay axadeuleddn bullet list s
right-click cp6f&: context menu mes Add to Quick Access Toolbar o click cobol s3]

Bt & (U 0g) eofgeonayoachE: window B sgBeepadogadiB

Formatting Go




> sldqt Columns dialog box edlcondlffi eaxdadsbazecdadaé Two o3 choose cpbsodlec
column ecgfoyen vertical line céacopbsergat Line between check box o chedk
cvbeuzdls column width eopcd secpocongiet Equal column width check box o check
cpbeplecdn column width § spacing eopad cSeebanad adjust cpbeorédloacd & ( 4. o6}
Blegedol OK o3 click aabolecd

Wﬂ_m'm' ‘ R '“;‘1:”“; e L
| Wﬂim : s T e
Col#: Width: e :
il |__] e @ |n5* % |
W = )
o [ennkle || b
'llﬁqiﬂlmhnnvﬁdlhi..---~ 'l

Apply to: [mmmc:mnt Dsta{tmmlm'nn

e b TaFe il
o = u] m . *_ : -~
¢ (U o6)

> & (- 09) o» document o cendedsdfgéed page layout [gdogoiff: sacouden eanécdodyfs
odefopé: ailesladbucd & ( 4. 99) Blagpdcln NOTE: paragraph egoobabien cursor o
click a§: Page Layout tab-Page Setup group-»Page Breaks-Columns o} choose
ov6qé NOTE: paragraph csmcbmeneogoy second column aen ocdl sdlecdi oodaudel
Section Breaks czo05a> Next Page o3 dlick apbq document section v eagcbs0932065

EYE:C??K;I@II
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Page Layout

Aa B E [ Orientation = B watermark * | ndent _Spacing
=== [4]-| "~ [Dsee- '
Mark the point at which ane page ends
and the next page begins.
Text Wrapping i
Separate text around objects on web

pages, such as caption text from body text.

I You can follow these steps before| Section Breaks
| enter text in a blank document. == HNextPage
——  Insert a section break and start the new  jgle-
1. Onthe Page Layout tab, in the = section on the next page.
Setup group, click Columns.
M Continuous
i 2. Click the layout that you want. = Insert a section break and start the new
== sectio the % —
Your document is now formatted in = RSl 2
columns, = Even Page
Insert a section break and start the new [
MOTE To add a vertical ine e @ section on the next even-numbered page. s
the columns, click Columns again pd
More Columns, and then selectill |——; Odd Page
between check box. Youcan also| sert § section break Snd start the new
Mmmwm] % section on the next odd-numbered page. reh
Add newsletter columns to e s o
part of a document
1. Select the text you want formatted in
columns, or place your cursor where
you want columns to begin.
2. Onthe Page Layout tab, in the Page
Setup group, click Columns.
¢ (U 09)
Gv
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B2 Office 2010

PAGE SETUP
AND DESIGN

Microsoft

Word 2010

Word document c>6gsacpb Page Setup cpboysns| ogyeagmaenty sacsgacona
mq&cya\iﬁﬁﬁimﬁn ego00[G: margin Gcawfa:uus i header § footer Gcgmémﬁ | page %ﬂﬂ%ﬁcaf%
c@:tﬂud?m c@mﬁq& cﬁﬁ:éﬂo&so@ i border £ shading Gogr.i-l mé%&qﬁmﬂu 51'3030% page design
coboudedesl ondlon page margin o»adqé page & sagmieonteapmigéo blank space o3adal
Sloncdi savoyyjeafyé text § graphics eyo? page margin sacpéion printable area sacpbient
comeapdulonudi sleved) headers | footers § page number copah margins cencon:qeach Word
¢> page margin option sadjpefa? saalfgededloacS default margin o3oadod: 1 sleewncd custom
page margin socbedbeui axqEaophadlonddi som&ff 1 page margins codad3 set cobfogpdaesmnts

Page Setup and Design GG
f=——=_- ¢ =—=a=———=)|



2.0 Change or Set Page Margins

>

Set Custom Margins

Page Layout tab o386: Page Setup group c3o> Margins o} click cpbdlecSn common
margin width Boox:aéqé Normal o3 click epbdli user own margin c3coxaiéqt Custom
Margins button o3 dlick cobqdlecdn sa:&F 1 & (. 0) eofgeorcyeacyt: Custom Margins

o} click cpdfpapdolecdi

ﬁ Page Layout I

[ Orientation ~ %= ~ | ﬂ'ﬂl'dermt'l
03 size - ﬂ-[@pagecolurv;
EE columns - h!‘*!ﬂhgﬂurm;

53

Normal

Top: 1" Bottom:
Left: 1" Right:
Marrow

Top: 0.5" Bottom:
Moderate

Top: 1 Bottom: 1"
Left 075 Right:
Wide

Top: 1" Bottom:
Left: F.a Right:

1"
1

05"
05"

075

e

| 3(p-9)

Page Setup and Design
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> Page Setup dialog cl'aoogé Paper tab of click coSff: Default Letter (size: 8.5' X117
o select apbolochn 65205 Layout tab o386F: Section csanc5o Section start : Even
page o} choose cpdli slBef ergsnmnum doan§ifgoclecsi ¢ % (p- J) Bogadcl




> Margins tab o} click cpbdlecSi default setup saes4 Margins e§ooncdon orgohanmeol §
co0b Top § Bottom wosfgyooe: 1" 8g§euidloacSs Left: 1 Right: 1" gocopds oafggoon:
sfpoomdlooudu Gutter spacing c3e3l o3 binding segngarioacya’ space cox gdecoaclo
53554503931 giboonmayddesepdd Gutter cdedl dlorcSi page sseszacon: orientation
o ecnécdod Portrait ch sag0x default page setting [§6cloacSi & (- 9) Blogadoh

F

I§

¥

Page Setup and Design
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> com&:f 16 (. o) oeelgooxo) current page setting Bgeledeeseti Margins
Left: 1" Right: 1" sofggoonsag§ooniornd’ Left: 1.5 | Right: 1.5" 8Geordlacsi G
box > 0.75" 3[gE[: Multiple pages: box ¢> Mirror margins o3 choose cpddle

dlBef page margin 5200603 set codfFazo:diBs OK o click apboledhi 6 (p- g) o3

[T
I

:5_ Apply to: |Whole document

Page Setup and Design G0
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e Page marcin ocsbc set cffef anpefonacpBeosem o o) B
document o> bitmap osBadbcsgS: paste S cogSecrdlocSi text cape Spbcopbeocd
9231 B2abe bullet &3 number BcdeopdevzucSecon ogodgompicdesfiat & save
cwdcledSs

LS ERAg A RRMELL s

Change or set page margins

Page margins are the blank space around the edges of the page. In general, you
insart text and graphics in the printable area between the margins. However, you can
position some items in the margins — for example, headers, footers, and page
numbers. Microsofl Word offers several page margin oplions. You can use the default
page margins or you can specify your own. Use a gutter margin to add exira space to
the: side or top margin of a document that you plan to bind. A gutter margin helps

ensure that text isn't obscured by the binding.

1 Guiter margins for binding
2 Mirror margins for facing pages|

e Page Setup and Design
= —=




Show or Hide Rulers

Mirror pages coc3 View tab->Zoom group-»Two Pages o click codfmpdet & (p-
wolgeonio=ec3E: [§Eqeacl double-sided document sadpoaenfgdol 009308 wgatie
facing page sopc? setup cx6sacyed mirror margins disead(gecloncn me§olod
Setup dialog box sae2: Ruler copecl'on Left | Right margin tab oo 803¢é: drag
margin saondecpo’ [gEeuicdqoradlon margin tab eopo? drag G release cpbochs
page setup sac08fgbagaenclh sox&ff | Word ¢ndloy horizontal ruler § vertical ruler

o3 document window ¢oedT8&:f3p5clecSn Print Layout view o3 On cpdeox:(: verti
scroll bar seedl'on View Ruler button o3 click codeé ruler segedlcondlGs

@ onerage . o8 New Windew (10
q m B tworages | B arange s | a1 |

B @ |

Zocen . 300%

e w1 o wrm p borae

e S e e R et

B R L L s D D

Page Setup and Design
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P o8omaSc Vertical Ruler button Redeued) vertical ruler o vedl ouadet File tab>Help
Options &3 click cx&f§: Word Options dialog box cdlonoysesl Advanced tab B&Sch
Ereomet Display area o3> Show vertical ruler in Print Layout view check box o check

5 OK o click cpBalocSi (7. ) oHEEESh

Style arga pane width in Draft and Outfine views:

1 show pixels for HTML features

¥ show all windowes in the Taskbar

] show shortaut keys in ScreenTips

& show horizontal scroll bar

¥ show yertical scroll bar
Show vertigal ruler in Print Layout view
cmmdmrmmmmmm

I Disable hardware graphics acceleration

: 5 = 2 p—

[ use draft quality

I¥] print in hackground ©

] print pages in reverse order

[ print XM tags

[ print field codes instead of their values

] Aiow fields containing tracked changes to update before printing
Emunmafmmmmmg

[E] Print on back of the sheet for duplex printing

m Scale content for A4 or 8.5 x 117 paper sizes

Default tray: |Use printer settings =]

90 Page Setup and Design
e




» Show Page Margins Boundary

page margin ecpsacyed boundary copo3 solegméapbeoraéqt File tab->Opti
click cSfg: Word Options dialog box edTaxneé Advanced category of select
Show document content area ado> Show text boundaries check box o3 click

c§o05(G: OK o click codali & (p. ) Blgp3ch

[ Set defauk target outgut to: |20 R[]
I show packground colors and images in Print Layout view
] show text wrapped within the document window
IF] show picture placehalders @
¥ show drawings and text boxes on soreen
¥ show text apimation
| show bookmarks
Show text Bounctaries
Quick Access Toolbar Show crop marks
e [ show field codes instead of their values
it st
[ use draft font in Draft and Outline views

o BT

Customize Ribbon

| Add-ins

m

Shaw this number of Becent Documents: G}
Show mescrements s o ooes
Style arga pane width in Draft and Outline views: [0 |
] show pixels for HTML features

¥ showe ol windows in the Taskbar

Shaw shortout keys in SoeenTips

[#] shaw harizontal scroll bar

¥ show yertical seroll bar

[ show vertical ruler in Print Layout view

Page Setup and Design 9J
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> w364 Print Layout view ¢o document o3 display cpSfogpheé text boundary sopad
dotted line cogoacss [§Eqeadlon & (p- @) o333l print cpbeteom dotted line St
copdedodclopn Web Layout view wocoph: dotted line segedTdloncbn oadfgo: view ecp
w60y 0edl Sl

D

Change or set page margins
Pagm mwgea o S bank dpie aeound The dge of (ha page Ingeneral you
it bt aned geaphics in th prrsLESE $16 betsmen The o argns. Howres: poocet
e P — o e P, e

o SpLERS. Vo S e tha detal

LS FLEGHNS o7

e s bor acing pages Us g " o
Sl i rek, " " .
g of 1t e g minor gl of the right page [Pat .
‘they el UG aew bl e T, e el Cootirde = Rl e R
oy

EHE0] You cam st et margin ot 8.8 gl n
(06 T Saich, R0dTa Bpace ot Binding.

T Lot A L
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) Add or Remove Headers, Foote
and Page Numbers

» Add a Page Number from the Gallery

= Bm »(Falbfe L Falt )|

|» = E R P e 2 4a] 5P !]

| Paoes | Teble | viwe dlp shapei o | Unks [HEREES Tod' |Symbols Embed
; R e - " || e

H U LI T SRty [ Tt o Tt T e = o SNE St o R o L D, DS USSRl « 5 & s & i

| 7)== '
.|  ADD A PAGE NUMBER FROM THE GALL 2% 2% '
1. On tho Insert tab, inthe Header & Footer groupro | 3 Top of Page L
7 e .. i!"t
f :Hm“h B | page Margins »
o Footer = 5
_' a’lﬁlm"' 1 [ ‘c.mruiPusimnm ,
- Hender & Fo @ | Format Page Numbers...
’ Bk  Bemove Page Mumbers
2 2. Click the page number location that you want. '
3 3. In the gallery, scroll through the options, and then click the page number format tha you
% 4. To retum to the body of your document, click Close Header and Footer on the Design
: {undler Header & Footer Tools)_
@

¢ (3-20)
Page Setup and Design 95
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P Sl3qé Word page §comnciefy mcocbesepen mfgreepontEios page number Bdeop g
23l & (p. 00) Bfo3pddl Close Header and Footer o} click cpbef document body o3(G§
cepodapi(l: page 3¢ page number soycificsIEn page number copo3 delete cob
31tq¢ Insert tab-Header & Footer group-»Page Number—Remove Page Numbers
o click 63l page number sy sgpadogaiendion

Il'i :

& rooter - "' ﬂ Picture

i Date Goto Goto o;rtu:ns Pnsium| -

E) page Number Tme ] clip Art Header Footer ‘ W I
| Header & Footer _ . | ‘Mavigation : E
1 b

E| Header“*-l . @ Quick Parts ~ ' E E |

4 Tormum DFe oy o par oxumen, Sox Clos Mo ;g Foolar oo Ta Design oo
oar Hisow & Focler TooMl.

___________________________________________________

¢ (- 00)
» Add a Custom Page Number that Includes the Total
Number oF Pages

Word document o> header area ¢ double-click co6qé Header & Footer Tools csadbon
Design tab-Insert group->Quick PartsField o} click apSclochn & (p. o J) dBfgaddl

N Page Setup and Design
Sl
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locks lr...

....................................................................

Numbers

Add page numbers and headers and foolers by using the gallery, or create a custom page numb
of footer

For best results, decide first whether you want only a page number or whether youwant info
page number in the header or Tooler. If youwanl a page number and no oiNer Information, acd a
rumeer, If you want a page number plus other information, or if you just want the ather informatic

o (p+2J)

P Field dialog box sdTaooqf Field names listbox cdo> Page o choose cpdfF: OK o cli
p5dlecSi 1 oanfiedTamgt <space> of o3 enter cp&f3: Field dialog box a3{géocele

¢ (- 07) ik

> Field dialog box ¢> Numpages o} select cp6[g: OK o3 click apbclecs document
B§eepadef 10f egocden total document page secqgaczes 11 medlesdIgr <space
pages d3§oSeopddlechi egocb(@: 1 of 11 pages o formatting cwbe3qdloaddn & (p- og
B3¢ Header & Footer Tools o click op5g: Close Header and Footer o} click
66 document header ¢> page number format 520863 apply cp8(geoz:Sis

Page Setup and Design 96
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» Add a Header or Footer from the Gallery

Word document o> header ¢> Microsoft Word 2010 § footer ¢> page number
gallery megoopdeuigl & (p. 09) ofgeorosadié: [g€qeach

Add or Remove Header{ = ’
Numbers - Header & Footer

el et S Ty g B by,
o R OO o 1p & S PulERY OF aTETEE o e
SO [ B fap Mt I SR o7 fom I o et B SRS Fale S no R

i oy e e
P AT, A28 Frads i WO

ADD A PAGE WU FROM THE GALLERY
. Cn e et e b e Py poen SEi Fage Huslied

Il ¢ (- 09)

1 i ey, 450 N P EBOT, |

A T i T ety e’ SOOI, SN
e bncder I Pooler THEL.

Chan ot
i oo

I

|
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X Add Borders and Shading
» Add Borders to a Paragraph

document o8s0> paragraph ¢> border soaeopdeuigel paragraph o select o6fG
Page Layout tab-»Page Setup o3 click cw&dli & (p- 96) Bfegpddh

K N _i |+ Addoremove

.B @ S ﬂmuurt Tndend

13- W page Color+ | #R0°
T"'"‘“. ”"““Imm Ca urmmm 5l
Themes | Wage setup i, Page Ba

% Page Setup and Design
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| 4 Page Setup dialog box cdlaxngé Layout tab-»Borders button o3 click cpédli
Borders and Shading dialog box edl il Borders tab o3 click cp&fg: Setting:
choose ayblectn Greomgé Borders style: o} § (7. 29) wolgooayeaciéoonff:
Purple | Width: 6 pt o35 set Ogﬁtﬂatﬁu e§o00[G: Options button o click codalu

Rorders | page oy jShedugy
Setting: Style: ‘ Preview -
| _% T e g R -lA mmma%hmmm
% o e I —
———— —
-. % Shadow _; & —
% . |g°'°" : e
[ ]
-— Width: @ ﬁ
‘5 E_ Qustom 6 pt —H N
Ihmgmph
¢ (3-09)

> Border and Shading dialog box edTaxdlgn From text ssancdan text box ecpen Top:
pt | Bottom: 24 pt Left 3 Right o3> 4 pt comeasff: OK o3 click 6dlecdn & (p-

AT

> sladqé document body Rg§espadonaimsl § (p. op) eolgeorcieedit: G qeaclon

Page Setup and Design o
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Microsoft Word 2010

Numbers

% (3- o)

Add page numbers and headers and footers by using the galiery, or create a custom {
page number, header, of footer. For best results, dedde first whether you want only
a page number or whether you want information plus a page number in the header

] or feoler. If you want a page number and no other information, add a page number. If
youwant a page number plus other information, or if you just want the other
information, add a header or footer. |

|
|
|
Add or Remove Headers, Footers, and Page ]
|
|

Go Page Setup and Design
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P 08mdS3 Art border ;macicopSeaiaef Boders and Shading dialog box o> Art: &
box ares border style ;aa choose aybiln paragraph text sogegacden shading
surgi€qt Borders and Shading dialog box o> Shading tab 0;.:} click coS6h egoobGe
Gray fill &% choose cwdffieor OK o click cpbgdlect & (. Jo) 3[o33dl

[1gorders || Page Border | | Shading |
Setting: 5
= Click on diagram below or use
= | lone buttons to apply borders
II m _Ig“m""'il_
: — !
% Shadow t = !
L 4 L ]
* H
B |




P slBqf Art border §eomapbarnio paragraph text sogegooden &:8:eepé shading eop
sepegond ecp.q9o3h § (- Jo) FHfeeich

|
!
|
&

b

v

v Fage $0f 11
;“!1'1111“'““"!““?11!1““'0 LA LA ld]

Y SNV P P VYV VSISV S SRR
Microsoft Word 2010
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s Add a Background Fill
» Gradient Fill Effects

document o text sopesachen 6§2055888:0820 plane color gjrecncdd Gradient fi
(omocmeepafgs) dfcBoopisuigiéonctaBaé Page Layout-Page Color-Fill Effects
select cobdlu Fill Effects dialog box edTaxne€ Gradient tab a3 click cwd[E: Two color
option button o} click cpbclecSt 205G Diagonal up shading style »6303 selec
p6fG: OK o3 click cp&cln & (. J ) o333k sls8qE document cgac53¢> Gradien
background fill o&aga:cle3gecda

[ Rotate fill effect with shape .

Page Setup and Design bg
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B 8spdincdé: Fill Effects dialog box mes Texture tab o3 click c'gﬁ: Texture box o
ones Water droplets 33 texture sadganonc? select axdedqaoc Pattern tab o} click
»6f8: Weave pattern o8 choose cpdcqdloacdi & (p- Jp) FBfegehole

[ Grodient[ Texue | Potern | piowre | ¢ (- o)

Gy Page Setup and Design
e




> Sobslegoodadimess Fill Effects dialog box oo Picture tab o3 click o6fFreon; Seled
Picture button o3 click cpddli [Fieomgé eswcdorm§ojomadm wéeobep image od
select cod[F: insert 05E:qeqoloncdn & (p. Js) Blezpdch

AP U

| beautiful-girls-in-photo-manipulationso2

D Lock picture aspect ratio

["] Rotate fill effact with shape
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B3 Office 2010

TABLES
AND
Microsoft CHARTS

Word 2010

Word document coda¢n sacgcbonmnecdadqo; information dcdaopbaoncugel

table oés 1 l: eate o.}u[?i % data Gcgn% mémﬂ =30 cﬁrﬁtﬂu table a?:cnr} text q;oquméucogrﬂ
sosacseaidd cell smbombadieslomuldl Word cden table sopo’ insert | create codom
bt awxadm data eopaBeclE:Béiodd 1 sort cwd8EiudS mangcﬁm data o0} text
slgrtidGecdBarsh: cvdeuidialonod mgédojaumimdanl format cobeusfglionnfyé mlgéend:
angach document oo cariondac? insert cobeurgtoncbadeé Word §, preformatted table Gagrﬂ
maxgcleoloodhs 532 table soy¢n sample data eop AIioonideon ahqomegudopomedh table
data eopod chart mess3col[ggloopd: Word oo cocddclonodn eemé:ff 1 table template eopad

FeSopomtt

Go Tables and Charts



s.o Create a Table
» Use the Table Template

document o3o» table o} insert cobevigéiesepen click g0l Insert tab> Tables
> Table o3 click apbclecSn e§205@: Quick Tables o3 point cod[3: sa3fgacod
6505 choose cwbdli & (g. 0) ¢aedTaxncy menu mes Tabular List 63 choose cpbs

EEEEEEENEE

B | nsert Table..
B | Drow Table
&5 | Coryert Text to Table_

BR | 5eve selection to Quick Tables Gallery...

% (- 2)

Tables and Charts Ge




4 preformatted table ¢ new data Go‘?c%%tﬁméqé o (g. J) o poocdfgirenjgoonaisacié:
new table c3fgeqeodh table column eop 2acdcd adjust [géaynioral wBfogpddl

Books 1 Microsoft Word 2010 150
Magazines 3 Windows 7 250
MNotebooks 1 Using Laptops 100
Paper pads 1 # AutoCAD 2010 100
Pens 3 Maple for Mathematics 100
Pencils 2 Photoshop C54 150
Highlighter 2 colors Excel 2007 200
Scissors 1 pair Windows XP 200
¢ (5 J)

» Use the Table Menu

Insert tab-» Tables group>Table &3 click cpbclecSn cgacb: table grid doaadgE:
puwo 6x5 table Beest drag st & (5. p) proooodenfjeon:c) table ordach Hclqilecd

iE
8 B8
?@
LIl -
3

ol

EER
]
CIC]

EER

CICILE

—-H
COOO0000]
OOO00000
DOO0O0O000
COOO00000

L]

:
.%

Drarw Taloke

Conyert Text to Table. &
Exoel Spreadshest ? (9' ?)
Quick Tabies 4

B8 w8 a ][]

Ge Tables and Charts




» Use the Insert Table Command

document cSo» table o3 insert qﬁcmqﬁc}:*qygﬁ click ol Insert tab 3868 Ta
group 3o Table o3 click cpbalechn egocbE: Insert Table o click axbcli Insert Table
dialog box cdlangé Table size eseacbon Number of columns: 10 3 number
rows: 5 o3 enter cobolechn Freomgé AutoFit behaviour esancbon AutoFit to conten
option o} choose cpdF: OK o click cpddli & (5. 6) enfgeomiopeacié: table odsedl o

Bssoroch §beogieadly

% (55)

G Draw a Table

» Draw a Complex Table

6 (g G) o ewnicood SgdojawndiadaygCoddaded Insert tab-> Tables group->Dra
Table o3click cpbali 300§080h 7 cursor Bdseaifgf conen sayadaded: | sconéadah

Tables and Charts




AeR% & (g 9) o» ewmroendoofddt: Fobooch fqdlorcs coigo qficcyiagon
§10gorE Sejodg € cursor § [G§qcBclqdiorcn

¢ (5-9)

Insert an Excel Spreadsheet

meomniiaizgoSioneor, Word document oo Excel spreadsheet o3 Insert coof@: table
653 maxlgeéevlorcdi Insert tab-y Tables group-»Excel Spreadsheet o dlick Qoch
spreadsheet cdlTcongf cell soyeo table data e0p03odcopdfG: Seabod font size | cell
alignment | format Ba3cpSqalecsn cell E2 oo = B2*C2 o enter cpSff: cell handle o3
cell E8 sscBeepadesné drag ych e5005: cell E9 ¢ = SUM(E2:E8) 3 enter opbff:
TOTAL chopeSfsesoh Ssdaf § (5-6) gpfomroronctGbegiocs
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GeQ Format a Table
» Use Table Styles

& (g. 9) redlfgoonicianral Insert table 3o3ee: Table Styles ood2§ format cod:
B sracdapbadqilonddi format cpbaiaienmniaden click il Table Tools ta
Design ab-Table Styles o3 click cxddlechi sladqé table style soyeclangach

ftem Pricafunit | Units Total
!mrd 2010 2800 0 56000
Windows 7 2800 50 280000
Using Laptops | 2800 25 70000
AutoCAD 2010 | 2800 15 84000
Maple for 2800 10 28000 ‘E ("?‘ '2)
Mathematics
Excel 2007 2800 ET] 168000
Windows XP 2800 40 224000
TOTAL | 910000
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| 4 Table Styles cpaden b0} select bt styled table 203 create 0&B:oga:dIGu
% (5. o) Bzl oxdfge: table style ecgedlen cursor o3 move o0 scpaoafmgpddli

Table Ta

-

pt
2, Pen Color =

¢ (g-»)

» Add or Remove Borders

& (G- 0) goeul [goonodewnies border line sopadcopdeutaéqé Table Tools tab-yLayout
tab->Select- Select Table o} click s3g€cpbgdloctu sgo05fE: Table Tools tab-»Design

2% Tables and Charts




Shading->Tan o3 dlick o803 table o3 & (. @) erfgeontoyeadié: [gEqgadh
eopeon wdleondlop

._|. -...... Tahle

¥ EEEEEN
.[Hﬂcﬂiﬂr

® More Colors...




$ood3] Border-Borders and Shading o3 click cvbolecS Borders and Shading dialog
box ecl'angqé Borders tab G%gﬁvtﬂl Top | Bottom border éogn% 2% pt. inside border

line ecpa} % pt § Borders color o3 8:8:scepé safgleqpeoonicoqé table o3  (g. 0o)
wlgeoncieddé: [GEqeadlon saedlesencs border line 6003 supadeocloacdi oadoruSed
border spcfg§eupadaytet Borders-yNo Border 3 dlick coSeclecss
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Add Table Borders to Specified Cells Only

& (. 00) euxnen selected border ecpa3o thick border cogpdeoraitel Item row e
select cx&ff Table Tools->Design - Borders->Bottom Border/Top Border o click cpbe
Border width o 2V pt coxeoiqg & (g- 29) g)Emc}mO%&@Eq?mﬂi meol =i row.
cecda row sopaddgéanidlondd




Add a Row or Column

o (g 00) auon Windows XP eo03:cloy row comoden c§205000 row mbec) add o6
corgSoncSa3qf 038 cell d¢n click aff Table Tools->Layout tab->Rows & Columns
group->Insert Below o3 click ogf:qu'lm?:l sldet row cds C?[N\D(;EI row cﬁqaﬁn&néo}
oneogu ¢oo table format 2ac&§erdli § (5. 0 ) Bfogedol column odacB add apde
gEcopd: BmddE:clon Table ToolsLayout tab-»Rows & Columns group->Insert Right
(‘% click GQSq.ﬂutﬁl

18 Merge Cells | 5[] 5#1' -

00 Tables and Charts
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s.c Move or Copy a Table

» Drag a Table to a New Location

eanicdacd move cwbgéoudadeé Print Layout view g0 table § mSmdde

canéepepen pointer Beomadodeé table move handle #» edlondlocSn [goreslé: (4)
¢lo3 pointer mdsedl 53313 drag Q¢ aoux new location o3 move p8es0lGe
(G- 2p) B35S mouse button Scomiox release cpdqt gi8esepm mmé@ﬁagxd]

e

Item e Pricefunit | Units Total

S b bt it B he e ol B U et .
Word 2010! | 2800 20 56000 ;
Windows 7: | 2800 50 280000 :
Using Laptu:.ps ISDG 25 70000
AutoCAD 2010 [ 2800 15 | |[saoo0 | :
Maple for ! 2800 10 28000 ;
Mathematids v Ex (‘?' 3?}
Excel 2007 | 2800 30 : 168000
Windows XP | 2800 40 224000 :
PowerPoint! | 2800 25 70000
2007 :

b e TOTAL | 980000 | ;

| e :

» Copy a Table and Paste It in a New Location
& (G- 9p) eveacd copy-and-paste cwbgEqt Print Layout view gocontff: table §
nddmedleaniegepon handle + o3 click ap6dli table o select [g8ago: I M3c4

Tables and Charts 00
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table o5 copy cpogjcee Ctri+C opaooh table o3 cut coogeqe Ctrl+X &ool oodlgnesepen
paste cybaéqé paste [gbeostoiesspen dlick g Ctri+V B85 qclondu

s.9 Sort the Contents of a Table

» Drag a Table to a New Location

& (g- op) o table §, content copcd ScvigéoncdBq€ Print Layout view encoxfd: table
g select awdolechn e§o05G: Table Tools-Layout tab-yData group->Sort o3
click cp&ali & (g. og) FBfegebch Sort dialog box sdl'axngé Sort by Item (Ascending)
o3 choose axdfG: OK o3 click cpbolecd

i Merge Cells | 3]]0_3? . s EI B850 Az @ [H‘i ;
i split cells |"—'=H rﬁ =E5H =
Cell | Data

i

3 split Table
Merge

Hmum | == - Dlrectlon Margins
Cellsize  m| ‘Alignment

i o il

= fe
Repeat  Convert Formula

" Header Rows to Text
Data

¢ (g- 29)

> sldeg first column oo Item Reacfgdf cdodffadod &[G:ozntign sleowdh row cpm
cpepefgréioproyeacyod padgsaoy border | shading eopancops: clogazench S3slo3 Ged
diiqeant cqgpopdaopspiiecperctfifl BgEaclocss BGERrg0a8 ¢ (5- 09) ¢
coxo3ecdE: [§Eqeadion

2@ Tables and Charts
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.6 Add a Chart in Word Document

>

Tables and Charts e
e

Item Price/unit | Units Total

AutoCAD 2010 | 2800 15 84000
Excel 2007 2800 30 168000
Maple for 2800 10 28000

Mathematics

PowerPoint 2800 25 70000

2007

Using Laptops | 2800 25 70000

Windows 7 2800 50 280000

Windows XP 2800 40 224000

Waord 2010 2800 20 56000
TOTAL | 980000

¢ (g-29)

Create and Embed a Chart in Word Document

chart 23ox data eopo3 graphics ¢fgoodssacsd deubaomiordh qpbgubaodon mafgEeic
Beepodal oEgadondanicdaadiln cumiondscd 83Eimpdel vefiéicvndd ch
%Ec @G%uoﬁa@g& geautiapiclondd mmcﬁa&r&l_ng&lawqfa Excel o3 install code
coropragqe Word 2010 oo o9,90dlo} Microsoft Graph Chart sea3:(g§: chart s
edl Office Excel 2010 o3 install cpbeconfifadqE Excel dgamendln coméiff Wo
document cS¢» data table crdac create coof§ Insert tab-> Illustrations group->Ch
o3 click cpdclochn sldeg & (g. o6) erfgoonioyaeddefgéaendl

1



Excel 2007

Maple for Mathematics

PowerPoint 2007

Using Laptops

Windows 7

Windows XP

Word 2010

0 1 O 8 2 P 1 O

¢ (g- 96)

P chartarea o3 right-click cp5[G: context menu oeg Chart Type o3 choose cpddli Chart
Type window edTaxqé Column: Clustered Column type o3 select cpdff: OK o3 click

cgﬁu%tﬁu o (-.;. ng} (ﬁ@écﬂn

o9 Tables and Charts




¢ (g- 29)

| e4205{: chart o> Legend area o3 right-click co&f§: context menu ooes Format
o choose cpbclects Format Legend window y&axngé Placement tab-Bottom
OK o3 click cpbilu slaBeé Legend o soncdalesepeg difn & (g. on) B3

¢ (g- 0m)
Total
B AutoCAD 2010 W Excel 2007
[ Maple for Mathematics [ PowerPoint 2007
B Using Laptops B Windows 7
B Windows XP B Word 2010
Tables and Charts o)




B 80083] chart area o3 right-click co6ffs context menu ooes Format Plot Area o3 choose
apbdlecdi Format Plot Area window ¢o cgacbdmsaepifgéenicdadlondin Bspbiop Chart

Options mes Title 1 Gridline scpadcopbeoifo3giol & (. op) Blgeddh

¢ (5- 2p)
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fee mytable - Microsoft Word window ¢ coscenmdd edit cobffrapiqf cpcbescionbeses
click cobilech slbqé Word document window cd[géeepoboonfl: data table e

chart o>830> fraoeapobesdlBi & (5- Jo) B0

Total

B AutoCAD 2010 W Exced 2007
O Maple for Mathematics O PowerPaint 2007
W Using Laptogs B Windows 7
W Windows P B'Word 2010

Tables and Charts
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B3 Office 2010

GRAPHICS

Microsoft

Word 2010

sfgEogoff: savwbeomtigios Word document copa} create cpdgéorcdaqc
Clip At Picture | WordArt | Shapes | diagrams 3 SmartArt graphics soo? méag&mo‘;@q@mu
document copen saoifgedecy photos | drawing | sound effect | music 1 video §éecpa? clips
oBesl Glonchi clip eopa’ Clip Art taskpane g search cobff:epfr3pdcli Web site providers | Web
pages 3 saved-picture $cecymey insert | copy coboopdeurqBaopht qoloaudn picture Bomm
8f:§Eecpmes create cobeoicona) graphics ecpdlon bitmaps: scanned images: clip art 5,
photo ecgox picture wdpsencoyoclodds WordArt Bemm text style oo piconic)
Word gallery oodach text sopa? decorative effect cpmpdeug€al s2a5{gdloncdn axfgregoc)
om§ppropiiecyad cepoyees| WordArt odeaaiiyeercl Shapes oo¢» drawing object sogdlilenddi
sucdmEfgsitop information :%uugc% $chenrecpad visual representation %GéTEqEqE: SmartArt
graphic scoghizeabiotilorddn crdorddeon Office Word 2010 o3¢ graphics 300520053 eroep

GCECD G’Béﬁ'x@:ﬂll

09 Graphics
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9.0 Use of the Clip Organizer I
» What is Clip Organizer?

Microsoft Office Clip Organizer s clip art 1 photos | animations | videos 3 0éfg
type sad:f:o3 Office documents | presentations | spreadsheets § 8fFrifEacpen cogl
pEroasixfiBaeont prraciéaogheotodesepdln Clip Organizer o start cobgéel Start
All Programs - Microsoft Office-> Microsoft Office 2010 Tools—> Microsoft Clip Orga-
nizer 5 click cy56l sla3ef & (9. o) golgoonroocd Favorites- Microsoft Clip Organizer
window Gl coa0ls Search i Collection List 3 Clips Online tab cpRe0p qeodli cqﬂn‘}m‘
#g5:00 Windows 7 1 Windows Vista eopensBgé Microsoft Clip Organizer onefoypticd

Start Search box ¢>8050p3fE: o%rﬁ%cﬁ@ﬁqo’lmusn somé:f§ 1 Office Collections foldes
o3 expand cpdegeddlechy

.ﬂff-ﬁ-'

i rd - SR
yia e G e L) )

il Tﬁ My Collections

. ) Favorites
| |y Undassified Clips
- %ﬁ Office Collections
*# Web Collections

¢ (99 |
4 sldqé Office Collections folder g¢ooolGn 238 folder wd¢o category BSDF(Frrcon10) J
subfolder sop saeprfgalonuds content ecgon Internet connection w§oiapecpaaaigddh

Graphics o6
ey



clip art decpmeqmacgadoeon saicloncdi & (4. J) ¢ People folder con clip art eopcd
sosacal [goondlorc

- a b3
Type a question for help !




> 80651 Web Collections folder i33SE: People subfolder 3u&[5p5eg & (9. )
o3mecie: clips ey sagpifdiiadecy qeadh Internet connection soxclclendd

@@
=% Emotions
&5 Fantasy
& Flags
& Food
—&) Government

& Healthcare

& Household
&3 Industry
— Leisure
—& Maps
|5y Mature
&) Occupations
& pastel

&y People :
= Personal Appearanc
425 Plants
4%y Realistic

&% Special Occasions
& Sports

— &y Symbols
—{%y Technology




» Add a Media File from Your Hard Disk

o005594, hard disk c3on media §Eobdj0} sa05ifgqegcdone} Clip Organizer oden copd
coeurgéel macdadlogpddls Clip Organizer o3 open cxéfE: FileAdd Clips50n My
Own a3 click cvédlecSs Add Clips to Organizer dialog box ecl'cogg & (4. g) eafgeon:o}
5203¢: hard disk cdm picture oéj,o} select apd[G: Add button o click co6cl Add
button szedlon list box mes photos o select coboomgilech

| AddCipstoOrganizer b [ X OnMyown.
X Exit & From Scanner of Camera...

phimwfoldeing - msREED 1 s = 20 1@

il Clip Organizer ‘ Pictures library Arrange by Folder =
I

Includes: 2 locations

W Favorites

W Deskiop

I Downloads
25 Recent Places

23 Libraries
4 Documents
& Music
4. Pictures
N videos

#& Homearmun




P iclBeg hard disk oo selected media §€scpes Microsoft Clip Organizer oD
Unclassified Clips folder coc3sepobasndlffn 538 clip GD&-{J?I Word document cd¢s i

wogéqé drag-and-drop 55:3 wbeurgtqdloaddn & (9 9) SBezeddh

B4 My Collections
|5 Favorites

] Unclassitied Clips
Hi-y Office: Collections

H|'|.I$|ﬂﬁ
{160 {w) x 200 {h) pinels | 11 KB | 1PG
=

-4 Web Collections
I RS E
. e
| Ll G Cormections
vl 4y calor -

Femave
Eackground - Artistic Effecs -

Graphics go




o.) Pictures and Clip Arts |
» Insert a Clip Art Using Clip Art Taskpane

eqer00€[ga20c3d Word document ecpen clip art sopad insert apbsjeqé source eopan
Web pages 1 saved-picture file sopafgé Clip Art taskpane copdlo€ilonuds 538 taskpane
¢ All media file collection eep§icloncdn comé:ff | Insert tab- Illustrations group->Clip
Art o click cpéfG: Clip Art taskpane ecl'axgésearch keyword oda pues woman o3
Search for: box ¢>§chcopifi Go button o3 click cobdli Include Office.com content o3
check c*g@mquﬂlur.ﬁu o (9. E} (‘%@érﬂn w365 woman clip mﬁ?n% click nefmiﬁ Word
document ¢> 538 insert [gbogo:dIf

Ml =209 7 Al
- Homra ke Page Layout Riferenoes hialings Foviem Wiem Acrohal
4, | © Coeciom - A ﬂ. “ - |_| ﬁ M Bring Formand » BB e s :
i coler » B Send Rackward - B - |
-::m;::.u W areistic Eftects = ‘ﬂ. sm:: *' PMEM wrm By selection pane S+ Ufg &= e : |
Audnatd Pichure Stkes G | Areangs

B @ vtetor § lemedﬁrl'-ur.nua
: Mxﬁﬁpbuhj?zﬂﬂ!ﬁ?ﬂlﬁ




» Expand Your Search

mdmuded search coboma? specific media type Gﬂg%ﬂ:‘%mdﬁemq&}é puwd mecoicdd
mbeuncd qulesop clips o3 document > insert cobeuraEoaddaBdldn & (9. 9) ¢algeo
oymacdé: Results should be: box o> arrow o click cp6f§: Photographs § Audio check
box eopa check apdgulecsi egocb(@: Child (photo) 4 Child laughing (audio) clip (2)
903 document > insert cpbeu:dl 264 audio clip o3 double-click cy6g¢ Windows
Media Player ooes meaiqudada’ play codeviencli sladeé onwoday Eogwg:ﬁm&emé:%
ombeenteonmes G Ecﬁcaaaogaa e-mail dsurqéeoméGe ﬁcg-apc&n@):@oga[vgjqﬁm
ondam clip art oo} resize pbgEelspd: (3) 5p5:3 coadqoloncdn object center o sac
coxf: resize cobgéqé Ctrt key £6com(Bicodcl object proportion chws[goicod resize
oobgiEeg Shift key 86confrapbil sonceno sagebsdacdadleogtqt Ctri+Shift $o00ifs
resize oe&s‘ltﬂmﬁu
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Insert a Picture from a Web Page

sgocdmbspdion Web page eopon picture sopal drag 29 Word document o insert cob
cuscqdloncdi poen Google search ¢» beautiful model girl 3§53 image Bendli
depeay, g full size image (not linked with web page) r%e[:_.}:E {G: Web page ooes Word
document cdc3cb§cb drag el insert coddlecSi slBeg & (4. 0) wfeondndE: [Gq
ool linked picture o drag =ff5e¢ document o» picture GGUT{EIDEH link enecpdedleadh
full size image o3 right-click co6{F: copy s2q€cubecds eg205: Word document Do
paste c?ﬁqﬁcmqtﬂmtﬁu

@ao-o o TR - ©

—m IrEeeT | POk Liy | Beferess | Madings | Hevew | View | Aorabat ﬁn:r - ﬂ
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» Insert a Screenshot

print screen o&conc) screenshot & dipping o>8scb Word document ¢ paste apbeorael
bugcobppbion screenshot o3 Paint ¢» paste-and-cut cp&fG: copy o} document ¢ copy
-and-paste cpbeoigdlorcSs Word 2010 ¢acpdspSion document ¢o click aF: Insert tab
>1llustrations group->Screenshot o click cobdlecdi e5205(F: Screen Clipping o3 click
6 dmadeagimden clip cwbeud=adt:0d select axbgé Word document ¢o sacdcd
sepodangacli screenshot od3ler md[d3es insert axbadedlorcds multiple screenshot
eopadbHEeL §3090[36[03800060 M & (9. ) ¢o screenshot 56303 copbfgeonicloacn
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Apply an Atrtistic Effect to a Picture

Word document ¢ insert coScon03deo8303 sketch | drawing s3ecp05 painting déd:
[3beoanE G@’)E:o}su:eﬂéqé o8 select cwbeoxff: Picture Tools=Format tabAdjust
group-»Artistic Effects o3 click co&f§: dropdown list mes [Fodod effect o303 click
oG apply w63&e3qoloacSi & (o). o0) ¢> Texturizer 3 apply cobeonomdh

None (original picture) o m

! J Format |

F_ B Comp_rr-ﬁ Pictures. | | = : :

A’g i!él Change Picture |£/ @ '.E z ﬁ ; E
i

I « 5§ Reset Picture -

Picture Styles

% anistic gffects Options..
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» Fine Tune the Artistic Effect

& (9. o0) oo Artistic Effects Options o> click cpSaln Format Picture window edl g
Scaling o3 100 goconeozgt texture o 8fF: rough [gécoadlocdn 89050 Cutout effect
apply cobeos grayscale Beffoisuigl wgad: illustration odgadeclec Pencil Grayscal
effect vxcoph: cofgnio illustration oxddolon Format Picture dialog box o> Pencil Siz
box &> 10 aoxeuiqé & (9. 09) ¢oljeoncysacit: [gEqclectn mofga: effect sopdaop!
GQ(DD%D:EO%LﬁO%E u&:mﬁ@étﬂgzu

1 SRR T .
Artistic Effects
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Remove a Background from a Picture

& (9. o)) gosulgeoaiopoor Maple adgodonds) o3 background ;meg remove bgtet &
o click cp&ff: Picture Tools—>Format tab->Background group—Background Removal
n% click 0.55{;]905&

Format

:qu,nuﬁ 3 Artistic €ffects = % 7 | syles -

ﬁ: @ Corecticns = 3K @ E‘: & ring Forward = B - Q_-_} - 3!! z |

4y Color - ¥ &% send Backward - 18] -

ick Positi
it Quick g, | Postion W0 By Selection Pane. k-

Crop 21 /53" &
Teut = =

Adpust

Remove Background

Aitomatically remove unwanted
paormions of the picture,

If needed, wse marks to mdicate
areas 1o keep or remove from the
picture.

@ Press Fl for more help.

% (9:2J)

6 (9. 29) ¢ofgeomaysacidt: Background Removal tab ol anqé handle soydlo) selection
marquee o> handle ey drag 3 Maple leaf 028 o3 select cobdluchn select sfgbeooic)
sgepecyad select [365i8¢¢ Mark Areas to Keep button o3 click cpSff: gedle> + icon
sopodgyopnol area Bgsscdatel Mark Areas to Remove button o3 click exdegledd
samciffragnet Keep Changes o click coboxg remove background [gdogo:dI
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Background Removal L Iiﬁ

Qe Q@ @ v
Wiark Areas Mark Areas| Delete. | Docard Al Keep |

to Keep 1o Remove| Mark. | Changes Changes |
Belnn

Draw lines to mark areas to remove
from the pictire.

Graphics eo



» Correct the Sharpness or Brightness of a Picture

Word cd¢> insert cpdeonio) picture oée pows & (9. B) meagiaod:dad Artistic Effect
o3 apply cpbedeocd Sharpen and Soften § Bightness and Contrast <3¢ correction
sogaoph: cobededlonuds corrections cpdeusgEef select saqeaptfi Picture Tools—>Format
tab->Adjust group ->Corrections o3 click cobedlecdi oogE:en original dux No Sharpen
and Soften £ No Brightness and Contrast E-EGLFEF ﬂigcqspmgtﬁ cﬁegﬁem&%mnﬂmnﬁn
0 (. 96) Bfegpddl eoméf | promcdoegssdien Sharpen 50% o click codlegpddl
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920 ” Compress Pictures ;

o :m" ] r:lurs ER= -
: nge re ‘
'Cun_im':lip'_ns Color  Artistic
- - Effects - ‘H Reset Picture =

Sharpen and Soften L —

Brightness and Contrast

B 6 E‘i

% Picture Corrections Options...
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> sldqt Sharpen 50% cp&ffroondd & (9. 09) eofgooncdosddé: [GEquodh Brightness and
Contrast meoxy cpbespecdoncéoloadds

¢ (9:29)

» Change Color Saturation and Color Tone

863l O (4. 09) 03 select codff: Color dropdown list cdon Recolor : Black and White
50% 3 click cpbilechi sldqé ink outline $a3coniomndeadquadl esoa0b[Fioen Color
Saturation: 33% c3cobepbolecds  Color Tone o scboncdmghaiicdaeuidh sialbqt
& (- 96) golgooncimdidé: black and white outline Bedlecy
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Format
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|| 4w cotar = ' K Change Picture P;_] Ii‘. 2 IBF! ;E'! ﬁ

Color Saturation

nanaann

Color Tone 1
i
Recolor

&

-

@ More Variations
o | Set Transparent Color

{f,,',r Picture Color Dptions...
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9.2 Pictures Styles
» Crop a Picture
picture coda03 saggardes Crop cpbeugbel 538003 select cobooffy Picture Tools-Format

tab-Size group - Crop->Aspect Ratio-yLandscape-35:3 o click coSSlecSu & (1. o9)
n%@éu‘}ll

=
il o Coredtions~ W [EE OB~ || A P
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e o 1
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1
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33
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> picture edl'e» 5:3 area mEi?meEt crop cobodecd area A&:Seepés mabaomeuidlonddi
crop area o3 drag (5 egcuicdquloaddn & (9. on) enfgeonod mepmanimcrtiybfBes
godesoymbegepen click codal sladqé crop [gdayclf

% (9. om)

» Apply Picture Styles to a Picture

6 (9 om) &3 crop op6fG:agnie picture o sharpen avdeurff: Picture Tools—Format tab
->Picture Styles group - Reflected Rounded Rectangle 3 click coSgé 3 (9. 2p) ¢
2:039303¢: [gEqunal
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‘ Format :
- L = - - = d
Eﬁ Reﬂ;:;d R;;{j;d.kmangle ;%—.q

» Apply 3-D Effects

& (9- op) o3 reset cpdfg: picture o3 Picture Tools—Format tab- Picture Styles group
>Metal Frame o3 click coéclecds b3l Picture Tools-) Format tab-y Picture Styles
group->Picture Effects->Bevel3Divot o3 click &Sl sg205{: 3-D Options o click
opdclechn Format Picture dialog box edlaneé 3-D Format o3 click cxdff: Bevel width
3 depth o} set apodl Close o3 click cpbly 8129 & (9. o) enfgooniodendhs GEqgaclon
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9. Wrap Text around Objects
» Wrap Text around a Picture

Word document ¢» text ecpo? picture s shape § table copo? ddsadci:aS: text
0.35:;&::3}5915 text GQSGEF@: cursor r% text mcgﬁ:mﬁ@@q:rg:;jﬂl G{a'::rﬁﬁ: picture mlﬁ? 3
paste cpbclecn picture o3 text wrap cobgiéqt Picture Tools-»Format tab-Arran
group->Position a3 click cp&fg: dropdown menu e Position in Top o3 choose oSk
sldet & (9. Jo) erlgorcymdi&fgeaolocdn

H
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i" i |||. I i":uml ?

Wrap T
Word 2

sraphic in

=
[T et}

To control how d 2010, click the image 1o
seloct it Whan | MO IR 0000 Lepy s o Fomat tab, from which
you can choose the T exd Wrapping meny, founed in the Arrangs grou

In Line with Text: The image is reated like lext — spocifically, liko a kg,
single charactnr. The image can heve taxt bafore it o batind it, b in the 1?(3. J::]
middie of a paragraph of text, or be on a line by itsell. The image stays with
lhe bt while you edit, and the line that the image is on grows exira vistical space o accommodale the
imige

Sgquare: The image sits on the same plane as the texd, but the lext lows sround the image in a sguare
patiern, regandiess of the image’s shape.

Tight: Text Mows around the image and hugs s shape

Through: Text flows around the image as best it can, similar 1o the Tight option.

Top and Bottom: Text stops al the lop of the image and continues balow the image.

Behind Text: The image fioats bahind the text, looking almost like the image ks part of the papor.

In Front of Text: Tha image foats on top of your text, like a pholograph dropped on the papes.

Edit Wrap Points: You can specifically control how teod wraps around an image. By adusting tiny
handes and dashed rod s, you cin make b wrapping s tight or creative as you ke OF courss,
selecting the Tight option doas. pretly much the same thing Selecting More Layout Options summons. the
Advanced Layout dialog box, which provides custom controls for Image posilion, as well &5 wrapping
aplions.
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» Wrap Text Tight around the Picture

8ond3l picture 6203 select coff; Picture Tools->Format tab->Arrange group->Wrap
Text->Tight o3 click cpbdlecs picture o3 text area oo drag Ba(oh ego05G: Wrap Text
->Edit Wrap Points o3 click cpdq€ & (9. J ) ¢ofeoniopoaché: wrap node cop3fgeendl
38 node copa3 drag (G text wrap 96§ 20N Boocdfglgedqlosudu

Format

@ ____ Bl Bring Forward = Eﬁ §] 2o

lis:mh:hm E;
-Fn!.fn:m. B sel P i c::.p B 1567

| e yre— o s 5|
[l square

(] Tight

& | Through

[ Top and Bottom
Wl sehind Text

Wrap Text around a Gri® =« 4§ 92010

Tnmulhmm|mmmtm|mmwmmﬂnmmammmmw-mam
selected, Word displays a Format tab, fmmvﬂwhymcancrm:saumemem found in the
Arrange group:

In Line with Text: The image is treated like text — specifically, like a large, single character. The image
can have text before it or behind i, be in the middle of a paragraph of text, or be on a line by itself. The
image slays with the text while you edit, and the line that the image is on grows extra vertical
space to accommodate the image. P Sq.urrTrmnmasrtsmllmsmphmns
the text, but the text flows around the image in a square pattern, regardiess of the
image’s shape. Tight: Text flows around the image and hugs its shape.
Through: Text flows around the image &s best it can, similar to the Tight
option. Top and Bottom: Text stops al the top of the image and continues below th
image. Behind Text: The image floats behind the text, looking almaost like the image is
part of the paper. In Front of Text: The image 1 foats on top of your text, like a photograpl
dropped on the paper. Edit Wrap Points: You can specifically contral how text wraps
around an image. By adjusting tiny handles and l:hshﬂdmdhnas you can make text wrapping
s tight or crealive as you like. Of course, selecting the Tight option does pretty much the
same thing. Selecting More Layout Options summons the Advanced Layout dinlog boo, which provides
custom controls for image pesition, as well as wrapping options.
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» Wrap Text around a Table

Word document ¢» insert cobconzo table codac? text wrap codsitqf table o3
awbeonieon Table Tools-yLayout tab—Table group- Properties 3 click cpdc

% (9+ Jp) BfFesdh

¢ Select - . B insert Below | B Merge Cells | §]] |

[ View Gridines | & | H Finsert et | B SpiCells | 306

1 properties Daes ::::.t, & nsert Right | 3 Split Table | &4 a o -
Table [} Rows & Columns. fa|  Merge Cell Size.
Wrap Text around a Table

To control how an image and text interact in Word 2010, diick the image to select it When the image is
selected, Word displays a Format tab, from which you can choose the Texd Wrapping menu, found in the
AITange group:;

In Line with Text: The image ks treated like text — specifically, like a large, single character. The image
can have text before it or behind it, be in the middie of a paragraph of text, or be cna line by Rsell. The
image stays with the text while you edil, and the line thal the image is on grows exira vertical space (o
accommodate the image. Square: The image sits on the same plane as the text, but the texd flows
around the image in a square patiemn, regardiess of the image's shape. Tight Text flows around the
image and hugs its shape.

Through: Text Nlows around the image as best it can, similar to the Tight option. Top and Bottom: Text
stops at the top of the image and continues below the image. Behind Text: The image floats behind the
text, looking almost like the image is part of the paper. In Front of Text The image floals on top of your
text, like a photograph dropped on the paper. EditWrap Points: You can specifically control how text
wraps around an image. By adjusting tiny handles and dashed red lines, you can make text wrapping as

¢ (9- Jo)
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Table Properties dialog box scl'coodigi Table tab 3§56 Alignment: Left § Text wrap-
ping: Around o3 select cxddlecSi Positioning button o click codli Table Positioning
dialog edlaongé Horizontal Position: Left | Distance from surrounding text: Top/
Bottom: 0.0" 3 Left/Right: 0.13" o3c3 set cp&ff: OK o click cpbalecSn slaqt Table

text wrapping cwSB:agotomdd & (9. Jg) 9rloomicimdié: [gEaplechn
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Wrap Textaround a Table L oa sl
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To contnol how & image: inberact in Wond 2010, click the ma : : L
(] an and lexd n 4
selected, Word displays a Format tab, from which you can choose the £ _H |"*‘“ﬂ""“ il
Amrege i Ditancefrom soundiogted

4] | “
In Line with Text: The image s reated ke text — specifically, ikea|  1°%° [ B e o [
an have lext before It or behind i, be in the middle of a paragraph of | iaum ]F:E mght [013 =
image stays wih the text while you ecl, and the Bne that the image is $

accommodate the image. Square: The image sits on [he same plane

around the mage | .MMM

the image's shape. E

and hugs s shape.|

Through: Tex fows a =

simiar 1o the I w [,
al the lop of hmmmmmm

Behind Text: The image Noats behind the bext, inoking

almost B e image is part of the paper. in Front of

Text: The image Noats on top of your bext, ke a

photograph dropped on the paper. EditWrap Points: You can specifically control how tex wiaps around
an image. By adjusting tiny handies and dashed red BHes, you can make text wiapping as ight of creative
a5 you e, O course, selecting the Tight option does preffy much the same thing. Selecing More Layout
Oplions summons the Advanced Layoutdiaiog box, which provides custom controls for image position,
a5 wel as wiapping options.
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9.9 Insert WordArt

» Add a Decorative Text to a Document

WordArt o> Word document 038303 coossméon§aonaoen:o} text il s8cBdloncSe
document ¢> WordArt cicopdgéqé Insert tab- Text group—>WordArt o click op0[G
WordArt gallery el gt cfoéo) style oodaa? choose apbilectn sladeé choose axboonio
style § Your text here o} text box cégedlaneadh & (5. o) fgesch s38¢o insert

ogEa) text Bindeopdaeroln
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Fill - Red, Accent 2, Matte Bevel |
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026052pA35¢E custom WordArt o3 create cp65€6€ Home tab-»Font group-> Impact

font (Red color -36 pt) o3 choose cx6[F: Word 2010 c3§cbeopbilect Breomgf select
oo6ff: Font Effects> Gradient Fill- Gray 0% click coaly o (9- JB) ﬁ@étﬂu

—

H=

—
&
B |
Paste
- ¥
Clipboard Ia

A (Gradient 5l -':‘.;{;-:Q#'.“.!.‘ Gray]
My Yy

z : 13

ﬂ‘ 3

a b

A | glow |

¢ (9- f6)

8c063] Font Effects dropdown list o> Outline arrow 3 click ap6[F: Weight->3/4 pt 3
choose c?ﬁqs o (9 J?} go@mo:oﬁmo%& Eﬁqﬁnuﬁlu
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wWerd 2010

i S W
£ ' shadow '
& Reflection > . .......
T ’ IIIIIiI Ii
Standard Colors
EEN EEEEEE
Mo Cutline
& Mnre Gulime Cu[urs
= ﬁe M vept _—E]
=  Dashes 4 Wl ol —
it

_T_
1pt

1% pt
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Gpt I

7 | More Lines...

¢ (9- J0)

P Bspbio; Font Effects dropdown list o> Reflection arrow-»Reflection Options o3 click
oobdlechi eg205(G: Format Text Effects dialog box edloxneg Transparency: 20% i Size:
75% § Blur: 1 pt o3 set cp&fF: Shadow o3 click co¢li Shadow area o3> Transparency:
0% 1 Size: 100% § Blur: 4 pt 1 Angle: 0" § Distance: 0 pt o3 set cp6f: Close o3 click
w6lecdi sldeg & (9. o) ¢rfgoonoymedit: [gEqendl
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Text Fill
Taxt Outline
Outline Style
Shadow

Glow and Soft Edges

3-D Format

Taut Outling

Outline Style

Glow and Soft Edges
|| 3-D Format

Graphics



| »  dbsphioy Format Text Effects dialog box oo 3-D Format & click cx6fg: Bevel : Divot
o3 choose cobeé Word 2010 escdion & (9. ) eolgeonioisaddE: GEqendldn

. 3-D Format
Text Outline Bevel ' '
Outline Style To 5 __I Width: ME‘
Shadow : [ssp [
Reflaction Bottom:
Glow and Soft Edges
3 Color:
Contour
Color:
Surface
Material:
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9.6 Insert Shape Objects
» Insert and Edit a Basic Shape

Insert tab- Illustrations group - Shapes-»Basic Shapes-»Oval o3 click coo[G: Word
document w¢- drag aéq& & (:] ?o] ?':Bm:o'}mc%ﬁ: shape EUT[\T]UEII

Drawing Tools

Format

- 1-] 2 shape Fill - & A - | |l Text Direction -
F . n -| Z hape e - - | EaignTen-
[ : - I 7] < Shape Effects - I 5%?;? & - | @ Create Link
shape Styles e | WordArt Styles 1% Text

% (9 90)

P ShapeFill &3 click co&E fill color 226903 sfgpéieopdilecd Shape Outline 3o outline
| weight r%s@a&@écﬂu G?‘](ﬁ@: Shape Effects {7% click 0.35[?]' 3-D Format pueo Bevel:
Divot § apply 0.35@0:915 ) I[f]- 00) @Emaﬁmo‘%&@éqﬂmﬁu Edit Points {‘5 click c'..:.nfu.ﬁn
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= | It Text Direction -
B Align Text -
&= Create Link

Text
Tl 75

P cursor 3 edit cwbg€ciesepyo point oxds click 36 drag 53¢ new shape cdac5q¢dls
¢ (9 o) Bfemedch
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> o (9 po) oo button colen eneepaéad Text box tool » sxfgeclecd soméff 1 button
shape o3 beveled oval shape qeomEhf§ Drawing Tools-Format Tab-y Insert Shapes
group=Draw Text Box n% click n.?ﬁu"lucﬁl ) (3. ‘\)’\J) O%@ét;]l

m —
B\ \E® 0[F Eemshape- |

ES: R B 5 snageran - [ A - | 14 Text Diecion -
&681L L & r:.r:i;- n? " ‘l Abc I Abe l Abc !T!gsupgm- | A A -1 - | B g Tt -
KRR }1_&'=| 5= _;EIQMM‘,[ : - | = croate Unk
Ld! = -1 o TR C L WordArbSndes _ Texd.

== =

: & (9 99)

> Text Box tool § button edl'e> drag Daed text %rﬁméo%quﬁ text box codaedlaunendln
o38cden VIP ecxad§obcopdel mfggespesrndden edl e$¢26h Font o3 Tahoma cofG:
Drawing Tools—Format Tab- Shape Styles group->Shape Fill>No Fill 3 click cpdgé
¢ (9 99) $oljorioperché: GEqdlocs

> 35p5:9203¢: Drawing Tools—y Format Tab-»Shape Styles group-Shape Outline=3No
Outline o click cobq€ ¢ (9. o6) eaGEeod outline sopcdopeedln 8oo641 Drawing Tools
Format Tab-»WordArt Styles group- Gradient Fill o>8263 choose pog€ & (9. p9) oo
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7 Insert SmartArt Objects
Insert and Edit a Basic Shape

Word document ¢» information o805 eclapEgedlfga€ef SmartArt graphic o3 sasxf
qeoch visual representation eoyo8 create coSo3eas] SmartArt endloy preformatted
layout scpabsacgaSonopuyadgolon SmartArt graphic vx d3edlfgoraSBs0eds sa8man
text copmadgff m§aonaddlondds SmartArt ¢> graphic type saddjidlilooudi pues
non-sequential information §eecpcdeal [gaq¢ List graphic type Roxdh timeline cd&gon
step copadedl[gei€q Process graphic type 3axdloacSi decision tree % Organization
chart Gecpcl=dg€qé Hierarchy graphic type o3 532bifglqeodll coéf§ | SmartArt
graphic c$ac} create codfpgpdeesnéi Inser tab-Illustrations group->SmartArt D
dlick cpécln Choose a SmartArt Graphic o653 dialog box odgedlangé graphic
type list cdon List button o click &G Layout preview oson eordep layout obed?
choose codalecss s§205G: OK o8 click bl & (:]. 26) oBogpdch

ﬁ Ficture

88 office.com

| Segmented Process

i

Use to show & progression or sequantial stieps
in & task, process, or workflow.

Level 2 text, since each Nne appears in a
separate shape.

..g
¢ (9- 96)
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> sladqé List type $63 20 pooocden text cop§rdoopdqedd textual pane o3 & (9. p9)
wofgoonici mcdéien qerdh §dmpboierengumn Hubmifglign mcdadedl andleddn text
level 5603 mcgdeclfgoontclorcds c3sabaned Promote/Demote cpdcdgdlondS

% (9 29)

| 2 List type textual pane cd¢» information copoB §c50copbong 1 paste devdapbedloadds
Smbojegepecyer promote/demote codeuiff: ddefgoé:cdqdloncdi ¢ (9. po) Bfogpdcls

ereate a SmartArt graphic and add text to it




Apply a SmartArt Style

¢ (9- p9) eofgoomioy SmartArt graphic od SmartArt style cod25 apply cobeuigéet
SmartArt graphic o3 click ap&f: SmartArt Tools—Design tab-ySmartArt Styles—Bird's
Eye Scene style c26303 choose cp6e€ § (9. pg) eolgeonioyeacié: [gEegach

l Design ;E%!\

; LAt
e B cynarthrt grak
Create s

Bird's Eys Scene.
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MAIL MERGE

Microsoft

Word 2010

mail merge o mqt:aelpragt document @bz store coboono) static text
00 cdfgar document o> B&:cox:a} variable information cop4 Merge apdeutomdlon Sigas
owbeiep: | g mopbigpiun 88038 m&08ep: | customer 4picd engEondmbieldlgoup:8f:
sochapaSfpiedeas] mass mailing 5o5:3803 mail merge TReaifgoloncds static text scpon merged
document ¢ placeholder cyssss aclepencl Saq.q:)ecgm variable information soc? insert
cpbeuad merge fields sopfgbolonuSn data source 30> Word table | Excel worksheet | Access
database table | Outlook contacts list eopcd structured document copc3adcilonctn §ffaonfgbo}
data source G3ayoixcBgaocd user BSAE create coiffiax8dlarcSi Mail Merge wizard Reaaixfyet
main document § data source copo3 merge cpbox mcpweco:oli mail merge process 3 main
document o set up cp5f5: data source §§cdeocdeursdlocSi data source Bo document ¢
merge cobeo:qedd information §E1on document o> mail merge field eopadesl oj placeholder
6003 copdevtqulewdn egaodadrmsofon merge a3 preview oo 1 setaiebogaigl mail merge
o complete [gooyo:dlfn mail merge pbspSimeacddlon oo ca8me05300 codaa1600]08
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8.0 Start Mail Merge

>

Select Document Type

blank Word document c26305 open cpbfE: MailMerge §ooph} save mgfarbaomqeonti
Rreomeé Mailings-Start Mail Merge—>Step by Step Mail Merge Wizard o click cpd
cleddn 3805 main document afgboacixlgercli slBeé Mail Merge Wizard pane b3

p003fg&enedlandifi & (. o) Bpgeddl Select document type somobyagep Letters
option o} choose cp&ff: Step 1 of 6 Next: Starting document o3 click cpSdlecSi




Select Starting Document

Step 2 ¢»> Mail Merge apdech document o3 select cpbgendh Use the current document
option & choose cp&f§: document cde> invitaion letter B3§c5copddlocSi document o
espanioenw promotion edgasbecheasioyrt: Bobciendion :acbapondial | :oeScBbengle?
8050nched saBmonjespocoaidlopn oxdmeic8ieng goegSolapie 8o50rmeflgoagaieade
w8c3eepooniopdEdod generic document BesldlencSn Next: Select recipients o3 click
opblecdn & (6. j) Bfgpdch

o

& | H 4 FH

B a |

el 8 address lock

B Grestng Line a |&rmdﬂ.¢u-pim e

| = | Privew | | Fmish |

2 wabeis o Edda Recipient List | masrge Fiptss B msert baerge Fiekd - @ | pogums B dato Check oe Erron *,,.-m_mm
Creats. Wil i te & nsert Fiekds Freview Resolls Finih | crobal |
= e

;I; N Er LT ey e

- i :
How do you want to set gy

st lrom s tenplote

34 BOGYOKE STREET, YAMGON, PH 9110012

| warit to take o moment to thank you for your continded support of Richle World bmporters.
Because loyasl customers ke you come back year after year, we are still growing steadiby and
the future looks brighter than ever. As you know, we will celebrate our 107 anniversary in
March. In honor of that eccasion, we are holding a speclal Mad Mad March sale| Everything in
the store will be 20% off throughout the month, and selected specials at higher discounts will
lbe offered each day.

Discounts and savings are our way ol thanking you for your contirsed patronage of Richle
Woarld Importers. Remember, we are the one-stop design center for all your home decor nesds!

Richio

Richis Arkar Stiller
President

|

| —

LY
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6., Create a New Recipient List
» Select Recipients

Step 3 deepabaret Mail Merge pane o3> Select recipients esxo3endo) Type a new
list option o3 choose cp&clochn egach{G: Type a new  list esaocbon Create (a new reci-

pient list) icon &3 click cp&dln & (6. p) a3fozpdcl

[af
0 )
ﬂm'ﬁmm' . ::T:::T : # i;‘:mwh "5 E% E .
8 tabels o Edi Recipient List m;m B insert Marge Field - 3 m ‘-mcmmmrnulmﬂ mgfi

SartMalMerge | WeiteBelnsenFiekds J : Resuts | Finish | Acrobat

34 BOGYOKE STREET, YANGONW, Pn 9110012

| wrnit 1o take & moment to thank you for your continued support of Richie World Imparters.
Because boyal custormers like you come back year after year, we are still growing stoadily and
thee future books brighter than ever. As you knaw, we will celebrate our 107 annbearsary in
March. In bonor of that occasion, we are holding & special Mod Mod March sale] Everything In i
the store will be 20% off theoughout the month, and selected specials at higher discounts will & =k
be offered aach day. i
Wm:mmlmmurdmmhmme&RHﬂ |
World Importers. Remember, we are the cne-stop design center for all your home decor needs! &

Sincerely,

| Riehie

| Richie Aritar suller
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> New Address List dialog box eclcondi@ ¢ (G. 6) seecl ¥fonpddli s38mes Customize
Columns button o click cpéclecSi Customize Address List dialog 03 ovedlangd
Office Word 2010 &, default field name copd? Field Names list box Ben e geooh 3§
00 oco) field ccpaBycBodelaglonci eyoba8a) field o3 select opS: Delete o3 click
cpdal new field add owbeuig€qé Add button oReaaxfgol field ﬁ*ﬁuéa@:@:ﬁmqﬁqﬁ |
Rename o} click cpdegdlechn field name copq, R@Beoncsmdmnodnd [EyodBes
Move Up 1 Move Down button copcd saalfgefedloncSs

Mail Merge
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> & (6. ) sedl dumBel oegalgéespaonas field name sop0ldn field name copomialid
f§8q€ OK o3 click a6dlechn sl3q€ New Address List dialog box %?sqxﬁm:ﬂ@u
table ¢defpéesomndd sog gdlecsy owsx recipient § address B3&odcopS §ooGopmal
New Entry button o3 click apdali S060mHo3E: 6§a0dd address 603 &§oBdIBecSy
Go5Beopoiqf OK o click cwblecSn

~ | ciy | Country ~ | Home Pha.| ||
Dr Aye Lwin  Zillion richie 007 Bush St NewYork  USA 2134567 |||
Dr Zarski DrawQuick Design Cent.. 12457 Grand Plaza Seqy] Korea 4567389
Ms Swe Sonji - SlimQuick Beauty Salon 2346 City Mart Seoul Korea 5673589
Mr Sawdikha Jumpy Monkey Hiphop 123 high st. Bangkok Thailand 5632356

5]
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P Save Address List dialog box ecTaxgé File name: box ¢> dataddress o3§oScopSfG:
Save cpbcli My Data Sources folder o3¢» dataddress.mdb §€sacs4 save apbfopo:digs
create cpSffiag:oy Mail Merge Recipients list o & (6. 6) gofgoonichench: [gEqenclon
recipient list &3 edit x5S dataddress.mdb-3Edit button o8 click coSEGESadloocSs
list 3en field codag&:ad sort i filter cp&8&:BcopSiqdloncdi eomné:[f 1 Sort o click cpdcln

This is the list of recipients that will be used in your marge. Lise the options below to add to or change

your list. Use the checkboxes to add or remeve redpients from the merge. When your list is ready, click ||
oK. |

| | Data Source | 2 | Name - | Company Name | Address v } City
dataddress.m... IV_ Dr Aye Lwin Zillion richie 007 Bush 5t New Yo |
dataddressm.. |[¥  Dr Zarski DrawQuick Design... 12457 Grand Plaza Seoul
dataddress.m... F Ms Swe Sonji  SlimQuick Beauty .. 2346 City Mart Seoul

Bl dataddress.m.. IE Mr Sawdikha | lumpy Monkey Hi.. | 123 high 5t
i

-

Edit.. | | Refresh ]

2 6.6)

> Filter and Sort dialog box sdl'eongé Sort Records tab area adon Sort by: City (Ascend-
ing option) o3 select cx64¢ § (6. €) o recipient list ¢ [§ o0p59ec30b ascending order
%Scmepﬁ&ﬂmcﬁu !ﬂ?@u?tﬁ ﬂﬁraué% sort ﬂgﬁ%&mé:qﬁlmtﬁu mﬁonoﬁn% Filter o% click
68 Seoul eoad:gobeopdqt Seoul §2650103 list 36 B:a0§ display cvdclabgecsi Grgf
OK o} click cpbls

Mail Merge o o
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Sortby: [cny @ ascending @ Descending
Thentby: | _[im] @ #scending @ pescending |
Then by: | @ Ascending (@) Descending

This i5 the list of recipients that will be used in your merge. Use the options below to add to or change your kst. Use the
| mummmimmmm.mmmum,:um At

| [Data Source ifq_;:I_Hnmn ~ | Company Name - [Address ~[City ~ [ Country
dataddressm.. [V MrSawdikha  Jumpy Monkey Hi_ 123 high 5t Bangkok  Thailand

" |dataddressm.. | DrAyelwin  Zillion richie 007 Bush St. New York  USA
dataddressm.. [V Dr Zarski DrawQuick Design_.. 12457 Grand Plaza  Seoul

b

DeALy | < 244 LU T Qu
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6.2 Insert Merge Fields

» Create Merge Fields
Step 3 oo Mail Merge pane g3{g$cepaboongé MailMerge letter oo insertion point o265 -
2jcSc5[§: Mailings tab—Write & Insert Fields group-Insert Merge Field list omes
<<Name>> <<Company Name>> <<Address>> <<City>> <<Country>> § Dear
e§o0den <<Name>> 33 ;mdogé: Insert cpdagaclecSi & (6. o) Bfogpsdl
K
34 BoOGYONRE STREET, YANMGOMN, PH 8910012

aHames
«Cempany_Names
efddress Ciys
Countrys
Dear sMames
1 wani o take & moment i thank you for your continued support of Richie World Importers.

B e et P . Wl o S B o,
March. Inhone of that occadon, we are holding & ypecial Mad Mod Mareh sale| Everything in
the store will e 20% off throughout the manth, and sel d faly at higher di will
b offered each day.
Discounts and savings ane our way of thanking you for your contirued patronage of Richie
‘Werld Importers. Remember, we are the one-stop design center for all your home decor nesds|
Sincerely,

| Riehie

* Richie Ar¥ar xiller

I} Presider

(oL W——" . S ——— e x|

¢ (6.0)
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P 80851 Mailings tab-»Start Mail Merge group->Select Recipients-yUse Existing List
o3 click apbilecSn Select Data Source dialog box sdlangé dataddress.mdb 3 open
dal e$205[G: Step 4 of 6 Preview your letters 0?) click cpbol ﬂa%q& document ¢
Recipient: 1 >> sagpdb letter el egfecon & (B. @) S3e3ch Preview your letters
e920050 [(ay] button o dlick cpSecSaBef Recipient: 2 >> 220p0) letter el aondlecSi

Mailings
[ | B start mai Merge - a [ Aderess Block 2- B
. 2 s =) | - B Greeting Line ' |

| W «1 [» N :ﬁ

| Fi'ld- ipient

a ey Finich & | Merge to
B Auto check for Errars Merge = | Adabe POF
. Finish | Acrobat |

34 BOGYOKE STREET, YANGON, PH 9110]|

Dr Aye Lwin

Zillion richie

007 Bush 5t. New York
LISA,

Dear Dr Aye Lwin

March. In honor of that occasion, we are holding a special Mod Med March sale! Eve
Mmrewlilbalﬁﬂnﬂd‘wmghmlﬂnmm tndﬂlecmdmdnlsltﬂghrclsc i1
be offered each day. -
Dcls:nu'llsarﬂmﬂmlruwmﬂfﬂwnﬂrgmh'mmhudpnhmgeﬂ R
World Importers. Remember, we are the one-stop design center for all your home di |

Sincerely,

Richie

Richie Arkar Stller

Pt ey b d
¢ (6-e)
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sga05anmanten Step 6 of 6 Beepadaneé 8 Form Letter cpa? mbeunddgfidfgdeol
sicxc30[Ee[ES print cpcbededlonchn print cwbaEqé Complete the Merge comcdon
Print (Merge to printer) &3 click co6dls & (6. 00) Bfogpdcln slde Merge to Printer
dialog box edTaxsfBs print cpcbedqdiB letter B&igs cocbBEepcdSony gropdecgmcdcd
oopiffordfgdegdloch

34 BOGYOKE STREET, YANGON, PH 9110

Dr Aye Lwin

Zilllon richie

007 Bush 5t. New York
UsA

Dear Dr Aye Lwin

| weant to take 3 moment to thank you for your continued support of Richie Warld im|
Because boyal customers like you come back year after year, we are still growing ste
the future looks brighter than ever. As you know, we will celebrate our 107 a
March. In honar of that occasion, we are holding a special Mod Mad March salel
the store will be 20% off throughout the month, and selected specials at higher disco
be offered each day.
mmmmw.uqumefwmnmﬂmsdmeﬂ
Mhmﬂm,umhmﬂmwhlllmhm




6. Create the Envelopes

» Create Envelopes by Merging the Recipient List

Form Letter cogsacyod Sdene§cdfiar endiodecyad Mail Merge Wizard ob:fG: print
awbcBeploncdi pbsphicpbm§on seneemeaditidion dataddress.dmb 3Ean Bbenecyadd
ooBodecpedl¢r§obfipdgessén new document o650} create opofg: Mailings tab—
Start Mail Merge group->Step by Step Mail Merge Wizard o3 click cobclecSi & (6. 00)
efGaonio3cE: Mail Merge Wizard edlaxqf Select document type coescho Envelopes
o3 choose cx5ff: Step 1 of 6 Starting document o click cpdclecdu

_@]E -uﬂiu 14: aa]?__f : _; Hﬂmﬂwﬂd R R I e Ei-. :.-23'

. = ] 1 B3 & Address Block

I"l

o.'ml:! B petters Preview | Finish & @ Mergeto |
o | | el Messages ort Merge Field = 2 | Resuts +| perge - | Adobe POF
3 Enyelopes..
3 bes. e
| 2 predory Select dorment type
Hermal Werd Decument mwmgmmmm

S Step by Step Ml Merge Wizard.

299 Mail Merge
E——




> sldef Mail Merge Wizard pane (Step 2 of 6) sdl'eondlfu Select starting document
cancdan Change document layout option o5 choose cw&ffs Envelopes Options o click
o6dledd & (6. o) B33 Envelope Options dialog box sdl enoims] Envelope
size: Size 6% o} choose cySdlecSu Breomeé OK o3 click &l

_} Stap!nf [
| Next: Select recipients 1

* Previous: Select documenttype | | !%| | Cancel ]
ACEN)

> new envelope mﬁ?auTmtﬂﬁl 093058, meuTmuSmngsmée§q:?a Return address
BdodoopdilecSs m:ﬁaﬁﬁmmuﬁs*q&emﬁg click cpo[g: Insert— Text Box->Draw
Text Box o3 click cp6[8: text box mda03a3clechi & (B. op) oB3eboh Breomql Step 2
of 6 cszrcbon Next: Select recipients o click cobal

Mail Merge 299G
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6 (6. 0p)

Mail Merge (Step 3) edTaxeg Select recipients coadSen Use an existing list option
o choose cbal e$205fG: Browse icon o click aodalech o (6. og) ﬂ%@é&l Select
Data Source dialog box elanq€ Look in: My Data Sources folder a0 dataddress.mdb
e select o6& Open o click cpbclocSn sldeé Mail Merge (Step 3) n%@&qmacmupf@n
Text box cd¢o To B&eScopSf: Next: Arrange your envelope o click cobdlecSs

Mail Merge (Arrange your envelope) cclaongé More items icon o3 click apblecSe
¢ (6. 09) o3fo3pddli sldq€ Insert Merge Field dialog box <dT: ool s38anes Fields:
list box o> Name | Company Name | Address | City % Country B3c3oobagt: select
&G Insert c-gﬁ::gaw'fur.ﬁu Breomgqt Close 03 dlick codcli ens3cbedT ¢> Merge Field ey

eolegeadli

Mail Merge
= e ]



O bl 5

@ selet Recipients - [ Gresting Line B

, .
| Highlight | Preview | Finish & | Mergeto |
+ | B Edt Recpient List | Merge Fieids B Insert Merge Feld - @ | Results ~ Merge - | adobe PDF

Start Mad Merge | Write & Insert Fields 5 s Finish furabat

Richie World Importers
HMmagmg Derecior

3 Bogroks It

TAMCON

IHUI'I'III
5 s e -]_1;_‘ = E.-w ®w i’i
da .:"h";'%ig'i. = y& P
Paste |
- F A-¥N-A-n-| KX

Richie World Importers
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P sislon SSenglmcgodmadifgec merge field cogfyécloruSs Preview: Arrange your
envelope t:':t click c?ﬁ@ ﬁﬁ&ms?q&a% preview Qﬁ@é&]u o (E. a@] Pﬁmo}mn%&
g€ qdlech Breomnqé Next: Complete the merge o3 click coSf§: Mail Merge (Step)
sol mq& Print button c:%gaﬁ: ma%ﬁr;asn% print neﬁc‘%qurl@l

SR ) . . il |

% -'.'lli.'ml:luth'! +E11 s EeEeEe| EE ,;1,
'nru-:hs.n‘I%li-IE' yﬂk_
- = Quick Change | Editing

F | BT A-ha | A ST 8T | styles = styles - | -

To. Styles. . G

Richie World Importers

o (6. o6)

8.9 Create Forms
» Create a Report Card Form

Microsoft Word saa{gff: template oo$ach saemes create cpba3ofgdlgo | Microsoft.com
mes download coéclqos template endags check box 1 text box | date picker 3 drop-

down list Gaan% add cxefucu:qﬁ form m&QD% create (\I_)&c{}q(ﬂmo?m form mﬁ?q‘agm@a?}gé

299 Mail Merge




= ﬂ Maings ]|

|y | st vl prerge - B Dsmsa @ e |
c}m'mﬂlﬂ:ﬂuﬂ bl B Gresting Line Tll |
2 ER Racipient Uit Mugimu-;nmwm a

% (6. o)

' S 4 | Caboei Body) du lEeEegelwE
ua:u'-h-.al'ﬂa.l:-:.-; &
| "|ﬁ.¥.ﬁ.h-nhn.3-u--iluﬁ

g
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) s - =

G.

>

Fslom Boegémaadmadigedd merge field colgddlorcdn Preview: Arrange your
envelope o3 click cp&ffs erslcbmdagé:ch preview cpdfp3pddh & (6. o6) efgooncyeadié:
[§€qdlecSs [reomeé Next: Complete the merge o} click coé(F: Mail Merge (Step)
ol ooogé Print button 386G e2s36ecga3 print cpbcgedl

o | = #E A; M

1]

e vﬁx.:t‘l%@ll- t=. | W AR
"X A-Ac | AL S E T Doy siies- | -
Font. ki | Paragraph ﬁ_l_ Styles Lo

Richie World Importers

Mmupesg Director
34 Bogyolos &t
TARGON

5 (6. o6)

9 Create Forms
Create a Report Card Form

Microsoft Word s»a3{g5: template o090} meecmes create cpbe3ofgdlgo | Microsoft.com
meg download cpedeos template cxd9¢> check box 1 text box 1 date picker § drop-
down list GDEO% add cpdeuzqt form oodaa) create cpbadgdloodd form cobagayfdet
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oncboofgbfgd Word seaixfgfe form efgpdelqolect eox&f 1 File tab->Options of click
co6fE: Word Options dialog box edlaxngE Customize Ribbon-»Main Tabs->Developer

check box o3 check coddlecn & (6. 09) BfogeSdli Freongé OK o} click cpbolecdu

Customize the Ribbon and keyboard shortcuts.

P S0dslaocdapbencs form o} create cpoqf base uu template o269 Secrcd document
o830 open cpbeendli :§§0cbomEef §aoa: form template oxbacdeaaixfededloncse
comésff 1 File tab->New o3 click cp6fF: Office.com Templates cszx050> Forms o3 click
cpSce § (B on) TS

Mail Merge 29
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P Soobsleodbapbynon Office.com Templates coxcSon Forms—Business folder o3 click

ng&ﬂuuﬁl @ f@. :m) o%@éﬂl

Employment  Healthcare Legal

P Business folder gfaxngf 8858005¢p template Sjecpc document co8303 select coSfE:
Download o3 click cpbilecSs & (6. Jo) fogeddli

Mail Merge ogo
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T | PR, _ @ x’1|

Computer/people-management skills
assessment

| Provided by: HE.com
Download size: 18KB

| Rating: ¥ % % ¥ 7T (565Votes)

slsbeE Computer/People-Management Skills Assessment document b Office.com
meg download sjeo:cBodci testForm go0p53 Save As—Save cobdlocds & (B. ) o
35l 8 document edT" saefgaff form o3 create cobendli form Reasiljec epdgudaodon
apordeannae, computer skills o} 528§ 3305 efgot:adond woSonbiopbedh wodeaed
scpdecypade current computer skills o form sacs3 attatch ngﬁc§ef3]a}o'5n e-mail
8 maqta} share cpbcgadlorcSs




E.MME e ..

e o EER 5 | B Transfarmation ;
. | Structure £  Restrid | Document Docame
| mﬂ[ H - W & Expansion Packs Authari - Editing | Template Pamlm
. Controls ] ! XML | Protect. | | ernplats

Company Name

Computer/People-Management Skills Assessment

Lise is form to document your skills inventory, It is helpiud for youts keep a sidis vventory and updaie
&3 you increase your skils. Then you will iave this information readity availatie when you need (o update
mmm,mmkmﬁﬂnﬂ@nmmﬂeptﬂnutmmmtm
Teviews. You can also use i 1o starl a skils develogment plan,

Madify this form 1o create your own custom skl inventory It presents several ways (hal you can list and

MHEASITE YOUr 585, Nol all of the skilts isted in the invenbory will apply to you. In addition, you wil want o
add your particutar siilis.

Shifs for using & computer io produce bUSNess reports, presentalions, lefters, memas, and other office
COMMUNCABoONS.

General Skills

Evinuiie your skill leved [o identily Sreas you can work orn.

Power Liser

Highly Shited

Marginal

=] [ ]
Lisf specific soffware applications thal you know how o use.

» Insert a Text Control Where You can Enter Text

¢ (B. o) ¢odlo information oy ecgfomecyd? delete cpdeddi font [gEGa3eEgE
clocSi table ¢> scdomdle @Sl nddcdyodqedadoneon vefpeondlo right-click
p5fgpcln son&(f 1 Company Name oncxen click aff: Developer tab-3 Controls group

Mail Me
rge =5J




Rich Text Content Control 3005 Plain Text Content Control o3 click cobapclecds
BedloncSn slBgé Computer Name csepyo text control odaedlesdlfn & (6. ) o
3e5dh §obeogSoy text o3 bold 1 italic [gdesxné format 6c3qdlorcdu

inmloplri

amfeafExE Ha @G

Widual Mwn; .u.dd-lu. comM Struchare Hlock - Restrict | Document Document

fBasic & mm|iﬂﬂ - ‘E’P""‘“i‘“mlmhm Edl:hg Tmpm Panel

i
. Code Rddins | Comtrols
Rich Text Content Control
| Insert a vich tuxt contend contrel.

Lo S

Computer Skills Assessment

Lise tnis form bo document your skills imventory. It 5 helph for youlo keep a skdis inventory and update it
25 You inCrease your skills

‘Skills for wsing & compuler fo produce business repors, preseniations, leilers, memas, and ofher office
COMMUICAIons

Evaluate your skl evel o Mgﬂﬂymsﬂu AN WOrKon.
Power User | Highly Skifed Adequale

= @ [ |
Lisl specific soffware anpicasons thal you know how i use

e At Sl LG S

Ly

L e

ren

CCNT)

Insert a Picture Control

& (6. ) o» YOUR LOGO HERE e5epeo clip art logo o069 copbeuisi€qt sencenmadd
click 5f§: Developer tab-»Controls group-Picture Control o3 click cy6g¢ Picture
control GuTmchtﬂu o [G J?] fl%@écﬂu

26D Mail Merge




T T
1 Q E @
Structar

g5 Review
&

Schema

Visual Mecros com i'I‘i AR bt
| Add-Ins | 3 ; Blogk  Restnid | Document Docoment |
Basic | gt B B - B- & Expansion Packs | auihors - Ediling | Tempiste  Panel |
: ' ' I i

Code Agdddns | Controls HMAL | Proted | Temp

Company Name
Computer/People-Management Skills Assessment

mmmmmwmmwnsmummhmammmml
zmmwﬂ.mwﬂmmmmmmﬂmmlum
mmmmm:mmmmmmmmmm:m
reviews. You can also use it to start 3 skills development plan.

Mummmmmmmmmm.lmmmmmmum
mesure your skills. Not 2l of the sidis Ested in the inverntory will apply 10 you. In acdition, you will want o
i your particutas skills.

L omputer Skills
mww:mmmmmmmmmmwm
COMMILAICASNS.

General Skills Evaluahe your skill leved io ioeniify a/eas pou can workon
FPower Ussr | Highly Skilled

= 1]
List specific saffware applicatons Mal you know how 1o use:

» Insert a Text Control Where You can Enter Text

¢ (6. Jo) ¢o0l} information copaden weBg€omecya? delete cpbecds font [GEGc3qE[ge
clecSs table @ ocdondlgé o3l ncdedyodqedsdoneon wefgreomdlon right-click
p5frgpcln coméf 1 Company Name enaxeo click off: Developer tab-yControls group

Mail Merge 6 |
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> Rich Text Content Control s3wwpc5 Plain Text Content Control o click cpdaga:clecd
BedlorcSu SlsBgE Computer Name cgepen text control oxdgedlesdlfin ¢ (6. ) o
35k %(ﬁméo) text o3 bold | italic [gbeoné format agﬁc%qd]mﬁu

|. E 28 schema

13 Transtormatan

b2 8@ a4

| = Blodk mmulnnmﬂmmm

8 Expansion Packs | | Asthars - Edimg Ttmpl.l'be panel

Computer Skills Assessment

Lise Ihis form to document your skills invendory. I ks helplul for youlo keep a skills inventory and update

35 You Increase your skiis

Sikdils for Using @ compaier o produce busness repons, resentilions, lefiers, memeos, and other offie
COMMURICIBoTS

General Skills

Evaiuate your skil feved o identily aress you can warkon

Poawer Liser

Highly Siailed

Adequate

File Management

List specifiic soffware appiicatons that you know how [o use”

2 (G- )

Insert a Picture Control

& (6. ) o> YOUR LOGO HERE e3epen clip art Iogo o269 copdevisitet soneenmadd
click sf§: Developer tab-»Controls group-»Picture Control o3 click codgé Picture

control sélaxngach &

(6 Je) F3pdch

2HY
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= Company Name

Computer Skills Assessment

Use this form to document your skills inventory. It is helpful for youto keep a skills inventory and update it
as you increase your skills for using a computer to produce business reports, presentations, lefters,
memos, and other office communications.

Desktop Computer Skills

General Skills Evaluate your skill ieve! fo identify areas you can workon,
Power User | Highly Skilled Adequate Marginal
File Management | E 1] =
Internet a O o =
Microsoft Windows o = ] (|
Applications List specific software appiications thal you know how fo use:
Database
Word Processing
Spreadshesis
Preseniations
Graphics

% 6. g)

» Insert a Date Picker

o (6. jp) o> Company Name esaocben click 5 Developer tab-Controls group->Date
Picker Control o3 click cpq€ ¢ (6. J5) wolgeonioimeddé: eclamendldn promdeagim
down arrow o386¢¢ calendar codsecl congndl 38mes date cbad} click cbaé text
box &> date edlconclechn date format GQBE‘.Q::I:OEBEF.;]D:K{}II
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Company Name

T
Computer Skills Assessment 4 w20
Su Mo Tu We Th Fr Sa

Lise this form to document your skills inventory. Itis heipful for youlo 27 38
as you increase your skills for using a computer to produce businessr

b

- J | TR

memos, and other office communications. 4 5 & 7 B 910
11 12 13 14 15 16 17
18 19 20 21 22[ 23] 24
- 25 26 27 28 29 30 31
General Skills Ewmmwwmmmm 1 2 3 4 % 6 7
Power User Highiy Skitled
File Management = B
Internet B = = a
Microsoft Windows = = 7] a
Applications List specific software applications that you know how fo use:
' Database
Word Processing
Spreadsheels
Presentations
Graphics
¢ (6. x)

» Insert a Check Box

6 (6. Jg) o> General Skills sac305 Power User/Highly Skilled/Adequate/Marginal level
copd wodechenigtesnt check box eoya? odaaticopisurgilocds cell adgo dlick aE:
Developer tab-» Controls group->Check Box Content Control o3 click cobcli slsdeé o
(6. ) eleomcymdde: check box oxbeedlamendidn s38¢> check/uncheck cpdcBedloschn

2G9 Mail Merge




Company Name

Computer Skills Assessment

Use this form to document your skills inventory. It is helpful for youto keep a skills inventory and update it
as you increase your skills for using a computer to produce business reports, presentations, letters,
memos, and other office communications.

Desktop Computer Skills

General Skills Evaluate your skill feve! to identify areas you can workon.
Power User Highty Skitied Adequate Marginal
File Management Eof o O o
Internet O a ] O
Microsoff Windows O o a O
Applications List specific software appiications that you know how o use’
Database
Word Processing
Spreadsheeis
Presentations
Graphics

6 (6. )

» Insert a Combo Box or a Drop-down List

9 (6. Jy) oo Graphics & p0o008 cell Bdeo click 3fG: Developer tab-Controls group->
Combo Box Content Control sjvu05 Drop-down List Content Control o click coScli
content control edTcond|Eu & (6. J6) o3fogaddln 85p5:0a03&: Database/Word Process-
ing/Spreadsheets/Presentations o¥sacpahonn: Drop-down List Content Control e
cpdeurcledd
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|
= Company Name

Click here to enter a date.
Computer Skills Assessment
Use this Torm (o document your skills inventory. It is nelpful for youto keep a skills inventory and update it

& you increase your skilts for using a computer to produce business reports, presentations, letters,
memos, and other office communications,

Desktop Computer Skills

General Skills Evaluate your skil leved o identify areas you can wark on.
Power User | Highty Skifted Adequale Marginal
] Fiie Management a (m] ] [m]
Internet O (m] ] O
Microsoft Windows O m} O 0
Applications List specific software applications that you know how to use:
Database Choose an tem
Word Processing Choose an kem.
Spreadsheets Choose an tem
Presantati Choose an tem
Graphics niitem) | |

ACNO

» Set Properties for Content Controls

& (6. JB) o> general form cdsfgbclorcdi user mes 88a0dcncd [GgEoeaifgaed
content control cop4, properties sopo? change cotgolecdi pows Company Name egepen
PC Express ooc3:a3§obcopdff: Text Effects copaopdfogpddn egoo5(G: Pictutre control o3
click cpoff: orbesepepon picture o6363 insert cpbcledloncdn sldeg & (6. o) enfgeonio}
330%5:@661?]01"
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Click here to enter a date.

Computer Skills Assessment

Use this form to document your skills inventory. It is helpful for youto keep a skills inventory and update it
as you increase your skills for using a computer to produce business reports, presentations, letters,
memos, and other office communications.

Desktop Computer Skills

General Skills Evaluate your skill level to identify areas you can work on.
Power User Highly Skiled Adeguate Marginal
File Management O O o O
internet O O o O
Microsoff Windows O O O O
Applications List specific software appiications that you know how [o use!
Database Choose an tem.
Word Processing Choose an tem.
Spreadsheets Choose an tem.
Presentations Choose an tem
Graphics Choose an kem.
A CNT)

» (6. jo) o Date format BefgoigEqé Click here to enter a date oocfopoé:cdeo click
3f: Developer tab- Controls group->Control Properties a3 click oSl Content Con-
trol Properties dialog box edlangé Display the date like this: list a0 July 24, 2010
format rEL choose cn:ef:@: 0K c:% click ngﬁrﬂmfm :ﬂa@qﬁ o (€. jo) @Em:u}mc‘%&@&q&’:ﬂu
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;I Developer l
——— =
.M Aa E 5 L_ 38 Schema a %
[ 56 N = QTfansfnfmahun | I
Block  Restrict

|E’ B &- ‘i- ‘ﬂmmﬂ"mmuhms Editing |

Controls __;__ _xr_m =N Profect

Design Mode
Tum an or off design mode.

fJuly 24, 2010[]

Tog: | h L
s e = to keep a skilis inventory and updateit
E-Mnmuwm mmpu;.pmm

= ' - : 2 identily areas you can workon.
e e T | s S T o -

e e : e o

DDD%

Display the date lie this: 2 o
| sications that you know how fo use:

1mtenrdmpud';mm]

I
e e
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> 5(6. o) o Graphics skills 520505 88onobogec) application copcdeslevrgef Choose
an item o3 click cySf§: Developer tab— Controls group-»Control Properties o3 click
cp&dl Content Control Properties dialog box edT: cog¢ Add button o3858: Drop-down
List Properties box cd¢> copSeurcdqdlonaSi OK o3 click ep&dlecSu control properties
copo’ edit/delete owbedqeané Locking esanc5os check box eopa3 check all cpSeonidly

91298 & (6- ) gofiomeorancitsfEadloctn seeoncht oopespaoggacops: copeordlfn

PE RPRESS

July 24, 2010

Computer Skills Assessment

Use this form to document your skills inventory. It is helpful for youto keep a skills inventory and update it
as you increase your skills for using a computer to produce business reports, presentations, letters,
memos, and other office communications.

Evaluate your skiff fevel fo | —

General Skills o
Power User | Mighly S iy |
Tag: | 1 |
Fife Management | B | [ e & sty to formet contents
= = @ | e (Dot rarsgrophront [ ]
b H New ste...
Microsoft Windows O & o -
Applications List specific software appic ™1 content cantrel cannat be galeed
Data Choose an tem. | contents cannat be adaed
Drog-Dowm List Properties
Choose an tem. :
gk it Disploy Name e [awa. ]
Cho an tem. Chooss an flem.
Spreadsheefs = mmnmwm Microsoft Ward @D’j
—— = = Adobe FageMaker  Adobe PageMaker | [ ]
Presentations Chizeean tem oot o]
Graphics
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3.6 Using Microsoft Translator Tool

» Translate a Single Word, Some Selected Text
or the Entire Document

Microsoft Word 2010 ¢> language cédagespoona) text | document sopod 88sotc0pho}
language [gdcomé cffoticu:§tod Translator tool dlaxdleschi language sadjredié: 20
sonPeancdd mbdmesonbdy omanfgisuidEclondd pown Russian language geepaomio)
canbidkandoSal Internet website oodagnecp,goloacdn omespeoniefioa3dlog sleoedy
wgbeul dmemnticon siSereqpaiucdatesdlonddi & (6. po) bl

— e T i 3 i g
et R ATt e ATy A
NGl TeataMHCKyio gy Ged

T .'I.I-':".'; PRCkAaN THECCRMAEHHONT Mpany :| E e ek =i

| W it {weve yokirufan *| g | K ||'.‘:'#' Bing b o~

5: ‘%.(:nmn-ﬁs.elect yu S ——T
i x Go gle | €y - @ Signln

£ Favortes. Favorites u'"| Hucrp.u,auyr npesckazan “Geccepie

09.12.2009 fu:Huy

Byaywuh rog nop
MeTtannuueckoro Tig

UMTAIT acrpon

WMccnegoBarenu

HocTtpapamyca
auHcTBeHHOU [eBe

KpoBOMagHOro»
rnpaBMTbh <«OrHeM W
YyuTaeT, poccusHa
Espony v CLUA oxwm
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P 5(6. 90) oo russian text ooay0? select cpif Word document edl'c} drag adaff oo
sosSlecS c§>05F Review-Language group- Translate-» Translate Selected Text 3
choose awSal o (6. po) Blogeddl

( ; X ; ; T T P - - —
Wd9- v FEAT | Fs ) wi”“““““* B o = B 8’

= fhﬁ:shuwh;lrhap” | 5 - ! Q
B show Markup = [ @ # j |

Track e Accept | Compare | Protect
| Comment = | Changes - Bl Reviewing pane - [ E | =

E Translate Document [English (U.5.) to Arabie] [0 - l
e Show a machine translation in a Web browser. :

Compare |

services in the Research Pane, [&
@ Mini Translator [Chinese (Taiwan)]

Paint to a word or seledt a phrase to view &
quick translation.

Choose Translation Language...

xay [
il To £l
|| omwsy T3
Translaste the whole docurnent, I
a

Translation options, ..

4 Microsolt® Transtator

¢ (6. 9o)

0 (6. po) oo selected text o3 Translate From Russian To English (US) nfﬁmmﬁa%qﬁ
Research pane sscodSeanoSen oamlg§fiia: English text 60203 60,9970l 9296560
Insert button (38668 translated text ecgua Word document Seneepffror:fgdesGecon

6 (6. 5 ) oHfo3pddln Translate English To Burmese Reon mmoSQESOSEﬂ??E} translate
cwbal
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[@m 9-0%N- 9 AE-ly Loctiment]. = Miernsaft Wont = B 23]

= - : ey N —— L[| Research
el LTSS S s S e
o |Hm‘pumﬂyrnpmmn “GEO0e pEsIHGND rq;aamena"n!- a
I: | | Translation EI
| |[@xal-] (0]-]
|| }@m;wémm. 3
From |Russian [
' To [engieh (us.) e 2
Translate the whole document.
: Transiation oplions..
| :unun@rma_nnu d
= Mostradamus predected “the callous ruler® and
Byayumit  ron  Nof NOKPoBMTENLCTEOM  MKenToro 'smawcnbm'w.u.mc;n::mm : |
Merannmueckore Turps GyOeT He M3 NerkHMy, CYMTaT mﬂﬂnﬁﬂw?ﬂmmﬂmm |
BCTPONOHM W Npeackazatend. Moonenosatenyd Npopouects mw fortunetellers. M i |
MuLens I‘mmﬂm roBopaT O Kﬂ“‘m'mmHmm the Virgin that wish to kil *and the parish of* callous,
Jepe, KOTOpYID «wEnoT yOWTbe, @ Tawee o npuxoge | the bloodihirsty “ruler who will iule™ with fire and |
«DecrPpAeydHOrD, KPOBOMAAHOTO® MPABMTENA, KOTOPGLIA mﬂ@erwmﬁ“ |
Gyper npasure «ordem u meuoms..llasen noba we SE0RDEC PecHasoT .
CYUMTEET, poccHAHAM OyAeT »iTh nerve, a eorT Espomy W
CLUA o¥MOBET HOBLIA IKOHOMWUECKWA Criag. @
Nostradamus predicted “the callous ruler® and "Satanic arc @ Mol Tiasautor, — Vome Feoe
rables® 09,12.2000 12: 00fnext year under the auspices of G Microsofia) Resaarch ESL Assistant
the Yellow Metal is a Tigris will find astrologers and
fortunetellers. Michel Nostradamus prophedes Researchers Can't
talk about using the Virgin that wish to kill “and the parish F [ | v . o e hermsthes oe sss bein for hints oo
of* callous, the bloodthirsty "ruler who will rule® with fire '« @ et updates 1o your services...
and sword “... Pavel Globa belleves Russians live easler, but 9 ot o Office Mors i
Europe and the USA looks forward to the new economic i v
i ﬂ_m:uwu;;

o (6.2

8. Word Save As PDF

» Save Your Word document as PDF

& (6. pp) goedl[geonioy Word document oodacB PDF cfgoéicorgqé File tab—Save As
o’ click cpbcleuhn Save As dialog box edlangé Save as type dropdown list ;es PDF
n% choose aEEH.ﬂut.bSn
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Add a drawing to a dncument

H caﬁbnm  cm jEE- T

BB 7 U -k x| E'Bl;-.g.
7 A-w- ,ﬁ, .u-l.uau,s_h, I:“l-l!LI!T

Click in your document where you want fo create the drawing.

On the Insert lab, in the Mustrations group, click Shapes.

Picture . Clip - Shapes SmartArt Chart. Screenshot
; M ot % : - -

_ Word Dacument

"= Word 97-2003 Document
E \Word Template
Ward Macro-Enabiled Template




»  PDFfile type o3 choose cpbcBcbBe ¢ (6. pg) ¢o[gaomio) Optimize option eop el
cooeaoh file size o3 minimize vapboxaeé Optimize for Standard option o3 select cobq
SlecSs minimize codecdadeé Optimize for Minimum size option o3 selecteybdli §&05
minimize cxbconiqt E-mail 80393 maésfjoredh slevedd cdedBoongenm BEadew
godecpilangé GE size minimize codcoaiodsl picture quality oxjecdiloned ad:aBickolk
Bq Optimize for Standard option c3da3:cl

G >
e ) = MyWord 2010Notes » WordHelp -4y ]

File name: Add a drawing to a document

Optimize for: @ Standard (publishing | Options. ]
online and printing)
- (® Minimum size 7] Open file after publishing
(publishing online)

rook ~ |l (il

& (6. 29)

» Save button o388G:a:qé Word &safgé PDF &€copSiedT condi m%mnﬁcﬁ Word $&on
selected page o$gj,530 PDF efpréigéoncdbeé & (E. pg) oo Options button o3 click
cpbcln Options dialog box edlexogé All saeo: Pages option o3 select cobfGieon page
madeconcbmes mtﬁmnrﬁmcﬁa%mt‘:% enter ‘:‘EE’EF OK n% click O.EEEIEEF.;]U}L}SI o (6. ?ﬂ)

Blogpdcl
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Add a drawing to a document

Click in your document where you wanl Io create hi drawing

1. On Ihe Insert tab, in the Mlustrations group, click Shapes.

Shapes Smartdrt Chart Screenshot |

Tup_ click a shape, and then

an @Lhmmm,mugmm

Ihen choose a different

L, and then type.

@ I:lnr.lunant showing markup
Tnclude non-printing information
] Create hookmarks using:
(£ Word bookmarks

Eimn.t properties
= m,ﬁ Lol

Eﬁu 1m1mmpiam (PDE/A) :
.thptmtwhanrummaymuemmm ¢ (6-20)

Ewmmmam

Mail Merge on6

bressing CTRL on your
oup. On Ihe Format tab in
treated ke a single object.




