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|I-sssiesmigaisasgasas

Anjgrmutinnimigimsus niaguRjihii§Rnagens Hard Ware 81 i%#
Soft ware .

Ja

- Monitor: ThgURIANGNSUINMSINGMNS IBIGGIMS O System Unit
- Key board: thauniAuNaGgat Iumpinsiiimahmnad
THITH

- Mouse: AtaUAIANUMNAIGSENRENHI NS MaMAMT thiee

AHERNS Window .
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11-sss388 3583 sigs

- Printer : MUHIAN BNTIMOYRRANT

- Scanner: TURIANGNY Sacn JTAMN

- Floppy Disk Drive=Winzip Drive=USB : t13URIANGNT Bt
DRENIGRY Disk

- CD Room : thguifiinNaint Setup Program

- Speaker : D13URIANSNTTOMRSTAIN
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IV-sussegsie Microsoft Word 2003

‘L‘i”lgimimmﬂmﬁﬁfﬁﬁyﬁﬁ%ﬁqﬁi (Application  Software)
I HAT AT NSHNEATT NGl E DR NI MTANH
UIIRUTUIENTNEHSS o
f-TANMISMIT{IIMAT Microsoft word 2003 AT HIBAINSANISRNSHNG
SR IINNS8YwEgeisiymIgme  (Administration  Tasks)
O  gemminipmiTEsanaIBEnneGHmiign gItmwmiL
IRJHOMSUMENW puutnises MS-Word 2003 siesgiguniinl - Tools
ywigsnumInnmiMATu NS iusitsthupan:mangnyg mwgaism:

Prepared By Keo Mithona, Prok Veasna Build Bright University



nIfUERIEENRINIRNY BNUIMNY

2-71yjumuiky Microsoft Word 2003 itBsmuEERIMBIU{u §Eennims :

1l | Mew Cffice Document

'@ Open Cffice Docurment

@ Set Program Access and Defaulks

= '-:w,.'- Windows Catalog

Windows Lipdate . )
[T Microsoft Office Tools 2

Canon CAPT Tools »
Programs Micrasaft Ofice . E"‘] Microsoft Office Access 2003
= m ZE| Microsoft Office Excel 2003
g € e * I Microsoft Office Tools 3 (]
% K T o g7 Microsoft OFfice InfoPath 2003
a D SEHHNEE g 4:1'| Mew Ehrmer Dickionary »
s B F J Micrasoft COffice Cutlook 2003
i o~ Search r PCP Dickionary aof Computin | p—
2_‘ ~ lj ¥ PHHng Lrﬂ Microsoft Office PowerPoink 2003
Ip and .
= @) Heip and Suppart | &1 Adobe Hustrator 10 LE_ﬂ Microsoft Office Publisher 2003
_E 7 Run. $=4 Microsoft Project B Microsoft Office Ward 2003
i A
i = @ Shut Dowr. .. B

I?'Starl: & (= 2] ® L Edword & Excel
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Standard Tool Bar

Title Bar Close
: Minimize
Menu Bar Formatting Toolbar —
Restore/Maximize _l
[0 P 050 ord _I_I- = il
© Fle Edit Yiew  Insert  Format  Tools  Table indow  Help Type a question for help = [ 20
2 Marmal » Times Mew Roman « 11 v| B I U |§ E I=-|i= = iE +;§| - & - i- .

NEE29ERAY 2R o -o- QO E[@E T we -3,

N N R R L R R R R R R (R R TR SR RS- PV T RS- IR R | =
Cursor

g | Vertical ScrollBar
n Ruler
; Work area
. Drawing Horizontal ScrollBar .
- Status Bar "
™ @
? ¥
=mE]= 4 3

* Draw [I@‘.ﬂgtoShapes'\"\DO‘d?\:! &'ﬁ’i'=_ﬁ.e'
Page 1 Sec 1 * 111 Ak Zem Lm 1 ol 1 REC TRE EXT OWFE English {U.5
Mstart| | (] @ <1 [0 H || Gcorebraw 10- [araphict] |[E)pocument1 - Microso... B Y LTS

Prepared By Keo Mithona, Prok Veasna Build Bright University



V-mistesousnsqessimesses Ms. Word (Word Screen)

- Title Bar : aintunmimnsisngiBioudutomPmag 89 oo

TuNsNfiENIIuaDY ( File name ).

-Menu Bar : #thimgwidwgngigunmi 7 Command  #tigss

TR D RN 9
- Minimize : sintugumisienyl Timugs 4

- Maximize/Restore : intafintisngiGimmsnmmisim nmuwigiths
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- Close : &iNUMAIGMOAYIE
- Scroll Bar : einGiRAITBRUHFTSNIOEIMY Migiigian NaiglisE
+Horizontal Scroll Bar : iinGiRIHFUSIUESINY
+Vertical Scroll Bar : sintifnsaughisieia 10aiigis
- Work area : BRfigHsinGimins Tnigusintaii  SHMATENHETS
WRUAGMIEMIISTn Work Area,
Page : EinduinmuEseshi

Sec : ainumimnmamiusisnnigiims ( Section)
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1 enduinmnsgsshiay BusnuEms

At... : sinmathu i sns i BsiE M gHRHNISNININ

130

Ln  : ednounmnsssugs inuRasEms

Col : BINUNUBS8HAIHUHRMSTT
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Q~ﬁ}5§ﬁémebﬁ&5}$%ﬁ§8 Computer (Saving and Closing File)

saveas 2]
Save in: I‘- MITHOMA (H:g j @ - I_!] Q X F j * Tools =

fccounting Management Answer and Question

»

fcedemic Office (Mithona)
My Recent CHAR
Dacuments OVD
y Management Accounking
|- phally
Deskkop Sarana
Song Al
™ Sophal
_"_/ Utilizing Tools

My Documents JL::::;D

&

My Compukter

g File name: ||:3.;..:1 Jpg j Save

My Metwark,
Flaces Save as bype: |W'3"d Docurment j Cancel

o
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mIgEGuNNRINIg RGN SIRB I EENMAMIMEm RN RNS

fTTEIIIG T MBIN tSEHY Hard Disk 1usd Computer .

ITUJUHKIENYE Mouse

S a

1- HAEISORNIMYS IfESWNGNSAn
2-1fif Mouse 1611 File menu stnwssis File Save Tool Bar.

3-UMUHBAGE 160 Save or Save as
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4-neptunstiy Dialog Box Save As.

5-1TIMENMWES Save

nujuHsitmy Keyboard( Ctr + S)

-BER Alt + F,S
-IGHEIHMY NYjuIua Mouse §inUNSs 3,4 .

BIMSMIHEIHMIBHEUNEURUSIRIIIG]H SUMIBHSUNIRI NS
TsHingsY uinmeiinwssins 1 (How 1s MD)
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B~ﬁ1565ﬁibﬁ&515€51&5i5ﬁ6§ﬁ15€5§ Computer (Opening a File)

MU R RaNIEA BRIEMITSMSN {Iiuju:

ITUTUHSIHNYE Mouse

1-BEI60 File menu JGINHAT Mouse 1611/M] Open 1Nt EEIG Open

2-1{REITI I IR NHANT (File Name) 381114 Open Dialog Box
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open 2lx|
Look in: e MITHOMA (H:) j @ -~ A ‘a S i v Todls -

ﬁ.ﬁ.ccnunting Management &nswer and Queskion

) Acedemic Office (Mithona)

My Recent CTICHAR

Documents ii'l oD
== ji'] Managerenkt Accounting

2

F
[ ) phally
Deskkop L )Sarana
)50ng Al

T)5ophal
) Ukilizing Tools
My Documents @Lngn

\§,

=
-
arE &
o -4 1
3L
g
=
@

[ File narme: - a | 'l
My Mebwark — e
Flaces Files of Evpet | all word Documents - Cancel L
- I5%% Open
w1

+ BIGHIEMEI{D Toolbar IHE[IUN IWEEHE == Icon JEHSIEMBIYU Mouse
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IujuHsiHmY Keyboard (Ctr + 0)

R Ctrl + 07 BBR Alt+F §% Open 1TNWHSIHMURU{UITET Mouse

9

858150

SINRTUTI R RIS BRIY AR R USRI HAMSBHGRT
15 HAGMHISIHY Directory M

-grghiAnmmnImIm HishnglEREutnnEm mshws
TUHAIEMINY Ms Word HE{EIITRNRINIAMIZINS Save ISIHUAEIE Ms Word.

+BIMSMITARAANNIBMNSUSAMY (Directory) THMN Disk SHUINMINUHSTE
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m. meshsddanpsissiSgiesuassgsa Page Setup

J A (=4

Page Setup BtMIGSHGIM{HAIHMINEANISMIMINIHGUS URSWI{HNR

8 a

IHUHRWATRBE[NINIAETS 1 1STnIEuEREURNAYEIE Microsoft

Word griijusemisHping [ttt gjuinaithysas 4

SEesEs
- File Menu

- Select Page Setup
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Margins : @ingRAN&MN TI8]HRe

-Top : ASENG{RLMIMLTERWIG (Y MuUisy yugwéuiisens)
-Bottom : AENENG{RTMIMATERMIIMY (WNMEUisy guswéiiissms)
-Left : Athansnshaimaigngsy ismsuigs yustidiiissms)
-Right : BRanG{FthamAigiewian ahumeuiss yustiduiissms)
-Gutter : AINGGRIGASWIGHG|NSANGRIBUIgYRERUTAITIA
-Orientation :

+ Portrait : aiNGRATRMIUMII

+ Landscape : tiNGEA{HtaiN

Prepared By Keo Mithona, Prok Veasna Build Bright University



Page Setup

Margins | Paper I Layouk I

Maragins

Top: — Bokkom: 1" ﬂ
Left: = Right: 125" =]
iSukker: IEI" ﬂ ukker position: [Left j
Crientation

B

Paorkr aik Landscape
Pages

Mulkiple pages: IN'I'”'I'I-3| j
Prewview

apply ko

Whole document j
Defaulk, .. | 8] Cancel
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Paper Size sinufnnaguIrha

o

- Paper Size : finUiRaMIRTRAIS MBI INAIHNSHANF NG
- width : BinGifng1eGusn margns [ Feper ]| Layout |

FPaper size:

Letter j

) . ¢ o anak L width: s =+
Height : indingwutanwétls = b7 =

Faper source

Firsk page: Qther pages:
ke, e,
Traw Traw
[~ =
Preview
apply Eo;

I'-.-'-.-'hnle docurnent j

Print Opkions. .. |

Defaulk, .. |
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é. ssuRne Cursor

AT ELDCpLLES Lo
> AN DU =Tk
€ BRI RI YN Y HHA
() BRI YN WU
Vv RGN E B U
Enter sRG My g Ewuns (New)
Ctrl + Enter BRRGEAIGISNID
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& %8s Select Text

6294 Select oo
Shift + = Select wtugHmjIgaN
Shift + < Select yuugHmAjIGIIE:
Shift + © Select ywuMIGIw
Shift + & Select ywugHiglhiymy
Shift + End Select MiBBUNHIGITUTNE
Shift + Home Select nuuMmightvuNs
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Ctrl + A Select Qw6

End BRGNS
Home sIHIGHREUNE
Page Up simglgsynH{Ed (Screen)

Page Down | wiisiglipnughigtussins (Screen)

Ctrl+ End | wiimgienmiisniiug

Ctrl + Home | ghissmigionnduisnnug
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o.Audanaisnusisige &) foidnnrmngiIoNs

1l

Align Left : Rthmiminansnuesivinngig

: Center : BMIGIAIHRTSRIBIRHIAMEY
- Align Right : Bthmiasiiaisgusignemian

- Justify : BEhminaTHIUSIEWS AN
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. HUBSHESHBANBRAS 62980¢ (Header and Footer)

Header and Footer thutngwaintmisnney  Sintunnan

BETEI N EISE R R

I1Ujuses Header and Footer

- G0 View menu

- 5w Header and Footer

Insert AukoText = @ @ Ll G [E F' E;,, Close
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Insert AutoText «

NTERAMEETS mNsHanT 1518... 1

BNUENHISITNENT e R [

B NOUNMESsENREmMSIEMIEIt

BNUIRATI{IIAG SUMItssIsmImUIRuIneijuéds

BNUNATEIS st iR

C
D

RINTNHIT AT iR

Q
)

B0 EEGE

BNTIUEENIRIRHANLSNISNTHENS
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Eh | | intanAsunSHjBshHang
BntinnnUghisnTushnmu s m

L | | sdnduess Cursor iglimnsinnaiénismtiusng
7| | aintngpiignewnduisnnusittumneiEin
T | | aindtsgpdnigneunduistiudinounei)s
dose | | T Toolbar suaifnss [rguigifmisinguadeln
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¢. mugipsa eedsismys Font and Font Size

- i Cursor 181gRigHAMIBwHR LI
- i Format menu

- BT Fonts
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Font 2%

Fonk | Character Spacing I Texk Effects I

Fonk: Fonk stwle: Size
imes Mew Roman IFlegular |11
Times Mew Roman ;I g =
Traditional &rabic Italic 9 —
Trebuchet M5 E‘D:g I' 10
T Cen MT | [ ] IE =
Fonk color: Underline skyle: Underline colaor:

Automatic | I (rone) | I Butanatic |~

Effects
[~ Strikethrough [~ shadow [T Small caps
[T Double strikethrough [T outline [ all caps
[~ Superscripk [~ Emboss [~ Hidden
[T Subscripk [~ Engrave

Freview

Tines Mew Fotnan

This is a TrueTwpe Fant, This font will be used on bath printer and screen,

Default. .. |

.4 I

Cancel
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- Font : aindyi{uingumyi
- Font style : ainuyIGny s
- Font size : (inGUISUIHT
- Font color : eNGENARNANTFT K
- Underline style : eintthAumiiginmusm
= Single : {TRNTISINUIENEIGUNGIIMYEMAIRTWMS |

= Word Only : {{Thanigaunaia0imumg] Simsmignun
NESHIG 4

- Underline color : einghfnanimmusisinijmu
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You can choose Effects below

M Strikethrough : GINUHUURHYWEMARLMUHT]I
(TEXT)

M Double strikethrough : sindsmumsiniGmAaRAMuHR]
(TEXT)

M Superscript  : @indigimwsnpgEsingg (N°)

vl Subscript : eindigtmwsngsisingme (H,0)

M Shadow : BinGiETnuiERjIMSEnumse (BBU)
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M Outline : sindtiimuinnjimsiguninesiji (BBU)

M Emboss : siniiGiimmHnjiesniga

vl Engrave : mindiimmwanpmsnyss (BBU)
M Small caps : eintiEimsnteits (Beu)
M All caps : eintiimwsnjigsigithG (BBU)

M Hidden : sintanfsHgug
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8. susfeascsesesgesan Insert Symbols

Insert Symbol FmsBgmmizmuTsnipuigy 1siinwsEgmeimms
BamsigiuD Keyboard 1§ 1 gumssgmm: RNaL @@

> GEUG Insert menu

> GEHG Symbol...

> RIS BERMISismng Symbol

oo o

> §uuw Insert § Double Click 1siiisBgagmisgss
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symbol X

Swrbols | Special Characters I

Eont: [inormal bext) -] Subset: |cUrrenc~,.e Symbols |
IERBOEEERE < s
No|TM Q1 e | V5|75 Ve | 78| /s I
tlojAlI Y -/ Y =
<lzlol [ ]=]l]r L4
Fecently used symbols:

EIL|¥O®T™MLE I 2|< =[x |o|pn|la|f
EURC SIGH Character code: [208C Fram; ILlnicnzu:IE (hex) |
AutaCorrect. ., | Shortcut Key. .. | Sharteut key: Alt+Ctr+5

| Insert | Cancel
A
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00. mughssgdnnEsgd Change Line Spacing
© You must select text

@ uEis Format menu

© i Paragraph

O siEMIRMNFRNFENUDH TS TR TUG R uMIsingIsiguuHy

Line Spacing §un
> Single @ AANEYWORSIEEH

> 1.5 Line : AANGUOMHGIH{HERGS
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» Double : &ANEOMHGIY]EH

> At least : ARNREWANSB{FYEIRY UIHRMBRANGHEANG

IGIMYEEHMIISIAU{UHT At

> Exactly : Bnsywitigispgsins uihymeiantamne

IGINYEEHMIISIAU{UHT At
» Multiple :  GanaBwdgi

O i OK
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09. musigsgasd Create a New File

> §uI File menu
> GEHE New

Or Gty Ctrl+N

Or GBI - that have on Standard toolbar

W& Mitgsnis Closing a New Document
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oy, muwsegs Macro

O iy Tools menu
® usiy Macro
© sy Record New Macro

O uuiy Keyboard

© Type your shortcut key you want to Record in Press new

shortcut key box.

ac1ninf :  Ctrl + Shift + F1, Ctrl + Shift + F2, Ctrl + A
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Customize Keyboard x|

Specify a command
_aktegories: Commands:

Macros Marrmal. NewMacros, Macroz

Specify kewvboard sequence
Current kews: Press new shorbcub kesw:

o | Jcrrl+shife+F
=1

Zurrently assigned ko: [unassigned]

Save changes in: II"-.IC:IFLM.':'.L -

Description

| Assign I Remaove Reset all. .. Close I
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@ uEIl Assign button
@ sy Close button

O wiius Font 813611 22 gsiniaf : 43 Fonts Limon R1 8161 22
£ Note

© it Format = Font

Ske ™ X

© 5166 Tools = 616 Macro = Gt Stop Recording = | w e
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om. e Macro

O uuiu Tools menu
@ uuil Macro

© suiw Macros

O Select Macro you want to delete

© sy Delete
@ GEI Yes

@ sy Close
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Maros 21X
Macro name;
I acrol Run
Macrol &
MacroZ i
Step Inka
Edit
i_reate
Delete
- Crganizer. ..,
Macros in: I.ﬂ\II ackive templates and documents | Cancel
Description:
Macro recorded 971712004 by Academics
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oé. museea Drop Cap

- Select grnrjIMnEBmMYSLS UNA Cursor tmgﬁﬁgwﬁtms%ms
- I Format menu

- G Drop Cap

- {{asiias Drop Cap 1 Position matisth:

+ None
+ Dropped
+ In margin
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- 181541 Options Tt :
+ 117 Font 1S1AH{ITHY Font
+ UIGUNIUES Drop Cap i1S1HH{UHT Line to Drop
Example: 3

+ yIRANEN Drop Cap 18111 Distance from text

Example: 1 Inches =2.54 Cm = 25.4 mm = 72 Points = 6 Picas
- gEIl OK
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2| %

Positian

: W W

Maone Cropped In marqgin
opkions
Fonk:
Times Mew Forman j
Lines ko drop: I3 —
Diskance from bext: |1" —

‘ 21K I Zancel |
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od. muse2s Change Case

O Select Text you want to Change Case

® uEIl Format menu ChanaelEatl

2]x

© uuiI Change Case (" Sentence case,
(" lowercase

(" Title Case
(" bOGELE CASE

‘ Ik I Cancel ‘
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> Sentence case: BINUIHTHTHAJITONIRY

> lowercase: BNUIETMWHRIHESNHE

» UPPERCASE: sinuiiistusnit s

> Title Case: @intigimusHnjItisiinmigubEnun

> tOGGLE cASE: aintiFimwHApguslinaidubssnm

O usiy OK
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0d. mueasess Word and Replace

- Open your document on the Screen

- EI0 Edit menu
- 510 Eind (Press Ctrl +F)

- IR EREiahmisiph{ust Find What:

Example : FML

- EI0 Find Next
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Find and Replace 2| x|

Find |Flegla|:e| Go To |

Find what: |Fr -
Cptions:  Search Down

[™ Highlight all items Found in:

IME'"-I e i More ¥ ‘ Find Mexk I Cancel
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- 1liNIRMATINSIDMHGITN HSNENUHTEEEeMI MY 1IN

IS {EIEEU OK Rujimsimninssie)

Microzoft Word X

Ward has finished searching the docurment,
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[

(3]

- st gRsitayng] FML igithme] BBU Imiginsinsgsensimy

BEI{UHT Replace

Find

Find what:

Find and Beplace

Replace

Replace with:

2]
20 To I
FML Rl
IEELI| |

More ¥ | Replace Replace Al || Find Mexk I Cancel
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- jwhwmijs (BBU) isintpsy Replace with §ui5 Replace button
inuiglingw  Replace  JsHadiwhsinsmuatywigimbugizs OK

inyjugHTINeEin o

Microsoft Word
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Go to Command
© Open your document on the Screen

® i Edit menu
© uEI Go to (Press Ctrl + G or Press F5)

A husieérituniiglisinujussg Enter page number

Ex : Page 3 Find and Replace B
o Find | Replace  GoTo |
A 5515 Go to button
! (30 ko what: Enter page number:
A 15 Secti - £
eckion
tlitﬁm Close bUtton Line Enter + and — ko move relative to the current
Bookmark |ocation, Example: +4 will move Fonward Four
Carment items,
Footnote
Endnok W
e J P eSS | Go To Close |
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9C). Define Column Document

@ Choose location of Cursor.

® §Eil Format menu.

© uEi Column

O Select Number of Column in Presets box or Select number in
number of column box. Example: 3

© uEil Apply to and choose This Point forward
@ ©siw Line between if you want to put a line in between

@ i OK Button
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Columns ed ey

—Presets | I
| | | .

% Cancel |
alyl= T Thres Left Right
Mumber of calurmns: |3 ill ™ Line between
-width and spacing ~Preswvigm
izol Widkh: Spacing:
1: 171" < |05 —
z: 171" =] o =
3 171" = —
v Equal column width

[ Start new column
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. Note

- Number of Column : %mﬁgsxjmﬁﬁﬁmﬁﬁﬁnﬂﬁgﬁmimﬁmmgﬁg

- Line between : Bthudainiinsgnnihit Column 1gl Column yeigiss
- Col# : uinmEss Column IBWHAMSAANGIBIUD

- Width : iinaigginual Column Syt

- Spacing : AmAN:N Column Hewig! Column Husgfs

- This point forward : Bthéssnpimuhsrhiiiy Column iglifEs

Column goi{ss Column #figtw Column 3en 9

Prepared By Keo Mithona, Prok Veasna Build Bright University



Column off

O Cursor at the End of Column
® ©EI Format menu

© ©Ei Column

O Select number of column In Presets box
EX : one or select Number in number of columns box

© il Apply to and choose This point forward

@ §EIs OK button
@ Write simple text.
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Columns e ey
P £
|rese = | ‘ e I

Zancel |
e Two  Three  Left Right:
Mumber af columns: |1 ill I Line between
width and spacing Preview
izol #: Widkh: Spacing:
T CRTT— —
] ]
T T
] ]
W Equal column width

[ Start new column
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od. =wusigs Table

© i Cursor GSEEHUIEHMN
® usi Table menu
© ©sIl Insert

@ Hui Table
© finngitgs Column 1S1HMTITHT Number of columns:  Ex: 5

@ ANNHGSSs Row 181Ri{uHY Number of rows: Ex: 2

@ uEis OK button.
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Insert Table ied b4

Table size
Mumber of columns: ||4 —
Mumber of rows: IID i{
AukoFit behavior
% Fixed column width: I.ﬁ.utn -
" AutoFik to contents
™ AutoFit ko window
Table style: Table Grid AutoFarmat. ..

I~ Remember dimensions for new tables

‘ DK, I Cancel
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miuigy Row and Column

@ i Cursor GrighEHLIgY

® [ Table menu

© uHI Insert
» Columns to the Left : sintiuigy Column Densig
> Columns to the Right : &iniuigy Column fgnian
> Rows Above : linGuisy Row N2

> Rows Below : iintiuigy Row ngnsiimy

Prepared By Keo Mithona, Prok Veasna Build Bright University



Note

RIAN Cursor isleRsmumnisnthi(E]

= G Table menu Insert Rows e

> gmﬁi Insert MNumber of rows: IS 5
‘ 4 I Zancel ‘

=>» Put number of row you want to insert
Example: 5

- 5 Rows Above

> §ui OK
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miey Row and Column
O Select in a Row or Column that you want to Delete

® [ Table menu 2| x|

© i Delete  Shift cells up

™ Delete entire row

(4 ‘l:litﬁm Cells ™ Delete entire column

N Ote | ] 4 I Cancel |

- punRIAnidy Select Column iBmsdmuissinyl [Hiuy Table
51U Delete Gu1su Column

- [URINMY Select Row iBRBHimuinsisyh [5igsny Table
G Delete GHIH Row
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mitRin Columns

© Select 57 Column &8s Cells gignuAMiBLBHI{R]A

® [ Table menu

© usiw Split Cell...

O fnngtgs Columns iHmwHRENR{RIg AM{UHT Number of Columns

Split Cells

© usi OK

MNumber of columns:

Mumber af rows:

I+ Merge cells before split

] 4

—ancel
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mitiy Cell

O Select on Cell you want to merge

® §Ei Table menu

© uuil Merge Cell... | jj
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08. mugwesys Border Style

© Select on Cells you want to change

® uuiy Format Menu
© usiy Border and Shading
O uEIw Style you want to change

© sty OK button
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Borders and Shading ed by

Borders | Page Border | Shading |

Setking: Skyle: Preswview
S— || " Click on diagram below or use
l Wetis bukkons to apply borders
Box
Shadow - ll

I 1z pt j Apply Eo:
g ” _uskarm
HE

IF‘aragraph j

Jpkions. .. |

Show Toolbar | Horizonkal Line. .. | 21k I iZancel
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B0. sugwsgs Page Border

® usis Format Menu

® uGi Border and Shading

© uEi Page Border

® uui Art that you want Chang

@ uEiy OK
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Borders and Shading el b
Borders | Bage Border || shading |
Setting: Skyle: Presigm
- Click an diagram below or use
hone buktons ko apply borders
Box
Shadaw - ;I
color: | =1 -
Autornatic -
0 = :
YWjdkh:
— 14 pk - Apply ko
3 ” _uskom .
e Art: IWhn:uIe docurnent -
(none) -
— Qptions. ..
Shiowe Toolbar | Horizonkal Line. .. | 2K, I Cancel
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bo. musess Shading

© Select on Cells that you want

® i Format Menu
© s Border and Shading

® s Shading button

© Choose on Patterns that you want

@ EIl OK
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Borderz and Shading

Fill
| Mo Fill

I I |
[T TN
TN

EEEEEEEE | A
N CEEEET
(R

(I
|_|_|_|_|_|_|_I_ More Colors, .,

Patkerns
Shyle:

||:| Clear j

Colar:

I BLaETEE j

Preview

Apply to:

iZell

Show Toolbar | Horizonkal Line. .. |

Q.

iCancel
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b, fasa Margins emusssasssguacies Tab

© Sa8& Tab 62354238 Tab on Ruler
SELICCRE

MIRANG  Tab SiUDSMSIGWH  Mouse GEIBUHUILMS
ysSHnUIEAGIAANG Left, Right, Center, Decimal, or Bar Tab

| .

-
-
-

Left Tab
Right
Center
Decimal
Bar

= o

SFRERS Tateabui i

ct o

MIRANEMIEIITRITInIS

ANNGMIGIUEE
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@ SuSaNa Tab eRiEws Default Tab Stops

Default Tab Stops: BEMIRANGMAJIMGNSEINEMAJINYGINS] g
ynuNyunglunyungis
SEL OO

- BEI0 Format

- G0 Tabs

Prepared By Keo Mithona, Prok Veasna Build Bright University



HENWIIRANE Indent into Tab Stop Position g5t 0.5 Inches...

Alignment:
o Left : fivignoisy
¢ Right : figignenian

¢ Center : [IHIRARLNGY

¢ Decimal : &inG&IBiRRWANN IR NTAINS
¢ Bar L AANGMIBUURE

_eader:
¢ INone & 3----—----
........ ¢/
B> If you finish. Don’t forget use Tab
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Tab stop position:

2]

Defaulk tab stops:

I:IISII

—1 Tab stops to be cleared:

[~

=
==l

Alignrment
{+ Left " Center ™ Right
™ Decimal " Bar
Leader
* 1 Mone 2. [ ) p—
o
Set Clear Clear all

| ] 4 I iZancel
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Lm. Drawing Toolbar

Rectangle

Select Object

butohapes TN, %

Y
Line

Y 4
Arrow

Insert Clip Art

Fill Color

Text @ox

dA g

Shadqw

For]t Color

. 7
Line Color

Insert WordArt

Dash Style

Y 4
Oval

Line St,yle
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Bé. swsigs Bullets and Numbering

® Bullets Athiguifitsmihasanaty gmishabhoue 9
@ I Format Menu
@ G Bullets s{litsiiasnem

& 51 OK
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Bullets and Mumbering

Eulleted | mumbered | CQutline Mumbered

. m "

Mone . - )

- m "

| S - ]
] a)s s _
] =) 5 ]

Picture. ..
2K Cancel
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® Numbers: RMIIAMGMGTIHISIUISITHBANITNIEITS ymIthAmhG

TISII IS ¢
- B0 Format
- 5w1 Bullets and Numbering
- BE10 Numbered
- (eSS AU HT

- I OK
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Bullets and Numbering

1i
y

)

Lisk numbering
{+

Zancel
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