


I-mUldæanRKwHénkuMBüÚT½r

ehtuGVIRtUvsikSakuMBüÚT½r ?

karsikSakuMBüÚT½r KWedIm,IERbkøayral;kargarEdleRbIedaymnusSeTACakargar

EdlGnuvtþedaym:asuIn . kuMBüÚT½rvaGaceFVIkar)any:agrh½s nigRtwmRtUvbMput m:üag

eToteyIgeXIjRsab;ehIyfa GñkecHeRbIkuMBüÚT½r nigRKb;RKgRbB½n§kuMBüÚT½renARsukeyIg 
enAmantictYc ebIeRbobeFobeTAnwgRbeTskMBugGPivDÆn_d¾éTeTot .
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II-smasFatupSMrbs;kuMBüÚT½r

kuMBüÚT½rGacdMeNIrkaeeTA)anluHRtaEtpÁÜbpSMrvagEpñkBIsMxan; Hard Ware nig Epñk
Soft ware .

- Monitor: Ca]bkrN_sMxan;bgÐajnUvB½t’man EdlTTYl)an BI System Unit 

- Key board: Ca]bkrN_bBa©ÚlTinñn½y EdlRtUv)aneRbIR)as;Cajwkjab;
CageK .

- Mouse: KWCa]bkrN_bBa©ÚlTinñn½yEdlRtUv)aneRbIR)as;jwkjab; CaBiess
kñúgmCÆdæan Window .
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III-smasFatupSMbEnßm

- Printer : Ca]bkrN_ sMrab;e)aHBumÖÉksar
- Scanner: Ca]bkrN_sMrab ;Sacn rUbPaB
- Floppy Disk Drive=Winzip Drive=USB : Ca]bkrN_sMrab; ftcMlg
ÉksarcUl Disk

- CD Room : Ca]bkrN_sMrab; Setup Program

- Speaker : Ca]bkrN_sMrab;bMBgsMelg
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CaTUeTAenAeBleyIgsikSakmµviFIkuMBüÚT½r (Application Software)

eyIgKb,IWEsVgyl;eGay)anc,as;fa etIkmµviFIEdleyIgsikSaenaHkñúgeKalbMNgGVI
bMerIplRbeyaCn_GVIxøH .
k-bMNgénkareRbIR)as; Microsoft word 2003 KWCakmµviFIEdlmansarHsMxan;sMrab; 
bMerIeGayplRbeyaCn_mYYycMnYnénkic©karrdæ)al (Administration Tasks)

kñúgkariyal½y dUcCakargarkñúgkarbegáItÉksarlixitsñamTMrg;BaNiC¢kmµr)aykarN_ 
epSg²)any:aggayRsYlCaBiess MS-Word 2003 pþl;;nUv]bkrN_ Tools

mYYycMnYnkñúgkarsresrÉksarEdlman EbbEpnCalkçN³BaNiC©kmµ gayRsYleFVIkar

IV-karcab;epþImén Microsoft Word 2003
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rerobcMTak;EtgÉksarepSg² sMrab;e)aHBumÖ .
x-rebobcab;epþIm Microsoft Word 2003 eyIgGaccUltamrebob dUcxageRkam ³
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Status Bar
Drawing

Work area

Horizontal ScrollBar

Ruler

Cursor

Vertical ScrollBar

Title Bar

Menu Bar

Standard Tool Bar

Formatting Toolbar
Restore/Maximize

Minimize

Close
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V-karEsVgyl;BIeGRkg;rbs; Ms. Word (Word Screen)

- Title Bar : sMrab;bgðajBIeQµaHénkmµviFIEdleyIgkMBugeRbIR)as; nig bgðajBI
eQµaHÉksarrbs;eyIg ( File name ).

- Menu Bar : KWCar)amYyEdlpÞúknUv]bkrN_ rW Command mYycMnYn
EdleyIgeRbIR)as;Cajwkjab;.

- Minimize : sMrab;bRgYmpÞaMgénkmµviFIeGaytUc.

- Maximize/Restore : sMrab;BRgIkpÞaMgkmµviFIeGaymkPaBedImvij rWeGayeTACaFM
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- Close : sMrab;cakecjBIkmµviFI

- Scroll Bar : sMrab;rMkilemIlGtßbTBIelIcuHeRkam BIeqVgeTAsþaM BIsþaMeTAeqVg

+Horizontal Scroll Bar : sMrab;rMkilGtßbTBIelIcuHeRkam

+Vertical Scroll Bar : sMrab;rMkilGtßbTBIeqVgeTAsþaM rWBIsþaMeTAeqVg
- Work area : KWCakEnøgsMrab;eFVIkargar rWkEnøgsMrab;sresr nigtak;EtgGtßbT

EdlkMBugeFVIkarenAkñúg Work Area.

.Page : sMrab;bgðajbIcMnYnTMB½r

.Sec : sMrab;karbgðajBIkarEbgEckkEnøeFVIkar ( Section) 
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.1/1 : sMrab;bgðajBIcMnYnTMB½rsrub EdlkMBugeFVIkar

.At… : bgðajBICayRkdasEdlenAsl;mineFVIkarEpñkk,alTMB½rxagelI

.Ln : CasMrab;bgðajBIcMnYnbnÞat; EdlkMBugeFVIkar

.Col : sMrab;rab;cMnYnGkSrEdlGñk)ansresr
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1-karftcMlgÉksarTukkñúgComputer (Saving and Closing File)
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karftcMlgÉksarTukkñúgkuMBüÚT½rKWedIm,IeFVIy:agNaeGayÉksarEdlGñk)an
sresrrYc ehIyvaGacrkSa Canic©kñúg Hard Disk rbs; Computer .

rebobGnuvtþtam Mouse

1-GñkRtUvmanÉksarCamun rWk¾mincaM)ac;mank¾)an

2-rMkil Mouse eTArk File menu ehIycucelI File  Save Tool Bar.

3-bnÞab;mkcuc elI Save or Save as 
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4-vayeQµaHkñúg Dialog Box Save As.

5-ehIyCacugeRkaycuc Save

rebobGnuvtþtam Keyboard( Ctr + S)

-cucpÁúM Alt + F,S

-rYcGnuvtþtam rebobrbs; Mouse nUvCMh‘an 3,4 .

cMeBaHkarGnuvtþkarftcMlgcUltMbn;epSg²eTot nwgkarftcMlgedayman
elxsMgat;nig bgðajnUveBlGnuvtþn_ .  (How is MD)
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2-karehAÉksarcas;mkeFVIkarbnþComputer (Opening a File)

karehAÉksarcas;mkeFVIkarbnþmanBIRrebob³

rebobGnuvtþtam Mouse

1-cucelI File menu rYcrMkil Mouse eTArkBakü Open ehIycucelI Open

2-eRCIserIsykeQµaHÉksar (File Name) enAkñúg Open Dialog Box 
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- rYccuc Open

+ müa:geToteKGaceRbI Toolbar edIm,IebIk edaycucelI Icon rYcGnuvtþtamrebob Mouse
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rebobGnuvtþtam Keyboard ( Ctr + 0)

cucpÁúM Ctrl + 0 rW cucpþúM Alt+F cuc Open ehIyGnuvtþtamrebobrbs; Mouse

sMKalsMKal;;

-eBlehAÉksarcas;mkeRbI GñkRtUvsÁal;tMbn;EdlGñk)anftTukfa
etIGñkTukenAkñúg Directory Na.

-GñkRtUvebIkÉksary:agNaeGayRtUvnwgkmµviFIEdlkMBugeFVIkar mann½yfa 
ebIGñkeFVIkarkñúg Ms Word GñkRtUvebIkÉksarNaEdl)an Save enAkñúgkmµviFI Ms Word.

+cMeBaHkarebIkÉksarecjBItMbn;NamYy (Directory) rWecjBI Disk nigbgajeBlGnuvtþ
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3> karerobcMTMB½rRkdasedIm,IsresrGtßbT Page Setup

Page Setup KWCakarkMnt;TMrg;Rkdaskñúglkçx½NÐénkarsresrGtßbT b¤k_xñatRkdas
EdlGñkykmkedIm,IsresrGtßbT . enAeBlEdlGñkcUldl;kmµviFI Microsoft 

Word GñkerobcMTMrg;nigRbePTRkdasedIm,IsresrCamunsin.

viFIsaRsþ ³
- File Menu

- Select Page Setup
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Margins ³ sMrab;kMNt;Cay b¤rwmRkdas
-Top ³ KWCasac;RkdasecalEpñkxagelI (eyIgGacbEnßm b¤bnßyTMhMenH)an)

-Bottom ³ KWCasac;RkdasecalEpñkxageRkam (eyIgGacbEnßm b¤bnßyTMhMenH)an)

-Left ³ KWCasac;RkdasecalEpñkxageqVg (eyIgGacbEnßm b¤bnßyTMhMenH)an)

-Right ³ KWCasac;RkdasecalEpñkxagsþaM (eyIgGacbEnßm b¤bnßyTMhMenH)an)

-Gutter ³ sMrab;TukEpñkxageqVg[mansac;sl;bEnßmedIm,IkibesovePA
-Orientation ³

+ Portrait ³ sMrab;dak;RkdasbBaÄr
+ Landscape ³ sMrab;dak;Rkdasepþk
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Paper Size sMrab;kMNt;TMhMRkdas
- Paper Size ³ sMrab;eRCIsykRkdaseTAtamxñat EdleK)ankMNt;Rsab

- width ³ sMrab;EkxñatTTwgTMB½r

- Height ³ sMrab;EkxñatbeNþayTMB½r 
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cl½tcUleTATMB½rfµICtrl + Enter

cl½teTAeRkammþgmYybnÞat;;; (New)Enter

cl½teTAeRkammþgmYybnÞat;
cl½teTAelImþgmYybnÞat;
cl½teTAeqVgmþgmYytYGkSr
cl½teTAsþaMmþgmYytYGkSr

cucedIm,IbMlas;TI

4> clnaénCursor
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5> rebob Select Text

Select BIcugbnÞat;eTAedImbnÞat;Shift + Home

Select BIedImbnÞat;eTAcugbnÞat;Shift + End

Select mYybnÞat;eTAeRkamShift + 

Select mYybnÞat;eTAelIShift + 

Select mYytYGkSreTAeqVgShift + 

Select mYytYGkSreTAsþaMShift + 

cucedIm,I Select
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cl½teTAxagedIménGtßbTCtrl + Home

cl½teTAxagcugénGtßbTCtrl + End

cl½teTAeRkammþgmYyeGRkg; (Screen)Page Down

cl½teTAelImþgmYyeGRkg; (Screen)Page Up

cl½teTAedImbnÞat;Home

cl½teTAcugbnÞat;End

Select TaMgGs;Ctrl + A
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6>karkMNt;énkartMrwmeqVg sþaM nigEpñkkNþalkfax½NÐ

- Align Left : KWCakarsresrGtßbTtMrwmEpñkxageqVg

- Center : KWCakarsresrGtßbTtMrwmEpñkkNþal

- Align Right : KWCakarsresrGtßbTEpñkxagsþaM

- Justify : KWCakarsresrGtßbTedaytMrwmTaMgsgxag
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7> karsresrelIk,alTMB½r eCIgTMB½r (Header and Footer)

Header and Footer CabBa¢amYysMrab;begáItk,al nigeCIgÉksar
edIm,I[vaecjRKb;TMB½rEdlmanGtßbT.

rebobcUl Header and Footer

- cucelI View menu

- cucelI Header and Footer
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sMrab;erobcMTMB½rRkdasEpñkk,alTMB½rnigeCIgTMB½r
sMrab;dak;em:ag edaysV½yRbvtþi
sMrab;dak;éf¶Ex edaysV½yRbvtþi

sMrab;eRCIserIsRbePT nigkarkMnt;énkarcab;epþImelxerogTMB½r

sMrab;bgðajcMnYnTMB½rEdl)aneFVIkarrYcehIy
sMrab;dak;elxerogTMB½r edaysV½yRbvtþi
sMrab;dak;eQµaHRkumh‘un eQµaHÉksar éf¶Ex>>>.l.
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biT Toolbar rbs;k,alTMB½r RtLb;eTAeFVIkarenAGtßbTedImvij

sMrab;BinitüemIlEpñkxagedIméneCIgTMB½rEdl)aneFVIrYc
sMrab;BinitüemIlEpñkxagedIménk,alTMB½rEdl)aneFVIrYc
sMrab;cl½t Cursor eTAeFVIkarenAk,alTMB½rnigeCIgTMB½r
sMrab;Ekk,alTMB½rnigeCIgTMB½reGayxusKña
sMrab;lak;nigBinitüemIlÉksar
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8> kardUrRbePT nigTMhMGkSr Font and Font Size

- dak; Cursor enATIkEnøgNaEdlGñkpøas;bþÚr

- cucelI Format menu

- cucelI Fonts
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- Font  : sMrab;bþÚrRbePTGkSr
- Font style  : sMrab;bþÚrTMrg ;GkSr
- Font size  : sMrab;bþÚrTMhMGkSr
- Font color  : sMrab;dak;BN’eGayGkSr
- Underline style  : sMrab;dak;bnÞat;enABIeRkamGkSr

Single : eRbIsMrab;enAeBleyIgcg;KUsbnÞat;BIeRkamBaküEtmYyCan;.
Word Only : eRbIvasMrab;KUsbnÞat;EtBIeRkamBakü cMeBaHkardkXøa

vaminKUseT.
- Underline color  : sMrab;dak;BN’eGaybnÞat;enABIeRkamGkSr
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You can choose Effects below

Strikethrough : sMrab;KUsbnÞat;mYycMBak;kNþalGkSr
(TEXT)

Double strikethrough : sMrab;KUsbnÞat;BIrcMBak;kNþalGkSr
(TEXT)

Superscript : sMrab;eFVIeGayGkSrtUcenABIelI (Nº)

Subscript : sMrab;eFVIeGayGkSrtUcenABIeRkam (H2O)

Shadow : sMrab;eFVIeGayGkSrmanRsemalRBal² (BBU)
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Outline : sMrab;eFVIeGayGkSrmanExSbnÞat;BIxageRkA (BBU)

Emboss : sMrab;eFVIeGayGkSrmanragpus (BBU)(BBU)(BBU)

Engrave : sMrab;eFVIeGayGkSrmanragpt (BBU)

Small caps : sMrab;eFVIeGayGkSrFMxagedIm (BBU)

All caps : sMrab;eFVIeGayGkSrtUceTACaFM (BBU)

Hidden : sMrab;lak;GtßbT
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9> kareRCIserIsnimitþsBaØa Insert Symbols

Insert Symbol KWCanimitþsBaØaEdlehAmkeRbIbEnßm enAeBlnimitþsBaØaTaMgenaH
minmanenAelI Keyboard eT . dUcCanimitþsBaØa³

cucelI Insert menu

cucelI Symbol...

eRCIserIsnimitþsBaØáaenAelItarag Symbol

cucelI Insert b¤ Double Click enAelInimitþsBaØaEtmþg
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10> karpøas;bþÚrKMlatbnÞat; Change Line Spacing

You must select text

cucelI Format menu

cucelI Paragraph

cUleFVIkarkMNt;KMlatBIbnÞat;mYyeTAbnÞat;mYyeTottamkarcg;)anenAkñúgRbGb; 
Line Spacing dUcCa

Single      : KMlatmYysg;TIEm:Rt

1.5 Line  : KMlatmYysg;TIEm:RtknøH
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Double    :    KMlatBIsg;TIEm:Rt

At least   :  KMlatmYysg;TIEm:RtdUcedIm b¤eyIgGackMNt;KMlat
eTAtamxñatcg;)anenAkñúgRbGb; At

Exactly   :  KMlatmYysg;TIEm:RtdUcedIm b¤eyIgGackMNt;KMlat
eTAtamxñatcg;)anenAkñúgRbGb; At

Multiple : KMlatbIsg;TIEm:Rt

cucelI OK
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11> karbegáItTMB½rfµI Create a New File

cucelI File menu

cucelI New

Or  cucelI Ctrl+N

Or  cucelI that have on Standard toolbar

karbiTTMB½rfµI Closing a New Document

Prepared By Keo Mithona, Prok Veasna Build Bright University 



12> karbegáIt Macro

cucelI Tools menu

cucelI Macro

cucelI Record New Macro

cucelI Keyboard

Type your shortcut key you want to Record in Press new 

shortcut key box.

]TahrN_ ³ Ctrl + Shift + F1 , Ctrl + Shift + F2, Ctrl + A
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cucelI Assign button

cucelI Close button

cg;bþÚr Font nigTMhM 22      ]TahrN_ ³ bþÚr Fonts Limon R1 nigTMhM 22

Note

cucelI Format Font

cucelI Tools cucelI Macro cucelI Stop Recording  
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13> karlb; Macro

cucelI Tools menu

cucelI Macro

cucelI Macros
Select Macro you want to delete

cucelI Delete

cucelI Yes

cucelI Close
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14> karbegáIt Drop Cap

- Select tYGkSrxagedImCamunsin b¤dak; Cursor enAkñúgbnÞat;enaHk¾)an 

- cucelI Format menu

- cucelI Drop Cap

- eRCIserIs Drop Cap enAkñúg Position mandUcCa³
+ None

+ Dropped

+ In margin
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- enAkñúg Options eyIgcUl ³

+ bþÚr Font enAkñúgRbGb; Font

+ bþÚrTMhMrbs; Drop Cap enAkñúgRbGb; Line to Drop

Example:  3

+ bþÚrKMlatBI Drop Cap enAkñúg Distance from text

Example:  1 Inches = 2.54 Cm =  25.4 mm = 72 Points = 6 Picas

- cucelI OK
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15> karbegáIt Change Case

Select Text you want to Change Case

cucelI Format menu

cucelI Change Case
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Sentence case: sMrab;eFVIeGayGkSrFMxagedIm

lowercase: sMrab;eFVIeGayGkSrtUcTaMgGs;

UPPERCASE: sMrab;eFVIeGayGkSrFMTaMgGs;

Title Case: sMrab;eFVIeGayGkSrFMenAeBlEdleyIgdkXøa

tOGGLE cASE: sMrab;eFVIeGayGkSrtUcenAeBlEdleyIgdkXøa

cucelI OK
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16> karEsVgrk Word and Replace

- Open your document on the Screen

- cucelI Edit menu

- cucelI Find (Press Ctrl +F)

- cUrsresrBaküEdlGñkcg;EsVgrkenAkñúgRbGb; Find What:

Example :   FML

- cucelI Find Next
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- enAeBlrkBaküenaHeXIjGs;ehIy vanwgecjRbGb;mYydUcxageRkam ehIyeBl
enaHeyIgRtUvcucelI OK edIm,IbM)at;taragenHvij .
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-RbsinebIGñkcg;pøas;bþÚrBakü FML eTACaBakü BBU vijRtUvGnuvtþn_dUcxageRkam
cucelIRbGb; Replace

Prepared By Keo Mithona, Prok Veasna Build Bright University 



- rYcvayBaküfµI (BBU) enAkñúgRbGb; Replace with cucelI Replace button

ehIyenAeBl Replace rYcGs;ehIyvanwgecjRbGb;mYyeToteyIgRtUvcuc OK

edIm,IbiTRbGb;enaHvij .
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Go to Command
Open your document on the Screen

cucelI Edit menu  

cucelI Go to (Press Ctrl + G or Press F5)

vayelxTMB½rEdlcg;eTAenAkñúgRbGb; Enter page number

Ex : Page 3

cucelI Go to button

cucelI Close button
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17> Define Column Document

Choose location of Cursor.

cucelI Format menu.

cucelI Column

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

cucelI Apply to and choose This Point forward

cucelI Line between if you want to put a line in between

cucelI OK Button
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Note

- Number of Column ³ KWCacMnYnCYrQrEdleKkMNt;kñúgkarsresrGtßbT

- Line between ³ KWCabnÞat;sMrab;BuHx½NÐrvag Column eTA Column mYyeTot

- Col# ³ bgðajcMnYn Column EdlGñk)ankMNt;rYcehIy

- Width ³ rgVas;TTwgrbs; Column nImYy²

- Spacing ³ KWCaKMlatBI Column mYyeTA Column mYyeTot

- This point forward ³ KWCacMnucx½NÐeGaydac;rvagBImYy Column eTAeRcIn
Column b¤BIeRcIn Column mkmYy Column vij.
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Column off
Cursor at the End of Column

cucelI Format menu

cucelI Column

Select number of column in Presets box
Ex : one or select Number in number of columns box

cucelI Apply to and choose This point forward

cucelI OK button

Write simple text.
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18> karbegáIt Table

dak; Cursor cMnuccg;begáIttarag
cucelI Table menu

cucelI Insert 

cucelI Table

kMNt;cMnYn Column enAkñúgRbGb; Number of columns:   Ex: 5

kMNt;cMnYn Row enAkñúgRbGb; Number of rows:  Ex: 2

cucelI OK button. 
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karbEnßm Row and Column

dak; Cursor cMkEnøgcg;bEnßm
cucelI Table menu

cucelI Insert 

Columns to the Left : sMrab;bEnßm Column BIxageqVg
Columns to the Right : sMrab;bEnßm Column BIxagsþaM
Rows Above : sMrab;bEnßm Row BIxagelI
Rows Below : sMrab;bEnßm Row BIxageRkam
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Note

krNI Cursor enAxageRkamtarageyIgRtUv

cucelI Table menu

cucelI Insert 

cucelI Rows Above

Put number of row you want to insert
Example: 5

cucelI OK
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karlub Row and Column
Select in a Row or Column that you want to Delete

cucelI Table menu

cucelI Delete

cucelI Cells

Note
- kñúgkrNIeyIg Select Column Edlcg;lubenHEtmþg RtUvcucelI Table

cucelI Delete cucelI Column 

- kñúgkrNIeyIg Select Row Edlcg;lubenaHEtmþg RtUvcucelI Table 

cucelI Delete cucelI Row 
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kareRCok Columns

Select CYr Column b¤cMnYn Cells TaMgLayNaEdlcg;eRCok

cucelI Table menu

cucelI Split Cell...

kMNt;cMnYn Columns EdlGñkcg;eRCokenAkñúgRbGb; Number of Columns

cucelI OK
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karbRgYm Cell
Select on Cell you want to merge

cucelI Table menu

cucelI Merge Cell...
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19> karpøas;bþÚr Border Style

Select on Cells you want to change

cucelI Format Menu

cucelI Border and Shading

cucelI Style you want to change

cucelI OK button 
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20> karpøas;bþÚr Page Border

cucelI Format Menu

cucelI Border and Shading

cucelI Page Border

cucelI Art that you want Chang 

cucelI OK
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21> karkMNt; Shading

Select on Cells that you want

cucelI Format Menu

cucelI Border and Shading

cucelI Shading button

Choose on Patterns that you want

cucelI OK
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22> kMNt; Margins énkarsresrGtßbTeday Tab
kMNt; Tab enAelIbnÞat; Tab on Ruler

viFIsa®sþ ³
karkMNt; Tab enAelIbnÞat;RKan;Etyk Mouse cucelIbnÞat;b:ueNÑaH. 

munnwgsresrGñkRtUvkMNt;   Left,  Right,  Center,  Decimal, or  Bar Tab

Left Tab : tMrwmEpñkxageqVg
Right : tMrwmEpñkxagsþaM
Center : tMrwmEpñkxagkNþal
Decimal : karkMNt;karsresrelx
Bar : kMNt;karKUsbnÞat;
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karkMNt; Tab enAtam Default Tab Stops

Default Tab Stops: KWCakarkMNt;BaküeGaymancenøaHBakürvagmYyBakümYy

b¤BIXøamYyeTAXøamYyeTot.

viFIsa®sþ ³

- cucelI Format 

- cucelI Tabs
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GñkvayelxkMNt; Indent into Tab Stop Position dUcCa 0.5 Inches…

Alignment:
Left : tMrwmEpñkxageqVg
Right : tMrwmEpñkxagsþaM
Center : tMrwmEpñkkNþal
Decimal : sMrab;tMrwmEpñkxagsþaMBiesssMrab;sresrelx
Bar : kMNt;karKUsbnÞat;

Leader:
1None 3--------
2........ 4______

If you finish. Don’t forget use Tab
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23> Drawing Toolbar

Line

Line Style Arrow Style 

3-D

Oval

Line Color

Rectangle

Insert WordArt
Arrow Dash Style

Shadow

Font Color

Fill Color

Select Object

Insert Clip Art

Text Box
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24> karbegáIt Bullets and Numbering

Bullets KWCacMnucerogénkardak;cMNgeCIg b¤kardak;lMdab;elx.

cucelI Format Menu

cucelI Bullets eRCIserIssBaØa

cucelI OK
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Numbers: KWkardak;lMdab;erogénelxrbs;cMNgeCIgemeron b¤kardak;lMdab; 
elxerogénbnÞat;.

- cucelI Format

- cucelI Bullets and Numbering

- cucelI Numbered

- eRCIserIselxerogenAkñúgRbGb;

- cucelI OK
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