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- Name, size, ltem Type and Date Modified ﬁmiﬁ[Lﬁjﬁ§§§m,
lcons IFIMuiRAISEESW FOoh s U7 (UIAS SRINMEAN T
E.MIUIRET (New)
GG Mouse 2111« [TrumA] New by N8 IuGIGMSiMAjhIGEss
- Folder: MivIRASI anBimanif(New Folder)
- Shortcut : msmﬁagi;uﬁmm i New Icon

[

- Text Document :MIUIIASI DAAMIAAGSIE T New Text

:»:Fn

Document

&. 11U) URJU Folder 81 File ( Delete Folder and File )
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- I eUITRIA Folder 1 File [ AUIANAHAGHNIU => GG Mouse

o

B
(right-click) => Delete => yes
9. 11d]UANI Folder 81 File fiinum S ry ( Restore Folder and File )

=GGIGA lcon Recycle Bin = I{fi fulitutish Folder 1 File T AUt AHAGH

f. MIGHG U n:whﬁ'jg:éﬁﬁh S11¢ grutsAEAIM (Copy, Cut, Paste)
o G8) GasGuh (Ctrl+C) gm'jt‘ji:@ﬁﬁh (Ctrl+X) §§ Ui (Ctri+V)
o MIGAGUN
=G0 Select {25 Icons, Folder mgmfﬁm;uﬁﬁahﬁﬁémh@ GG Mouse
Al T majth Copy tNMIIEUG
o MigroYiEain
“UG Select I Icons, Folder AmMyiuinshpsyifaine 4o
Mousefyi= i fi Mt Cut (NMITUG
O MIiGGULIAERIN
=06 Fmuamitundnsiiinfnmani (lcons, Folder)= GGMouse iyl
IR M] Paste (NMIIFUGAE

6. inunaTys Iggumnlsigming (Background)
-G GMouseAfInT I IR AN §1 = 1TasnA] Personalize = G Desktop
Backgrounds

- Picture Location : §ﬁﬁﬁf83ﬁmn§hﬁm‘j§i (Browse)

1 J

- Select all : Teu{AUjuM N FInHASTH NS

- Clear all: SSI{RfINEIUFINHES

- Picture Position : § it igjumnesig H{fid

- Change Picture Every : yﬁggummﬂmam PUIANASH

a

- Shuffle : GRERjUMN BSMBATING

8
.Ul auifegjumnuRugMNINSAMA (Screen Saver)
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@GGMouseﬁmL‘G" GIH ﬁ ﬁ J G1 = R fij Personalize = GG Screen
Saver 2
ﬁsﬁméghLﬁﬁﬁ wait
Screen Saver : FrUGAHA} TGRUS
Preview : Miau1A AU IS U
Settings : MitA{UYAHA TGUM
90. ity]utnieiin i e @) ( Date and Time )
Eitmfi Start = Control panel = Date and Time = Change Date and Time (njmi
tAIgigieql) @ Change time zone... (i @JLﬁ;imHﬁUQ) = Apply = OK ]

1 0 &

0. tase8R85662 Accessories Windows 7
9 (Y] UM aTEIRISARINIE ( Calculator )

GG [0 Start=All Programs < Accessories & calculator

.| Caleulator EI’E‘@ 12| Calculator E“E'@
View Edit Help View Edit Help
] J
‘ MC H MR H M5 H M+ H M- ‘ ‘{@}Degrees () Radians () Grads H MC H MR H M5 H M= H M- ‘
=l fle e |y | | | K I |
L7 ][ 8 [ 9 Jlur| = ot J{son [l sn || 2* || 0t ]| 7 ]| 8 [[ 0 || ¢ || %
atms | [cosn || cos || 2 || 2x][ 4 [[ 5 || 6 || » ||ix]

| ltmon [ n || 2 [l 92| 1 ][ 2 || 3 ]| -

0 H-H+\_‘

FE || oo || Moa | og || 107

b sy undmesngitgyu (Paint)
PaintfichAgi Gy wid uiadon g agmusanadan
RSN AHA T N UG {m &5 Paints

GG [P0 Start = All Programs < Accessories ¢ Paint

(oy])
27}
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0t G o 2% o = SRS E Reas -
gﬁﬁ”{nvﬁijﬁ ’ ﬁfsm;j:mr?ﬁmnh
o e ] ] E o - g
iIU’:]UI’[fJ" {f &5 Tools in Paint

SURIAN U] v

7 N UBHUIgIUNAMEMEA{EIAI
p S UAINN TG EHN AN

A B gUAINN IS U U EUTTRTHAj
7 guRinnId g {nvuy
# thauainNJsaannnijumn
A MBURINITNUNEAN T Y

Q. 3&3965552’55‘:56? Windows Explorer
Windows Explorer fitnAgifieu (i u{at{an Sni8andnginni§gSuw Folder,
File IUTtAYIRIS :NISM MW v g MuNith {3 S§ohs
< MIGAGUY, YU, UINM, A File, Folder...
& MINSAIBUGUIM [UIAGIRY])S CPU...

91 Itj:]ti G U Windows Explorer

9. i[ijjij§ 92 Start = All Programs < Accessories = Windows Explorer
b. 1) UG s GG AiERD (Double Click) My computer

1. i[ﬁjﬁﬁ??ﬂﬁfgmﬁj ( Scan Disk and Defragmenter)
[S‘Imm‘gz[Mﬁgﬁiﬁ&ﬁﬂﬁﬁﬂiﬁﬁmﬁ[mmﬁjSﬁjn‘@ﬁ@ﬁm‘l@fﬁ Hard Disk
s sl Windows 7 #1G G JIANAHAIE M UGRA IR G 8/
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= GRUIFIRi Windows Explorer ( Ctrl + E) Ny 8#38 « I{fi ylisas Drive nMLLs
[{¥ ﬂj[ﬂj‘;ﬁi;iﬁ‘tiiﬁ[ﬂijfi (C:)or(D:) =GB Mouse &l ( Right-Click ) 195 Drive

& (C:)or(D:) @“[Lﬁ fulifu Property=tiji Tool @“tjtimj" Defragmenter Now < GG
105 Defragmenter Disk §G1 GlU) A LIRS EIANIMIGHR

[(fz Local Disk (€3 Properties (——

[ Security I Previous Wersions I Quota |
General Tools | Hardware | Sharing |

Ermerchecking

This option will check the drive for smors

Defragmentation

BBBBBB
& This option will back up files on the drhive
=

m. (i) UA SHJIERIT &3 ( Scan Disk )

Scan Disk I {3 fU {1 AUt} AU Hard Disk and File fil 581 SU M Error ]
= Grutgiain Windows Explorer ( Ctrl + E) tNH8#3S < I{fieylisy Drive nMyts
Ut AEAGAIJUS (C:)or (D:) < GG Mouse fyl (Right-Click ) 173 Drive ( C:
) or (D:) = I{fi 80178y Property = ti5f Tool @ GGG Check now...= I{f AUl 80 Scan
for and attempt recovery of bad sector = GG IPG Start “00 G fij OK“G

G. Y] URASHIE NG ( Scan Virus )
Antivirus AthagifgwidmomEdnumsinasms wayiis msids
{UI8 ¢ [ GIN Norton, Avira, McAfee, Avast, Microsoft Security ... “1RU "]

&. inyuAAIgINAMuAYTE Microsoft Security

@ GG Mouse f‘rjﬂ ( Right-Click) [¢U Drive, Folder 7 File My tis
& [Lﬁ FU 178U Scan with Microsoft Security Essential ...

= JBINGHUAT A SIANIMIGH

Hlusasnus: &5 7003 Page 6



[T4 GROUP

MICROSOFT WORD 2010

9. $Ses5555e55

= Microsoft word 2010 AthAyiGgwiimilgAigmugiFidumsinmeni 3
AITAITHRUS 8nanuIgh g imwminnuamnn vQauma g
WUSIATAT] thanan 81 isswEApmswinygpana 1 Ssia
M eNMGHW s Smiaan SqjHan g Mg m s

BIAR

. siegrsnssSs
= GG Start
& [Lﬁ fUliey  All Programs
& qml;fi Microsoft Office
< I{ffITas Microsoft Word 2010%

A

T~
Computer

&

-
Network

y

RecycleBin

1) Adobe LiveCycle ES2
|, Adobe Master Collection CS6
I Blugtooth Devices Pisey

|, Bluetooth Suite

1 Games Documents
1 hello mobile broadband

| Intel Pictures

| Maintenance

1, Microsoft Office
@ Microsoft Access 2010
@ Microsoft Excel 2010
Microsoft InfoPath Designer 2010
Microsoft InfoPath Filler 2010
@ Microsoft OneNote 2010
0] Microsoft Outlook 2010
@ Microsoft PowerPoint 2010
(B] Microsoft Publisher 2010
\_ﬂ Microsoft SharePoint Worksp&ZOJ“ Help and Support

W| Microsoft Word 2010

Music

Computer

Control Panel

Devices and Printers

Default Programs

1253PM
Y 0B

EN 4 L] 1
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tiurinfdningd

Menu Bar (Ribbon Tab) ~ : BN UN M A EAIN S Button iU 8T AYIG

Tool Bar (Ribbon) :msmﬁmmﬁaﬁnmmummmmg Menu

Ruler Bar L ugaatduummipinissi faugann
Fd

Status Bar cthimunm g 6gs¢ii 558
ua

Scroll Bar i AN GRS s i My ghagl IS¢ s

Minimize : TNEY N ESNUNARY TG W RN Ay Wwity:

Maximize ey gnednutiinwaAgising 8iyy 5o
Yy
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0. sesg)sscprsRgses

m.9AnNHGAMISTIAG Keyboard

Enter : ﬁfmt'il‘jzﬁglﬁ

Back Space : frUnuUIUFHATEUISISNIGRES Cursor
Delete : onungugHAjithuisienaiis Cursor
End : fONUS) Cursor IF110GRISURA

Home . FNUSY Cursor IFlnIduis Ui

Page Up  : ednidrunaaninniigiyw IisiH{ph

Page Down : sdnUidrunaaninnmuyiyw IisH{ph
Num Lock : finUBIASSINWIHIISISIHN Key paid
Print Screen : AINUBAWAJUMNGYWARYIGIN

Tab ; EONURAUNTNWEISHN IR (0.5 in)

Caps Lock : sInUIGHNWIF tHAHG (OnUmMan#HiIgay)
Shift L BONUYARJNYWHAIN RG] AW F thHnjis
Space Bar : adNUHAUNERYWES

Esc : nuimaIuSinUUEMginungspimingd

m.9 gUAINNATEHAUS Sl Keyboard

BINUATHIGE Ctrl + L RINURTEIRSIN Ctrl +J

RNUATEAN Ctrl + R RINURTEAAM Ctrl+ E

. SESIBIFPRRENS

G.9 nU]uipeaanNIgRANjEI (CA......)

9- qﬁmfi Office Button

19- 1{f AU ITRU LA Save (Ctrl +S, F12) e
M- FSTIEUTERIN SR ABNIAN{UHT File name
k- GG Save

SR
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ITHHNGIANRRMNIGA
Computer, Desktop, Drive D:\

‘gh Drive [ﬁjiﬁl J

.1 (1Y) IR EARAANIFR Flash Drive

& qml;fi Office Button
= IR AU et Flash AR{UHT Save in

1) 55

& ﬁﬁ[ﬁjﬂﬂiﬂﬂﬂﬁﬁﬂifjﬁ[ﬁﬁﬁ File name= GG Save

¢.nseisEEnnnens

[ad

qmn”j Office Button
IR ASITAIEIA Open
R AU TR RN SR A BT B TR
ORGSR SRA BT ENATSTARD

i (wHUFile Name fmsiiigiwgs Open

H
......

N
-------
------
"y Taa,
.

HGMs IANEATH My

o= )

L 0 o

& sufsmSeisieads 82 jsinanmas

&.amiAasaIdniuis A (Margins) — ——
= GGG Page Layout Button e B oo T
& qtimj" Page Setup... .1
= GBI Margins UGGINGjU Mﬁm
& jf Custom Margins
Margins: oL =
= . Top NUTE S NIt AN —
= . Button : ESNUTHEAITRANIMY =
= . Left contteddidgaed T
= . Right :aintis¢ailgaeag
= . Gutter :eonugAnigifufiag)i
= . Gutter Position : einUgAAvIGASINIDG U S1IghH
Orientation o . Portait  Landscape '
= . Portrait L EONUMAYIAG{A M UMy
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@ . Landscape L ONUMAUIA GRS INA
Apply to
. Whole Document : BdNUAANAGIM A NIFINYG U
. This point forward : ﬁ?ﬂﬁﬁnﬂﬁmﬁﬁﬁfc%hfﬁm Cursor ﬁZi‘ﬁ[S‘i
< M{ Undo and Redo Typing (Ctrl+z & Ctrl+y)
= Undo : edntiumprutmuwuaimisiginrundams 18
= Redo : edNUIUT{ANGYATM SiGTHrundiims Undo j5Iu1ts

Page Setup EJE‘

6. IMIASH{IIAG{[tN AT ( Paper Size ) E—

& qml:fi Page Layout Button

First page: Other pages:

[Default ray (Default tra Default tray (Default tra

Default tray Default tray

& qmn? Page Setup@qml;ﬁ" Paper

Paper Size
- Paper Size : fFUNUIE U AI{UIA G {80
- Width ulinedn{pmes . [ B
- Height :{ulnAnas{pnmes
B. 565 BB siRSImEsDEaRs

& Glml;fi file Button

= GBI Print

& [Lﬁ fUITRU Print Preview

2l one Page | Show Ruler

.
Mext P
Dreree | 3

i [ 2 15 K

ol 50 Two Pages W Magnifier
Print Options Margins Orientation Size Zoom  100%% - A i Close Print
- - - ° =l Page width || BF shrink One page —# Previous Page | =2t 0

Print Page Setup L] Zoom Preview

i 4 s 5 b

© Print AT aINUIN YA aN

® Page Setup : thatghasntiaesjuipmasaaanivasidi
© Zoom D NS WIRt eI goE SRS usgs{pma
@ Preview : ONUMATE SIS UG NiHt

© Close Print Preview . aanude§nmnwipgjure §lvim
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il sef)esescpns R Bgaseisiey

Symbol E]
- Symbols | Special Characters
& GUGIFU Insert Button Eont: Wingdings “|
oL B~ <[> 2|0 ¢ |['|o ===t
& GGIRY Symbol == HEHEHHEER ISR
'd - =|¥|8|e|=|=l=|d|P |2 |0 ee]2|r
& HRUAIHAI{UEA S Symbol gm’n% B> || &= |4 | T ¢ |2 | = |C 0|58V .
a- Webdings l[z|o[o[e]e[e] ol s —ae i
b- Wingdings e
C- Wingding 2
d- Wingdings 3
e- Tacteing
@:me;mmﬁnmrmnm&iw mLm”“li
& E?G[ﬂj Insert
A ) a o RS o
G. sssﬁ]ss@mmammgﬁﬁjm 99688@1@%6986‘3’5
1- qmn”j Insert Button
2- qmnfi Header or Footer
\E d9-00QF Lesson Window.doc [Compatibility Mode] - Microsoft Word 'D‘@‘ﬁ
Home Insert Page Layout Refer rrrrrr Mailings Review View Acrobat [A) Q
ENEEHEPPH. Q@ 3B BB R BEA4 LN b l
éc;: 2?;: ;aegai Ta?\ Picture C\p Shapess martArt Chart L Hyperlink Bookmark Cross-reference Heade Feu'(e NuPag: sTofv Sa‘;t:k uvdArt gar: 'ﬁomn t Synlbo\ E;:\alzehd
Header & Footer
- Header ;NG sIEUIRARN TS ¢
- Footer : eanUesieiigAItmuis ¢ A
- Page Number NG AU S g
Insert
- Date & Time : BNUMAMUUTIGS
- Quick Parts  nUIR gy wuRtinm
- Picture ;. nuihAjumaiinums  Scan
- Clip Art : onuinAjumaiduesisian  Clip Ar
Navigation '
- Go to Header - pINUIS ISl Header
- Go to Footer . RINUIBNIET  Footer
Close
- Close Header & Footer : 8JNU{AG[UIFIRAANITEIM
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8. 558 BENS File AbnenigesiaiDEasesig)s
- GOIBANAANIAMYWINY S S
= GGIFD  Insert Button

= I{REIITeU LA Text from File. ..

920. sssé]ssssegszsgssmmaﬁsjes-sgssa

90.9 ﬂﬁz]ﬁﬁfynjjﬁmnmﬁ Clip Art
& qmnfi Insert Button
= GGIG  Clip Art

& ﬂm:mp:;tjmnghﬁmﬁ Search for:

Home | Insert I Page Layout References Mailings Review View Add-Ins @
|£] Cover Page - EI- @ Shapes ~ & é Header = A= = Quick Parts ~ 2%~  TT Eguation -
|1 Blank Page ‘ Smartart Footer = — Al wordart - [G €2 symbol -
Ta-ble Picture Clip Links Text A=
¥=) Page Break Art gl Chart = [J Page Number = Box~ 2= Drop Cap ~ tﬁq
Pages Tables Ilustrations Header & Footer Text
. o

’lﬁ Object...

= GBI Go INWEGHGuMNIEUGHMS

= JGGG0S X I1AY]0FiN Insert Clip Art

90. TIU:]UUFQ ujvmamy  From File

= GGIM Insert Button

qmnfi Picture

inGminjumn gRuHy Look in:
i eulies Folder tduwn SjumMN
GOIOJUAMYL UGG Insert

HE U UM o RIMy 3

&=

&=

& EX:
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90.m 1G] U Toolbar IHAS§UMIAN

W9 03 Document! - Microsoft Word e To0k il 3 \.@3.

“ Home  Inset  Pagelayout  References  Mailings  Review  View  Acrobat Format 4] @
Compress Pictures E/P\dur Border v L4y Bring Forward [ Align ¥ [y »
1‘ j j 4 Hcon | (e T ER ER J j wiing l o ok ] gt 134en 3
i - 3)4 hange Picture ‘ d ‘ ‘ ‘ ‘ « Picture Effects * JSmﬂBatHard

Remove | Comections Color Attistic < Position W Viap (op = width: 3em *
Background v v ffects~ g Reset Ficure ¥ 7 ,‘P\dur layout | v tety Se\emonPane S\ Rotate ¥ i ks

Adjust Picture Styles Arrange

©- Adjust o 1 e '
= Brightness : ANUAMNRNANENWITMN
= Contrast ;. aintuligy y UgwWN{oin
= Recolor ;. anUuUigy nanigiumn
< Compress Picture C OnUmAanan Shdnnasu
@ Change Picture : fINUMATUHUMAINIG) A
+ Reset Picture ﬁi’mii@;m”mjﬁmnmgjimn Huim
& Picture Styles
@ Picture Shape : BINUMANRIEIWIVAIN
@ Picture Border : fINUMANANUSIAH
@ Picture Effects : fONUMANDIUM NI
& Arrange
= Position  INAJUM YW EIHAUS
= Bringto Front : IMtjumnisigige
= SendtoBack : HIUIjUMAISIONIMLW
= Text Wrapping : MAjumMAyENHEUS
& Size ; BINUMAuUMN §hgi§tﬁjijmﬂ

letikart Mﬂh mel Leztartiwith me lethtartiwith me

99. 5655 BHIHHEHI

99.9 () UIHAHMH

Q—Gm[fi Insert Button . ~
. A A
b-GGIU  WordArt A A

M-1{F ARG RITES  WordArt
- Font: B3N UIR U pu U IA §HAS

>> > >
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- Size: ednUIH U IS UIHAR
- Text: ATGUNWHAR

G- FSTIRUII BN STV GGG OK

99.ly ﬁ?ﬁt}‘l IFU Tool Bar {ifJ WordArt

E\\DOD - {X it rape- rstapeFi» Avetiilr et oresion ﬂ ! Oy Bring Farward + 2 Aign-

i 4tEm
A—L—L@@ G- DrameBox v gShapmutHne' A A i\ | MTeﬂOutHne' ﬂA\ignTeﬂ' - LﬁSendBackward'I-ﬁE oup ‘
% \/\{ }ﬁ . Fosition Wiap —om ¢

7 o Shape Efects ¥ 7 [\Tetdfest eaCrelnk v qpe DySelcionne  GhRtster
Inseit Shapes Shape Styles i Wordart Styles i Text Amange Size

9- Shape Style

- Shape Fill ;. aonuihAnanisiignanis{uss
HAH |

- Shape Outline  :  sinuhAnanisiigenmisiuHy
HAJ

- Shape Effects  : EGNUAANGNIFANS{UHUHAN

-WordArt Styles

- Text Fill . onuanansTigaanag

- Text Outline ; ﬁ}nﬁmﬁnnh;sﬂgmhfmﬁm:

- TextEffects @ SONUMANNIFIWHALD

B-FU nd B-Fund

Ol 5683 EIBEIT BEIFIEY KBS B5HBEVISNHS ( Shapes )

W ~9

4 4

919.9 MIigadjuingji g

9- GG[I:fi Insert Button
B- GGG Shapes

< Hediirudinmyty

m- Click 1NN GIVTWHIMEUHTHUGANS [
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o MIGIUUINNY

- Insert Shapes AIRONUIAYAG Y
- Shapes Styles ﬂUf‘ﬁn}Hi’gﬁﬁgﬁjfﬁ FUOISHiJi0
[ b

- & NG M AN NI IGu

- |z BNUMANANUEINGU
E?m\\.l:l o Qv @ @ L3 Bring to Front = |2~ a7
C)DA—L—L'ED = ! . . = z' Shadow|| 3-D Pn “hysend toBack - E 3ize
AR IRTAN Gt 7 Effects = Effe-ctsv ~ [ Text Wrapping = Sk~ =

Insert Shapes

Arrange

AV A7 ;
gAngh Inlanhnwaniiggsthynic:
S YU ﬁﬁgiéiﬁLﬁ[Uﬂﬁ (Change Case) N

& Sentences Case,

< |lower case,
& Capitalize Each Insert Table

Table size

& WOI’d, UPPER CASE, & tOOGLE CAISEdumber of columns:

Murmber of rows:

AutoFit behavior

om. sEssiSamne

Q—QU[L‘G" Insert Button
b-I{H 80 IT80 Table

(#) Fixed column width:
() AutoFit to contents
() AutoFit to window

[] remember dimensions for new tables

Cancel

J [

[ ox

M-GGIRG Insert Table...

Table Size
e Number of columns

e Number of Rows

AutoFit behavior
e Fixed column width

CONUASAmMNNIF MU Fnginsin s
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599
e Fixed to contents ONUASAMNNIF My U HATE U RgTTRg
e Fixed columnwidth : &inGASHMNNIFIMEGFUHAUS
¢- ASHIGIVIW  OK

OE IAg iy i2 gifna INEEILT
{§ ian? {8y 0G 90 9889 o0&l ttE 90 9l
§ il {50 06 9l 988 ¢ 086G B MG Ml
i s eginnt {§0 om om 98&m 086G &9 GM GE

am.9 i) uuigugitta (Rows) S10 RS
= Select G§S Rows [HrUfnivigy
- GGIH AfIGGSS  Rows TRWWa Insert
< I eUITAUIR  Insert Rows Above
= GG OK

am.b 1) uuiguilin (Rows) 1ML
= Select GSS Rows [HrU{Aivigy
- GGIElaIiGSs  Rows HAWWA Insert
= {RASITAULWRA  Insert Rows Below = GG OK

am.m 11y uuiguginugi (Column) S1ag
= Select G§S Column [HrU{fivigy
= GGIulagitiGSS  Column TUIwwE  Insert
@[Lﬁﬁﬂ?ﬁjtﬁﬁ Insert Columns to the Right =" GG OK

IM.E U] URIUTiliEn (Rows)
= Select G§S Rows [RRU{AIRYU
= GGIulagitniG S Rows [UTMWLIA  Delete Cells...
& [Lﬁ FUITEULSH  Delete entire row

am.& HY)UNIUGIER (Columns)

& Select G§S Columns i ru{piuy
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=  GGiulagliiGSS  Columns TUTWSLSA  Delete Cells...

_
& HIASITASLR Delete entire column ] o (ot

am.b iig]uinntis Cells I8 1th Cells fagtis
= Select G§8 Cell fZruGiIE
= gGIul gt Ggs Cell IUIWLWA  Split Cells...
= UMAGES  Column Rows I I{ATUIIA 1ty OK

am.0 G UNRRUIAYE (Rows)

==

= Select 5§88 Rows IHRU{EIN{AA YU{RY
= gGIulegitniG s Rows
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« IR aUITeU I Row Tab
= GGIG M Specify height= U N AUHERIIAIE UL OK

Im.a HYJUN{ARUHY (Columns)

= Select 5SS Columns THRU{RINGAR YURY
= GGIulagIIiGSS  Rows ) )
= [IMILIT Table Properties...
= [{ReUITASHIA  Column Tab
@ljll‘j[[fi M Preferred width
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am.8 nyjuingamni

= A Cursor (I) ISTHRMNG
@qmnfi Design

Table Properties

Table Rowe cell
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Size
Preferred width: 1.02" # | Measurein: |Inches -
[# Previous Calumn | [# mext Calumn |

= [fagiugamniidundiuci meIsigh{uHy  Table Styles

#| Header Row V| First Column
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¥| Banded Rows Banded Calumns
Table Style Options

Py - 4 Shading ~

=

7 Draw  Eraser
a2, Pen Colar = Table

i Borders|~ 2 pt

Table Styles Drraw Borders F}
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= G0 : Draw Border = © H sews
= GG . Page Border B bo o
@ Style
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= Width : fINUMAGAUSE
T At ONUIRNUIASYRUNATANG
Apply to
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S nagarelfamianns GGISIG]BAINSRNMITIUYSION{HTAN ¢
- Cell Address : mﬁgGLﬁmgsﬁa Cl)olumn & Row
ISt g Mouse §jG Cell i :nSuNmERINIVAINANIHD Name

(=1

BOX[uﬂj[Uji‘]Lnf il E?S[ﬂﬂj[tﬁi‘] PUTIRIIUE R

BS - S
/A B C
a |

/ :
3
AJBIY RIS Q1UTIAN - —

6

- CellRang : lt’nfi;it “gtﬁ S Cell §Jitsdi Cell Address mh[uHUGm SH

Cell Address amqh
_f-' ..................................... —. =M - [ W f_;r

| Cell Rank = !
: |
| :

i Cell Address: Cell Address!\

P -

AR e
ped

' m

=

I:Eum{B3:I§4}

=| | & |Ln
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9G.9 ilﬁjﬁﬁjilﬁjijﬁﬁﬁ

MBI UBSATRE I Was (=)
jusgun:  (yuiSueanvinn) [ o O
............................................... - = = = = =
| =Number +Number N
| =Cells+ Cells+ Cells... I EARER T I |
. =Sum (Cells + Cells+...) WE
! =Sum (Cells Address: Cells Address) | : # # *
!_ ............................................... I 6 44 14 58
7
8 a4 14 58
JUBGHA (g nmanf—t T AR
L i 1
| =Cells- Cells-Cells... N A
I =Sum (Cells Address-Cells Address) ! :
L | 3 L .
5
6 Lr 14 30
JUESHAN: (yuIdigAuinn)
i =Number *Number | S ﬁ;' —
i =Cells Address*Cells Address) ! N N P
e = | mpeesm G688 WDOm mmay
2 rjnf&: 1§ 750§ 750
3 pigl 1§ 1§ 3
- ™
5
2 o o =] fe | =A2/B2
jusgion: (yuISugsmninn) ——
] ST -
i =Number /Number ' : - s
i =Cells Address/Cells Address) ! :
jusgpuRAtuGtna:  (yuiSnuganuninn
.............................................. _ D18 - Qi
| =Max(Number ,Number) i ’ i HS?; e
I =Max(Cells Address:Cells Address) | | wmday = Max
P S Typing Wora Excel
ER 8 9 8 9
4§ @B 7 8 8 8
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Ei2 - fe

I'=Min(Number ,Number) i ) @y,
. L iRiaadgj o ax
I —Mln(Cells Address:Cells Address) [ 2T yping wordExcel
.............................................. | qaown | o | 5| 2 BB

JUBSHREME:  (yuIdrugfuinn -

| Fi2 - i J= |
! =Average(Number ,Number) i = el T
I =Average (Cells : Cells : 5
e g _(_____2 ........ 1 1 -m_gj;;ﬁmj . EEIE‘I Total ﬁv?r’-ﬂge
2 Typing Wora Excel

gd=h 8 9 8 8 825
g es 7 8 8 7 7.5

o
X

JUBSGSSHARA (Int): WONUASHRINUGSSAR IRIGMIANNS GIms mit

Q

[ A g et g th i e

(FyBISRIgAININN)
. =Int(Number) | € - ¢ %
. | A B C D
e N P —
2 23000 R 5
3 52000 R 12
4 18000 R ul
5
(5]
JUBSAIANNT (Mod): sintAsHATuidusiauimwimianns
(FYBISRIgANINN)
C10 - £ |
i : 4 . - -
i =Mod(Number,divisor) . ~ ..
: I 1| [WACf GAGEE  AIUITEI
ST | Lo | B s
3 | 52000 R 12 2800 R
4 18000 R 4 1600 R
.
JUYS (If): JUBSIS AN URASASIgaIuRIedag] U fONUASHSINUG
2 0] ‘Eﬁm:tﬁmhmﬁ

=If (Logical _test, Value if true. Value if false) |

L e, _ 13 - I |
A B C D
1w BagEa
2| 23000 R 5
Q Qo
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0}
Qde

Logical _ test mugganidupifshmwiys

Value if _ true matgnidupinsafigjuing Huguumyn
N

Value if _ false matgnidupinsafigjuing Hudsyuumy

EZRN

GEIEISEERHIN)!

<14 A" HOL=10 '8 F

)¢ 040 O,

I
i Falle")))
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S8 Cells

JusgniMugEnn (Countlf )jUB ISR AINGASHGS
ENWASHUFE AN

mﬁnn CeIIs mm:mhmimt&ssmnz@ i aninsmmtﬁ

- = ] CCOUMTIF(Ba Bz, rard § 3
A e = o
Hﬁ [ii 1 CUSTOMER LIST
Jd J 2 | Mz Descri ption Quantities Unit Price  Amount
2 1 Hard Disk 1 = 45.00 5 20.00
. . < | = 2 Hard Disk 4a = o.00 S 20.00
Criteria muagnaanming: : o ;D e TS
= S a s | A4 Monitor 5 s 57.00 5 285.00
1 7 5 CD-Rorr 7 = 0.00 % 140.00
& (=3 Monito 22 = 95.00 52,090.00
7 Hard Disk 8 = 23.00 = 184.00
E= Rarr 10 = 42.00 5 420.00
=] H d Disk =3 = 23.00 = 115.00
;;;;;;;;; 1z £l 12.00 S  144.00
13
14| Count of Hard Disk [ g 1— i . "
13 1=Countif(B3:B12,

Hard Disk"

JUBSUAMBIGEAN ( Sumlf)

JUBRIS. [n[LﬁﬁjﬂUUﬁﬁ[ﬂjnﬁ Cells LN A S H [Ueéﬂéﬂ ﬁ;’t‘im}"ﬁ

wamiygn fljﬂUMNGﬂﬁmtﬁ[ﬂijnISQanEQ‘]"WHﬁS“IéLijh[Lﬁ‘IH 3

S

mﬁrm Cells manﬁj

Rang:
Criteria: il’ﬂﬂjre]8 ﬂéﬂ[uﬁJnSn gi‘]“lii(_jn

o Sum_range

atumsiggan fupidstmwiyw

: BONUURAAIUAN Cells IHAUUUMBIUTSANIUAS

Criteria
D1a - e | =suinaE (D3:D12,"teacher™ EI:E12 ¥
o = = = e = = =

=
= = MName Sex Position Salery
E ] 1 FPich Leenann F Teacher = A150.00
-4 2 Ros Dwywina F Teacheaer = A50. 00
= 32 Hong Kong [l Teacher = AS50. 00
=3 A4 Srey Heng F Secretery = pleloNele
rd 5 Long Sina M Secretery = 1LO0O. 00
= e Koe Bora P Teacher = 1S5S0, OO0
= 7 Bun Borady F Secretery = EfsTeNalsl
100 8 Dorm Sary P Teache = 1 SO0
11 9D Sang Soriyva F Teache = 150, 00
1= 10 Do Sambo A Secretery = A OO OO
a3
14 | Total salary for teacher [[S 200.00 l‘sumlf(D3'D12, teacher",E3 E12)
is
1o
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jUY S ( Days360):

nvannGssigiirumtiisiyagsigums iimstigsiy
ihwhnia mbo guygwdinm:s avgwishs molg yuh8andu

=Days360(Star_date,End_dat,Method) '
.............................. I

tunn Cels tiugatgieminuIivgytn

- Star_date
- End_date tigiegiumu
- Method

PNURSHGSS fia y 88iia IinNw True AsAimy

o aln al o J ) a
[UASHIU IUNMS False ASHMBUNSRIYIG 7]
E2 -~ 0 S~ | =DAYS3I60(D2,NOWI()})
A B [ D E F G H 1
1S3y esrasls s gummiEanr Seoigonsefon:
2 1 Pich Leenann F 2/2/2002' 2046 _I
= 2 Ros Dyna F s5/8/2006 510
EY 3 Hong Kong M 2/8/2006 A20
s 4 Srey Heng F 10/25/2005 FioE]
s 5 Long Sina ¥ 12/5/2004 1023 =Days360(D2 now())
Fd & Keo Bora N 5/5/2006 513 ’
=3 7 Bun Borady F 1/5/2007 273
2 8 Dom Sary M 6/5/2004 1203
10 9 Sang Soriya F 5/20/2006 1498
11 10 Do Sambo v ] 1/3/2004a 1355
=
JUES (Now())
° ) ' o k-] 9 o a " J‘“
IUHSISAUNUUMMMUUIIGE I6I8@ Sﬁ[H‘IhUGUJS FEiN
J (2] n [N J a &: a
[>) aly 5 o o |‘3~ [>) al ot’ °
mppdwisinsigiegigimivesinjfindnia: ¢
7
E2 - £ | =(NOW(}-D2)/365
a B cC D E F G H 1
1 e ELETRE me | iglegidindia R
2 1 Pich Leenann F 5/14/1984' 23 _l\
3 2 Ros Dyna F 5/8/2001 6
4 | 3 Hong Kong v 8/8/1999 8
E 4 Srey Heng F 10/25/1991 16 =(NOW()_D2)/365
6 5 Long Sina N 12/5/2004 3
7 6 Keo Bora M 5/5/1986 21
2 | 7 Bun Borady F 1/5/1979 29
9 8 Dom Sary v 6/5/2004 3
10 9 Sang Soriya F 5/20/1987 20
11| 10 Do Sambo M 1/3/2004 4
12
13
S Ql
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9&. 5655)8585€ Chart

RO

9- Select 115 § § St
- GG Insert

m- 1{f au i eu At U 8I8THR Charts

U SISIAR MmN NnHS

1998 1999 2000 2001 2002
Wi 53 53 67 56 70
{50 6 7 20
BUIU 59 53 67 57 90

100

S0

20

80

7O

&0
50
40
30
20
10

I 2%

1998 1999 2000 2001 2002
= ° [ ©
99.5655)55865)SREFS ( Sorting Data)
fsSwidumsnatmnageth umatsygria v e agj bimo
AurwnsHy) U uiw AnsSwhnmuhiHERjith Sy {RIvMu§gswh
Y8S 3
UIUEANIRN{AITFEnRIMmY -
v GG Data I{ifUITfUtiiA Sort |44 sen
v Sort by S eUITRuIiN s Columns R RU{RIFI]U
v Sort On ASHATINS
v Older pnGum AgsIels y AGIFgs
4| Add Level ][ W Delete Level ][ =3 Copy Lewvel ” ir @ [] mMy data has headers
Sort by |COIumnG vl |\-'a|ues vl |Ab02 -
Ok i [ Cancel ]
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91 55855585 RS ( Auto filter )
mipud fgSwi JwasjruansndhpuminiindgSwamyuwisighmni
Jalivtalii;

1- f Active cell ISTRRMNY IUTWHE Filter

al

2- jGinA B 1s1gh Column IRUndiGHVINGM jJGEGIN OK

E2 - fe | Result

A B C D E F G H
1
2 | N~ Name |[~] Se(~]| Score 'l Result v_l Descriptid ~
3 1 Chea Keo F 98 Pass Excellent
a 2 Touch Bora M 85 Pass Excellent
5 3 Chan Dara M 80 Pass Very Good
6 4 So Lyna F 40 Fail Weak
7 5 Dom Sanny M 35 Fail Weak
8
9
10
11

mil{jus§ ( Subtotal )
JUBSIS:adnUAANSUF M USUMUIRAUMBTYWINWYAT{RYY
IR 88 AUIAN GG ONI{MY 3

olo

Ne Name Sex Function Salary
1 Kea Kem M Manager $ 150.00
2 | Srey Ny M Teacher $ 150.00
3 | Can Chara M Teacher $ 150.00
4 | Sok Pisy M Teacher $ 350.00
5 | Soy Soparb M Secretary $ 100.00
Ley Ry F Teacher $ 150.00
6
7 | Long Chanda F Secretary $ 100.00

iy utfiAfaifnué g S i Function i titSIt{ABESATS
GG Data I{fi#Ulieytisi  Subtotal

- At each change in H{ReITe Columns FE RU{RIAANS
- Use function SR e s B ANIG IR (RN S
- Add subtotal to H{ReUITe Columns tERG 2
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Subtotal E=ES H17 ~ £ |
1lz]s A B c D E
At each change in:
[ _ 1 Ne Name Sex Function Salary
Use function: |£| 2 4 |Sok Hei nM Manager S 350.00
|5“m 5 | 3 Manager Total S 350.00
ﬁ::bmtal bk | a 5 [Sok Hang MM Secretary S 100.00
[Iriame - | s | 7 |Long Sida F Secretary S 100.00
dsex
[ Function & Secretary Total S 200.00
| 71 |Sun Vann M Teacher = 150.00
Fiepesce ey ity Erntea = a2 2 |Chea Dara M Teacher S 150.00
[] Page break between groups 9 3 |[Bun Bora nM Teacher S 150.00
Summary below data 10| & |Leang Sona F Teacher S 150.00
[(remove an | g ] Cancel ] 11 Teacher Total s 600.00
[=] 12 Grand Total s 1,150.00

gd.sssﬂsﬁ:smsbﬁms ( Protect Document )

96.911G] GBI A LTI MDA AN |

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
{Remember that passwords are case-sensitive.)

1- IOANAANIIE UGRARA AN

2- GG File Button

3

(i ~] Encrypt Document

GG =

adding encryption.

5
6

7-

aan.ly mitin:

al 9

IS AR A
GGG File Button

N
1

4o &

9 Encrypt Document

adding encryption,

[ b GG Protect Document

LR AN m

W GG Protect WookBook

Encrypt

Encrypt the contents of this file

Password:

Document

[ ox

J

Cancel

e
NWIEAING IUIWEE OK
JENWIU S AN AYNRIG) A
GG OK IUTWGG Save

AGALM e

Permissions

g“;‘:i? Anyone can open, copy, and change any part of this workbook.
Protect
Workbook ~
Encrypt the contents of this file
Password:
[eee
Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
{Remember that passwords are case-sensitive.)
QK ] [ Cancel ]
_ Permissions
o Anyone can open, copy, and change any part of this workbook.

Protect
Workbook =

Increase the security of the workbook by

10-FUULRI S RO A ISTAN{UHD

3- GG OK IUIWGE

98 568 56ENIHBDHANS

9- GG File Button
- GGG Print

Print

= Name: I{fifsiiegtnun e ais{isii
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Save

Printer
MName: |($ Microsoft Office Document Image Writer ~ | [ Properties. .. ]
Status: Idie - -
Type: Microsoft Office Document Image Writer Driver e
Where: Microsoft Document Imaging Writer Port:
Comment:
[ Print to file
Print range Copies
@ all Mumber of copies: <
O rocety erom: [ 3] 1o
Print what lji‘ Iji‘ Collate
2 Selection ) Entire workbook -
=) Active sheet(s)
[ tanore print areas
—r— .

AU

w

Page 44




[T4 GROUP

Page range

= Al  ONUASEUE NI nH

= Pages C OnuAss Al unShmsAsH
Copies
Number of copies ; f&ﬂﬁﬁsﬁﬁgséﬁifﬁmnﬁht}ﬁ Print
Print what
[HGAMS  Select

HEUGIS  Select

= Entire workbook : BINUIN:NY{AL Sheet FinHestirumsiin

= Selection : ﬁ?ﬂﬁ[m:qgﬁf

-l

= Active sheet(s) : FINUITNYAT
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9.8y S tis

9

Microsoft Power Point 2010 fithAgifywidutaiaintiusginmadyw ym
amargsidgjumm g mmuiw sHp winsumugumn 81 frega

M8 IFig)a ANMG IENHAFMSUNN{UINITEA 18siatiam hnGaijunn

MIpanSAHANTI¢AN ManudIFIMSuNNAIAATE) AN 1

b. ng]urianyls

yuIS g umniirumsMisAthywsidiamamuSyw

- = Microsoft Office Access 2007
& M=E] s | Microsoft Office Excel 2007
g" Microsoft Update — v, Microsoft Office Groove 2007
B . Microsoft Office InfoPath 2007
@’ Set Program Access and Defaults > Microsoft Office OneMote 2007

\&X}) windows Catalog

windows Update - At - Microsoft OFfice Py er 2007

Microsoft Office Outlook 2007
Fi oint 2007

MNew Office Document Microsoft Office Access 2003

- E Microsoft Office Excel 2003
: : HEE 5] Microsoft Office InfoPath 2003
£ Ulead GIF-%.Plugin 2.0 » [D] Microsoft OFfice Outlook 2003
IF7) Any Video Converter Professional  » ‘@ Microsoft Office PowerPoint 2003
Documents > ‘l@ xilisof > [B] Microsoft Office Publisher 2003
soft O [#] Microsoft OFfice Word 2003

| L Open Office Document

Programs

Settings
Search
Help and Support

Run...

Log OFf Administrator...

Windows XP Professional

Turn Off Computer...

m. MIaN AN AYTE

yurgujumatdumsmusAamhywsidamamuSyw s Title Bar

H9- )~ Presentationl - Microsoft PowerPaint - 5 x
2
e —
[ o B &)
& ~ |=] Layout —— = =l =5 <4 shape Fill &4 Find
[ (& a)=] | . T
T Razet B ¥ 27 Shape Outline i Replace -
New s AL A ~ | shapes Arrange Quick
F || siide~ ¥ Delete B 7 U abs = Il | X ! + %% Ciyles - = Shape Effects [ Select -
b= Stides Font = Paragraph = Drawing = Editing
Menu Bar == 7

Click to a title

Cli add subtitle

Sub Menu

by
Click to add note I
(*)

Slide 1 of 1 | “Office Theme™ | H88 & =

Hlusasnus: &5 7003 Page 47



[T4 GROUP

GG UAIGMARYTH

= GBI File — Exit Or Alt +F4 or

=

\_/

uima stdundadsnsmedennaninasnianegindam

Microsoft PowerPoint

|25 |

TS be ,

AR you want to save the changes you made to
Presentaton1?
[ Save ] [ Don't Save ] [ Cancel ]

-wedsiindiesiimna]  Cancel
-wessiindieeima)  Save

39 {5 UM WIm

ISniRpaAaniga

-wessindiGsIima] Dontsave IINGSIAPAAANIGHIS

6. ng)uiRng RsIn G oMt

= GANGIS AWM S AN {IIuNn§ ints

P

n

S MITN IS {17 80 S IT It h-

gsmsentghndnlnmaviginrundumsifiss: 1

= (U] UISMITGI S8 BTORIMY ¢

GG File — Save as — I{fieulirunaigi
4

FONU I NIRRT CNAMIEUE 9

o

FUN

U¢A — (AN File Name -egitastnIN

7 Open
Save
Save As
Print

Prepare

_ﬁ Send

(L] B

b

3
@ Learn about add-ins to save to other
farmats such as PDF or XPS.
4 Other Formats

Preq

Save a copy of the document

=

PowerPoint Presentation |

Save the presentation in the default file |
farmat.

PowerPoint Show |
Save as a presentation that always opens in |
Slide Show view,

IEI PowerPoint 97-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPaint 97-2003.

s Find add-ins for other file formats

)

Cpen the Save As dialog box to select from
all passible file types.

[} Deskrop
= My
I bocument ks
CJus
Computer

o My Metwork
Fhiee:

e Local Disk (D)

)4l exceies
[Book Cover
(= Camputer
(dara
)Database
[=)F4 stars
[CFonts
(=game
L) Handout OFERACY Kh For FHI
CHOWTS
(C=MP 3 10000
CIMPEGAY
M Access
MSOCache
=My Pichure Al
C=5)My Software
(e Folder

Teacher kea Kem

[)Photo Access
[ChPhatoshop 1
[E=)Photoshop 1T
[CFrograme
=) Prograrm Word
(=)stok
System Yolume Information
=) Temp
(LD Hew
(=iord all

= | PowerPoint 97-2003 Presentation

__Eave Cancel
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D.MiaN S Slide Show View

= GGIRIMA] View Menu N 8nuinmin

AN G ONIMY 3

O

JE‘EI ‘

Maormal

RINUSIIMyi9

Slide  Motes  Slide

Sorter Page Show

J\A\\

FONU GG MmN MIH{AD

BINUg IS mISs

an UG misiennni§nrsliimy

nl. (1] UG Presentation M Installed Template

= MiUI A Slide MY Installed Template At MIVIRA N WWATF MUAF I

88 SIMGHINIGMI GG I

BB UMIUIARA

HEEIMY ¢

~

-G File — New —Installed Template mm;ﬁ I RUIFI MUy mMIGHm S

l(‘:) > earch Microsoft Office Online for d template \3\‘ Contemporary Photo Album
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A. 1Y) UIA 5 Presentation M Installed Themes

= MIUH#A Slide MY Installed Themes I8 sAtMIVIA AN WWATF MY H]
HEUG Iputd] e 81 Installed Template (A SIAMIGIRAMY Installed Themes S8 &yi
@ﬁgﬁm Installed Template [ -1

BJHIBUMIUIRAGGORIMY

New —Installed Themes fJ&I{ fUlTruIFIMEMIGAMS

[EE 151][ Apex

Installed Themes

Aa Aa

e =]
................

VAU

(K3

S.Fﬂimﬁﬁ Presentation M itis: Design

MIUIAGA Presentation Muitis: Design I8 :ANMISAIFUG I 101dninmbs
ywamm SRl tammius 1 Ig)GuIauia o {iig s Design
Menu g1iindin e iin S mum sinywim ennigmy sgui§mi{iauiieg)c
WL GGG Slide [ AUGRMSIUIS Mouse AfIHAGN INMIISIINISTITA U (TI{f f
iy

1. Apply All Slide #18 St th BN YIFA FINHATIN GRS Slide ATt

2. Apply to Selected Slide ITGGIGNMNSSWH m”jm‘gsghgm Slide

Iiigigimsthagpaiaisidnimiinnsianms s

Oy =

©a)

* Click to add text

Hlusasnus: &5 7003 Page 50



[T4 GROUP

ARSI AMITN WSS ASTN e BITMIANAIAHAUISY

4

90.114) U1§i0 N Background Styles tintis i
= MIYiNANMyits: Background Styles I8 AN smigruiyaimiyisi

i Finna Ardnimignsimeiisidundnpuang iwidhasns
NANM S AN IEGITG) AN ...
uﬁjﬁgmm%’:gﬁmmmﬁ s
qml;fi Design Menu 1] tij[Lﬁﬁj[?ﬁjtﬁﬁ Background Styles >
Format Background IS s 8T My G My > Gradient- fill LTy H
iymuasirsSnani istanimuvigsmunims
- Preset Colors
- Derection
sy gpinumniiumssigAamywOnImy
T e[ [

5
Click to ad%|

= Click to add text

Format Background

il Fill

[ |[5<]

<
@
o
L]

aaaaaaaaaa

Direction:
Angle: S0= E
Gradient stops

stop 1 [~ | | Add ] [ Remove |
Stop position: 2 0% =
Tramsparemcy: 0% = I .

'
s 4 Uilaytw Slide L yi{pn i Slide I
a 7] a

99 114 UNWHAU S IR0 Slide
MINWHRUE I Slide A{n 815 Click I {UHUIZ I SMA]H Click to Add Title

8§11 Slide to Add Subtitle 1fi eyitesite Text Box AMS sysISumitnnsigime s
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11
o
= . o -
I sssssess S edasgs
! FenSia medzege
I = :'E.-I: ws:.snsswgseaqg: HsugeTESIE  SIEEIINSAE
E _aH mmuio o lrnurilllnrslilhuigrq
EI Lo = R chunnuAding eopssiticny

S Ui man ey e

ndnapd | i
o = =z

91y.111] UG U A N Copy

Copy I8 :IEH{TIRE]GUnD AN hwBRS s s wmAHitUg §oIsuiw
1GutaId Copy RGN UIRUGHRGRUNARTZINMY LW Select IGHAJIIR SIUTL
Mouse fTtis & Copy ENMII{FUG 7

iTwISshnAaRignm Mouse rgiATEIISI WA M| Pasts NRIIS1 I
GGRUMSFESWHEM 7

9m.itf)uiinnas & e sty Cut

mitanesFananitinsd Cut 18:n8af Copy {7l Copy AIgNINBAES
iTwalgdAm s Uig cutimaigaiirums cut In:Sswmsiemsinnigndinn

i Pasts 7
11Y)U Cut 1t Select On Text Fii UG Cut Mouse aJ1tIA M ] Cut INFUIGHA N
Afgi M Mouse aJitAMA] Pasts NMIIUG

9 &.111] iI{{§ Undo And Redo

A.Undo Typing W ronttmifpgjusntmgigidnnihmsugnisiyein
iUt U GREj{R $jUTM yuaGAIgNREA file Button fhrumSrugnisidnis:

B. Redo Typing

isntip¢jisAnnyeimsiginundhumswimwu s Uit s gjm
¢juTm eyuaGAlgRa file Button I rut S aummisidas: 1
sgufiSgpiuanmugiesmeninms

4l

;E;q':;x__ll IH ) - Lrj

L]
=

i
Home Insert

kg =]
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9&.11G) UIT{mM &5 Slide Layout

s art

My 2 —

Stictes  L_cuatiine

O EFcm T

...........

uuuuuu

ARSI AMW GBS A SGNAIIG g BIGMIaN A I{RIUHA

9%9. () uhwHAN A (HAHONAR)
9. U] UN 4éi60 =" JGIUTW GG aeiou
b. $1G) BN 48166 = Shift + ~ JGIUIWGG aeiou
M. 1Y) UNU aéiou = Shift + * JGIVIWGG aeiou

9. UNRANPERIFAMINI

o o

GGG View Menu > Zoom IUTWSIGMIASHIEN W E SRR TIRIANAHAGAT S G U7
fige?
entationl - Micro | Lommn
wieww Wiewsr Zoom ko
iy | ; | (%) Fit Percent:
_I:E-" ! I:l — D"'I‘:" &3 : e
Zoom Fit to ) 200%:
Wird o ) 100%:
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