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UNIT-IH1I

Advanced Features Of MS Word :

Spell Check

Thesaurus

Find & Replace

Auto Texts

Auto Correct

Symbols

Working With Columns

Tabs

Indents

Margins & Space Management In Document
Column

Section Breaks

Adding References

Using Footnote And Endnote In Documents
Creating Automatic Table Of Contents.
Using Themes

Watermarks

Inserting Equations & Symbols

Graphics:

Importing Graphics And Insert Picture

Using Clip Art

Working With Shapes

Smart Art In Documents

Using Drawing Features

Drawing Objects

Text In Drawing.

Taking And Inserting Screen Shots In Documents
Using Word Art

Drop Cap Features In Documents

Templates:

Template Types
Using Templates
Exploring Templates
Modifying Template

Mail Merge:

Mail Merge In MS Word

Mail Merge Concept

Envelops

Mailing Labels

Importing Data

Exporting To And From Various Formats.

Macros In MS Word:

e Macro Introduction And Their Use
e Recording Macros
« Editing & Running Macro.
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How to Use Spelling and Grammar Checker (adelt 31 samaor qdiats #1391 F3 )
MS Word & Spelling & Grammar Check &%= &I gfaerm gicll €1 St JoR  English T H#A SR 3@ &
3% fod I8 ve Agcaqul ¢ €1 MS Word ek &arT fordl ar=fY ateid Spelling & Grammar &1 show
HeT 9T gl I word ST Spelling 3Tl 8T g1 @ 39 #d  Red line 3T STt g1 3R afg amer
HaeT error YT &1 d 39 a9 & AT Green line 3 ST &1 37 Irelddl @ Spelling & Grammar tool &
& fRAT ST Gehar &1 3T shortcut key F7 81T & | {9 olsg a1 G & error 81T § 39 W ST
feFeleh @ WX Suggestion show el ofaTell &1 @ & EWET  suggestion &1 ToT foram Sirarm 81 o a@
3gHr Reerd & f&ar arar gl

sl Microsoft Office Program 3 Spelling & Grammar &7 ST &Y Hehd &1 3T Spelling & Grammar T ST
Spelling & Grammar checker GaRT Teh & X & & Hhd & , AT 3T Automatically T & Spelling &
Grammar T ST &Y Hehd! 8 3R 1 Fd FHT FUR T Tehod &1 I 39 =g ar Automatic Spelling
& Grammar option T &g #T T Thd &l

Run the Spelling and Grammar Checker Manually (H+g3rer ¥ & aeielt 3 samaor
e TaTY)

e 39 379e Bgel A Spelling & Grammar HT ST Y& AT A6 & ol F7 key Gl IT FoT TROM
qTete] Y

o Y Ug MS Word @rel, Re¥eT I Review Tab X Fereh FY]

o Spelling IT Spelling & Grammar W Feleh Y|

ABC
« u Thesaurus

Spelling &

ABC ..,
Grammar R-".'curdC-:uunt

<)

Proofing
o I WIIMA Spelling &7 ITfaAT T 91T & , dF Igell Teid Spelling aTel TG & ATT Th  Spelling
checker dialog box ger ST B

Times New ~ 12 - A" A7 A~
Dear Sir or Madam,_ A AT

B J =37, A - iEs=E = -
= - = =

It has come to my attention that our local golnsil has decided to close down our one and only
libary. Wh?le it _is true that no new _bctoks have bg counsel
recently raised in a local raffle. This is nearly en = u not
think that vour decicion is a little premature? EOnRC

counsels

) -

Yours truly lariate
Mr Irate Ignore All

Add to Dictionary

AutoCorrect »
Language »
"':? Spelling...
AL LookUp..

| Paste
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o el spelling T TIA FeA & TG (ignoring it, adding it to the program’s dictionary, or changing it) JTIIm#
3TYeRT 3Tl Il spelling aTel 2leg OX o SATAT &1

How to check spelling and grammar in Word 2013 Online (THTH g8 2013 & 3TTdTS
gaer 3 T fr ST FE W)

S 39 AT Document TR &1 XA § dF SR I a1 § &7 s o s Spelling mistake & ST &
30 gurR & e Word & Spelling & Grammar option @l 81T &1 & e 3T & WY MS Word 31Taeh!
3iTeTegsT Spelling @ e AR 3¢ 8l T H A FATCT g

S 3T FH FT @ 8ld & 3R 37T T Asg T8T R & df  word ST ITATaaT Sl IgaTeT oTal Il g,
sgfav g Idfaal & A Uk ol |, JeIGR {WT STeldT g1 <areor et arafaat & A et | sl
TSl gl &

We makes a mistake in this senetence.

e 39 Spelling Y FURAT A6 ¢ dl IWifehd Ase TR TSe-Felh Y|
Turning off proofing tools

Ife 39 =g & @Y 39 Document F T spelling 8fY WX & Word 357 Spelling & & Red 3T Green
A YT o @Y ar 39 Spelling and grammar Checker T 8¢ 8 % Tdhd g

o [ gl AT T¢ CHRE YA S 39 Ak ¢ el A6 &

e 38 g Right click Y, 31X Set proofing language T Tei |

25 a mistake in this senetence.

sentence
sentenced
sentences

Ignore All

Paste

© &F

Smart Loockup

L 4]

Set Proofing Language...

LA

e 3T §IG Don’t check Spelling and grammar & select Y]

Language >

hMark selected text as:

English (Mew Zealand) -
English (Philippines)

English (Singapore)

English (South Africa)

English (Trinidad and Tobago)

English [U.K.)
_.

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

|_|_:]\\S\ Don't check spelling or grammar

OK Cancel
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What is Thesaurus in MS Word 2013 (v@t® a8 2013 # Rara #41 §)

MS Word 2013 # RIERE ol Ul HU= STFIFAC H Ueh Ase Iolol &1 AT aar &, e 39 3@
Ueg T FAERE # <@ Fhd g1 R 3T Word EarT 3 T 91T s FeTida FAGLT e g
THhd ¢ AN 3¢ 39 sTgAT H AT oeg H STl Hehd B

AR T FFcdT 3TN § S IR FS g5 WAE YTl AT ¢ ASHIAIGE T8 HT 3qANeT
FT aTel 3UANIThdT AERT FT 3T A FT gIBSe Flh W b &, 99 I @ e § 3R
feshe ol Shift + F7 gard| RIARE ( Thesaurus) 3Tdeh! FATATLT eree @1 fe@rar & , 3 @@ 2reg
ol 31 arer ersg £

How to use Thesaurus in MS Word 2013 (vaww a8 2013 # RERT & sEddATT #:Y)

TIOT 1: MS Word 2013 ® 39T STeFgHC Tiel|

WOT 2: 38 G H g6 ford v 3T FAETS @ awd €, R 8 e AnE ¥ 9o e &
5 3T 30 3ac-TFalh Ik ool A Th AsG HT TUT I Thd ol

| went to the store to purchase a container of milk.

T 3: f33r & oMY 9T Review tab TX Feleh Y|

File Home Insert Design Layout References Mailing
ABC

v B O & ® U

Spelling & Thesaurus Word Speak Translate Language New
Grammar Count - Comment

Proofing Erin’s Custom Language Comments

L 1-|/:|1|2|

TIOT 4: Office R&sT & Proofing group & Thesaurus S X [Foleh Y|

7 |=

I Message Insert Options Format Text Reviey

v O ED s 9 %

| Spelling & Research Thesaurus Word = Translate Language
‘ Grammar Count - v

Proofing Language
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TIOT 5: 39 ABH FT 39 g W glak A A 3T Tl F a5 3R T 39T FLAT I8 &, AsE &
grg 3R dR X Fas &Y, T Insert option W Fereh &<

—:l Research o ]

E— Search for:

[ container =
Thesaurus: English (U.S.) lz‘

= Thesaurus: Enghlish (U.S.) -

= ampule (n.)
ampule
vessel
[botte | |

ﬁaski =% Insert
ampg 5 Copy |
- bowi &= Look Up . d

bowal -
wvessel
dish

basin

Il

washbasin

mixing bowl (Dictionary...

pudding basin (Dictona...

L S SRS

Ife 3na R & FAE ereal # ¥ Rl v H qRenwr @ 3fARea § o 3T 39 SB A
AT ST Fictd # Search field & T el WX [Feleh FT Thd & 3 O Ascaprr Q[eveul H F T
Teh & IIT R Tohd § |

How to use Find and Replace option in MS Word 2013(THTH g8 2013 & @& 3R aga
AeeT &1 I FTdATT W)

S 39 §$ Document & HI HIH X I & , A U [AfAST g A7 arFaArer &1 9aT oeret 7 Aol
3R GFT 97 Ghar &1 Find option & 3T Flh 3T TaAIfld T & 39 Document ¥ Particular
Text S @S ST ThdT g, 3 3T Replace option T 3TANT b Text P deoT Y Thd

How to Find text in MS Word(THTH g8 & ¢FEe &I F3 @)

Find Option &7 Sa1eT fohall TARIV Qreg 31T s S Wl H Wi & TAT fohar STem §1 38 oo 1
JINT ¥ & fIT Home tab I AT Find Option W ST Felsh & & IT Ctrl+F ATEhe FT IIT
gl
e TEY Ygel 3T Home tab TX AT Find option TR Fered &{|
T EH - 4

- i Find -~
AaBbCcl fac Réplace
Intense Q... |+ [ Select~
m  Editing -~
Find {Ctrl+F)

Find text or other content in the
document.
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o S & 3T Foad F A MU FhiA & a5 3R Navigation Panel fR@rs gam|
e Navigation Panel & efif TR 38 Text @' 15T Y o1& 39 Page 7 gaaT a6t & |

E (d a3 o=
HOME IMNSERT DESIGM

-
[ % | [Times -1z | A" AT
Ex
Paste o B I U - abe x, x* /A~ 2
Clipboard = Font
. . L5
MNavigation e
Fitzgeraldl -
HEADIMNGS PAGES RESULTS —_

Text, comments, pictures... Word can find
Just about anything in your docurment.,

[

Use the search box for text or the
magnifying glass for everything else.

A - 1. 3fg 39 Infherd, S AT 31T dIeil & Search R @ g, dl Pages 31X Headings & e Y|
IR I 3T Taee @ W} &, dF Result W Foleh HL|

e S Text 3T Find X W ¢ IfE I8 3MUsh e&ddsl & glar &, @ 3§ @ W1 & gsarse har
STTaT, 31 Result Navigation Panel & f@mg ¢am|

o IG TextTh ¥ 3fUh IR @I g, aF Ucdeh aX Review option WX fFereh HY]

o 39 39= &S W Ctrl + F &&ehT Find option e 9ga &ehel &1 More Search option & ferw search
field & soTer 7 YA 39-334 IR W Fae &L

. . = A
Navigation et
Search document ,CI'\' by the narre
"~ Options... |
HEADIMGS PAGES RESUL g
# Advanced Find...
a.c BReplace.. ¥
Text, cornments, pictures... Word c: 1
just about anything in your decurne = 32 Tow.
Find: 14
Use the search box for text or the L_l .
magnifying glass for everything elsi =& Graphics -
FH Tables
. i
TL Equations
ag' Footnotes/Endnotes n
[ Comments kot

How to Replace Text in Ms word (THTHE g8 & ¢ FI Fd dco)

S 3T Document TR T FId & al Hell-FHf I T Text I fordll g@X  Text & dgelal Hr
HTERTHAT Gicll gl | S o fohel safefd & & 1 aTerd  Spelling AT 3M9eT 379+ §T Document H MS
Word for@sr $r Se18 Fhaer Word for@ f&am § @t 39 & Find and replace option & aRT gl &< AHd 8]
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HIH ggel Home tab I U Replace button I TFeTeh &Y |

?T EH - 8 X
D @ Find ~
e . 3.c Replace
ntense Q... |= [:\ SE%P’
] Editing -
Replace (Ctrl+H)

Search for text you'd like to change,
and replace it with something else,

VAT X &7 3T9ehT ThieT T Find and replace dialog box f&@rs &am|

| Find and Replace » IEM|

Find Replace = GoTo
Find what: | v
Replace with: v
More >> l} Cancel

39 Find what # I ¢ 89 Y oI 319 Solol dgd &
zh% §1¢ Replace with & dg text o Y 39 T@ar aga & 31K fAT Replace W Foreh Y|
S & 3T Replace W fFee 3T 39 Document H 2TeG Replace g ST

A - #7 & I A

1. IfE 3MT FdeT Selected text T & FEol=T ATET ¢ v replace option T Fereh Y|
2. 3R afg 3T Document F & T text T ST AEA & A Replace all IR [Feleh |

How to Use Auto Format Feature in MS Word 2013 (THTHE g8 2013 # 3T y_vg BT
HT 3TANT HA )

MS Word 2013 # Teh g & /e Giawr org Sl & S Taarfeld &9 & TFee 1 39 319 widfe Hir
3UTEATT T deelcdl &1 50 AT &I Auto Format gl ST & 3&T6X0T & foIT, AT &S IUAIEThall “Ist”
TIBY AT &, dl 3TeIpidfe g8 “15 & s &am|
3ieIpide Tgq Fd FHY T HH Text formatting T TG ar &1 sa& fow -

o HIY Ygol File Tab N TFereh &Y
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e 3% &1 Word Options Button I e &

o T Proofing tab 9 f&Fele FT AutoCorrect Options S¢sT W Felsh |
o T ST diad @S &3m 397 & Auto Format as you type TR fFereh @]

AutoCorrect

AutoFormat Actions

- |

AutoCorrect Math AutoCorrect

AutoFormat As You Type

Replace as you type
“Straight quotes” with “smart quotes”
Fractions (1/2) with fraction character (¥4
|:| *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists
Border lines
[] Built-in Heading styles

Tables

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
|:| Define styles based on your formatting

Ordinals (1st} with superscript
Hyphens [~} with dash [—)

|:| Automatic numbered lists

Cancel

o ZHH YN HF Thed CES &I 39 3T 57 GFed A Enable FAT TG § 3Tk 3T aTer
Check box &I e &¥ & 31 fe 31T Disable el =igd & 3+% Untick & 2

How to Use Auto Text in MS Word 2013(THTH d§ 2013 & 3ifeY ¢ HT YA Hy

)

ASHIETE a5 F e&ddsl AT Y 31fd e & AT 3elae e 3T T §1 T§ 3Tl 39T

grATaS 7 TEarfod ¥ & @fAUia 9o st B At & §

, S S 39T S Computer

frEaT gsar § af 3PR AT Tgd & o AT S &7 Com for@ X §eX &Y df 39«l 319 & Computer

IGICRSIE]

Aeg A F$ qEAUIRA ifeRare wfafSear §1 319 s TRl &1 dToel F 3o¢ W@ FHhd &

o TIHW Ug Insert tab I [Feleh Y|
e 3% dIG Text section H U, Quick parts TR Fereh |

BH®O0 =

Untitled - Message (HTML) 7?7 H - O %
IMESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
l”J f 25 D a ,__|\ ) T B Hyperlink [ Text Box~ T Equation ~
B D D & N (1] |* Bookmark  |[£] Quick Parts~ ' Date & Time €2 Symbol -
Attach Outlook Table  Pictures Online Shapes
File  lem LA~ - Pictures + @7 General
Include Tables lllustrations Links Help
|lafier trining and one-onone assistanc fee for training and assistanoe meetings is $80 an
From ~ [sr_ with 3 30 miense minimum fee ($40). | accept payment by coedit cand and PayPsl 'm cusertly
|using GoToMesting ©or anling, meetings as it allows me to vew your screen and give you conbrol so | can
D e what you see and bow hinges.
Touw o can use the cakondas af SchedhieOnoe 1o sohectat loast thee imes thal work. for you to get the bl
Send i,
Ce.
Subject New QP
‘ Thiz s 2 new Quick part

o 39 yfafte W Fas &t O 39 Az e &



1PGDCA2- PC PACKAGES

How to use Auto Correct option in MS Word 2013(THTH g8 2013 # 3i1eY #iFe AFeq
FT 3TAT HA )

MS Word & Teh fgeraed fdsed Auto Correct &1 Auto Correct feature T 39T Document 3 correct typos,
capitalization errors 31 misspelled T T&r Fad & fAT fFAT STAT §, T & T TaaTfeld T & symbols
IR text & =T AN F Y FFATIT FT GohaT &1 Blec T & , Auto Correct FTHTT Ireld
misspellings and symbols T Teh HeTeh FT T IYANT T & , olfchel T 37 Gl & TIA text H FUR
#fr A TR £

: = ?
AutoCorrect: English (United States) L
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Carrect TWo INitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: (@ Plain text Formatted text

Delete

Automatically use suggestions from the spelling checker

Auto Correct tab ™, 3T & ¥l & o Sgd & inbuilt option 3T check box 3 tick faar aram &1 3erexor &
T, S €1 39 30e S W T IX gaTd § , o TEiiad &9 @ @odlE & &l # 98 Hied
&ar &
39 39= ST3eR A AutoCorrect tool §€ 39 T Fehdd &1 AutoCorrect I 3efshfeld oA & forw:

e File menu tab WX Feleh Y]

e Word Options Button TR Feer HY]|

e Proofing tab IX fFereh &

e AutoCorrect Options §¢oT 9 {Feleh Y]

AutoCorrect: English (United States) ?
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: (@ Plain text Formatted text
L] L=

Delete

Automatically use suggestions from the spelling checker

AutoCorrect &g W 3T fAfése o Tha & T 31T 8T Fa THT AT dcola da8d & | 3R 3ma 39
aRade # A TEd A, A IRAdT H [@ad FA & [T 97 H9H HES W CTRL + Z a7 |
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g% 91 Ard AT AT option “Replace text as you type” & T tick fohar I=r &1 s@er Adee I8 §
o 3mT fRaT 8 text T replace FT TFehcd &N S — TG 3T left round bracket “(“ Teh ielel “"TBT

Fd & d Word ar 378RT &1 Ueh THSN gl & Sl &Il Iig 3T Ied & & Word U&T o X
ar 39 g2 & 38 fahed @1 uheT A 3R BT Delete F&aT T foFersh |

o gTelifeh, 31T 379aY T & oI Replace feature T 3UANT & Hehd &1 3EEIVT & T, I 3T &
AT 39T G ATH ST Al Hell 6, df 1T &Y 38R & Replace S # ST FX Hohel o
3R 3@ g A With st 3]

Replace text as you type

Replace: With: @ Plain text Farmatted text

KC Ken Carney

- = -
o <

== - | _
=1 E
=== > 4
- = -

Automatically use suggestions from the spelling checdker

o Add¥ed W fFeeh FA & dlg, ARl TFEC list A 3 Seam|

Replace text as you type

Replace: With: (@) Plain text Formatted text

KC Ken Carney

- L= e
== -

<=3 =

—— > |:|
— = ;
=

Automatically use suggestions from the spelling checker

| ok || Cose |

Auto Correct dialog STeg & Ok 9 fFarer &Y| 319, I o 3T “KC” €139 aer 3R Heis W T0F
SR a9, ar Word 38 g &l “Ken Carney” =TH ¥ dcoT &am|

How to Insert Symbol and Special Character in MS Word 2013(THTH a8 2013 &
Red 3R |Waad MNFer Fa 3 )

Symbol(Rae)

MS Word @R S 31T HIH Fld & ol Heil-FsfT Iy 379a Text H Symbols S8 T 3TIISAT 8T &,

S foh PIUREE Udiee  ©1 MS Word # &g @R Symbols & Collection § SI&- currency, languages,
mathematics 31TT¢;|
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How to Insert Symbol in MS Word 2013(T® TTH a8 2013 & AT 3 310l)

Y Ugol 3T 3T TATT O Cursor T W ST&T 3T Symbol Insert FIAT aE &1
4 5 [ & 7 -

yrrow is going to be beautiful - 73F and sunny!

\

g% 16 Insert Tab WY &UA Symbol 39-813+ X WX faFeeh &1 Symbols & Ueh Ae] few@rs gam|
3T S # Symbol Insert FIAT TTEd & 38 Helde H

% [ Header~ A E -~ Q" =TT Equation -
el 8-

Online  Links  Cormment B3 Footer~ €2 Symbol -
Video  ” [ PageNumber~  goy- 2= o g ™ g4 3
Media Comments Header & Footer Text .
: * 5 & Degree Sign $
+ 0O £

ar tomorrow is going to be beautiful - 73F and sunny! ¢
E ¥ o+ £ =
(9]

Mare Symbols...

e Symbol 3T9% Document & R@TS ot 1|

3 4 5 & 6 7 -

amow is going to be beautiful 1 73°F And sunny!

o 39 T Symbol 1 ¢& @ § 3PN a list 7 379 g1 fRerdr & aF 319 More option R e
$Y| 3TIF TTHA T Symbol Dialog box open & SRR 31« 3T JgT & 3797 Symbol FT search Y
3R 30 RoiFe A & 91 insert W Foreh |

Symbols | Special Characters
Font: |[normal text) w | Subset: | Latin-1 Supplement

s y|z|{
o

u

! alg|n
M- T1e»|Va
E|CIE|E|E|E|T]I

Eecently used symbols:

€ £|¥ 0O Slz|+|x

Unicode name:

: : i W
Capyright Sign Character code: | 00AS from: |Unicode [hex)

AutoCorrect... Shortcut Key... Shortcut key: Alt=Chrl+C
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How to Insert Special Character in MS Word 2013 (THTH a8 2013 & TIre hided

sTel)

o TEH UgH T 3H FTA W Cursor Y IW ST8T 3T Special Symbol Insert =TT 8T &
e 3% dIC Insert Tab H f&UT Symbol W fFereh X, 5H% a1 More option R Fereh H|

Documentl - Microsoft Word

1ces Mailings Review View Mitro PD'F
1artart % =S| Header ~
1art =| Footer =
Links Text -
reenshot = - [#] Page Mumber ~ Box~ == Drop Cap
Header & Footer Text

[Z] Quick Parts ~ [~ TT Equation -
A wordart - [F} {2 Ssymbol -

==
o @

4 a © n

! 9 p € £

T

Y [0} ™ + #

[

= + ® L]

£2 More Symbaols...

Insert Symbol

e 379 HTHA Symbol Dialog Box open & SIS, 39& Special Character Tab 9 f&Fereh &l

-
Symbal

L5

Symbaols | |Special Characters

Character:

Shorteut key:

— Em Dash
- En Dash
Monbreaking Hyphen
= Cptional Hyphen
Em Space
En Space

Copyright

Registered

Trademark

Section

Paragraph

Ellipsis

Single Opening Quote
Single Closing Quote
Double Opening Quote
Double Closing Quote

Iaw @ E

Alt+Ctrl+Num -
Ctrl=MNum -
Ctrl+Shift+_
Ctrl+-

1/4 Em Space
= Nonbreakina Space Ctrl+5hift+5pace

Alt=Ctrl+C
Alt+Ctrl+R
Alt=+Ctrl+T
§

Alt=Ctrl=,
ctrl=)
cirl+,
Crl=,”
Crl=,”

»

m

[3ut0Correct... ] [ Shortecut Key... ]

[ Insert ]’ Cancel ]/

—

o 3U% dIG 3T 3H Character I Sacl-foeleh Y Tord 3T AfFATeId AT TR &1

Tip:- % Special Character & 3sTshl Shortcut Key 3eTsh &Y ST glcll &1 I 39 sarfasy & 3@

Special

Character ® 5T & FfFATIT T amgd & |, aF Shortcut Key Use T Tehd & | 38T830T & faT — ALT +
CTRL + C HIURIET Udiieh (©) 3TeldT & |Special Character 3Tell & &6 Close TR et &Y |
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How to Insert Column in MS Word 2013(THTH a8 2013 & Hierd $& 3Te)

fg 3T 39 Page W Hled SNSAT A8 & af 3T 39T Page WX mouse & Selection & fHdar &7 39
HIclH TAT AIEd § ST image & fe@mar s §-

E (0 0 R R K KR XS SR XX KR XRE ERR T TR+ U S TR 1 1

:: /SE|ECted area
Hom: Lean

n
48 Falkland Street
Middlesbrough
TS14MH

W

e 3% d1¢ MS Word # Layout tab X fFereh &{| T@T 3MIahl Page Setup panel fe@ms gam Traer ua
Column option WX 39 fFeleh Y]

3 Ij = Breaks =
=) 3 Line Numbers -
hargins Crientation Size |Columns
> - - - bi~ Hyphenation -

Fage Setup L

o S 3T FietH W fFareh L A vk Ao fa@rs gam

Columns

=_] Left

EE  More Columns...

o AT A Two column FHT T¥T HY| VHT A & TATAT area 3Mu=t fAeae fomar a1 38@a $0T 7 Page
X &T Pl AT &1 S|
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By
Orientation = *

I ‘ Breaks ~ Indent Spacing < Align =
; Size - Line Numbers = 3= g o[RS 4ico
Margins Z s
- Columns ~  pe Hyphenation * &0 $= Auto Selection Pane
Page Setup Paragraph Arrange
N

An Interstate Batteries van gussied up in
a NASCAR-themed livery based on

the company’s sponsorship of the No. 18
Joe Gibbs Racing team collided with one
of them fancy-pants Google self-driving

Lexus cars in Mountain View, California

According to the report, there were no
injuries from the crash. It wasn’t
immediately clear which vehicle was at
fault nor whether or not the Google car
was being piloted by a driver or a

prototype autonomous system.

according to 9to5Google.com.

Insert a line between columns on a page (FFHY g3 9T ¥t & i va 9fFa stol)

MS Word #, 39 T Document # FJsTeieY TSl &I g HielA oiis Thd ¢l ARG 31T Hlerd &
Ueh ofedd IW@T SSeT d8d &, d Column dialog box @rel|
o TEH U Page layout tab T fFelh Y 5T &G Column option T fFere Y| 3R More Column &
fFereh |

INSERT
.
ize Columns

DESIGM PAGE LAYOUT REFER

-% Breaks ~—
([ Line Numbers =
b2  Hyphenation -

Indent
2= Left: o~
=+« Right: |0

i

One
Two
Three
Left
Right

More Columns...

o I 3T & AT & ¥ ’™H Columns & &I H Horizontal line 3Tel=lT AE g af Column dialog box
# U Line between A ST T T Y|

Presets

MHumber of columns: |2
Width and spacing
Col# Width:

Spacing:
0.5"

Equal column width

Whole document | w Start new column

Apply to:

Cancel
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Adjust column widths on a page (58 X ®lerd @1 disE FARGT )

STd 39 fRdl gFamEas # wggielel  style Hiod H SI5d &, a@l MS Word Fa=ifold &7 & 39&  Page W
fihe 8l & T yAs Ficdd I dlss A FT ar g1 IfE  Default formatting 3T A3M3e & AT FET

6T HLAT &, dr 39 Column Dialog box @Tel |
o Page layout tab I fFereh &Y 33X column option & & More Column 9 e |

INSERT DESIGM PAGE LANYCOUT REFER]
j = Breaks ~ Indent
[ Line Numbers = 3= Left: |0~

ize Columns . o
- = I}h:: Hyphenation ~ =% Right: |O"
age S =

== One

== Twro

=== Three

= Left

== Right

== More Columns...

e Column dialog box &, 3T9=il &icte =SS 3R HictH & T IR Yol & fw  Width and spacing

option T 1|
?
Columns :
Presets
One Two Three Left Right
Mumber of columns: |2 [ Line between

Width and spacing
Col # Width:

Spacing:

Preview

3 0.5°

AF|| 4 F||[4r

Lig
AF|| 4 F||[4r

Equal column width

Start new column

Cancel

o I 3T 3HeRET-31cT9T ASS & HictH dled &, af Equal Column Width & &3TeT & YT dhaiard &l
untick &<

Applyto: | Whole document | v

How to use Tab in MS Word 2013(THTH dg 2013 & 3T T 391 Fd )

&F T YA F& IR Taee H I ( Placement) W 31w 0T fAerar §1 Bwlee w7 @, &
SR 59 39 & Fol gaTdd §, o R &8 AR 1/2 $9 TR & STl &1 Tab Stop T FoR #H st
¥ Y T & SR & TGl Heohd & | Word 3HTIehT Teh & 3HTeeh Tab Stop Sl Teh oflSel I 9] hlal
Al & &
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g 1 2 3 4 5 n ¢

TRAINING & EDUCATION
Microsoft Office Specialist MICROSOFT OFFICE 2010
Microsoft Certification 2008

Bachelor of Arts BUSINESS ADMINISTRATION
University of lllinois Springfield 1997 - 2001

Associate Degree OFFICE ADMINISTRATION
Lincoln Land Community College 1995 - 1997

t t

Aligned Right

{using Right Tab)

&9 Folt Ty AT @ Teh & S Hehel & AT first-line indent &I Hehd §1 TG Cursor gl §, 30 W
fAeiR e & o 3 dk W, Ffe FEX Alser R i esta # &, o Ig TS Airst-line indent
FATUI 37T, I§ Teh & FeAT I

Tab selector (@9 TIAHRAT)

Tab selector sT$ 30X Vertical ruler & F9RX f&ud giar 1 AfhT  Tab Stop FT A @ & foT AT Hr
tab selector I glaX H<|

N 3

Left Tab

Types of tab stops(@d FEreq & Y& )

Left Tab — Tab Stop 9X ¢aFEe &l STU-ERXTAT T g

Center Tab — Tab Stop & @RI 3 ¢aEe higd AT g

Right Tab — Tab Stop I ¢FEC &l TUSC-Tellgd Tl o

Decimal Tab - G2rAeid g &7 3UNT IR gGeAAeld HEAT TWIWT T 3

Bar Tab — G¥didsl W T sigdd 1@ Fiadr g

First Line Indent — $ok W 3¢ AT 3R WEME F text T ggell IfFd & §3¢ HIT g

Hanging Indent — Icehd 3¢ AT HI TlFATeId AT ¢, 3R Tgell dfFd & 3feirar @efl osail Fr 3¢
AT &

gTelifoh Bar Tab, First Line Indent 3R Hanging Indent Bar Tab selector WX fe@rs &ar &, aifheT a dameiiey &9
¥ &g @ g
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University of Southern Maine Masﬂars of Art Sept2008 — Aug 2011
Leadership and Organizational Development
University of Maine Bachelors of Science Sept 2000 - Aug 2008
Communicating Technology

[ - - | & 17 D a1 P ISR R i o | =
B8 Left Tab - H C?:LET ' Right
Education: Tab

Decimal
Tab

Payment a Amount
Mortgage 15% $1256.72
Car Payment 3rd $329.63
Insurance 26th $105.12
Groceries $600.00
Electricity 2nd $98.50
Heat 23th $236.47

How to Add Tab Stops(@e Tered ® ¥ 13 )

o T Ugol RMEIME IT RMATHT FT T3T FL fFTF 3T Tab Stop SsaAT Tga &1 Ife 3ma frdy
RIITF T TIT 16T I & , af Tab Stop TAAT REME 3R 396 gaRT €8T fovw a0 T off
AT WEMS 9 9] g

L g i 2 3 4 5

Information Technology Expenditures

(percent of total budget)

Application Developmeni: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Audio/Visual Transmission: 2.2%
~ Wide Area Network: 3.4%
Local Area Network: 1.3%
Personal Computer/Printer: 5.2%
Budgeted Salary/Fringes: 35.3%
IT Security: 16.2% N

e Tab selector R Fereh ¥ I« doh o 31T A Tab Stop T 3YANT FIAT T8 g, The o &l AR
3ETEI0T H, g7 Decimal Tab & TIT HiaT|

S-S —

Decimal Tab

Application De

o 8faST TR (horizontal ruler) & TATTT WX [Feed Y ST@T AT YT caee SWTAT I8 ¢ (IE Folk
& forgel fhaR IR Fee el H A AT &) 31T TSdelr a1g 3c=it Tab Stop SiE Thd ol



1PGDCA2- PC PACKAGES

T Paragraph T
3 'h 4
lg
mation Technology Expenditures

(percent of total budget)

o 3 TFEC & HIH cursor IW T 3T T FAT T8 &, BT tab key SaTT| text 37Tl Tab Stop U

qgd S|
L g 1 2 3 x 4 5 3
Information Technology Expenditures
{percent of total budget)

Application Development: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Avudio/Visual Transmission: 2.2%

~  Wide Area Network: [3.4%
Local Area Network: 1.57 Place the insertion
Personal Computer/Printer: 5.2% point in front of the text
Budgeted Salary/Fringes: 35.3% you wish to tab, then
IT Security: 16.2% press the Tab key

How to Remove Tab Stops (¢ Fercq & F& g )

319 TS Tab Stop ST 3YIET sTel AT ATed 39 3T geT 3T Thd § dlfeh o TFd H o T|  Tab Stop
Fr e & foT, 58 Fad Y 3R 37 TR & drag |

PAGE LAYOUT REFEREMCES MAILINGS REVIEW

_ AaBbCcDe AaBi

WA |
V- A M. 8l q Strong Ou

P Paragraph Fa 5t
2 3

MS Word 39 &¥didsl & formatting S&@el # 39 HGRIAT & fIv TGN, Wran, 3R & ot gt
S f&Y formatting symbol &1 Y& &Y Hehdl &1 P9 formatting symbol &1 f@mel & forw, Home tab &1
T FY, T Show/Hide 3MGer ) Feer &<
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FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Merced Flores -
— a — — — N N
™ TwCenMT ~-[12 -|A" &7 Aa- 4 = -i=-%z- &3= ."" AaBbCcDo  AoBbCcDr A #
] L .
Paste ¢ BT U -acxx, x A-F-A- E=== - - - St Quote  Intense Q.. [-| E€iting
Clipboard & Font = Paragraph = Styles
= 1 2 dn 4 Show/Hide 1 (Ctril+*)

Microsofe-Office®

Application-Development:- - —
Mainframe-Support:- -
Server-Maintenance: -
Avudio/Visval-Transmission:- -
Wide-Area-Network:- -
Local-Area-Network:- -
Personal-Computer/Printer:- -
Budgeted-Salary/Fringes:- -
IT-Security:- -

b

@ Tell me more

How to Use indent in MS Word 2013(THTH a8 2013 & e3¢ I TINT FF )

gSTEaT THFEC HTThT ITeTaT-37eleT SITARY ol T IHeTATT GohY 3TTeh STargfie H HTG Sisar g1 =g
HY e line AT YX WA &1 FATAGTRA HAT T6d o , AT Tab selector 3R horizontal ruler &I 39717
Tab 3R Indent A€ =T & AT & Thd &

Indenting Text (3=3f e eaF¥e)

TS UHPR & SIagHC H, AT Fad Jodd RIEME H Ggell line FI Indent FEAT A6 &1 I§ T RAMH
F gAY WIATH ¥ el el A AGG Hl ¢l Tgell oISel &l BISHL Gedeh oSl d  Indent FTr 8
a9 &, TS99 hanging indent & ST & ST ST &1

L o e 1 2 3 4

Thank yvou so much for the time that you took yesterday t
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of yvour buils
- important it is that your Administrative Assistant not only be the
the company, but also an integrated member of the staff willing t«
issues arise. I completely agree with that philosophy and I know 1

be an asset to your company.

- [ am very enthusiastic about the position and am particula
for someone specifically with website maintenance experience. I
how well maintained and thorough your company’s client databa:
new database system. I believe my experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.

How to use indent Tab key (378+¢ ¢& &I &l YITIT HH F)

Ifg 3T Indent HT ST 3T FAT T & o Tab key ST YANIT IR Thd & T 1/2 §T H Igell
S Indent ST 1
o 30 WG & YT A cursor W fH/ 319 Indent FHET =8 B
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L E 1 1 3 4

@mx you so much for the time that you took yesterday to intervie

ssistant position. It was great to meet you and learn more about
Vesta Insurance. On my tour of your building, you mentioned how

- Administrative Assistant not only be the welcoming face and voice
mtegrated member of the staff willing to help problem-solve when

o TH® §IE Tab Key GaTU| TE Ugell oISl §9¢ AR &l 1239 o &g 3 o S|

o  WIIATH T Ugell oS Indent g SATT|

L E]_h"_" 1 2 3 4

s [Thank you so much for the time that you took yesterday to i
Administrative Assistant position. It was great to meet you and lear
administrative needs at Vesta Insurance. On my tour of your buildi
- important it is that your Administrative Assistant not only be the wr

the company, but also an integrated member of the staff willing to
IfE 3T FoR T 76T ¢@ T I &, @ View Tab &1 77T &Y, o o & Torr 7 RUd 9 didd W
[ESEIERY

DESIGM  PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW

' Ruler Q [L\*_} El = NewWindow [ EI:"
Gridlines Bl 98 M Arrange Al _
Zoom 100% Swite
Mavigation Pane LE Split Windaor
Show Zoom Window
Indent Markers(3=8s¢ HATHT )

$o A A, I 3T $SH W AT =07 @A =g &1 @ MS Word Indent markers YeTel el &
S 3R sRed TAT W REME FHi Indent = T 3TATT AT &1 Indent markers, &ifdisT Fork
(horizontal ruler ) & 918 3R U &I &, S &% 33T [AFed UereT axXd §:

First-line indent marker — SYH-ollSl Indent FATNIST &aT &

Hanging indent marker — Hanging Indent THATNTST T &

Left indent marker — T & AT H Ugol-alissT Indent 3iX Hanging Indent AT Gl T TATATART AT

¢ (IE e #F @l gl S Indent M)

) IMSERT DESIGM PAGE LAYOUT REF
First Line .
Indent

Hanging
Indent
Marker

Left
Indent
Marker
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How to use Indent Markers (S3F® HIHT HT TANT HF )

o T Uge 39 RTIME A &l 8T cursor IW A 3T Indent FT TR & , IT T AT 3T0h
WATF T TIT |

LFE 1 2 3 4 -

EXPERIENCE

Executive Assistant || CHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources

Officer. Developed new hire orientation for administrative staff,
Ll and delivered to 25 new employees to date. Maintained

company website. Saved over $3,000 annually by

implementing new travel and per diem system.

Office Manager SPRINGFIELD, IL

¥ Carter Taylor Investments, October 2007 — June 2007
Managed all administrative responsibilities for staff of 100+.
Pioneered the use of CRM database software (Salesforce) for
tracking business contacts and managing financial advisors’
schedules.

Administrative Assistant SPRINGFIELD, IL

lcon Office Solutions, May 1997 — October 2001

Supported the Operations Manager, Branch Manager, and two
w® Service Managers. Answered and directed incoming calls for

six phone lines. Processed monthly sales bills for an average

billing cycle of $350,000+%

o TifSd Indent marker W fFeleh Y AT &0 AT drag F| AR 3cTEI0T &, §HF 10 Indent AT T
feFeter, 8o 31 391 {AN| Indent T live preview SidgFe # fa@rs 3am

L [ 1 2

EXPERIENCE

Executive Assistant || CHICA(
Rev Development Group, June
Supported the Vice President
Resources Officer. Developed
™ administrative staff, and deliv
to date. Maintained company
£3.000 annually by implemen
diem system.

o 3T HAI3H FI BI & WIAME Indent g ST
Lo T g 1 2 3 4 o~

EXPERIENCE

Executive Assistant |l CHICAGO, IL
Rev Development Group, June 2007 — Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for

Ll administrative staff, and delivered to 25 new employees
to date. Maintained company website. Saved over
$3,000 annually by implementing new travel and per
diem system.

M Office Manager SPRINGFIELD, IL

Carter Taylor Investments, October 2007 — June 2007
Managed all administrative responsibilities for staff of
100+. Pioneered the use of CRM database software
(Salesforce) for tracking business contacts and
managing financial advisors’ schedules.

Administrative Assistant SPRINGFIELD, IL
lcon Office Solutions, May 1997 — October 2001

3 Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of 5350,000+.l
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How to use Indent Commands (339 HHTS HT TIRT FI )

IfE 39 TFEe A F$ ST Ir REAMH HT I ASAT F Indent FAT TGS &, A 3T Indent HHTS HT
YT IR Thd &

3T text T TIT FY fFT 3T Indent HAT IS &1

L g 1 2
SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Notes

- Adobe InDesign
Adobe Phntnshop%

e Home Tab WX f&Ud, ifSd Indent FATE W Feleh B
o Increase Indent:: SEE 1/259 $T gig & Indent &G ST &1 AN 3&1GL0T H, A Indent SGTT3T|
o Decrease Indent: I& 1/2< 1 gig & Indent T HHA HT B

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

Heading1 = TMNormal = T Mo 5p

] Paragraph P Styles

e Text Indent 8 ST

L g 1 2
SKILLS

Windows & Mac

Microsoft Office

Apple Work

SharePoint

Salesforce

QuickBooks

Lotus MNotes

- Adobe InDesign
Adobe Photoshop
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Indent amount & FECHTSST et & [T, UST A3M3C Tab & T Y 3T Indent & Tgd Sigd F aifed
AT Gt HL

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

- Indent pacing

umbers = | 3= |0,7" | = 0pt z

snation = | =& |0" I} | = 0 pt z
P Paragraph P

L Indent Left

Choose how far to move the
paragraph away from the left

R I E rargin.
Te change the margins for the "

whole document, click the Margins
button,

Line and Paragraph Spacing in MS Word 2013(THT® g8 2013 & a3 3R R
o)

S 8 3T 39eT Sfarge f3aTse aa § 3 Formatting #et 7 AT ofd § , @ 3o @mee 3R
WRTh TR TR TR FAT I M| 3T GSogedl H FUR el o U HA HT a7 Tehd & AT
95 W 3F Taee fihe =t & T 39 &7 F aFd ol

Line Spacing(eTssT TafAr)

Line Spacing Teh IRTIMP & yAsh ufdd & i T 918 &1 ASHIAIC I8 TP 5T TAfJT i
T&HITer T4 (T oflgeT 3ew) , 3ol TAH (A 1Sl 3a) , o1 Tl off 3 TR & §7 H 3rgepfeld eel
$T AT & §1 MS Word 2013 F f3thlee &9 § 1.08 ST §, ST Tahel g0 & &1sT 937 ¢

A & 18 images &, 39 fAfdee YR & s TARFI T JoIT I Fohod g1 ST F AT, T images
f3wiee Line Spacing, single spacing 3 double spacing fe@ret &1

How to format line spacing(eiTgsT TAfAT & FI Tl )

o 3 text HT TIA HY T 3T format HITAT TR &1

Windows S Mac
Microsoft Office
Apple WWork
SharePoint
Salesforce
QuickBooks
Lotus Motes
Adobe InDesign

Adobe Photoshop

L&
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o Home Tab 9 f&a, Line and Paragraph Spacing 7S W e | T 39-331 A @S
&am|

o A3H F AT Ahedl W of ST arger T &1 arsa Wiey siaggic # fewrs daml 3
T dsd TG &7 3YAT AT Agd & 3HPT I |

PAGE LAYOUT REFEREMCES MAILINGS REVIEW Y
- A e - -
Aa == =3= 2l T aapbcede
F.-AEE=E=sllE] 5 T Mormal
= Paral 0 I}
20 #.7 3 15
415 Bishop § ]

Chicago, IL & | ¥

IENNE PA

-oriented Executive Assi: Add Space After Paragraph

Rew Meuwslnnm srmr rar s s F T = TR

[#5] Fd Fd - - —_
[=T,

(=T,
[ hd |

Line Spacing Options...

Add Space Before Paragraph

&
T

o SlagiAT # o1Ed gl dgo Seel|

Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks

Lotus Motes
Adobe InDesign
Adobe Photoshop

Fine tuning line spacing( am@sr TR A TgfAT & F:Y )

arsel 3R Wy TfHer A ( Line and Paragraph Spacing) # 3T oligel FAfHT fasheq WA 761 &
it aRegdr & A TF ARSI e & far |, Wans sgelr seq d 9gaa & fov A @
Line Spacing Options &I TF«l Y| g+ dTe 3T IH F& IfARFT Ahed gl TSl IUNT 319

TG T HECHASS el & [T & Teha &

Exactly:

S A9 FE faehed Toad §, dl d1se gl &I Biee 3MhRT A1 e, [Ng3ih & amr snar g1 3m7 dk =),
3 Blee AR § ATST 7T g1 IfeT| 3ee0T & fov | Ifg 39 12-ufse ToFee &l 39T & © &,
ar 39 15-uige TAfJIT FT 3TAT F Fhd B
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At least:

Exactly option 7 o€, J¢ fdshed Tl Tg Toial ol & o 3T el ReFeT TUIeT =g 81 grenifen , I
39 91 T g1 UfFd W ¢aee & Affieed 3R § , aF 3R 93 <Fee Ff e e & fov faeaiRa
glam|

Multiple:

I8 fahey 39T sfeod spacing 1 HEAT TGT A & 1 3&TEXOT & AT, Multiple T Fofalr 3R 1.2
TIH FI deolell text HI fHITA-T4T cFee T UIeT A™F Sherr ¢am| IfE 379 oMSAT A Tharg aia
TG AR &, dl 379 0.9 3 B AT & IIT I Thd &l

?
Paragraph b
Indents and Spacing | Line and Page Breaks
Genera I
Alignment: Left
Qutline level: |Body Text v Collapsed by default
Indentation
Left: o Special: By:
Right: o (none) v
[ Mirror indents
Spacing
Eefore: 0Opt = Line spacing: At
After: 8pt =

[] Don't add spage between pajad>indle
i

Paragraph spacing (3mRme TRy )

MS Word 2013 & f8hiec ®4 &, STd 3T UeX ol ol & of ik UoT R Ueh Gfed & isT 3mY =
eIl ST &1 I Faaifald & ¥ REME & T space ST §1 T 391 Slargeic H amsall & @i
3R & Bl I Thd & , 3T REME F ggo 3R a6 #§ JR FAAGT & Thd &1 Ig RETE
Mo, 3R 3TNIFH FI 3160 e & v 3uAeh B

How to format Paragraph Spacing (3R TRAT & F& I-T #I)

§AN 3CTEX0T A | §H U WRh @ Ugd 59 space SGTUdT| IE EAR

STrgAiT &1 Ugal F AT &l 3T |

Heading & 37eldT a1 & foIT

o REME I REMH F TId7 H Seg 3T Bidc HET e B



1PGDCA2- PC PACKAGES

NC I'A | CL B

EXPERIENCE

Executive Assistant || cHICaGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Cfficer. Developed new hire onientation for administrative

staff, and delivered to 25 new employees to date.
Maintained company website. Saved over $3,000 annually

by implementing new travel and per diem 5y5tem.|:}

 Home Tab 9 f¥d, Line and Paragraph Spacing #is W fFefeh Y| 3-33a A & Add Space
Before Paragraph Ir Remove Space After Paragraph 9X #AT3H &I of S| RIATH RTT HT Th
g ey Stagie 7 @rs &l

o 3T ST RIITE FI 3TN FRAT AR & 3T TTA HY| §AR 3607 # |, A Add Space
Before Paragraph T TaeT |

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

. & el S = 3= &
Aa * - iz i- 3= 7l T AaBbCcDe  AaBbCcl

.A- E=E== =D T MNormal T Mo Spac
Fa Para; 1.0 Styles
1 r#r 1 115 4.
IENNE PA -
) 0 bfessional
2.5
EXPERIEMCE 3.0
Executive As Line Spacing Options...
::Ed Rev Developm X Add Space Before F"aragrap}kFLE
all Supported the 3= Add Space After Paragraph sources

Officer. DE".I'E'|(J|J'|-_'U mew Tre oneEnEuon roraarministrative

fice
. staff, and delivered to 25 new employees to date.

o SiagHc # WA IR dGoT AT
NC FAILCL

EXPERIENCE

Executive Assistant |l CHICAS0, IL
Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire orientation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over $3,000 annually
by implementing new travel and per diem system.
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SI9-313+1 Al &, 39 WRIAG SHAWleT dlerq Tielel & fIT  Line Spacing Options 8 To1 Hehel &1 JgT &
3T WA T gga AR 396 1 fohdelr S8 W AIT0T IR T §1

Paragraph ?

Indents and Spacing | Line and Page Breaks

General

Alignment: Left v

Qutline level: |Body Text v Collapsed by default
Indentation

Left: o s Special: By

Right: o = [none) W

[] Mirror indents

Spacing

Before: Gpt s Line spacing: At

After; gpt % Multiple (L

[ Don't add space between paragraphs of the same style

Preview

P
-
p

Iabs... Set As Default oK De Cancel

How to Use Break options in MS Word 2013(THTH g8 2013 H o4& HT 3TANT FI )

39 SFgAC H Jh SIS A Slagc R qafeYd g Fhdl ¢ 3R T & gare # U F
Fehel &1 30 W AR o gU foh 39 319er STagdic & UfSiaiere a1 formatting 1 & deel= =gd ¢,
39 9 SlFgHAC H Page Break AT Section Break o] & Hehdl &

How to insert a Page Break (4T s& $d 3Tel)

UST S 39T Usf o 37T deh Ugdal ¥ Ugel 3Tl Ul W STl T JiefAfad &ar &1 Ffe 39 weh =72
UST E Hel H FETH gl & ToIv ofiden IS (title page) AT U for@ @ & 39 I 5 1 3TN
F Fha &1 AN 3EEI0T #, gART A€ & Uoil & g Ao &1 &7 O 8 g &9 arfs ¢t
9 IR 3T S|

o HUT A 3T TUH W W g7 3T Break ST TR &1 AN 3EEI0T H, §H 3T 379 A€ Hr

YB3 H T |
FILE HOME INSERT DESIGM PAGE Ly

B Cover Page~ 1) ]EI
s el lrele

[ Blank Page ; :
=] Table  Pictures Online Shapes
*— Page ErealT} - Pictures - o
Pages Tables HNustrations
Insert a Page Break (Ctrl+Return) g
End the current page here and E
move toe the next page.

9 Tell me more ﬁ
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e Insert Tab 9 f&UA, Page Break 1S WX [Folh Y| dhfous T & , 3T 379 HEs W Crl +
Enter GaT dhd ol

o O3 S SlFPHC T o] g1 AN |, 3R THFEC 3Tl UST 9T 3T S0 AN 3emeXor # =
3T U7 W o ST IR R

Note:- fBice &7 & , s U Ed ¢l Ife 3T 9= ShrgdAe A & R@em agd & |, @ Showhide
command IR TFereh &

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

- At T L 5=
othii ~ |12 A a Aa = AQBbC AcBbCcl Ve i
L-aex. X A-W¥- 8- a TNormal | Mo Spacing Heading 1 |<| Editin

Font [F] Paragraph ] Styles [}

g : - 2 Show/Hide 1 (Ctrl+)
We are extremely pleased with our gro O |Microsoft-Office | >how paragraph marks and other
expeciing growth to continue into the 79 qu | Ll hidden formatting symbols.

e Ef:elﬂ - This is especially useful for

°-» PawerPeintT| g anced layout tasks.

*— OutlookT

*— Accesst

*— InfoPathi

Q Tell me more

g 1 2 3 4 s

wWe are extremely pleased with our growth over the past fweo qu
expecting growth to continue intfo the 2na quarter, 1«1l
T

* Page Break &1

Section breaks(JFUT )

Section Break ST & REA & i a4l 3cUeel X &, TOIEE 31T FT&AT ®T & YcA%  Section FHr
Format ¥ Hehdl &1 3a16X0T & AT, 3T QX sfagiAc & Hiad s A U ¥ & Hlad S5 awd g
MS Word 2013 3T9eh! &S YhR & Section Break Y&TeT &idT &

Section Breaks

Mext Page

Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next cdd-numbered page.

B BH ) Wi

o 379raT 957 (Next Page) :
I faded SagAT & 30T 9ol W UF s sl &1 T§ HlH  Format el UST & d1¢ HHAT Format
F T TH A7 U §aled & forw Ul )

o faRax (Continuous) :
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50 Aded & fAT IS T & I W HH FAT SIRT IWAT TG g1 Hrotd & RIATH St 376797
Il T IMATHRAT gl W 3 JHR & s 39INEMT gl gl

o A I 3 fAwHw 95 (Even Page and Odd Page) :
I aehed §F U AT O9H U W U s Sisdl gl ¥ dhed 39BN &1 @hd § STa 39ent fodr off
VA U1 W T AT AT Y& FA T LI glell &

How to insert a section break (& d¥UsT a9 F& FFEATAT FY)

§AN 3GTE0T H, A & it T & Tah o S5 &31| Ig g8 WEMG & Format & sgolel T 3refAfd
gaT & O 38 FlaH & T A YSRid o har a1 |
o HUT A 3F TUH W W g7 3T Break I I8 &1 AN 3T8I0T H |, g7 39 Iame &r
YBITT H W AR §H Hleld Formatting & 3T el =16t 8|
e Page Layout Tab 9 &, Break ##H(s W fForeh &Y 3 T 3U-313e7 A & aifdd  Section
break T TFeTsh Y| FAR 3&TEI0T H | A Continuous option T TIT &ar difer §AR RETH
FIdH & FHA U W 9 Gl

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES
rientation ~ 4= Breaks ~ ndent acin
[P ori — Breals Ind sSp g
Margins I_@ Size ~ Page Breaks
- == Columns ~ Page
Page Setuj Mark the point at which one page ends
o z and the next page begins.

Colummn
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web e
pages, such as caption text from body text.

(B 5

1

n
[}
A
-]
8
3
[}
=
il
1
L3
la

Mext Page
Insert a section break and start the new
section on the next page.

v

B B i

Continuous
Insert a section break and start the new
section on the same page. D

N Even Page 'h'
Insert a section break and start the new 1
section on the next even-numbered page. &

us

Odd Page us

1 ction break and start the new b

el s n the next odd-numbered page. |

B T T T e

o YR SFFAC H Teh Jo sioh fG@rs <am|
o % ¥ Ugel 3N a1 F TFC H I A Bl AT ST FHhAT §1 3T $TOT  Formatting 9]
Y Hehd &l AN 3ETeX0T A, A WA & U FlefH Formatting A3 LT ATfdh 3/ Hied &
®q F formated AT fhaT ST TH|
HOME INSERT DESIGM PAGE LAYOUT

E rﬁ_‘,Orientation' '#Breaks' Indent Spa
[ Size - i[Line Mumbers= 3= 0" =
Mar-glnz == Columns~  be Hyphenation ~ =& |0 il b=
F} Paragraph
L RS [{\\T 1 ]
T'r'\."C

Three NTS CWERVIEW

company has added 13 new

Left January 2012,
. i CLIEMTS
Right Bancroft Preparatory
Academy

==  More Columns...

Candy Coaters and shakes
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o FEC SlagHc H BT g Smua|
Other types of breaks (3+d YR & &)

S 39 fRET image & IRT 3R Hrerd HT 3URTATT A Format AT AT TFee YA T TMTIT AT
arEed g, df MS Word 2013 3T9eh! Additional Break fa&ed JeTel adT g

ISERT DESIGN PAGE LAYOUT REFEREMCES

"= Breaks, Indent Spacing
Page BTEE(S

Fage
Mark the point at which one page ends
and the next page begins,

L

Column

Indicate that the text following the column
break will begin in the next colurnn,

" Text Wrapping

Separate text around chbjects on web
pages, such as caption text from body text,

o @A (Column):

T ¥ 3% Fleld FoAd TAT, AT Hield H Column Break AT #X Hevcl &1 Column Break & a1g IS
o THFEC AT HIGTH F Y& |

i 1 2 AT 4 B B 7

serve include: landscoping. event planning. law firms, and editing housas.

MNEW CLIENTS

= Bancroft Preparatory
Acadermy

= Candy Coaters and Shakes
lce Cream Parlor

s Firehouse Dalmatian Rescue

+ Fly by Day Events

s General T. Sanders High
school

= Homes and Hope Charity

= Julia A Clark Middle school

= Little Jumpers Equestrian

S 4 3 2 1 r Y 1 2 -~
- M serve include: landscoping, event planning, law \@ms, and edifing houses.
B
= 5 MEW GLIENTS
. éh = Boncroft Preparatory e Little Jumpers Equestrian
Academy squad
: erl « Candy Coaters and Shakes « Mason-Bowers Editing and
lce Cream Parlor Proofreading
= Firehouse Dalmatian Rescue = Peterson's Precision
= Fly by Day Events Landscaping
= General T. Sanders High e Shepard, smith. & wolfe
school s Tilie's Breakfast and Grill
= Homes ond Hope Charity « Waokanda Middle school

o EFFe IR (Text Wrapping):

S CFES SAS AT object F IRT 3R Wrap 81T &, dF 39 Wrap I HATCT el & AU CFeeT-d &l
3R T Fha § AR image F o & W W BT HET YE W THRA o
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5

<

WESTBROOK-PARKER TRAINING SERIES: SALES

- ' When describing the function of a database fo potential
") clients, it's important to relay the information in the
. ’ equivalent of layman's terms. The more the client can
. understand about how databases work, the greater the

potential for a sale.
This training document will outline the major talking points
each sales representative should impress upon the potential client:

* What isa dalobase?

+ Datal 1 & 1 2 3 4 E 6
*  Workif

WESTBROOK-PARKER TRAINING SERIES: SALES

- = ' When describing the function of a database to potential
- clients, it's important fo relay the information in the
_.. equivalent of layman's terms. The more the client can
understand about how databases work, the greater the
potential for a sale.

This fraining document will outline the major talking points each sales
representative should impress upon the potential client:

* Whatis a database?
« Database models
+* Working with o database

How to delete a break (s & gerv)

fBwlee &7 &, 3 TUT Sd g1 I 319 d &1 fAerer aea &, ar 3o Fed gge I Slagdie &

S fe@mr grem|
e Home Tab WX f&ud, Show / Hide command 9X ol Y|
REFERENCES ~ MAILNGS  REVEW  VIEW

T L. = a= A
=o'l T, AcBoC: acsocer | [HERIS | AABEC |-
TMormal Mo Spacing | Heading 1 Heading?_’:;

i

il
|
4

wl

Paragraph Styles

2 2 Show/Hide T (Ctrl+*)

e System % Microsoft-Officey | how paragraph marks and other
hidden formatting symbols,

= Word
e Excell . .
) This is especially useful for
=+ PowerPaintl g anced layout tasks.
*— QutlookT
s AccessT

*— InfoPathy

e Tell me more

o 3T 5 AT g T 3T g TG &1 3 S T YR3NA H  Cursor T TS 319 geraAr Argd
el
1 g 1 2 3 4 5 [RRRY NS
Central College Systemd $86,0240 | $92,0500 o

Place the
insertion point

at the beginning
of the break

. Delete?;ﬁﬁaETﬁfl
o SlRgHT @ S ger feam S|
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How to Insert Reference and Bibliography in MS Word 2013(THTH a8 2013 & Hest 3
JugE F fFafaa =)

gfe MUl Teh MY 9 ( research paper) fe@eir &, @ 3M9er! TUFT ( bibliography) $f mffer et hr
HTERIHAT BIaM| IT TG Teh A Igd Yo ( cited page) AT HSGHT (references) T Teh FaT ATFAST tel
& T Fgr o1 Ghar g1 SU fhae |, o@, I1 TgT d 6 daase  — [T 39AeT 39 39 W) T
AT IR forEa & AT &id A1 v TUFAT ( bibliography) Ig S@ H A ST § o 3HTIehT 3=
AR gl [Ael| weh BIEr Fug (bibliography) 38 @& Fo @ Favdh &

Works Cited

Core, George. The Sewanee Review: 4 Critical and Editorial History. Sewanee: The University
of the South, 2008.

Fitzgerald, Sally. Flannery O'Connor: The Habit of Being. New York: McGraw Hill, 1979.

Janssens, G A M. The American Literary Review. The Hague: Mouton, 1968.

3T AT & F FUGET (bibliography) Fo1 Hevd &, Aehel ST agd 310 ey gom| 3R I 3ma
Foft off 31 FaTue Sisar TEa & I1 U 31T Tl Aol ( Reference style) ST 3UTNET FITT I8 &,
o 3MUeRr Y @ HHS TS YT M| oHfehel Afe 39 37T F@TEt w1 Word & gaqe &l &
fow g ad &, O Ig Faenfad &9 & FUHET ( bibliography) ST 3R 3198 X Hehall §1 T§ T
9§ FAY T Fhal § 3R Ig GRARTT e A Hgraar ar ¢ 6 3ok deet wde iR wd 2
TYIET (bibliography) SeTlel & i & SR # 3TUh! fe@ret & foIv g7 Word 2013 T 3T 3, elfehet
39 Word 2010 T Word 2007 & &éreh 34T fafer &1 39T T Tahd &l

How to Use Reference Style (Tgef el &1 39aler Fa #Y)

ST 39 FUHET (bibliography) F1T I§ 8, a6 3M9eR! Taedes Al ARTGRIHT (style guide) & et ar
qTefeT e gt [AffieeT rpefas fawal & MLA, APA, 3T Chicago T9I & TTSo IS T 3UANIT
R SITar &1 THT &, MS Word &8 3dfaied Tesel IMSs & AT ATl § ; AT9R 98 SdaAT el ¢
o 3mq 59 DT 7 3YAT FEAT BT § 3THT 3TAT L , 3R a5 et 3mahr IR
(bibliography) &I TET Ik & BT FRA H A HIN|
Teh YahreleT el (publishing style) T TIT et & forw:

o R&eT W Reference Tab W Feash |

o % Citations & Bibliography group & 31T 3131 sidd W fFerh |

REFEREMNCES FAAILIMNGS REWIEW WIEW
._.2/ =l planage Source: < I:;l—l EH Insert Table
IE% Style: | BPW - I
msert b — ) e
Citation - En Bibliog APA ‘re

Citations 8 Biblig —>th Edition
Chicago
Sinteenth Edition
GBTT14
GOST - Name Sort
2003
GOST - Title Sort
2003
Harvard - Anglia
2008
1EEE ie
2006
ISO 690 - First Element and Date
1o87

ISO 590 - Mumerical Reference [z
1987

LA e
Sewenth Edition [,

SISTO2 -

2003
Turabian -
Sixth Edition



1PGDCA2- PC PACKAGES

o 3HH dlg 3UYF Style Tol|
3T et Y T Teer ol (Reference style) Y scoet & fow 3@ A &1 39A9T & Fohd ¢

How to Use citations and sources(3g0T 3 TATUAT &T 3TAWT FA )

S off 3T 3r9ar R U WA (Source) H SATABRY T 3UJTT A &, dl 3T hise ST BT AT 3o
cite AT G| TG 3€I0T ( citation) TATH & & H FATAT AT g1 S« 8 3mq fordy T ( Source) T
3UANT X & AT A9 T F A (Source) 3§d I ¢ dl AT 3gI0T (citation) eMAST T
39 GEATAST & CFEC HTIT H 3gI0T (citation) STelel & foIT:

o R&a 9T Reference Tab W fFereh &

» T Citations & Bibliography group 9% Insert Citation HS WX fFeer &L
g8 de Add New Source T |

REFEREMCES MAILIMNGS REVIEW

B @Manage Sources @ £

EZstyle: MLA -~
Insert c Insert
Citation ~ & [ Bibliography ~ Caption Er
LE Add Mew Source...

E? Add Mew Placeholder...

o TH ST diad fG@g ¢am|
o I 3T TS AT Wi (Source) FAT T§ &, A type of source (book, article, etc.), g T =T (author
name), & (title) 3R 1T (publication ) f&aR0T & AT IR SRR Eof A
o I U FfARTFd Pres T 3maeTerdr g, dr Show All Bibliography Fields check TR fFeer Y
o fR Ok e i
T T 3R 30T ( citation) AT Fhd &1 38& fAT Insert Citation W fFersh &Y 3R 3I-313 A &
I (Source) T TJT FY|

REFEREMCES MAILINGS

._.ﬁ @',,Manage Sources

EE style MLA -
Insert o
Citation ~ = [ Bibliography ~ ¢

Janssens, G.A.M.

The Armerican Literary
Review, (1968) L\}

LE Add Mew Source...

E? Add Mew Placeholder...
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How to Use bibliography(Iradt & 393 F& #)

T SR SIF 31T 39T F FATAT 7 S5 ofdl, o 31T haol $o [Forh F 3el TUG (bibliography)
T TH gl

GEATAST # T (bibliography) Sset & forw:
o HI P 3H GEAAS A W ST@T AT FAUH (bibliography) T &

o R&a 9T Reference Tab W fFerh &
« Citations & Bibliography Group T Bibliography sce 9 Feleh Y]

REFEREMNCES PAAILIMNGS FEWVIEWW WIEWW
._.E/ =l Manage Sources I:;Bl Y Insert Table of Figures lj |EsgH
[ Fles
Insert Mark
Caption -] Cross-reference Entry
Citatic Built-In de
Bibliography
Bibliography
Chon, Jacky. Citations and Roferemees. Mow York: Comoso Pross, 2005
Voo, Jursilers € reoring o Formal Patieation. Bosten: Prosewans, T, 2005,
Ermmer, James vkl flow ro Wrire Sifdiogs e Chicapa: A Waorks Pross, 2006
References o
References
Chen, Jacky. Citarions aed Moferemces. Mow York: Comoso Press, 2000 za
Voo, Jorsilern € rearing o Formal Patdecation. Bosten: Prosewasns, T, 2005
Krmmer, Jamws Duvil flow fo Wrire St L Chicap: A Woarks Fross, 2006, .
. =3
Works Cited
[ = 1z
works Cited
Chen, Jacky. Carions and References. New York: Comosn Press, 2000
Moo, Jorsuhan € rearing a Formal Paiscarion. Bosten: Prosewans, T, 2005 s
Krumer, Jummes vl flow fo Worde Hibdior L Chicmpn: A Woarks Pross, 2006 =

Effs, Insert Bibliography

o 39 39 St o qd TR Seceardr g=7= =g & g T AT Insert bibliography WX fFeleh Y|
TAgT (bibliography) 3Tk g&dTaST & 3 # fe@rs &l =wafed & ( Source) ARTERIST & Aol Wt
& fow 39 FIeT ( Source) TR (Formatted) T STUaT| I8 FiATRad ota & fow f& 3ma &gy §
3mgeRr 37efr off 379 U Ad TS AMSS & TWTh 39 Wedeh ld (Source) T GIERT SI<elT M|

How to Update bibliography (ras@t #& 3ra3e &)

o 3119 MHEN & 3H9el GAF (bibliography) I IS T Fhd &-
o 9 38 fFa® #¥ 3 Update Citations and Bibliography &T =a1eT &Y |

En- [! Update Citations and Bibliography

Works Cited

Core, George. The Sewanee Review: 4 Critical and Editorial History. Sewanee: The University
of the South, 2008.

Fitzgerald, Sally. Flanmery O'Connor: The Habit of Being. New York: McGraw Hill, 1979.

Janssens, G AM. The American Literary Raview. The Hague: Mouton, 1968
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How to Use Manage Sources (8d F& yafaa #I)

Teh SR GFAESl QM Fel & d1G AT HHYAT T SISl AT gead |, HIS[aT el AMRAT el |, A1
ClHglest & oI SieTehY &l G il &l TRl g1 Hebell 8l

Frdr & g&fd & & o

o R&a 9T Reference Tab R fFereh &

 Citations & Bibliography Group 9X Manage Sources §¢sT W Felsh |

o FH A ¥ Y W SIS Hhd ¢, 6T Fohd & 3N U I Hhdl B

How to Insert Footnote and Endnote in MS Word 2013(THTd a8 2013 # Peare 3R
wElere &8 wfFafaa #3)

MS Word 2013 & footnote 31X endnote F fT AT IR W F T ST W ST & T & @ ar &
3R IR SFgHT & Id H Rw@rs & §1 HET & AR, PeaAle H aiedd SAAhRT, TIEH0T Teh b
BT &, AR Th HRTT Fed IT 36307 &I 1 I8 A% Teh Al g1 Peale 9 & foger amr A
fears & § 3R Uedle slegde & 3 & 3d g

o TIY UG 3T TG [Fod FY ST T FesAlc AT USAIC & 6EH &l a6t 8

e Zhh dIG Review Tab I T&Ud, Insert footnote AT Insert endnote TX fFeleh Y]

References Mailings
ext v ABJ_ M7 Insert Endnate }D I@
e Table AE, Next Footnote ~
Insert — Smart Researcher
Footnote Show Notes Lookup
ts Footnotes F} Research

o Tcdlc I7 Usdle # S O8d § 38 & A

o HEAT H Socl-[Feleh Fh SiFgHAC A YT 516 T aT9H 37T

F5 N-Feale vsarew R v §:

1. Peale 3o & T HIaS aiéhe Alt+ Ctrl + F g

2. USHlC s & o IS QAicahe 3ear + Ctrl + D g

3. peae AR UsAle da T@eifod ®9 & 3UST g1 § dfh 39 Peedied AR UsAleH ah
stageic A wiAw &l

4. SIFFHC & ATLIH U S137 ol & [T 30761 Pealle e HT 3UANT Y ; 3ol Peale gead
R&e 9T Review tab TX footnote group F 91T ATAT &1

5. 39 STFgHT & text H RITHTe U a0 HAX W ASH & S Feh Teh Pesdle I7 USaAle &
et S Hehd gl

6. Pealc AT UsHle H gell & AT |, 370el Siogae A g8 Hesh TEar &l grgelige X AR delete
key Ty |

7. U Pedlc H Uh Usdlc # Seoiel & U , Pealle W Ige-[Felh HY| USHle H Hrdc HAS Hl
T H| G RE, 3T TSHIcH &I USAle THE W Tge-Felh weh AR Peadle & Hrde HAS
T TG Fh Pealed H Fofae H Tehd gl

8. e 3R Usdlew W 3ifrs f@F=0r & fow | footnote group & STIEIT Sl dieeRk W el
&L reference text location, format, starting number 3R 37T Tddhedl I HECASSH Il & foIT
Peale 3R UsHle STIeiIn Sied & 3T S|
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How to use Table of Content in MS Word 2013(TATHE a8 2013 & ad 3% Heed AT
v &1 3w F4 wY)

Table of Content (2aer 31w Hcew ar Fvags)

Professional Documents ST T 31 fAWATHT & & TH  Table of Content (TOC) &1 Microsoft Word 3Taent
TOC &I Styles T 39ATeT U AT T TOC ATl FTI Ahed FATAT & 3R Mg Text & ol fAAW
TYU T Teh Aeg, I7 Al o HHE I RAEAT Al 1 AT 2ar & AR 39 St & Table of
Content # 13T gl

fordT 8 Lead in text (3T AT aTeFA & Ygoll AsG) H Heading Style & oI el & fIT  lead in
emphasis AT T ITATT Feh Teh  Table of Content TAR AT ST Fehell €1 lead in emphasis HIeER T
YT Flh, 3T WIATH §oIT Thd & SI8T RETH FT IgaT HT Heading Style & TTY FTI®AT 8T &
3T Table of Content # fe@rs &ar &, JfheT ST RIEIME AT &FEe 8lar & 3T Table of Content &
fe@rs =&t &ar &

Microsoft Word Document # Table of Content ST &T & Ufshar &1 €9 Yot , 3T dlfeldT &I Ggdlel
¢ T 39 Table of Content 7 fe@reT =g &1 GEXT , MS word # Table of Content &I |fFATd Y|
39l Table of Content §elel & dTg, 3T T ARSI & 3ET S Hg AR T bl AT
Thd g

How to Create Table of Content(fawarg=t & s=rw )

MS Word #, 39 qX Paragraph @I QTffe fehT fS=r Paragraph # text & Teh fgEd & YR W T Table
of Content AT Tl & 3T Table of Content H CFEC I ATTHS Fel & folT Heading Style & AT lead in
emphasis FIALT &1 ITANT i eaee I REAT HT vl &

o HIY UgA Y HUA HTIEX H MS Word 2013 &I =Te] |

e 3T §IG 3T g Document @rel fSF 3T Table of Content ST AT |

e 3TSF §IC Uh W@rell Paragraph WX click Y ST&T 37T Table of Content STel=TT @8 &1

e 3TSP §IC Reference tab W click T TGT 3T Table of Content option X click Y|

References

Table of
Contents

Built-In
Automatic Table1

Contents

Heading 1 1
Heading 2 1
Heading 3 1

Automatic Table 2

Table of Contents
Heading 1 1
Heading 2 1
Heading 3 1
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Ale — Microsoft Office Word 2007 IT Word 2010 #, Table of Content sl 91T ¥ & folT Reference tab I
P L 3 ag TUT Table of Content option TR fFeer Y|

g a6 Insert Table of Content T Feleh &

AT Word 2007 1 Word 2010 &, 38 IRUT HI SIS &

Index and table Dialog box #, 3T fashedl &1 =¥t &Y foied 3T 319 TOC W ] &A1 aT8d &,
3R R OK X fFareh |

2
Table of Contents :
Index Table of Figures = Table of Authorities
Print Preview Web Preview

Heading 1 ~ | |Heading 1 -

Heading 2 cveevrveererenereseeennees 3 Heading 2
Heading 3o.coveeecevereacaeveenns 5 Heading 3
v v

§how page numbers Use hyperlinks instead of page numbers
[¥] Right align page numbers
Tab leader: | ... w
General

Formats: From template w

show levels: |3 o

Options... Modify...

How to Remove Table of Content(faua=l &1 & faailidd X )

397 S Table of content IR fHar o1 T RUT@er IfE 3T Table of Content 3T geT=TT A8 g ar

T Tgel 3T 3H 9T T open FX [THA 39 Table of Content ST ST g3 7]

8% 916 AT 39 REAT Tee 1 ffotee H

g% dIc Reference Tab 9X fEUT Table of Content IR fFeteh &Y

Y drop down arrow O click &Y 3X g8 &1¢ Remove table of Content option 9 Click &Y |

m HOME INSERT DESIGN PAGE LAYOUT REFERENCES

) Add Text - Bl I Insert Endnote B 5] Mar
e [3! Update Table o AB] Next Footnote ~ -~ Ez syl
able o nse nse o
Contents » Footnote >how Note Citation - 0 Bibl
Built-In ions & Bi

Automatic Table 1

Contents
Type chapter title (level 1) 4
% More Tables of Contents from Office.com >

Custom Table of Contents..,

E;( Remove Table of Contents
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How To Update Table of Content(fRszre=t #r & 3rqse )

e Table of Content 3793¢ &l & fIT outline toolbar I FUA Update 9T click HY|
AT — Word 2007 I Word 2010 &, Reference tab 9T Table of Content 3 Update Table OX click Y|
e Update Table of Content Dialog box &, Update the entire table T click &Y, 3 38& & Ok WX click
Exy
e — Word 2007 I Word 2010 &, Update Table of Content Dialog box 3 Update the entire table 9 click Y|

: .I [ Update Table... ||

A Brief History of the Roman Empire
Update Table of Contents ~ ?

The Founding of Rome ... ) . PRS- |
Word is updating the table of contents, Select one
Romulus and Remus..........|| of the following options: eetsvasrianiasesonanassossansrensasens T
The Seven Hills of Rome.... e 11
The Old Kings of Rome .. w13
Cancel
Kingdom to Republic......c.... OO | -

LivOmian History .. e e smnaanas D2
The ROMan COnSEIEUTION vuuimsriiismsisisismses s v s seassss s sismssss e ssasssssssssasransens 2.9
EEPUSCAN IVIETTIOFIES 1eacarrersiemeacresseressse e rasre e ssesaene s tesea e e bemssmn e s demenn £ es s reemtn s s s aere e s nennmaenesneaennnrees IO
L= LU ot o = =TT - |

THE FIFST TrIUMVITEEE cuvsisssisnssmisesissamsss s samsrss s sssnnssa s sasssas e s saassnnes srassasses sessrasesssessaasssssasanranssssassansses 419

The Catallinge CONSPITACIES wvvvieiiisis e a s e s sb et srasbs st s anbas st sssassannees DL

How to use Themes in MS Word 2013(THTH a8 2013 F =g &1 3990 FI
)

MNA T Fo, Bic AR TG HT Th FC ¢ S 39 SFgHC HT FHT ®7 TR i 81 feq
39 YR SlFPAC HT doll T 3N I & Feolel HT Ueh AER bl & | MS Word 2013 #H @i
St Ao #1 39T A E

ffF FAT (Theme Colors) : za& 10 MF FoR BT &l T Hor A & MY 3N gooh T Fo
3T TEd &

A E=== =

B Automatic

Theme Colors

Standard Colors
| B | EEENERN

wy More Colors...

[ Gradient 3
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dfH ®ie (Theme Font): e tieed & o Wiee A & MY W N wie ey g &

Calibri =11 -~ A A Aa- Ffo i=- E
Theme Fonts - =
Calibri Light {Headings)
Calibri (Bady)
Recently Used Fonts

€ trial Marrow
(} courier MNew
% BEBAS
O Twr Con MT
i UG ( Theme effects): I 9T 3MHR styles H Fofdd X &1 o o 31T FS SR AT

SmartArt I1fthes TeTcd § A 3T Format Tab T shape or SmartArt graphic T T Hehd g1
DRAWING TOOLS

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW FORMAT

. . < |12 Shape Fill -

E Shape Outline -
Shape Styles I

C# Shape Effects =

Why use theme elements?(fid deal FT 39T FAT FI?)

e 39 theme elements T 39T &Y I¢ &, Al 3T ARG I & 39T Slergeic gd 3ol fe@dn §
3R T FoR 3= e T FH T &1 dAfheT  theme elements T 3TANIT FIA I Teh 3T d8T HROT
& S 3T fREY 3rerer N ) Bag = &, ar I3f M7 dcg a5 N W 3wse & o &, F9q 319
Q STEgFT & FEET 3R T FT Gid ded Hahd ol

oA &1 918 images & 39 default Office theme 3iR Organic theme &I Tefell T Hehd El

& &

Iie W, Fel 3R Bie oo aofl 393e gy S 39 N Bic Ir NF T FHT 3939 H T/ &l I
3T O FHol Fold § ST HeR AT HIS BIC 61 ¢ ol TFIAIC BIC w61 8, ol oId 3T g 75 A o]
A g ol 39T STagHT g Feer|

Mobile
Wash & Valet

Mobile
Wash & Valet
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Calibri 14 <A A Aa- b -
All Fonts - =
T Aardvark Cafe

¢ Acid

(} Adobe Arabic G JL?:.':T

{} Adobe Coslon Pro
(} Adobe Caslon Pro Bold
{} Adobe Fan Heiti 5td B N

¢} Adobe Fangsong Std R
{} £dobe Garamond Pro

{} Adobe Garamond Pro Bold

I 3T gl & Folt g3 A 1 3UGNT X I &, AT 3T &@ Tohdl ¢ [ ST 319 &I 3o A Tored
g ar style 5o ST g1 TT SWfOT § FifH W dgr @ Wl g8 M, T wic WX amaiRa g1 afx
31T styles T SGeleTT A6l A8 &, Al 3TIehT custom style I FATT B

How to Change the theme (o & acel)
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=
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I 3TOIIT-3Tel9T JeJhfldd Fal & fIT difSd Wiee T AT Y IT Customize font option HT Fai|

m HOME INSERT I PAGE LAYOUT
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K
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T Office
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Office 2007 - 2010
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2
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____________________ S S S
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= Columns = b~ Hyphenation ~ i

s Y0

Them _ B_
PR §

@

4 a@

Executive Foundry Grid
g @y
Hardcover Horizon Median

&
@

Module MNewsprint Opulent

- 3
i Origin Paper Perspective Pushpin
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OFFice Integral
M == A =
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|E=| Pict
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= Hide Folders Tools Save [ | Cancel
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o 37T9hI Theme save g1 ST 31a 3T 8 frel o 3qereyr sfagaic # apply FX Hevcl &

8 | I-f'--% N |

Facet Integral

2=_F [2=—1] |:’f:1_i
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How to Add Watermark to Document in MS Word 2013(THTH a8 2013 7 cFda<r &
AR FA AE)
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o AICIATE S Slageic H R@rs &of errem|

How to Remove Watermark to Document (S¥dTdst ' dietdATd 8 fAFrer)
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o 3M9% SFFAC § Watermark §& STIam

How to Add Custom Watermark to Document (G¥dTasl & FEEH AT Ha A1)
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[
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Colar: | Semitransparent

Layout: (® Diagonal () Horizontal

| Apply | | OK R}‘J | Cancel
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o 39 U FY A Uk image FAolFe T 3Tl Thd § AT Office.com ¥ fFeT 3¢ T A &
Fhd & T N7 R Th SHST @l Fohd ¢, TT 37 THSS8T FeRkel & U SHST HI Il I
Thd g

e 3HK dC Insert W Felh |

o IFC F NS A ATCIATH 3 S

How to Use Math equations in MS Word 2013(THTH g8 2013 & aforg gHwIo &1

IYGIET FF W)

IOt WU (math equations) T WIFATIT ST MS Word 2013 I HIH HAgcaqul faAVAm3i # &

€| S 3T 9= eErdeil # 0T HHAHOT (math equations) STeTAT 16 §, I IE g 3UAIN BIell &

HIg 8 Sl TS ST Al § , S & cgawra gavsh |, facd gaush, Thol Riat, favafaezrea &
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glelifeh 31T g1 & 10T HHARIOT ( math equations) 3R Felleh STl Tehd & oHfehel a5 T 38 Fiar

3TN Feh 39 AT & Ig T H Thd gl

39 eEAde & O FHEIOT (math equations) 3ot & AT AT FT 3T HY|

o TIH YA 3H GEAAS @ Wil [STHA 3T Bl STelell d6d gl

Insert tab X fFerer HT 3R Symbol group & 37X “Equation drop down list” ST I |
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F.;'_:_.Datr: & Time
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M Object - - l\ -
Built-In i
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Binomial Theorem
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k=0

Expansion of a Sum

| ny  nln —11x?

o 3T U TifSd FHIAOT W Feleh diah, ST T gEddall & A3
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|

Change to Inline

Justification >
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e 39 “Save as New equation”memﬁﬁHWﬁﬂﬂWW% , T &
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Built-In [=]
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Binomial Theorem
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=0
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rx n{n — 1)x2
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Fourier Series

=
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=1

L

Pythagorean Theorem
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v

7 More Equations from Office.com
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Insert New Equation
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Insert an equation with Equation Editor (F#Ye0T UG T #Aee & Th FHIHIT 3T0)
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o 3ifealdc ST sidd A, Create new tab 9 fFeleh Y|
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How to Insert Picture in MS Word 2013(THTH g8 2013 & R F& e )
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o 3H TYH W FIT W gl 3T image @ arga &1
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3R 3TYF UM 39T Pl W sfesd  Picture g1 &, AT 3T 37091 SlagAT # Sisel & faw iderss
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How to Insert Clip art in MS Word 2013(THTH a8 2013 # fFaq 3¢ Hd 31e)
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Clipat+ Color~_ Layout~  Creative Comm

TIOT 5: 37 H Insert T TIeT HY| 3R image 3T gFdGST H 31T SATT|
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copyright.
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How to Use Shape option in MS Word 2013(THTH g8 2013 & 3SR HT 3TANT FJ)

Y 9 SlFgAC H  Arrow, Callout, Squares, Stars 31 Flowchart 3R ( Shape) &fgd faffieer 3R
(Shape) SiTs |l B

How to Insert a Shape (T 3THfa F& afFafaa )

o HSH UgSl Insert Tab T Th= &Y, T TR (Shape) HATS W Fereh HY| IMHiardl &1 T 39-
I3 A fe@rs &am|

o 319 319 FIfSd 3MMHR (Shape) AT TIT HY|
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- - Pictures = -1 Office - Video -
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Barbecue. This year, our Memorial
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o 3MTh(d dIfSd 3R (Shape) oo 37ehRR (Shape) Seelel, Yehsel 3R Witel & g Wid| 31T 3THR
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ghd gl

4

|

Lt
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Cap SBring in Frong of Text B, riyperiink

"W (5] insert Caption...
BN Wrap Toxt
Seot as Default Shape
T More Layout Options...

Farmat Shape...

[
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How to insert a SmartArt Graphics in MS Word 2013(THTH a8 2013 H THIEIE
TPFT FA 37el)

SmartArt Graphics(FATE3TE ATRR)

SmartArt 3T9eh! Text &7 3UANT HA & FlIT  graphics & AT information & AT communicate el I

AT T Bl $8F choose I & TAT #S styles 8, FAAPT IUANT HIT H$ HT-37eT GHR & ideas

# RAfFd = & for & g gl
How to insert a SmartArt Graphics in MS Word 2013
o JIH UBH 3T document F 3T TATH UT cursor T ST&T 3T SmartArt graphic G@m=r amgd 1

e 3T §IC Insert tab & f&UG, illustration group F & SmartArt HHS HT TAT FY|

IMNSERT DESIGN PAGE LAYOUT REFEREMCES

Table  Pictures Online Shapes SmartArt Chart Screenshot
- Pictures - -

Tables Hlustrations

o TS AT didd fE@rS Saml  left side U category H & fhdT U category T Tt &Y , 3R
gifed SmartArt graphic TeT, T ok 9T click Y|

OK Cancel

- £ o ‘=
o= o=} =
B List HEE ELELEL, 2 D -
+¢  Process - = = = —
-?:.'P Cycle &= g— = = - =__= == _ i

: CeTe I OEE | FEEE ===
Ey  Hierarchy — o I ) . J

. . === =]
BEd Relationship == = =25 I . ‘ I . ‘ l . ‘
lﬁ}j“l Matrix = = =H=]
P id -

é yrami EI = — Hierarchy

i i =
e Picture HIE'H - Use to show hierarchical relationships
@ Office.com progressing from top to bottom.

Choose a category, select a graphic,
then click OK

e SmartArt graphic 3T9% document H @S ol @19

[Text] ‘ [Text]

l [Text] ‘ l [Text] ‘ [Text]

How to Add Text to a SmartArt Graphic
e SmartArt graphic T TIT Y| SmartArt task pane a8 30 fe@rs &am|

)
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-

+

Type your text here X +{§ .
* lTet [Text] ‘
o [Text
* [Text] |
* [Text]
‘ot Text ‘ [Text]
o [Text] R —
= l Text] ‘l Text] ‘ Text
IETArcny..

o Task Pane & WA bullet & ST H Text &of | text graphic # G&@T$ o 3 Shape & 37eX &1
3ThY dcel SITEdT |

Type your text here x
Nicole
# Nicole Ramirez, President I | Ramirez,
President
* [Texdt]
* [Ted]
o [Ted] |
3
o [Text] [Text]
® [Text] "
[Text] [Text] [Text]
| Hierarchy...

o IfE 3T FAAT shape VST TG § al, enter GaTT| Task Pane H T 715 bullet G&@T$ &M, 3iR graphic
#H U FAAT Shape e@S 2am| 3T Shape & fSH bullet FT 3T FgT AT TET & 39 3T gel
T g

Type your text here X
Nicole
* Nicole Ramirez, President Ramirez,
. [Ter] President
l| I
* [Texd]
. [Ted] [Text] [Text]
* [Ted] D
* [Texd]
[Text] ‘ ‘ [Text]
| Hierarchy...

3T Tifdd shape W click FTFH AT type Fah 3 Text SS Thd &1 Ig Sl FIH HIAT § PR 3T
shael FS shapes H Text Sgal I HTGRISAT g1 glellfeh, 3if&h Sifee SmartArt graphics & feIT, Task Pane
H FH HEAT FFE O eIl &l
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Working with Text Box in MS Word 2013(THTH g8 2013 H ¢Fee dFd & WY FIH
Ca))

fse eorte WX & 3N A & AT Caee siag 393N & Ihd g1 9 HUHT 39 ST

H TFTC T TUART Il T 3MTLTSAT 8l & ar 3 TeTIF o & Ihd &1 MS Word 3Tl IS3E
& & # e dfaq IR 3 Moy e F Bl e A AT ST B

How to Insert a Text Box (Ush ea¥e diFd ¥ FiFAfad #I)

o T Ugel Insert Tab T TTA Y 3 T Text group H & Text box HAE WX Feleh HI|
HOME DESIGM PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW

j [_D —'J] C .l ) o .’ P ] [) Header~ u B-F- o

) i 1 w . [5] Footer~ 4 -5
able  Pictures Online Shapes Appsfor  Online  Llinks  Comment — Text Symbols
- Pictures =~ @+~  Office~ Video - 1#] Page Number = sw.b v
ibles lllustrations Apps Media Comments Header & Footer Text A~
X 3 4 s

Choose a Text Box

Got must-see content? Put itin a
text box,

A text box brings focus to the
content it contains and is great for
showcasing important text, such as
headings or quotes,

o T 3MU-813+ Asf fG@rs 33m| Draw Text Box &l Thel Y|

Quick Parts ~ [& Signature Line - 7L Equation -

= < Wrordsrt ~ ER Date & Time L Symbol ~

1="a 4

nber - Braati— Drop Cap ] object -

o Bwuilt-in f—
5

Simple Text Box

Aoustin Pull Cuote Austin Sidebar

Grid Pull Cructe Grid Sidebar lon Cruocte (Crark])

==
= More Text Boxes from Office.com »
Diraww Text Box

[

Drrawwe a Text Bosx

Draww a text box anywhere.

This is a great way to get the exact
text box size youw want, especially

when adding text to shapes and
ochbjects.

o FLc diFF 9 & fAU Fas FY, v 3R di|
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e cursor THEE SIFH & 3 fGWS 3| 319 31T TR Sidd H SFEC BT I T ¢

Luigi's Pizza| B

o JfE 3T AR &, d 3T TFEE T IIT FT Tohd & 3 BT Home tab T FHHS FT 3TANT b
Blee, TT 3R IR S Tohd gl

Luigr’s Pizza

E s H

o Y UEel ¥ HISG cavre A ¥ AT vw @ auer off A dahd § o feeifRa @, wie,
feufa 3R 3R §1 afE 39 75 faweT goa § |, O S diew FEaifad &9 ¥ fG@rs |
STIT 3Pl 3T TN Fel DI ATGLThT el g |

How to Move a text box (3FEe siFd # F& AT )

o 39 CHEC Sidd W Fah d O T TAAEART AT I8 &l

o T diFF F [FART A T T W AT & glak M| AT dR 3SHeT & 1T Th H1F H deol
STea|

o JIfdd TU W ¢Fee died W fFaed Y, garv 3R i

[ uigi’s Pizza

121

How to Resize a text box (¢CFeC daFd HT HR HU sGel)

o 3 THT i W Fow Y WH 3T NFR el aed gl

o TFEC FIFT h Pl AT fhedRT TR AR & fhaT T 3MFR & g5 W Feleh ¢ |, garw 3R i
I T iiSd 3R o gl

Luigi’s Pizza
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How to Use Screenshot in MS Word 2013(THTH a8 2013 & Th-Telie &1 39A1T Ha
)

1T AT TSATAT H ThleTelic &l doil & AR IR & SIS Fohd ¢ AT 39 WA A o8 U foar
SRR GoAATC X Hehe & TSTEH 3T H1H T @ &1 IR 3T TAATT Thlel HT FhIaIe A
3R s gfafaf™ & el 37 a8 qEardsl & 3UAT & &1 §1 IE Fiaur Excel, Outlook, PowerPoint,
3R Word & 3ucisyr §| ThieTeile Wame a1 f[Asis & &Tuelicd & HFeaR it & fav 3uael § 39 3ma
BhIeITe gea W fdFoeh ad ¢, ar 3uciey fEEie ol # dooer & &9 & geol WA &) weiRia gid
g1 39 GO S fdst sTer Wehd &, A1 st & R 7 9 el & ToIU Ehiel fFafier g &1 39T
X T &

SIS 3T ThIeT TFATIET T TqT X & , o 3MOhr QU ST Il §9 & §¢ g S, AT “WHIECs ar
SITEafr|” 39 {1 $197 &Y Ared € 30 Yoaod & ST, Tl T+ 38 aReel & Aregw § fe@rmen|

o 3 TUE W Foleh Y TgT T Theeiie g dargd &l

o THAd, 33T R a$ A: Insert tab W, lllustrations group #, Screenshot TR feFersh Y|

|j‘ D |-_\. IMSERT
Pt l.""-."; I
O ke < = M| &+ palipe =
Pictures Online Shapes SmartArt Chart [Screenshot : )
: Pictures Online J5creenshot] Photo
Pictures N N Pictures - Album -
lllustrations Images

e UERUEe H: Insert tab TR, image group &, Screenshot I fFerer HY|

o 3ucley fagier Aol fe@rs &t §, St 3muehT acAre & golr @elt fast fewreh 1 oot & 4 &IS
T P

o ThIARIE 3T & T 37 e fr gaadd AT W Faaad L

o 39aey A3 et A fe@v v uger 48t &1 v gafad T S & fow
fFeler Y, 9 FBhIT A% g1 S § 3N I Th HIE T ST
o] W 3R 3T 37 B W @ O 319 R FET ged 6l

, Screen Clipping 9X
, dl A3E & &0 ded H

=

Scresenshot

-

Acrvrailalble W imndowers

e ocresen Clipping

Tip: I 3T 9T Tehifersh fasT el § , o Bhisilie 9ihar Y& el & Tgel 3Tl Thied W Felh
FeT FI HTITHAT g Tg 3Uersel TAsreT ol 7 f&Er #r ugell Rufa & o SR9m| 3mexor & fow
Ifg 39 U I9 9T el TR & 3R ST Word SEAGS H STl I8 & , af Jgel dd IS o ATy
T W Fesd &Y, AR 38& a¢ Y 39 IS gEada W Fosw H AR Bhiaeie T Fas w3 a9
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9T & AT Thiel 39arey a8t ol # ggelr Rufa & 3ueey gl | 3R 317 39 e &1 T W

Foeh R TR Bl

o IIF TART o TS BRI F S A7 T TEAfd §T F IIE SEASS F ST AT F
Ehietelic @ gurfed 3R delet & AT 319 Picture Tools 89 9T Tod &M 3TANT X Hebel & |

How to use WordArt in MS Word 2013(THTH a8 2013 & TS3TE &1 394 F& #Y)

Text Box H YT S8 & 37elTaT, 3T Text Box & 36X Caee H THTT S5 Thd ¢, ford WordArt & =1
T ST ST g1 TRRr 0T & T |, 39 St YH1T SiS @hd & d del & oif 39 Shape a1 Text Box
(shadow, bevel 31Tfe) & S5 T
3MH alk uT, 3maepl WordArt &7 393ier 319 3ia=mRes Documents SI& resumes 33X cover letters & 81
AT AT FiH Tg Tga & TS @ & @

How to Apply a quick Style to Text (¢&¥¢ # fFaF ¥R aN Fq )
T quick Style Fafold ®7 & Teh I # 3M0%  Text W Fg FHE oIF] HE| BT 319 Toee ghered
H SN AT TNMTAT I 3Tl TR HI & Thd ¢l

o FIY gl Text Box T =TT HY, AT Text Box h e FS THC o |

e 3T S Format Tab WX &, WordArt Style group F & Quick styles HTS WX fFeleh Y| Text Styles
F TS 3I-8131 As] Q@IS M 38 Style F AT Y [A0HT 3T ITANT FLAT A6 &

REFERENCES ~ MAILINGS  REVIEW  VIEW FORMAT

22 Shape Fill ~ ctic
2 TR §

L Shape Outline ~ A A //61\ A\ A @~

& Shape Effects ~ nk

o TextTafAd Style & @S ¢or o@em| afe 3mT amga &, @ 39 Home tab & Wiee IT Wiee 19T Sd
e
How to Convert Regular Text into WordArt (fRafad eaFe &I a$31¢ 7 F& Feac )
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Text 3 WordArt & &9 H Formatted 3T & T, I§ Tsh Text Box & 37eX 8leT ARV gTAifh , Th
glicahe & St 39T WordArt § FEe @Y shode el dT Sollold &dT & 3ol &7 TE Text Box & o &l

3T text T TTT Y oI 3T FHede HTAT TET 8, Y Insert Tab T Foleh Hi|
INSERT DESIGM PAGE LAYOUT REFEREMCES MAILIMNGS

HOME
sall= =Y >
e oke Y B . P L
Table  Pictures Online Shapes SmartArt Chart Screenshot  Appsfor  Or
reak - Pictures - - Office~ Vi
5 Tables lustrations Apps Il
1 g 1
Trivia Might

g8 16 text group H WordArt ST9-813+1 dIX W fFereh &l WordArt styles &l Teh 3I9-313e1 He
@S &am| 39 style T TIT Y fHGHT 3T 3UINT FIAT I6d &l

D 4 A Q’ Signature Line = 7L Equation -
F.;'E.Date & Time 0 symbol - 'J_i
o

Quick WaordArt Drop )
Parts - - Cap~ [ object ~ o

“AAA A A Trivia Night

ﬂ Fill - Blue, Accent 1, Shadow
l’ | I|l ."_"\u \‘ Ill J'— L 1':
AAAAL
L M A\

{]

Word Tanfold 9 & text & T U Text Box §T 39T, 31X text T¥Ad style § s gam afe
3T grgd §, dr 319 Home Tab & Wiec AT Wice T Sl Thd &l

Shadow & F& effects, Home tab & TEUT text effects menu & SIS ST Fehel &1 SI9 319 58 g & effect

Sea & ar I8 ST F Text Box & w1gT 1@
IMNSERT DESIGHM PAGE LAY OUT REFEREMTCES PSILINGS REWIEWW
=L e=s= | 8]

Mumber Styles

—
=
W

> Cut Calibri (Body) ~ |11 =~ | A" & MAa- fe = i . %=,  &=s= &
§ Copy
? Format Painter B I U -abex, x* B~ p-  EE=E= = -
sboard = Font A A @ — A
ATALA A A
A A A A /
&£ L !
ﬂ Outline »
£ Shadow »
;{-12 Reflection »
& Glow »
3
3
3

Ligatures

gw:h

Stylistic Sets



1PGDCA2- PC PACKAGES

How to Transform Text (3F¥e &I Fd yRafda )

o Text Box &l TJel Y, IT Text Box & 3HeX $& THeC Tal|

e Format Tab 9X 1?21? WordArt Style group ﬁ Q;T Text effects sTcr-?,Ba ?-ﬁT Ly W |
REVIEW  VIEW FORMAT

LA Text Fill - ||£} Text Direction -

A A A | A Tedt Outline-  [2] Align Text -

{5\ Text Effects~ @2 Create Link
WordArt Styles Text

2 3 Text Effects

Turn your work into a work of art.

Add a visual effect such as shadow,
glow or reflection to your text.

o Effect & U 319-3131 He] @S SIMM| ABH HT TrE®IH W X H¢ 3R Gw@rs & arer A &

a
T Transform effect o1 |

VIEW FORMAT No Transform
A Text Fill ~ 118 Te w
= . sbede
A A ~| A Text Outline~ [Z]Al ka
= | - o
O\ Text Effects €1 Follow Path E
WordArt Styles A e cde,. wcdq
2 3 L\ Shadow O I . - = Tawii
N Sae™ g, a Tgas
[5\ Reflection > |
/B Glow >  abcde abcde abcde Abcde
/B Bevel >
&2 abcde abcde =27z 53433

A\ 3-D Rotation »

S c o 2% D%
V = R LS &1 ,6: <
Transform (2

Fl'lda“fl'ﬂm 1_9 nm abcedeé abcae abcde abcede

n gets $25 in gift cards to Luigi’s abede | abcdel abede abede

Ly

Wave 2
ahrde abcde ahrde abcde

o TextTIMAT style H dceT AT

3R aifed g, ar 39 gRafda 9sma & shadow, bevel 31X more effects 1S Taha &1
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How to Use Drop Cap in MS Word 2013(THTH a8 2013 & 31T F9 T 39T ¥ )

T& Drop Cap Ueh LT dled § Sl 3TH AR OX fohdll AereleT a1 37101 Y QAT & 3UINT &I Sirelt
&1 75 e TS AT Selid & YEIA H ITANT fRAT AW arer  Capital letter T § e @A
TS FT @ AT @ W HE GfFaat v TS g &l

orem ipsum dolor sit amet, at mea vidisse philosophia. Mel latine patrioque id, accusam
complectitur an per. Ne autem percipit recusabo nec. Utamur vulputate usu eu. Mei blandit
electram et. Postea laoreet vix el

qEde!, 39T AR FATEAR 96 Y ged FAT AT HFR 3@ § AT e gud & Awad 99
HeRT & ggel &R @ Y& B &1 38 319 HoH ( Drop Cap) HBT ST & ST UTSehi T €Tl TS
AT § 3R qEaEe @ 3ufufa F gur axar
gs 2013 # 31T Shed FlAur H7 3T Fe & AU e 1 3uheT A
o REME F g HEW F T H|
rem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore
et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut

aliguip ex ea commodo consequat.

e INSERT &5 9 f&ud, Text group & &, Drop cap T Il Y|

I [ 4 A rLf Signature Line -

2 l'_ Date & Time
Tent I:'-:li.lll.'lc' ‘WordArt Drgp e
Box~ Pars~ - Cap - L] Object ~

Iext

o 3MUH FF faHen @S &I R TE # TIT FX S AT TR 2
Dropped:- 38 fd%eq &7 YINT 31T $9 §a7 & fow foar Srar g

A [# Signature Line - A [# Signature Line -
o % Date & Time = 3 Date & Time
: Drop _ rop ;
Cap~ [1Object ~ Cap~ [Object ~
Mone Mone
A Dropped A Dropped
A In rmargin A In rmargin
A A

Drop Cap Options... Drop Cap Options...

In Margin:- 38 Td&ed &7 9T Drop cap & ToIT AfGA AT & & forw fomar amar g

Tip: 3T 319 %7 & 3MhR 3 Biee & ool Fhd &, WY & e @ H g0 o dgf Fha 1 CAT
# & ToIT, Drop Cap > Drop Cap Options, 3R fa&edl & dgd, 379 I Y W Feleh Y|

How to Remove a Drop Cap (319 T #I ¥ fAsre)

g7 3T HYsT cFee AT REMB & Drop Cap oieX &l gl dlgd ¢ di-
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e HIH YA Drop Cap olex &1 fBeae Y
e 3TP §1G INSERT &§ W T&Ud, Text group , Drop Cap 3Tl TR fFereh Y|

[ 4 A P{"ﬁignﬂf.lrﬁuinp -
-

: : rm Date & Time
Text Quick WordArt| Drop | __
Box~ Parts~ - Cap~| L Object ~

o 3iRX 3td & None option X fFerer HY|
A [# Signature Line -

: Drop
Cap~ [ Object ~
MNone
A Dropped
A In margin

A= Drop Cap Options...

What is Template (¥Fqae T § )

&Faele U qafaeiRa sfeggic ¢ fowe 3uailer uh o siagac sfedl ¥ aa s & v #X #@ad gl

SFYeicH H JFEX HEcH BiaAfed IR Bomsa afaa ga § |, Safelv 388 Ush o5 IRASTT Sl &
AT AT g IId gl gl

f3eirget T R TrFucle i TATE a5 & 3Uciell Ush FiauT § cFvele Tl siFgdic & U g & Fal
BT 9TRT B § o Rl st @ i a1 IR F & T mads o R e § R
¢Uele I Yol & I Tl e 39 siogeic W o] 8 Sfd § 3&eX0T & fow  Font, Color, background,
style, Table, text box 37Tf& SFIelc & Ugel & AT @ & §H hddl YT STET STlall USAT g

SFIeIcH & UHR (Type of Templates)

HATAT MS Word 2013 H & YR & ¢Fdeicd g Builtin 3R Custom|

Built in Templates
Built in TFIITH d TFYAT BId § ST MS Word 2013 7 9gel & & HiSg W®d § oo 3T ol #lah

SoTehT 39ANT HT Tohd ¢ T S YPR & 8ld & oF —

o %FF (Fax)

o G (Letter)

e #A Memo)
o RYIE (Report)

* W (Resume)

o 37 g53 (Web Page)

o F¥CH FFEUT F 3T 3iFgAE (Documents without custom formatting)
Custom templates
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Custom templates & SFTIC BId & Sif Toles o G@NT ST ST & IoR 391 TGHe & TFTele el
Tohell § AR 37¢ U .dotx BISeT & & & save X Hehcl &1 3T HiS[eT Fele & GUR 8 T Fehol &
I 3T Uk Seleh STFgHe § 3T H Y& H Tohd gl

How to create a new document from a template in MS Word 2013 (THTH a§ 2013 &
SFIAiT ¥ 79T FAaS F/ T40)
o TS oY T UEUA & AU File Tab R Foeh Y|

B H S O-

q HOME IMSERT DESIGM
ﬂ -

D Calibri (Body) ~/11 | A A

F'a:tew B I U -abex, x° /M-

Clipboard = Font
e New option goi| Blank ¢Fqeie fadhed & o &8 ruae fawrs &
o fRE T CFUAT FT T FL

Merced Flores - gl

Search for online templates 0
Suggested searches:  Letters  Resume Fax Labels Cards Calendar Blank
Blank d t Wel Word Single spaced (blank)
Title = Title Title
Heoding Heading
Ton design (blank

EETEEE EENEEN

Blog post lon design (blank) - Facet design (blank]

Title g@

1 HEADING

o TFYRIT T 3UTNT HY fHAT ST Thell & 38 aX A HARFT SR & WY FIAC H Toh Hieg
ferams &am|
o AT CFURIT & IUAT Fel & AT Create T Feleh H|

lon design (blank)

Provided by: Microsoft Corporation

A simple starting document featuring the Ion
design. It has a clean look with a touch of
personality that's perfect for any document, This
template is great for when you want to start from
blank but don't want the default look. To take
advantage of this design, simply format headings
and other text using the Styles gallery on the Home
tab.

Download size: 17 KB

Rating: % (11 Votes)

L]

Create

o TG SFIAT & WY U A SFgHc @ e
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How to Use Templates in MS Word 2013(THTH g8 2013 & & FColc &1 3TANT Hd
)

I T HFaY vk ARG JhR &1 gxdidet §ard &, S foh A Raie, foshr qafegane, ar ol
AN & FIY YSIeeT, o AT 3 SFIAIC & ®T H  Save A Hehdl ¢ dlich 3T BISel I Y. Tollel o
SOl 39 3T f6g & & & 3UGNT X Fhl | 319 3T GaRT Ygod ¥ &A1V T SGEAES |, 3T
GART S3Aels fohdl 9T GEATASl W ST T Fohd o

How to Choose a Template(@Faaie Fa E_lﬁ')

Blank Document &I 3198 Template &T 39T ek Teh AT  Document FATT IFEX AT BIAT &l
FIfs MS Word & Template ¥ §H &% YR $T  Themes 3R Styles FT YIWRT T Thd gl 3TIH a9
Content SIS 93T g

Ycde SR 59 8 3T Word 2013 & X &, o 3m9erl derdT & Template option &I IaTT §, SHH A
SFYeilcH & ¢@ & folv  Category WX click Y IT 3iTsTelldA More templates I Search &%| & df MS
Word 2013 7 Tgel ¥ & &% WY Templates HIS[g Bl § ofdhet T o AT 31T 357 Templates & Hee
STer & ar 3T More Template option &T SART X Hehd ¢ | (IS 3T Template T IUANT AL AT e
&, a sT Blank Document WX click Y1)

7 - 5 X
rch for online template o Sign in to get the most out of Office
Word Suggested searches:  Letters  Resume  Fax  labels Cards  Calendar  Blank e
Recent
( : Aa Title a
e \ >
ther Do Take a
tour
X docume come to We
Title Title Title
Heading eading 1 resome
‘:
EENEEE EEEEER EEEEEN
Report design (blank
4 &)
a ~ ’ | WANT TO VOLUNTEER

How to Save a Template (SFdole &I Tqq )

FISel &l CFTelc & §9 H Save el o folU-
o HIH YA File tab 9T FeAh L 3TF 91 Save as W Felah FY|
e 3% dI¢ Computer W ST-TFeldh o]

Save As

@ rAIlCcrosoft
@ OnelDrive

Eltl Computer
e

+ Add a Place
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o T File name box & 319at eFTele & AT TH AT 3T |
e 3TSP §IG Save as type box H Word Template option & f&elae &

File name: My new template

Save as type: | Word Document
Ao Word Document
AUEIOTE Word Macro-Enabled Document

Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

o I 3MUd gEAdS H Macros €, a Word Macro-enable Template TR fFesh &Y |

e 3hF §IG Save W Felh Y|
How to Edit the Template (&F9elc FI FT Fured AT Tfse M)
e 3T AU SFIAIC I HUST T AIRd & al Jed Ul TeT BISol I Wlel, 3T &1 3T SIr 87
editing (IRTTA) AT TET ¢ 98 ™ 3R BT SFIeie & Save FT S|

e Filetab9X &l &Y 3T+ a1 Open option WX Ferh |

e 3TF S Computer AT This PC IR sTol-fFerah HY

e 3% §¢ Custom Document Template Bieat H T35 Y St My Document & 3id3Td

o 3F AT U ¢FIeIiC W Feleh &Y, 3R open option T Fere HY|

o 39 Y HUAT TFUele H STl GUR Al TEd § g8 A 3R Y ¢Fgelec A Save 3R Close

ey

Use your Template to make a new Document (& #3T GFARA I & faT 3=t
TFYAE FT ITAT FF =)

gfe 3T EFJelec & 3790 New Document H SISl T8 & dl 3T [oI¥ 3T IeF Ygad  File tab W
fFeeh Y g8 a1g New option g 3R & dTe Custom option TR feereh |

7 - 8 X%

Word Search for online templates Pl Sign in to get the most out of Office
Learn more
Suggested searches: Letters Resume Fax Labels Cards Calendar Blank
Recent
Aa Title Q
el e e (=
ron nt, start by clicking on Open
@@ Open Other Documents Ta ke a
Blank document Welcome to Word Single spaced (blank) Blog post
Title Title Title
Heading Heading 1Heome
HE EEE EEEEER EEEEEN
fon design (blank) Facet design (blank) Report design (blank) Resume
JOIN US AT OUR -
>
ANNUAL EVENT £
| ‘ ] et scntvet e e | WANT TO VOLUNTEER

How to Search Templates in MS Word 2013(TATH a8 2013 # FqaeH Hd @)

o TEY Ugel MS Word @rel|
o TFUCIC WISl & folT Home Page & #ATEIH I Thicl Y|
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o 3UHI Uk §F sy fe@rS 39| S T S o SFUole Wil dEd & 98 <8y X &[38Te0T &
fow, afg 3mq et @ W Sraelcy deoll =g §, df 3T Wiel IR 7 “Jole” BT FHaN|

New

Search for online templates

Sugggsted searches:  Business  Persona | Industry Print DesignSets Eve

S

Take a
tour

Blank documen it Welcome to Word

ccccc

o TFUICH Pl Wl & [T U §exaAc ¥ FaAdc gl ST &l

o T CFUAC & I | 3T FYolc W oA FY [HTHT 3T 39AT FIAT A8 &1 I§ T fdsr
& go e
o Create W Fele | IE SFIIC qaTaaieel &1 JUFR &1 TAT a6 @ el H Th AT 5
eETdSt # eIl gl
How to Edit your Template (379l Fqee & HUIRT F3Y)
e 3T AU SFISIC Pl HUST T dIRd & al Jad Ul Tel BISol I Wlel, STb &1 3T SIr 87
editing (IRTTA) T TET & 98 ™ 3R BT SFIaie & Save FT S|
e Filetab9X & &Y 3TF a1 Open option WX Ferh |
e 3TF S Computer I ST-fFelh H

Open

Places

(T} Recent Documents

/

& Hemant Saxena's SkyDrive
[1 Computer

s

+ Add a place

e 3T% &I Custom Document Template Bieat & ST39T &Y ST My Document & 3T

o 39 3T U TFYelc W Ferh Y, 3R open option I Feleh &Y

o 39 3T YA TFUele A S o GUR YT died § g8 Y IR T eFgee A Save 3R Close
|
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Explain Mail Merge in MS Word 2013 (THTH a5 2013 & Aol Hol I GiAem &l qulel
)
MS Word # Mail Merge Teh 39l <ol & St 39l list, database, or spreadsheet # store STleTeh T T
39Yer e multiple letters, labels, envelopes, name tags 3T S&TTat &1 3efATT ST &1 Mail Merge i¥el Y,
39T T Word Document &1 3Tadshdr 8191 3R T recipient list, S 3R X Excel Workbook gt
el
How to use Mail Merge(Rel A<t F& 39T #I)

o WS Ygel T Hls[ET Word Document ®iel, AT Teh New Document S&TC |

*  Mailings tab &, Start Mail Merge command 9X Click ¥ 3iR SI4-813s1 #s] ¥ Step by Step Mail Merge
Wizard &7 TJsT |

FILE HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS
=
= E e &
Envelopes Labels Start Mail  Select
Merge = Recipients -
Create D Letters Write & Insert Fields
o £ E-mail Messages N Z 3
- E] Envelopes..
'-_'D Labels...
B Directory
EI MNormal Word Document

Step-by-Step Mail Merge Wizard... I,\\s

Mail Merge Pane fe@rg 23 3 f5& Merge I U X & AT 39! © HET WO & ALIA 4
ATTEAT HM|

Step 1: Select Document typeﬁ 39 38 Document sl YhIX E_!ff S 39 S dlgd %“I A 3clgvl
H, & letters T TIUT 3| STk d1G Step 2 W T & foIT Next: Starting document 9X Click &1

Mail Merge A

MAail Merge Select starting document M ail Merge A
Select docummend type How do you want to set up ..

WAt type of oo curmen t are rour letters? Select recipicnts

You working on®

| ISR o ST =
- Le
= E- P Start from a template Select from Cutlook contacts
Envelopes Start from existing document Type a new list

Labels
Directorny
Letters

Send letters to a group of
peopls. ¥ou can persona lize

Use the current document

Start from the document
shown here and use the Bail
Merge wizard to add
recipient information.

Step 2 of 6
== MNext: Select recipientg

*— Previous: Select docu

nt ty

Use an existing list

Use names and addresses
from a file or a database.

[ Browse..

L m

Step I of 6
—=» Mext: Write your letter

“— Previowus: Starting document

Step 2: Select Starting Document & & Use the current document 3T 39T &Y, T a1 Step 3 TW AT &
TIT Next: Select recipients 9¥ Click Y]

Step 3: 319 HTYHI TS  address list ST HTGTHRT g d1fer Word Taarfald 9 & 9l

address @l

Document # I& Heh| List fheT HIS[ar BIser & g1 Hehcll & , ST Excel Workbook, a1 39 Mail Merge
Wizard & $aX & new address list type X Thct g
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e Select recipients & &, Use an existing list T T &Y, THT WIS BT TUT Il & [TT  Browse W
Click &
o 3T WIS F Aelae N 31K open W Click |

@ = 4 . » Libraries » Documents » AdWorks AN ) Search AdWorks 2

Organize « Mew folder = - 0O @

~ Mame A B (
Libraries N - 1 |Title Last Name First Name
E@ Documents Address List 2 |Ms. Albertson Kathy
&' Music Letter 3 |Mr. Brennan Michael
[E=] Pictures 4 Mr Davis William
B videos 5 |Ms. Forest Eliza
G |Mr. Jones Dan
18 Computer 7 |Ms. Post Melissa

s 05(C) . s | f G [

File name: |Address List W | |AII Data Sources W |

Open S |

Tools - |

Description  Modified Created Type

M 5/9/2013 211:11 PM 5/2/2013 211:11 M TABLE

£

First row of data contains column headers

e Mail Merge Recipients dialog box #, 3T Ycdeh Sierd @I check IT uncheck X Tehd & Jg AT
& fau & wld & grcded! A9 # aiffa §1 Bwice ®9 & |, @l greasdi3it &1 ad« fhar
ST TRV ST 39 G & o, af Ok &Y Click Y|

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source

| Last Mame
Address Listxlsc Albertson | 1024 Lakeview Cir
Address Listadsx Erennan Michael 1123 Main 5t
Address Listxlsx Davis William Mr. 540°W 4th 5t, Apt 121 Mew Y|
Address Listxdsx Forest Eliza Ms. PO Box 4351 Renc

Address Listxlsx Jones Dan Mr. PO Box 805 Raleig
Address Listxlsx Post Melisca Mes. 3202 Maplewood Ave Richm
Address Listalsc Thompson Shannon Ms. 500 Acme Ln, Apt 3C Spring
Address Listxlsx Walters Chris r. 436 Church 5t Colu

<

Data Source Refine recipient list
Address List.xlsx %l Sort...

o Filter...

¥9 Find duplicates...

[© Eind recipient...
[ validate addresses...

Edit... Refresh
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e Mail Merge task Pane &, Step 4 T STl & folw Next: Write your letter 9T Click &4
Mail Merge h S

Select recipients

- Llse amn existimg list
Select from COutlook contacts
Type a mew list

Use an existing list

Currently, vour recipients are
selected from:

[Shest1%5] in "Address List.xls=xT
[ select a different list...

| .~ Edit recipient list...

Step & of &
—=» Mext: Write vowur lette

#— Previowus: Starting do et

Ife 39 9TH HIS  existing address list A&T &, A 3T Type a new list button 9T Click & 3R Create
Click Y Tahd &1 BT 3T 319er address list €39 T bt &1

Step 4: 319 39 37T letter TrTel & foIT AR §1 ST T§ Print 8T &, @Y letter 1 Fedsh YT Hel &9
q JEr gRf; hael UTeaehdl 3T (S A 3R 9dT) 37eI9T gRT| 3Rl Uedshd! 3¢T & foT cordglesd
ST BT ATfh AT Hol SieTdm & & 3eT Fgl SigaT gl

How to insert recipient dataRfARTT 32T Fd =8¢ FT )

e Document & 3F TATT W Cursor IW ST@T 3T TR @ g ¢l

=R
Mail Merge ™% Mail Merge a3
Write your letter Write your letter
If you have not already done IT ywou hawe not already done
50, write your letter now, so, write youwr letter noww.
To add recipient information To add recipient information
to your letter, click a location to yowur letter, click a location
in the document, and then in the document, and then
click one of the items below. click one of the items belowr.
B Address block... = Address block..
B Greeting line... B Greeting line... I_Furr
|—_|'-" Electronic postage... |:|+ Electronic postage...
| I ER More items... EEHl more items...
‘When you have finished wWwhen you hawe finished
. . writing your letter, click Next. wuritimng youwur letter, click Mext.
As you may know, 2013 marks our 12th year of doing business. Over T T T TS Then you can preview and
grown from a tiny startup into a robust company with over 200 emple Ipet[“m?i“le each recipient’s IF‘iESOF'El“ZE each recipient’s
etLer. = er.
~ Our growth would not have been possible without loyal customers lik
extand to you a 20% discount on your next order. It's our way of sayi Step4of 6 Step 4 of &
business. We'll keep working hard to provide the best possible custon 3 Next: Preview your letters —=» Mext: Preview your letters
products, just as we've always done. Thanks again for choosing AdWe - € Previous: Select recipients #— Previowus: Seleckt recipients
1 3

o IR THglest fdshedl A @ fohell weh &1 geA:  Address block, Greeting line, Electronic postage, or
More items.

Specify address elements Preview
Insert recipient’s name in this format: Here is a preview from your recipient list:
Joshua 1 > I
Joshua Randall Jr. -

Joshua Q. Randall Jr, Ms. Kathy Albertson

Mr. Josh Randall Jr, ;
Mr. Josh Q. Randall Jr. 1024 Lakeview Cir

Mr. Joshua Randall Jr. v Peachtree City, GA

| Insert company name

Insert postal address:

MNewer include the country/region in the address

Always include the country/region in the address
i 2 . Correct Problems
® Only include the country/region if different than: _ . .
R . If items in your address block are missing or out of order, use
United States Match Fields to identify the correct address elements from
) your mailing list,
Format address according to the destination country/region
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o 3Ud TTS & YR G, [AfNeaT fahenl & A T dialog box @S &3m, aifdd [ehew &1 Taal
#Y 3T ok W Click Y|

e TH ToHglesT 3% Document & @IS oM (3&TeX0T & fAIT, «addressblock»)|
=g ' : ’ T Mail Merge e
Write your letter

If you have not already done
so, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

E Address block...
B Greeting line...
|:I+ Electronic postage...
B0 More items...
When you have finished

writing your letter, click Mext,

A5 you may know, 2013 marks our 12th year of doing business. Over o (e I T e e

grown from a tiny startup into a robust company with owver 200 emplc Fe?:;;?.na”m each recipient’s
~ Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayi Step 4 of 6

business. We'll keep working hard to provide the best possible custon 3 Mext: Preview your letters

: -, R .
products, just as we've always done. Thanks again for choosing Adwe = = et SdeE rErEe

e &Y SR S YS! YA SeT Repls & AFAPRT  enter et I 3TIIHT 8l & o ST Steps i
GIEAT| §AR 3GT8TUT H, §H U Greeting line s3]

L g 1 2 3 4 * .
Mail Merge S

Write your letter

If you have not already done
wAddressBlocks 50, write your letter now,

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

Bl Address block...
El Greeting line...
|—_|'!' Electronic postage..

B more items...

«Greetingline» ‘When you have finished
writing your letter, click Mext.

As you may know, 2013 marks our 12th year of doing business. Over TR o T eam 2

grown from a tiny startup into a robust company with over 200 emplc IDEiE:‘:IﬂEl”ZE gach recipient’s
~ Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayi Step 4 of 6

business. We'll keep working hard to provide the best possible custon = Mext Preview your letters

. , . .
products, just as we've always done. Thanks again for choosing AdWe & (e S T

Al 4

o SIF T YA FI of, @l Step 59 ATl & foIT Next: Preview your letters X Click &Y]

. L g 1 2 3 4
Mail Merge e Mail Merge v X
Write your letter Preview your letters
If you have not already done One of the merged letters is
5o, write your letter now. previewed here. To preview
To add recipient information ::o:hﬁr Ietterl, GIE3CARE
to your letter, click a location ELEIELIN
in the document, and then Ms. Kathy Albertson Use the arrows to _’ .. | Redpient:1 [,
click one of the items below, " - =
1024 Lakeview Cir preview each letter — —_
] ind a recipient...
[E] Address block... Peachtree City, GA " kp .
B Greeting line... ane changes
w You can also change your
=7 Electronic postage... recipient list:

EEl more items... The preview allows you to [ Edit recipient list..
When you have finished see how rt%_cnenldala Exclude this recipient
%r;tr;nygozocl_larnl ept:ee\:,i ei:;c:nr‘:jext. will appear in each letter When you have finished

z 5 Dear Ms. Albertson previewing your letters, click
Ipei'r::?nallze each recipient’s - Mext. Then you can print the
~ As you may know, 2013 marks our 12th year of doing business. Over merged letters or edit
individual letters to add
Step 4 of 6 grown from a tiny startup into a robust company with over 200 emplc personal comments,
—» pMext: Preview your letters Our growth would not have been possible without loyal customers lik Step 5 of 6

€ Previous: Select recipient, extend to you a 20% discount on your next order. It's our way of sayi = Next Complete the merge

-
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Step 5: Ig FRARTT F & AT letters qafaelierel &Y & recipient list 1 ST letter 7 HET a1
g fe@s & WY § a1 A8t 3T 9cd% Document i 2@ & T left 3T right scroll arrows T 39T &
Thd g
Step 6 T ST & foIT Next : Complete the merge @ Click &Y |

rMail Merge - =

Prewview your letters

One of the merged letters is
previewed here. To preview
another letter, click one of
the Following:

S Recipient: 1 _—

[ Find a recipient...
Malke changes

You can also change your
recipient list:

o Edit recipient list...
Exclude this recipient

wWhen you have finished
previewinag vour letters. click
Mext. Then you can print the
merged letters or edit
individual letters to add
personal comments.

Step S of 6
—=> Mext: Complete The merge

€— Previows: Write your lette

Mail Merge M2

Complete the merge

Plail Merge is ready to
produce your letters.,

To persanalize your letters,
click "Edit Imndividual Letters.” @
This will open a neww

document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

PrinE...
dividual letters...

“— Previous: Preview your letters

Step 6: Letter & print %t & foIT Print 9T Click &<
T ST SIF8 @S 9m all R Click &Y, T ok T Click Y|
Print Dialog box fe@Ts 23m| Ife 3maeTes & v Print setting ST T X Hhd &, TS &I 3id &

ok 9T Click Y| letter print 8 S|

Printer

Mame: @ Lexmark %422 (M5} W Properties

Status: ldle

Type: Lexmark X422 [MS)
Where: 10.1.10.

Comment:

Page range

Find Printer...

[ Print to file
[] Manual duplex

Copies

Print records

(") Current record

D From:

To

oK Cancel
%N

® A
Current page Selection
C) Pages:

Type page numbers and/or page ranges
separated by commas counting from
the start of the document or the
section. For example, type 1, 3, 5-12 or
plsl, pls2, p1s3—-p8s3

Frint what: | Document

Print: All pages in range

Options...

How to Create and Print a Single Envelope in MS Word 2013(THTH 9§ 2013 & T&hd

freTeT F4 99w 3R R )

gfg 3 forw ( Envelope) @ 3191 return address el =TT 1A & , df 3T fIwI®T ( Envelope) TR

FTH FIAT YE T F Tgol 38 AT X Fohd ¢l oI 3T 39T ferwIer (

Envelope) 3191l STHITAR T

AT & §, o 39 38 i T dohd &, A1 &1 50 Save 8l T Tl § Tk 31T SEHT Gaf: UM
b
Set up a return address (aT9HT 9dT T )

ol ggel MS Word 2013 Y& |

File tab 9T TFeTeh Y|
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e Options W Feeh Y|

e Advanced R Felsh &Y|

o oI Tl HY, 3R General & dgd, Mailing address box & 3T9aT return address T8T &Y

o OkW fFoe &l

Ale: MS Word 2013 IdT HIEIT T & difeh oig 8 3T 3r9er Rest gar ( Return Address) fororer
(Envelope), ST AT 31T TSl H STofall AE & af 3T TP 3T X Thd ¢l
Verify printing options (RIféar Reea Icafa &)
39 e & Ategdw F fIwh ( Envelope) & 8T & Iallel & Ugol , 3T Ig AU X Thd ¢ b
e [awreq @gr i & ¥ &

e Mailing Tab WX, Create group &, fei®rt% (Envelope) 9X fFeleh Y|

2% dERRITE

Envelopes Labels |

(113
(113

) Faceup—— 2 — (%) Face down

.|,::1'|:,:| .............................................

e Options W Fesh &Y, 3R T Envelope Options tab W FeTeh Y|

e Envelope size box &, 379a1 Tt ( Envelope) & 3R & Aol T dlell JHG W Foleh dY| TG
IS o [dehed 39k fAHId (Envelope) 3R ¥ Hel g1 WIAT §, dl FaT & & Fhiel Y, HEcH
AR W Ford &Y, 3R T s 3R Fa5 999 & 390 fE% (- Envelope) & 3T 8T
|

e Printing Options tab W FeTsh Y|

e 3BaR MS Word &t §dTaT § o ford avg fowrer ( Envelope) fiex & ois foham s anfRe, 3k

Ig SATAPRT Envelope Options ST ST & Mifesr RAeeq &9 & yeRia g &1

1. 15 fafer fawrds (Envelope) & fEUfa FEiRa & & (GT0, 7e, §10)|

2. falpr95 (Envelope) &7 Face up 37 Face down Va7 G5 &HaT §/ Face g T&7 & 5@ @v war fae far

T &1

3. felreT (Envelope) &I gl @ flv 56 fa%eq T gI1T 1337 STrar &

o ST ST H Tohd & & H BT (Envelope) ag &Y |

o OkW fFad |

o Delivery address box # $& ¢¥e ¢aee €89 Y 3R fhT fA®IHT ( Envelope) e #tat & faw fie
9T fFereh

o HIfd Y & fwreT (Envelope) #EY &1 & Hfed B

o IfE fAWET (Envelope) T8 dlih & Bic 78 ar &, aF e & O 5 & T A

o WX # fawrhs ( Envelope) & W8 &Xel &I dlienT ollelel & v |, IfS 39eretr &, af 3r9er fiex
SRR T WAL o |

o 39 e g F update FI

o TAHIHT (Envelope) fAshed sTaydliar dfad & [T Qe &9 WX agw v |, 3R Rt [edt &
AT @] TIBIer (Envelope) T & Hfgd 1 3@ Ufhar &1 dd d& glgU¥ oI desh foh 39
AU aehedl &1 HI-hIReT Al Wil ofd § S 3Maeh sfeod IRUmA Scveet X &
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Create and Print or Save an Envelope (T& faremdr aame 3t fic &3 a1 @3a)
e Mailing tab ™, Create group &, folwI%s (Envelope) ©X e Y|

Envelopes  Labels

— il
_l _j Delivery address: [j -

Envelopes Labels

{reate v

o Delivery address box &, AT TaT 3T Y|

o IR T IS HY W AN SolFeiioiehr TQH geb H HIS YT & 3YANT Hilell A6 &, off
Insert Address I fFereh &Y |

o JfE T TFEC FI format IT AR &, dl TFEC FT ITT FY |, TAfAId CFEE W ASe-[Feleh Y
3R T QAléhe A W Wiee TFoleh A

o NReeT gar (Return Address) Ster &, aradT 9T 8T |

] . Envelopes and Labels ? “
Return address; 2 v [ omit pr—
- . Delivery address
Joannie Stangeland x| Preview S -
123 Maple Lane 3 —RHscse wiliome .
FrI:IS[JE'l:'t. 1."|.'r"5.|. EIE':IS[] ] Minneapolis, MN 33106
] Add electronic postage
e Return address: 14 Omit
: | Proseware, Inc. a | Preview Feed
4 _—:::rriar::,’w:«esssm = _ O @ _I— 5
P = 1
Verify that an envelope is loaded before printing
When prompted by the printer, insert an envelope in your per] [svromen] [ows] (Sostosompenc
Cancel
‘ Print ‘ ‘ Add to Document ‘ ‘ Qptions... ‘ I
6

o I T I HY R TANAA SolFeiieleh TGH geb H HIS YT & IYANT Hell A6 &, ot
Insert Address I fFereh &Y |
o IfE 37 wfasy & 3uAhT & AT Reat gar (Return Address) T@AT TG &, ofehed 3T 37 TdATT
TIRIRT (Envelope) & QA 1T AT AR &, AT Omit check box &T Il HY|
o IfE 3UH U gAFCIAh STh odeh YgH & , 3a0T & AU ARG U 38 des d1gs a9 W T
[T & WAST g, ar 31T 37 39e1 fwrh (Envelope) #H SIS Tohd gl
o T A #H T T FF F
= e 3T Gof: 3TANT & AT 3@ Save & 4T fAWIGT ( Envelope) e e drgd &,
Feed ST & fG@T 91T fex 3l W fFerdh |
= e 3T Gof: 3UAT & AT fIwIer (- Envelope) 1 Save s¥al dlgd & , dl Add to
Document W e &Y , 3R T File Tab WX Felh &Y , Save as W T &Y |, 3R
gEdael & faT e AT BT |
ferhTth (Envelope) T #fed &= & T , Envelope Options Srarelier &ferd & Printing Options tab T %I
diFd # fe@w 31w e & us fowrer (Envelope) 3Tt 3R i fBie X Fae Y|
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How to Create and Print Labels in MS Word 2013(THTH a8 2013 # e ¥ §10
Ik Rie AN

MS Word 2013 & 3T Ush oiedl, AT o &1 efie, I R_ffea daal &1 T 8 B & gohar &1 MS
Word 38 ¢l # oidel AHIA ¢l § Sl 3% GaRT aifoifedss &9 & AU 3T gl & AAHAT § Aol
et & o feomsa fhar a3

T 39 return address labels ST ATgd g, dF o¥e=T Ufshar & T&=1-

W gger Mailings Tab T TFeleh H{ 30% a1 Labels W [Forar Y|

Envelopes and Labels

(]
L
™

m HOME ~ INSERT  DESIGN  PAGELA| |~ —

Labed
Oninelabels.com, OL1050 -Rectan

Rounded Comers - 65 Per Sheet

Start Mail ~ Select Edit e
Merge~ Recipients ¥ Recipien

pient List Verify that labels are loaded before prtng.
| grint | New Qocument | Qptions... E-posiage Properties...

Create Start Mail Merge [ comes ]

R Options W Fee &Y
Label vendors T =l &, 37 &l WX fFeleh A A 3T el , AT FeA! HR o5 T IThR
AT

. Label Options ? X

Printer information
O Continuous-feed printers

(O] Page printers Tray: Defaulttray v

Label information

Label vendors:  Microsoft

. Microsoft

| Eind updates on Q3Mm / Post-it© Asia Pacific

Product number: |3M /Post-it® EU pel information
3M / Post-it® North America

Ace Label pe: 1/2 Letter Postcard

1/2 Letter Adetec ight: 8.5

1/4 Letter A-ONE .

1/4 Letter S e

gg zer Sage APLI-AGIPA ge size: 11" x 8.5
errage APLI-DECADRY e

Details... New Label... Delete Cancel
Product number & dgd, 38 T W Foler HY A 3MT$ oFed & Uhol W A QI gl
I TR AT 3cUIG AT o8] Q@IS T &, ar 3T Teh FecH ool A€ 3T & Tohd &1 3T
et & fov JA Tpiad #)
3d #H Ok Fash F|
Address box & del IdT AT 3T ATARRT ST |
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M_E_nvelopes i Labels

Address: =
Print Label
@ Full page of the same label A-ONE, A-ON
) Single label A4 size /121
Row 1 = Column 1
EE=:
=2 -
Before printing, insert labels in your printer's manual feeder|
[ Print ] [ MNew Document ] [ Options... ]

e HYX W T gl U3H g & fhdl gd & T oaer sl & foIw, Insert Address
button I e Y|

Formatting &I S&elsl & foIT, T &1 T4« &, TBC s Y, AR 38%F a6 AEHe As] N Hiec
7 Rramd | Foad F| dgad W 3R R ok R Fos |

Print option & d&d, Full page of the same label T el &Y AT Single label I Ferah HY|

Envelopes and Labels ? X

Envelopes  Labels

Address: \ [: v [:] Use return address
‘2015 UTILITIES: Gas, Water, Electrical J A
v
Print Label
(® Full page of the same label Avery US Letter, 5066 Filing Labels
O single label Filing Labels
Row: |1 3| Column: |1

=

Before printing, insert labels in your printer's manual feeder,

Print New Document Options... E-postage Properties...

Cancel

IE 3T T od e FT W} &, O 9iFa 3R Fiae Sfeq & 39T TATT g HLl 380 &
T, Ifg 39 grg fe W 3 10 DT e €, Afhed Shad 3ifaH 9 &1 a3 &, 9fed Sieg 7
10 T18Y &Y AR ol diFT H 3BT |

e R T ugd, WX & 379 dee efie W

39 WEIHT F Save fFd =TT ol e aar & AT, Print W Faes $Y|

Rl eEdrdst & T FT Preview ST AT Save adat & T 3MT fFT & 39AET HT Tohd &, 3TH
fIT New Document 9T & Y|

dac & Bic & & T File menu W e Y g0 a1g Print option IX fFeled &Y

How to Embed a Chart from Excel in MS Word 2013(THTH g8 2013 & wadel ¥ ©@1C
N T W)

gfe 3M9eT Excel H gl & & T Chart §I1T &, A 379 & 39«0 MS Word Document § Embed 31 Link
T WHd g1 ST 3MT Word 3 Excel Chart Embed &¥a 8, df e Excel Chart 7 319 garr fahu arw g
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off 3ruse Toarfold & & 39 Word Document H 3793¢ & S0, Sd o foh WISl T g TATHT W
| FE eI A e & o H Aeg AT §, ST 319 Chart H ITeTcd IT Rl SATAhRY g1 M|
e MS Word #, Insert Tab &l TIeT Y|

B Hd S O % =- s

HOME INSERT DESIGM PAGE LAYOUT

Bi Cover Page - % @ I_—T"\. =] Smartfrt
= <

[ Blank Page 1l Chart

L Tahble Pictures Online Shapes

*— Page Break - Pictures - &4 Screensho
Pages Tables Hustrations

[ 5 g

e 3TSP §IC Textgroup H T Object command TR fFearer FHY|

Books Sales - Bumble_Moare - Word

MAILINGS REVIEW VIEW

E& %Hyperlink \J [™] Header -

[E] Quick Parts - @'SignatureLine M

; |* Bookmark [] Footer~ 4] WordArt - E’-‘% Date & Time
Inline Comment Text A
Video Elj Cross-reference [#] Page Number ~ Box~ Drop Cap [object -
IMedia Links Comments Header & Footer Text

s 3 4 5 DhjECt

Insert an embedded object, such as
another Word document or an Excel
chart.

o TS AT digd fE@IS Sam| 5T Create from file tab & Browse WX e HY|

4 s 3

e}

File name: Book Sales

[ | [ Browse.

[ Link to file

[] pisplay as icon
Result

p, Inserts the contents of the file into your
Em document so that you can edit it later using
the application which created the source

file.

2008 2007 2002 2008 2010
EI0 SepmCpais  eBmeaptery THA fonmay

o 3T I dIfSd Excel Chart T Select FY 3R insert I Fereh Y|

@ v 1 . « DocumentsLibrary » Bumble_Moore_Sales v ¢ Search Bumble_Moore_Sales P
Organize v New folder 3 - [ @
, " [@%Book Sales Chart
¢ Favorites [17 Book Sales spreadsheet
I Desktop 15 Books Sales - Bumble_Moore
% Downloads % Books Sales
[&=] Pictures

@ Romance Subgenre Spreadsheet
& Google Drive

‘%] Recent places
|#4 Photo Stream
& SkyDrive

1% Computer
v

File name: | Book Sales Chart v| | AllFiles v/

Tools + { Inserti “ Cancel |
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o I 3T 3T A Excel Chart & foidh &A1 dTed & dr link to file & STl & fEud aied &1 & F
Ifg 3T excel Chart § IS IRaceT @ d Ig 3T MS Word Chart & 8t update It & HeTH
glam|

o Ok fFa® &l

Object ?

Create Mew | Create from File

File name:
i\Documents Librarny\Bumble_Moore_Sales\Book Sales Chart.xlsx Browse...

e

|| Display as icon

Result

Inserts the contents of the file into your

@_,@ document and creates a shortcut to the
source file, Changes to the source file will
be reflected in your document,

oK Ik Cancel

e Chart 31§ 39 MS Word Document H fe@rs gam|
Embedded Chart & editing %1 & AT, Chart ®X S9el-fFeieh S| Chart &I Source data I Teh TaFdol
Tuseie fe@rs ¢afrl editing TATCT a¥eT & &1¢, Excel & Chart 3T Save Y|

How to Export documents in MS Word 2013(THTH a8 2013 # gFdEdsl 9 @ ata #I)

fSiee &9 &, MS Word 2013 STarg#e .docx WTgel ehR A Save fhd ST 81 &Teiifeh, W0 HAT g Fahd ©
ST 39! fRET 3 WIS Yo, S T pdf a1 Word 97-2003 STerge sl 3UANRT el T 3aegerdr
811 MS Word & faffiest R & wIgel YahRi # 319a1 ST 1 faTd (Export) T M Bl

How to export a document as a PDF file (fiEv® ®Ised & ¥ & grar@dsr & F@ Aafa &)

U STgHAC T TSI ThHIAE Slagic & &0 # F0d wem | O AR W NEve Bied & &9 &
ST ST &, I &0 & 3wl g wehar § AfS 39 et 0F sfergaic & @Y sfargeie RN T @ &
fSg® 9@ MS Word T8t &1 a9 Teh NETH Brsel Uedehdisl &l 2@ & fov 3a §erdr §-afeeT
3 Icciehdl 38 SagAT & Hic A ol GUR ¢ X Fehell B

o TS oY % UEUA & AU File Tab R Foreh Y|

o Export W Fefsh &Y, T Create PDF/XPS Toi|

[} Create PDF/XPS Document Create a PDF/XPS Document
= Preserves layout, fermatting, fonts, and images

Content can't be easily changed
B, Change File Type Free viewers are available on the web

Ty
Led
Create
PDF/XPS

o Save ST Sied QWS 3| 3H TAUW & TAT H @1 AT SFGHAC AT e agad &,
WIS AT gof &Y, Y Publish R e Y|
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© ~ 4 | « Documents » Misc » Merced's Docs v ¢ Search Merced's Docs y-
Organize ~ MNew folder EE - @
~

“El Recent places
Mo items match your search.

4 Libraries Choose a location,

[5] Documents < type a file name,
then click Publish

& Music
[E=] Pictures
B videos
-
File name: | Resume e o v

Save as type: | PDF

Open file after publishing Optimize for: @ Standard (publishidg
online and printing|

) Minimum size
(publishing online)

Options...

= Hide Felders Tools ~ |  Publish | cenca |

fSthiec &7 &, MS Word 2013 siergaic # @t gval &I o2l | Ife 3 dhael acie= dof &l
foraTd aer argd €, @ Save as ST SfFd # options W faFele &1 Options ST died @S
I TAHATT T T T Y, Y Ok W fFereh |

Optimize for: (@ Standard (publishing
online and printing)

3 Minimum size
(publishing online}

| Options...

Page range

SEelection
() Page(s) From: [

Publish what
(®) Document
Document showing markup
Include Nnon-printing information
Create bookmarks using:
® Headings
wWord bookmarks
Document properties
Document structure tags for accessibility
PDF options
[ 150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded
[] Encrypt the document with a password

[ ok | [ camees |

e 3R TYH NIATH HISe T HUMGT Flel HI I ¢, A I8 I T NATH B5el I Ul
7y SiFgHT A deeld N AT ST &

How to export a document in other file types (3= BIS YRl # sl F& Fafa )
HTUhT 3T SFPHC THRT S & Word 97-2003 STegAT & 39a Sigac &1 @dd aa & o Ace
e @ehell & TG 3Tl Word & IXTeT HERIOT IT FRET . txt BISel &1 SUGNRT dleh S9N o TTY AR
I I HEGRIHAT § arl

o dREeS o T UgH F AT File TabR fFersh X

e Export ® TFee &Y, T Change File Type & TIT HY|

Export

Create PDF/XPS Document

PA’ Change File Type |}
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Teh BIEd TR H IIeT &Y, e Save as W Feem HL|
Change File Type

Document File Types

"% Document
Uses the Word Docurment format

Word 97-2003 Document
Uses the Word 97-2003 Document format

o | i

[
Loy
OpenDocument Text "E Ternplate
Uses the OpenDocument Text format Starting point for new documents

Other File Types
Rich Text Format

% Plain Text
Contains only the text in your document Preserves text formatting information

Single File Web Page
Web page is stored as a single file

Save as Another File Type

|

Select a common file type,

&g

then click Save As to export

Save As

Save as ST diFE fG@TS SIM 38 TG & TSI HY 61 3T SFFAC AT HGT a6 &,
WIS ATH Gof Y, e Save W Feld HY|

@ = 4 L« Misc » Merced's Docs LR ) Search Merced's Docs 0
Organize « MNew folder FEF - (7]
) - Chain of Command Tree
i Libraries Team Building Retreat Flyer Choose a location
Dy t .
[ Documents " type a file name,

&' Music then click Save
=] Pictures

i Videos

w

File name: | Resume -

Save as type: | Word Document w
Authors: Merced Flores Tags: Add atag

[] Sawe Thumbnail

sz Hide Folders Tools - | Save !}J | Cancel |

AT YR & BB YPRT H Aol A Save Il & TaIT 3T Save as type STFd & S19-313
Al & 3TAT T FX T B

@ + 1 . <« Misc » Merced's Docs v & Search Merced's Docs L
Organize MNew folder FE - [7]
~ Chain of Command Tree
7l Libraries Team Building Retreat Flyer
@ Documents
J Music
|| Pictures
' Videos
W
File name:  Resume -
Save as type: | Word Decument Y]
Authors: Word Document

‘Word Macro-Enabled Document
‘Word 97-2003 Document

Word Template

Word Macro-Enabled Template
) Word 97-2003 Template

= Hide Folders PDF

XPS Document

Single File Web Page

Web Page

Web Page, Filtered
Plain Text

‘Word XML Document -
Word 2003 XML Document de
Strict Open XML Document

OpenDocument Text

Works 6 - 9 Document
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How to use Macro in MS Word 2013(THTH d§ 2013 & # FT 39ART Fq )

S 3T Word 2013 H Teh &fdT GEAAS TolEd &, df Ig THa § b 3Maen! T &1 SFEC dl qIglrad ahl
TR glcht g, AT Tl & ToIT ASHAIve o Ueh W B yerl fohar § g0 giaer &
HspIST gl STl &1 S8 FIALT T 3UAET FA o T TRl hael  MS Word 2013 & 391 Sgard arel
H1A @ Nepis wa 3R afasy & 3@ 3 31w suer axar i 3maegear g

MS Word 2013 #, 39 Hshiel §allet 3R Tellel & GaRT AFEI YT fhU el drel FHIAT I FTFaTford
Y Hehel &1 Th Hspr JmeRil 3R A& &7 vk A & 9@ 39 T@Erid §T @ SR A QA A H
foT e & FAE & ¥ A TEIE I &1 3T I W AT 99 & AT S T I3FER wWA §
O T Al H d5ef S| FoOG Ygol |, 3T Akl Rebls ol &1 Y 317 IR ToFde gofaRk W &
Seof W [Feeh e AT Foll & FAISlT FN Gellhl Hol Tell Feohl &1 Tg 39 o1 W AR &ar g
HY 38 F VT 3T A B

How to Record a Macro with a Keyboard Shortcut (F1al$ efféshe & AT HH Rars
)

Y ggol View tab I TUT Macro Tddeer W Foleh |
g% a1 Record Macro 9T fFelar Y|
Documentl - Microsoft Word Preview

REFERENCES MAILINGS REVIEW

% [l OnePage —: ’_ ‘ - i B
M O Multiple Pages p s Sc s
100% New Arrange Split Switch Macros

{0 Page Width Window Al P Windows ~

Zoom Window

Video provides a powerful way to help you prove your point. When you click Online Vi
in the embed code for the video you want to add. You can also type a keyword to searcn unnne 1r une
video that best fits your document.

Macro Name ¢oee sTer 1 #hl o1 3R o1\ ford 3R Akl & AT eicere FHolt Siisa & faw
“HES” ded W fFas Y
Record Macro M

il\'lyﬁrstma(rol

Assign macro to

éf\; Button ‘@ Keyboard
@ | |

Store macro in:
All Documents (Normal.dotm) {ZI

Description:

[ OK ][ Cancel J"

mmﬁ%ﬁmﬁmwmﬁwmﬁrﬁ%ﬁm@raﬁaﬁmﬁ MS Word &
ggel & WA gt § S| Ctrl + B, Ctrl + 1 3nfe
Qe keys T TATSTT gof &Y, T Alt + Ctrl + 0 3R BT “Assign” Jed W Foad FL|
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- —
Customize Keyboard m

Specify a command

Categories: Commands:
Macros - Normal.NewMacros. irstmacro

Specify keyboard sequence
Current keys: Press new shortcut key:
- Alt+Ctri=O

Currently assigned to: Normal.NewMacros.Macrol |

Save changes in: | Normal EI

Description |

AT 3T S Nepls HET T8 § 96 RIS A O 3UH IR TR Sl T 3aTHT ¢l

3T AT A A A A o Fercl € 3T fAIT “Pause” HT FANT A AR ag H R & q& A
" gl

ST 39T NI 8 T v 3Ih HAhrer RpifEar & Aavell USAT & ; 3HS [T View tab &
EUT Macro group & Stop recording T TIT &Y

Documentl - Microsoft Word Preview

REFERENCES MAILINGS REVIEW VIEW
:) =] One Page 7: - f el Fr;' h'
n L d ed —
—EB [ Muttiple Pages = i chronous Scrolling I
100% ) New Arange Split Switch  Macros
B Page Width Window Al Reset Window Position | Windows - |8
Zoom Window F} View Macros

I. Stop Recording I
Video provides a powerful way to help you prove your point. When you click Online Vi'y ;™55 cc Recording
in the embed code for the video you want to add. You can also type a keyword to searcr urime 1or ue
video that best fits your document.

39 3T AEHT FHofl 1 AT 519 513 Gl #  “Run” HT 3G deh RS fhw arw Hepr a1
fasaifiea &t g&a &1

3 Y 3= SEATS B qTe H Hohl & WY qAHIcd el & fAT Hspl & ATy 30 gEarde A
Save & T g1

How to Save document with macro (HshY & HTY TS Fd TIA)

File Tab 9T fFeTsh ¥ 3R “Save as” T IIT |

Save as fdSY #, save as type 319 313« = & Word Macro-Enabled Document &7 et Y|
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How to Run Macro (#s! 3@ =)
Fh! Tollel & AT, foFaeh THAH ToIaR WX foFereh &Y |, HIEIS QAléehe gall, T T AshleT T F Hshl

TAT TP Bl
I Tgo View tab W TIT Macro [dhcer oX Feldh X

[ ]
o 3HH a1 View Macros X TFeleh H|
]
Switch IMacros
Windows -

E'_-r Yiew Macros |\
7 Record Macro... ¥

P! AT & dgd Al A, 38 HARl R [Foreh HY TH 319 T =gd gl
Run &Y T &Y



