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* TARGET: Grade 1S5tudents
¢ TIME LIMIT: 2 Periods . “‘D

0_ PHASE 1:
PREPARATION & SETUP
\ (n1staSeuwsou)
Mew
_|  mm
®

AR() ACTIVATE: Start New Document

Initialize a clean document to begin your
report. Ensure default settings are clear.

A\ ATTENTION: Avoid using pre-made
templates for this phase.

T.M.F. (TACTICAL MANUAL FIELD)
INSTRUCTIONAL DIVISION

a PHASE 2:

EXECUTION - REPORT STRUCTURE
(MsUua - lasoasivsieviu)

@ TITLE HEADER:
T e Insert Main Title
o | — Use bold, centered text
for the report title.

INSERT > Test Box

Insert Main Title CO—————

O—J_O SUB-HEADINGS:
SUB-HEADINGS - Organize Sections

. Utitize headings for
- clarity and structure.

* OBJECTIVE: Master the Art of

” Formal Repnrts‘:j
ﬁ PHASE 3:

.-— FINALIZATION & SUBMISSION
0 (n1sasJ>vaouua:zdvoiu)

SAVE PROTOCOL:
 Secure Your Data

. Regularly save your progress
. to prevent data loss.

B FILE > Save As

JC}-'—O QUALITY ASSURANCE:
' Review & Refine
. Check for errors before

Y HOME » Styles > Heading 1

®——@ BODY TEXT:
- Input Core Content

. Type your report findings
. clearly. Use clear paragraphs.

] HOME > Font & Paragraph Settings

Submit Report

Finalize your formal report and

send it for review.

(0 MISSION COMPLETE:

'~ submission,
B4 REVIEW > Spelling & Grammar
BEZ 6O sTATUS:

READY FOR DEPLOYMENT

APPROVED BY: @é\/

INSTRUCTOR COMMAND
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urilnss  Layout W Reference

File wiusnl (Home)

hMadings Rewview VWiew  Help
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Parte U - . e e b | BEl=E==E Fur TMormal | THeSpes..  Heading 1 it Tins T Fhebices
« 2 Tormat Pler BT U-axx A -— = === i= — 5 N fb Sebect =
Cipboard T Paragraph [ Shyley Eiling Rotod
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AU KUIusn (Home) > ndu gokUn (Paragraph)
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Spec Sheet Shortcut Keys

TH Sarabun New - —

CiOHUN (Bold):
» Font U1QSIU dHSURDUDAATY

UunQ 16 pt dIKSULUDHIUNG —

g rcertl| + |
yula 18-20 pt d 1HSUHKJDUD G13ev (Italic)
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N1SNON 5: pagmom\g!a}l

Paragraph ? X

Indents and Spacing  Line and Page Breaks

Spacing
Bront.  [opt %]
UuvugngaHuBaLU e - Sit spacing
lasludavna Enter 81
Spacing
Before: @:E:__pt _—:—| Line spacing: Bi% | FuaUIBM
After: ﬁ ptl i| [ 1.5 lines !"*-"' q.;‘l ':_j nsnsnad1ﬂ

Penple spacing

[éf Format Painter] AvANASVLAED WAD(E Format Painter nhasgarstnaulatas!
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sUvgulula? vonnwuns:laaKu? -> (B Wrap Text —

In Line with Text
(LudLQ8OAUUDADY)
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~ Square
(3HauUIQSaA)
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