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1. delafavunaungnaeslunisasisenansivdlulusunsy Microsoft Word

n. nay "Juiin" (Save)

. naYu "\Ua" (Open)

A. nAYy "asraenanstua’ (New)
3. nady "Na" (Print)

\aag: A

2. MnFaan1siaAtns A duuILauly Microsoft Word #aaaanadsle

. IAATINENATEAY > WUINTEATY > WWIUDU (Page Layout > Orientation >

Landscape)

. BTN > LUINTEAY > BUIUBY (Insert > Orientation > Landscape)

A. NUILIN > WUINTEATY > LUIUDU (Home > Orientation > Landscape)

3. Wl > BuINIEANY > kuueu (File > Orientation > Landscape)

Lag: N
3. MsUFuIABUFULUUISNYS (Wows) Tutenansmsvieeisls
. unsn > Woud (Insert > Font)
2. wHusn > Waun (Home > Font)
A. JuUes > Woud (View > Font)
3. il > Wous (File > Font)
Lag: v
4. $rdeanisunsnenssluienans Microsoft Word msidendndsla
. kN3N > M54 (Insert > Table)
2. NUIIA > 71519 (Home > Table)
A. 31U > M58 (View > Table)
4. lasamlinszane > #1519 (Page Layout > Table)
lRag: N

5. Bladignstedlumstufinienansidulud POF Tulusunsu Microsoft Word

n. wily > Yusindu > PDF (File > Save As > PDF)
9. unsn > Yunndu > PDF (Insert > Save As > PDF)




A. musn > Juiinildu > PDF (Home > Save As > PDF)
3. yuueg > Gudinilu > PDF (View > Save As > PDF)
Lag: N
6. idslaldlunsasanasunmsaznaduazhensalluenans
n. A5 > Msaznamuazlieinsal (Review > Spelling & Grammar)
2. unsn > msagnamuazliensal (Insert > Spelling & Grammar)
A. WLIN > AMsazneAazliengal (Home > Spelling & Grammar)
4wl > nmsaznemuazliensal (File > Spelling & Grammar)
Lag: N
7. maunsngunmanividlureuimesatluenans Microsoft Word a3svinegsls
n. wnsn > 3Unm > 21nlld (Insert > Picture > From File)
. ¥tIn > 3UAIN > 3nlnd (Home > Picture > From File)
A. yuu8d > 3UN > 9nlia (View > Picture > From File)
3. wily > gUn1w > a1nlwid (File > Picture > From File)
Laag: n
8. windesnsldiaanihaduenars msdenddsialy Microsoft Word
. Wnsn > @ani (Insert > Page Number)
. BTN > 1R (Home > Page Number)
A. U89 > @I (View > Page Number)
4. wily > wwwnt (File > Page Number)
Laag: n
9. Mswapuditundwwesenans Microsoft Word aasviegsls
n. iWlasatinseay > dueanin (Page Layout > Page Color)
. WNIn > @voanth (Insert > Page Color)
A. NUILIN > dVeeniil (Home > Page Color)
3. YU > Fveanth (View > Page Color)
Laag: n
10. Tunsasraadieges (Bullet Points) luienans asldddsla
n. unsn > geUagey (Insert > Bullet Points)
U, Miusn > eiitagey (Home > Bullet Points)
A, WNlATINTNTEANY > Iaatetes (Page Layout > Bullet Points)
4. AT > AUegey (Review > Bullet Points)
Lag:
11. mMsvilidennunuiluienans Microsoft Word aasvinegnals
n. WLIN > AU (Home > Bold)
. WN3A > §nun (Insert > Bold)
A. 33389 > v (View > Bold)
3. wily > @ (File > Bold)
Laag: n
12. FelafuAsnsauidomitamueluienas Microsoft Word
n. Aty Delete Uuuduiium
2. \don wils > au (File > Delete)



A. anwndidenternuravuauaInaly Delete
3. 48en nihusn > @eniiaviua udanaly Delete (Home > Select All > Delete)
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