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ÿØÅÚõÅÂóäĂËÈóÚ Word 
ìÚóÖ¬óÈĀäÂÃîÈ Word 

 

ÿÅæĆÕæòÛÂóäĂËÈóÚ Word 

1. ăâ¬ÖîÈäîäîÛĀÂăÃ ìäøîë¬Èăàæ°ăÜâóîöÂÖ¬îăÜ ÿäóâóĀÂăÃßäîâÂòÚ 

ëõćÈĀäÂØöćÅèäØČóÿßøćîĂìÿîÂëóäëóâóä×ØČóÈóÚä¬èâÂòÚÅøî ÉñÖîÈâöÂóäĀËä°ÿîÂëóäÂ¬îÚ 

a. ÿæøîÂ Share  ÛÚ Ribbon ìäøî ÿæøîÂ File > Share 

ìâóãÿìÖù: ×óăàæ°ÃîÈÿäóãòÈăâ¬ăÕ×úÂÛòÚØ÷ÂăÜãòÈ OneDrive ÉñÜäóÂÐìÚóÖ¬óÈĂìîòÜāìæÕăàæ°ăÜ
ãòÈ OneDrive ÿßøćîĀËä° 

 

b. ÿæøîÂÛùÅÅæØöćÅùÔÖîÈÂóäĀËä°ÕèãÉóÂÕäîÜÕóèÚ° ìäøîĂë¬ËøćîìäøîØöćîãú¬îöÿâæ 
c. ÿßõćâÃîÅèóâ (ăâ¬ÛòÈÅòÛ) ĀæèÿæøîÂ ë¬È 

File > Share 
Share 
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ìæòÈÉóÂØöćÿäóăÕĀËä°ÿîÂëóäĀæè ÿäóëóâóä×ØČóÈóÚÛÚăàæ°ÚòĈÚßäîâÂòÛÝúîøćÚăÕ 

d. ëČóìäòÛÜäñëÛÂóäÔ°ÂóäĂËÈóÚØöćÕöØöćëùÕ ĂìØČóÈóÚä¬èâÂòÚĂÚ Word Online ĀæñÕúÂóäÿÜæöćãÚĀÜæÈĀÛÛ
ÿäöãæăØâ° 

e. áóãĂÖ Share ÿäóÉñÿìĆÚËøćîÃîÈÛùÅÅæØöćÂČóæòÈĀÂăÃăàæ°ßäîâÂòÛÿäó 
f. ÙÈëöĀëÕÈë×óÚñÉñĀëÕÈĂìÿäóÿìĆÚÖČóĀìÚ¬ÈØöćĀÖ¬æñÅÚØČóÈóÚîãú¬ĂÚÿîÂëóä 

äñÛùËøćîìäøîîöÿâæ 

äñÛùÃîÅèóâ×÷ÈÝúäòÛ 
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2. ãîâäòÛÅČóĀÚñÚČó ëČóìäòÛÂóäÿÜæöćãÚĀÜæÈ 

ÂóäĂìØùÂÅÚØČóÈóÚä¬èâÂòÚÛÚÿîÂëóäÃîÈÿäó ăâ¬ăÕìâóãÅèóâè¬óÿäóÉñëúÎÿëöãÂóäÅèÛÅùâÂóäĀÂăÃ ÿâøćîÿÜõÕÂóä
ÖõÕÖóâÂóäÿÜæöćãÚĀÜæÈĀæè Word ÉñÅîãÖõÕÖóâëõćÈØöć×úÂÿÜæöćãÚĀÜæÈ ÛùÅÅæØöćØČóÂóäÿÜæöćãÚĀÜæÈ ĀæñÿèæóØöćØČóÂóä
ÿÜæöćãÚĀÜæÈ 

ÂóäÿÜæöćãÚĀÜæÈÉñÿìâøîÚÂòÛÅČóĀÚñÚČó ãîâäòÛÂóäÿÜæöćãÚĀÜæÈØöćÿäóÖîÈÂóäÿÂĆÛ ĀæñÜÐõÿëÙÂóäÿÜæöćãÚĀÜæÈØöć
ÿäóăâ¬ÖîÈÂóä 

ÿâøćîÖîÈÂóäÿÜõÕÂóäÖõÕÖóâÂóäÿÜæöćãÚĀÜæÈ ĂìăÜØöćĀØĆÛ Review ĀæèÿæøîÂ Track Changes ĂËÅČóëòćÈ Accept 
ìäøî Reject ÛÚĀØĆÛ Review ÿßøćîÿÂĆÛìäøîæñØõĈÈÂóäÿÜæöćãÚĀÜæÈ 

 

âöÿØÅÚõÅĂÚÂóäÖõÕÖóâÿîÂëóä ØöćÅùÔăâ¬ÿÅãØäóÛâóÂ¬îÚ ëóâóä×é÷ÂêóăÕØöć 
http://bit.ly/WordReviewAndTrackChanges  

http://bit.ly/WordReviewAndTrackChanges
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3. ÿÃöãÚ ëäóÈ ĀæñĀËä° āÕãÖäÈÉóÂ Word Online 

ÿâøćîâö Word Online ØČóÈóÚîãú¬ĂÚÿèĆÛÿÛäóè°ÿÌîä°ÃîÈÿäó ÿäóëóâóä×: 

¶ ëäóÈÿîÂëóäÿßøćîÿßõćâĀæñÉòÕäúÜĀÛÛÃîÅèóâ äúÜáóß ĀæñÿÅóāÅäÈìÚóÂäñÕóê 

¶ ÿÃóëú¬ÿîÂëóäÃîÈÅùÔÉóÂÅîâßõèÿÖîä° ĀØĆÛÿæĆÖ ìäøîāØäéòßØ° 

¶ ĀËä°ĀæñØČóÈóÚä¬èâÂòÛÝúîøćÚăÕÉóÂØùÂØöć 

èõÙöëäóÈ ĀæñÿÜõÕÿîÂëóäÛÚ Word Online 

a. æÈËøćîÿÃóĂË office.com 
b. ÿæøîÂÿÜõÕĂËĀîÜÃîÈ Office ƙƜƛ  ÉóÂÚòĈÚ ÿæøîÂ Word 
c. ÿæøîÂ New blank document ìäøîÿÜõÕăàæ°æ¬óëùÕ ìäøîÿæøîÂìÚ÷ćÈĂÚÿØâÿßæÖ 

 

ëõćÈĀäÂØöćÅèäØČó Åøî ÿÜæöćãÚËøćîÿîÂëóäÛÚ Word Online ÿæøîÂËøćîÿäøćîÈØöćÕóÚÛÚ Āæñßõâß°Ëøćî ÂóäÿÜæöćãÚĀÜæÈ
Éñ×úÂÛòÚØ÷ÂāÕãîòÖāÚâòÖõĂÚ Word Online 

 

4. ÉòÕäúÜĀÛÛăÕÈ¬óãÃ÷ĈÚÕèãëăÖæ° 
ë¬èÚìòèÃîÈÿîÂëóä ëóâóä×ØČóĂìÃîÅèóâÕúāÕÕÿÕ¬ÚĀæñË¬èãĂìÛùÅÅæîøćÚî¬óÚÿîÂëóäÃîÈÿäóÅä¬óèą ăÕÈ¬óã  

ÿæøîÂÿØâÿßæÖØöćÖîÈÂóä 

ÅæõÂ ÿßøćîÿÜæöćãÚËøćîÿîÂëóä 
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          èõÙöØöćÈ¬óãØöćëùÕĂÚÂóäÿßõćâìòèÿäøćîÈÅøîÂóäĂËëăÖæ°ÃîÈìòèÿäøćîÈ ÂóäĂËëăÖæ°ìòèÿäøćîÈ ìâóãÅèóâè¬ó ÿäóëóâóä×
ëäóÈëóäÛòÎ ÉòÕäñÿÛöãÛÿîÂëóä  ĀæñÉòÕäúÜĀÛÛÂóäîîÂĀÛÛÃîÈÿîÂëóäăÕĂìâ¬îã¬óÈäèÕÿäĆèāÕãăâ¬ÖîÈÿÜæöćãÚ
ÃîÅèóâÃîÈìòèÿäøćîÈĀÖ¬æñÃîÅèóâÕèãÖÚÿîÈ  

ÿæøîÂÃîÅèóâØöćÅùÔÖîÈÂóäĂë¬ĂÚìòèÿäøćîÈ 

ÛÚĀØĆÛ Home ĂìãóãÖòèËöĈăÜăèØöćÕóÚÛÚÃîÈìòèÿäøćîÈØöćÖ¬óÈÂòÚĂÚ Style Gallery āÜäÕëòÈÿÂÖè¬ó ÿâøćîÿäó
èóÈÖòèËöĈăèØöćëăÖæ°ĀÖ¬æñëăÖæ° ÃîÅèóâÃîÈÿäóÉñâöÂóäÿÜæöćãÚĀÜæÈ ÉñÿìĆÚè¬óÃîÅèóâÉñâöæòÂêÔñîã¬óÈăäĂÚÿîÂëóä
ÃîÈÿäó ÉóÂÚòĈÚÅæõÂëăÖæ°ìòèÿäøćîÈØöćÖîÈÂóä 

 

 

×óăâ¬ÿìĆÚëăÖæ°ØöćÿäóÖîÈÂóä ĂìÅæõÂÜù¬â More   ÿßøćîÃãóãĀÂæÿæîäö 

ÿÅæĆÕæòÛ: ÿäóëóâóä×ÿÜæöćãÚàîÚÖ°ĀæñÂóäÉòÕäúÜĀÛÛÃîÈëăÖæ°ìòèÿäøćîÈ ÿßöãÈÿæøîÂë¬èÚìòèÃîÈÃîÅèóâØöćÿäó
ÖîÈÂóäÂČóìÚÕÿîÈ ÜäòÛÿÜæöćãÚëăÖæ°ÃîÈÖóâÅùÔÖîÈ ĀæñÛÚĀØĆÛ Home ĂÚÂæù¬â Styles ĀæèÅæõÂÃèóëăÖæ°
ìòèÿäøćîÈØöćÅùÔÂČóìÚÕÿîÈ ĀæèÅæõÂ Update Heading to Match Selection ØùÂÅäòĈÈØöćÚČóëăÖæ°ìòèÿäøćîÈÚòĈÚĂÚ
ÿîÂëóäÃîÈÿäó  

5. ÿÜæöćãÚĀÜæÈÿîÂëóäÃîÈÅùÔăÕĂÚÅæõÂÿÕöãè 
ÿäóëóâóä×ÉòÕäúÜĀÛÛØòĈÈÿîÂëóäÿßøćîĂìâöæòÂêÔñĀÛÛâøîîóËöß ĀæñØòÚëâòã ÕèãÂóäÚČóÙöâÿîÂëóä ÙöâÿîÂ

ëóäÿÜĆÚËùÕÃîÈÖòèÿæøîÂÂóäÉòÕäúÜĀÛÛØöćâöÙöâëö àîÚÖ°ÃîÈÙöâ (äèâØòĈÈë¬èÚìòèĀæñÿÚøĈîÅèóâÃîÅèóâàîÚÖ°), Āæñÿîà
ÿàĆÂÖ°ÃîÈÙöâ (äèâ×÷ÈÿëÚĀæñÿîàÿàĆÂÖ°ĀÛÛÿÖõâ) âóĂËÈóÚ ìäøîÿäóÉñëäóÈÂČóìÚÕâóÿîÈăÕÿË¬ÚÂòÚ 

ÿæøîÂ Style ÃîÈÃîÅèóâĀÛÛîøćÚą 
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ëČóìäòÛèõÙöÂóäëäóÈÙöâăèĂËÿîÈÚòćÚëóâóä×é÷ÂêóăÕØöć http://bit.ly/WordTheme  

6. ĀÜæÃîÅèóâØòÚØö 

ÿÜĆÚÿäøćîÈÈ¬óãâóÂØöćÉñĀÜæÃîÅèóâìäøîÜäñāãÅÿÜĆÚáóêóâóÂÂè¬ó ƜƖ áóêóÉóÂáóãĂÚ Word ÿßöãÈÿæøîÂÃîÅèóâ 
ÅæõÂÃèó ĀæèÿæøîÂ Translate 

èõÙöÂóäĀÜæÿîÂëóäăÕăâ¬ÂöćÅæõÂ 

a. ÅæõÂ Review > Translate > Translate Document 

 
b. ÿæøîÂáóêó From Āæñ To 
c. ÅæõÂ Translate 

ÿÜæöćãÚÙöâÿîÂëóä 

http://bit.ly/WordTheme
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î¬óÚÿØÅÚõÅÂóäĂËÈóÚ Translate îöÂâóÂâóãăÕØöćÚöć http://bit.ly/WordTranslators  

 

7. ëäóÈÜäñèòÖõã¬îÖóâØöćÅùÔÖîÈÂóä 
ÿâøćîÖîÈÂóäëäóÈÅèóâÜäñØòÛĂÉĀäÂĂÚÂóäÅÚìóÈóÚ ăâ¬ÉČóÿÜĆÚÖîÈÿäõćâÖÚÿîÈØòĈÈìâÕ Word âöÿØâÿßæÖÜäñèòÖõ

ã¬î (Resume) âóÂâóãØöćØČóÂóäÉòÕäúÜĀÛÛĀæñÂóäÉòÕäñÿÛöãÛØòĈÈìâÕĂìÂòÛÿäóĀæè ĂìÂäîÂÃîâúæĂÚË¬îÈè¬óÈ ĀæñĂË
ÈóÚăÕØòÚØö 

ÅæõÂ File > New ßõâß° Resume ĀæèÂÕ Enter 

 

ßõâß°è¬ó Resume 

http://bit.ly/WordTranslators
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ãòÈâöÖòèîã¬óÈÃîÈ Resume ëèãą äèâ×÷ÈÖòèîã¬óÈÃîÈÉÕìâóãîã¬óÈÿÜĆÚØóÈÂóä ëóâóä×ÕóèÚ°āìæÕÿßõćâÿÖõâăÕØöć 
http://bit.ly/WordResumeAndLetter  

8. àòÈÿîÂëóäÃîÈÅùÔÿßøćîĂìÿÂõÕÅèóâÿÃóĂÉâóÂÃ÷ĈÚ 

Word ëóâóä×î¬óÚîîÂÿëöãÈÿîÂëóäăÕÿìâøîÚìÚòÈëøîÿëöãÈ ĀæñÿÚÚÅČóØöćÂČóæòÈî¬óÚîãú¬ăÜßäîâą ÂòÚăÕ î¬óÚîîÂÿëöãÈ 
ëóâóä×Ë¬èãĂìÿäóăÕÿäöãÚäúáóêóĂìâ¬ ĀæñÿâøćîĂËÅèÛÅú¬ÂòÛÿÅäøćîÈâøîëČóìäòÛÂóäÿäöãÚäúîøćÚą Éñëóâóä×Ë¬èãÜäòÛÜäùÈ
ØòÂêñÂóäî¬óÚëČóìäòÛÝúØöćâöÅèóâÛÂßä¬îÈĂÚÂóäÿäöãÚäú ÿË¬Ú ÅèóâÝõÕÜÂÖõĂÚÂóäî¬óÚ (Dyslexia) ÿÜĆÚÖÚ 

èõÙöÂóäĂËÈóÚ 

a. ÿâøćîÿîÂëóäÿÜõÕîãú¬ĂÚ Word ĂìÅæõÂ Review  > Read Aloud ìäøî ÂÕ Alt+Ctrl+Space ÛÚĀÜÚßõâß° 

b. ÅæõÂ Play/Pause ÿßøćîÿäõćâĀæñìãùÕÅČóÛääãóã ÿæøîÂ Settings   ÿßøćîÿÜæöćãÚÅèóâÿäĆèĂÚÂóäî¬óÚ 

 

âöÿÅäøćîÈâøîîöÂìæóãÿÅäøćîÈâøîØöćË¬èãĂìÿäóăÕé÷ÂêóÿäøćîÈĂìâ¬ą ìäøîä¬Úäñãñÿèæó ëóâóä×é÷ÂêóÿßõćâÿÖõâăÕØöć 
http://bit.ly/WordTools  

9. ÕóèÚ°āìæÕäúÜáóßîîÚăæÚ°Øöć×úÂæõÃëõØÙõċ 
ÜÂÖõÿèæóÿäóìóäúÜáóßÿßøćîÜäñÂîÛÿîÂëóä ÿäóÖîÈÿÜõÕÿÛäóè°ÿÌîä°ÿßøćîÅÚìó ĀÖ¬ÖîÚÚöĈăâ¬ÖîÈĀæè ÿäóëóâóä×
ÚČóäúÜáóßìäøîÅæõÜîóä°ÖâóĂËĂÚÿîÂëóäÃîÈÿäóăÕîã¬óÈ×úÂÖîÈăÕĀæè âöèõÙöÂóäÕòÈÖ¬îăÜÚöĈ 

a. èóÈÿÅîä°ÿÌîä°ĂÚÿîÂëóä ĂÚÖČóĀìÚ¬ÈØöćÖîÈÂóäĂë¬äúÜáóß ÉóÂÚòĈÚăÜãòÈĀØĆÛ Insert ĀæèÿæøîÂ Online 
Pictures 

b. ÅÚìóäúÜáóß ÿâøćîÖîÈÂóäÅÚìóÅæõÜîóä°Ö ĂìĂë¬èæö "clipart" ĂÚÂóäÅÚìóÃîÈÅùÔ 
c. ÿâøćîÅùÔßÛäúÜáóßØöćËîÛ ĂìÿæøîÂäúÜáóßÚòĈÚĀæèÅæõÂ Insert 

http://bit.ly/WordResumeAndLetter
http://bit.ly/WordTools
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ÚîÂÉóÂÚöĈìóÂÿäóÖîÈÂóääúÜáóßĀÛÛ Icon ÂòÛ 3D Models ÿäóëóâóä×ÚČóâóĂËăÕÿìâøîÚÂòÚ 

 

âöÿÅæĆÕæòÛĂÚÂóäĂËÈóÚäúÜáóßîîÚăæÚ°ĂÚ Word ëóâóä×é÷ÂêóÿßõćâÿÖõâăÕØöć http://bit.ly/WordOnlinePictures  

10. ÉòÛÖóÕúÉČóÚèÚÅČóÃîÈÅùÔ 
Word ÉñË¬èãÚòÛÉČóÚèÚÅČó ĀæñÉČóÚèÚîòÂÃäñĂÚÿîÂëóä Word ÿâøćîÖîÈÂóäÕúÉČóÚèÚÅČóØöćîãú¬ĂÚÿîÂëóäĂì

ÖäèÉëîÛĀ×Ûë×óÚñØöćÕóÚæ¬óÈÃîÈìÚóÖ¬óÈ  

ìóÂÖîÈÂóäØäóÛÉČóÚèÚÅČóĂÚë¬èÚìÚ÷ćÈÃîÈÿîÂëóäÃîÈĂì ÿæøîÂÃîÅèóâÛóÈë¬èÚ ĀæèÖäèÉëîÛÉČóÚèÚÅČóĂÚ
Ā×Ûë×óÚñ  

Insert > Online Pictures 

http://bit.ly/WordOnlinePictures
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ÿâøćîÖîÈÂóäÕúÉČóÚèÚîòÂÃäñ ÛääØòÕ ã¬îìÚó ĀæñÃîâúæîøćÚą ĂìÅæõÂØöćÉČóÚèÚÅČóĂÚĀ×Ûë×óÚñÿßøćîÿÜõÕìÚóÖ¬óÈ 
Word Count ĀÛÛæñÿîöãÕ 

 

ìóÂăâ¬äúè¬óÅæõÂØöćĂÕ ëóâóä×é÷ÂêóÉóÂèõÕöāîăÕØöćÚöć http://bit.ly/WordWordCount  

11. ĂËÅČóè¬ó Effect ìäøî Affect Õöìæ¬ñ Word ÉñË¬èãÅùÔÖòÕëõÚĂÉĂìÿîÈ 
Word ăâ¬ÿßöãÈĀÚñÚČóèõÙöÂóäÿÃöãÚÿßøćîÿßõćâØòÂêñĂìÿäó ĀÖ¬ãòÈĂìÿìÖùÝæäîÈäòÛÕèãè¬óØČóăâÖîÈÿÜĆÚÅČóÚòĈÚ ÿäóÿÜĆÚ

ÝúÖòÕëõÚĂÉÿæøîÂè¬óÉñÿÜæöćãÚÿÜĆÚîñăä 

a. ÅæõÂÃèóØöćÅČóØöćÃöÕÿëÚĂÖëöĀÕÈìäøîëöÚČĈóÿÈõÚÿßøćîÕúÜòÎìóØöć Word ßÛ 
b. ÿæøîÂÖòèÿæøîÂ ìäøîÿæøîÂØöćÉñæñÿèÚÅČóĀÚñÚČóÃîÈ Word 
c. ÅæõÂ See more ÿßøćîÿäöãÚäú "ÿìÖùÝæ" ÿÛøĈîÈìæòÈÅČóĀÚñÚČó 

http://bit.ly/WordWordCount
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âöÿØÅÚõÅØöćÿäóëóâóä×é÷ÂêóăÕÿîÈ ÂóäĂËÈóÚÿßøćîĂì×úÂĀÂäââ¬ó ëóâóä×é÷ÂêóăÕØöć http://bit.ly/WordEditorCheck  

12. èóÕĀæñÿÃöãÚÕèãÜóÂÂóÕõÉõÖòæ 

ĂÚÿèîä°ËòÚÚöĈäîÈäòÛËùÕÜóÂÂóĀæñÕõÚëîĀÛÛßÂßóØöćëóâóä×ÜäòÛĀÖ¬ÈÿîÈăÕ Ë¬èãĂìÿäóÿÃöãÚæÈĂÚÿîÂëóäîã¬óÈÿÜĆÚ
ÙääâËóÖõ ÿÚÚëõćÈëČóÅòÎ èóÕ ĀÜæÈìâ÷ÂÿÜĆÚäúÜä¬óÈ ìäøîØČóÿÅäøćîÈìâóãÅÔõÖéóëÖä° 

 

http://bit.ly/WordEditorCheck







































