
 
 

Page 1 of 34 
 
  



 
 

Page 2 of 34 
 

 
 
        ìóÂÅùÔÅøîÝú­ĂË­ÈóÚ Microsoft Office ÖòèãÈ āÕãÿÊßóñ Word, Excel Āæñ PowerPoint ØòÂêñØöćÅùÔÿÅãâö 
ëóâóä×ÚČóØòÂêñÚòĈÚâóĂË­Ö¬îĂÚËùÕ Office 365 ÅùÔÉñÿìÚøîÂè¬óÅÚîøćÚØöćß÷ćÈæîÈĂË­ Microsoft Office ÿäøćîÈäóèĂÚ
ÛØÅèóâÚöĈ ÿäóÉñĀÛ¬ÈÜòÚèõÙöÂóäØČóÈóÚØöćãîÕÿãöćãâÝ¬óÚ Office 365 ĀæñËùÕ Microsoft Office ØöćÅùÔÅù­ÚÿÅã îöÂØòĈÈ
ØČóÈóÚĂì­ÕöãõćÈÃ÷ĈÚÕ­èãÂóäØČóÈóÚä¬èâÂòÚ ĀæñÜäñìãòÕÿèæóÕ­èãÿÅæĆÕæòÛØöćÿäóÉñĀÛ¬ÈÜòÚĂÚÛØÅèóâÚöĈ 

ĂÚÛØÅèóâÚöĈÿäóÉñßúÕ×÷ÈÿäøćîÈÕòÈÖ¬îăÜÚöĈ 

¶ ÿØÅÚõÅÂóäĂË­ÈóÚ Word 

¶ ÿØÅÚõÅÂóäĂË­ÈóÚ Excel 

¶ ÿØÅÚõÅÂóäĂË­ÈóÚ PowerPoint 

  



 
 

Page 3 of 34 
 

 

ĂÚÛØÚöĈÉñĀÚñÚČóÿØÅÚõÅÕòÈÖ¬îăÜÚöĈ 
ÿØÅÚõÅÂóäĂË­ÈóÚ Word ........................................................................................................................................... 5 

ÿÅæĆÕæòÛÂóäĂË­ÈóÚ Word .................................................................................................................................... 5 

1. ăâ¬Ö­îÈäîäîÛĀÂ­ăÃ ìäøîë¬Èăàæ°ăÜâóîöÂÖ¬îăÜ ÿäóâóĀÂ­ăÃßä­îâÂòÚ .................................................... 5 

2. ãîâäòÛÅČóĀÚñÚČó ëČóìäòÛÂóäÿÜæöćãÚĀÜæÈ........................................................................................... 7 

3. ÿÃöãÚ ëä­óÈ ĀæñĀËä° āÕãÖäÈÉóÂ Word Online .................................................................................. 8 

4. ÉòÕäúÜĀÛÛăÕ­È¬óãÃ÷ĈÚÕ­èãëăÖæ° ............................................................................................................ 8 

5. ÿÜæöćãÚĀÜæÈÿîÂëóäÃîÈÅùÔăÕ­ĂÚÅæõÂÿÕöãè ......................................................................................... 9 

6. ĀÜæÃ­îÅèóâØòÚØö ............................................................................................................................. 10 

7. ëä­óÈÜäñèòÖõã¬îÖóâØöćÅùÔÖ­îÈÂóä ...................................................................................................... 11 

8. àòÈÿîÂëóäÃîÈÅùÔÿßøćîĂì­ÿÂõÕÅèóâÿÃ­óĂÉâóÂÃ÷ĈÚ ............................................................................... 12 

9. ÕóèÚ°āìæÕäúÜáóßîîÚăæÚ°Øöć×úÂæõÃëõØÙõċ ............................................................................................ 12 

10. ÉòÛÖóÕúÉČóÚèÚÅČóÃîÈÅùÔ .................................................................................................................. 13 

11. ĂË­ÅČóè¬ó Effect ìäøî Affect Õöìæ¬ñ Word ÉñË¬èãÅùÔÖòÕëõÚĂÉĂì­ÿîÈ .................................................... 14 

12. èóÕĀæñÿÃöãÚÕ­èãÜóÂÂóÕõÉõÖòæ ......................................................................................................... 15 

ÿØÅÚõÅÂóäĂË­ÈóÚ Excel ......................................................................................................................................... 16 

ÿÅæĆÕæòÛÂóäĂË­ÈóÚ Excel .................................................................................................................................. 16 

13. ÿÖõâÿÌææ°ăÕ­îã¬óÈäèÕÿäĆè ................................................................................................................... 16 

14. äòÛÝæäèâāÕãăâ¬ĂË­ëúÖä ..................................................................................................................... 17 

15. ÖóäóÈÉñØČóĂì­Ã­îâúæÃîÈÅùÔāÕÕÿÕ¬Ú ................................................................................................. 18 

16. Üù¬âÚòĈÚîãú¬ØöćăìÚ... ×óâàöÿÉîä°ÛîÂÊòÚ (Ask Tell me) ......................................................................... 18 

17. Pivot ìäøîăâ¬ Pivot Õö? ..................................................................................................................... 19 

18. ĀëÕÈÝæÕ­èãáóßÿßøćîĂì­ÿÜĆÚØöćÉÕÉČóÕ­èãĀ×ÛÃ­îâúæ ........................................................................... 20 

19. ĀÛ¬Èë¬èÚÃ­îâúæÖóâØöćÿäóÖ­îÈÂóä ....................................................................................................... 21 

20. ëä­óÈĀÝÚáúâõÉóÂÃ­îâúæØöćâö: È¬óãÕóãÿßöãÈĀÅ¬ÂÕ ALT+F1 .................................................................. 21 

21. ÚòÂèõÿÅäóñì°Ã­îâúæØöćÿØßÉñĂË­àòÈÂ°ËòÚ IFS ......................................................................................... 22 

22. ÿØâÿßæÖØöćëóâóä×ÿÃ­ó×÷ÈăÕ­ÅøîÖòèÿæøîÂØöćĂË­ăÕ­ÉäõÈ ............................................................................ 22 

23. Öä÷Èăè­Āæñăâ¬Ö­îÈÂóäÿæøćîÚăÜâóîöÂÖ¬îăÜ .......................................................................................... 23 



 
 

Page 4 of 34 
 

24. PivotTable Õ¬èÚ: ăâ¬ÉČóÿÜĆÚÖ­îÈâöÜäñëÛÂóäÔ°ÂĆĂË­ÈóÚăÕ­ ................................................................. 24 

25. Å­ÚìóëõćÈØöćÅùÔÖ­îÈÂóäÉóÂÃ­îâúæÉČóÚèÚâóÂÕ­èã VLOOKUP ............................................................ 24 

26. ë×óÚñÃîÈÅùÔÅøîîñăä ÕúăÕ­ØòÚØö ...................................................................................................... 25 

ÿØÅÚõÅÂóäĂË­ÈóÚ PowerPoint ............................................................................................................................... 26 

ÿÅæĆÕæòÛÂóäĂË­ÈóÚ PowerPoint ........................................................................................................................ 26 

27. ëä­óÈÅèóâÚ¬óëÚĂÉĂì­ÂòÛÂóäāÚ­âÚ­óèâóÂÃ÷ĈÚÕ­èãèõÕöāî YouTube ...................................................... 26 

28. ÚČóÿëÚîîã¬óÈâòćÚĂÉÕ­èãÅèóâË¬èãÿìæøîÿæĆÂÚ­îãÉóÂ Designer .......................................................... 27 

29. ĂË­ÂóäÌúâÿßøćîØČóĂì­ëăæÕ°ÃîÈÅùÔâöËöèõÖËöèó ....................................................................................... 28 

30. æÛäóãæñÿîöãÕÃîÈäúÜáóßØöćăâ¬ÉČóÿÜĆÚ ............................................................................................... 29 

31. ëúÈìäøîÂè­óÈ ÅùÔÖòÕëõÚĂÉ .................................................................................................................. 29 

32. ÿßõćâÿßæÈĂì­ëăæÕ°ÃîÈÅùÔ.................................................................................................................. 30 

33. ÉòÛÅú¬ëöāÕãĂË­ Eyedropper ................................................................................................................. 31 

34. ë¬ÈîîÂëăæÕ°ÿÜĆÚèõÕöāî ....................................................................................................................... 31 

35. ÿâøćîÂóäæÈâøîØČóÈ¬óãÂè¬óÂóäîÙõÛóã Ăì­ÛòÚØ÷ÂÖòèîã¬óÈÃîÈìÚ­óÉî ..................................................... 32 

36. ØóÈæòÕëú¬ÂóäÚČóÿëÚîëăæÕ°ÃîÈÅùÔ .................................................................................................... 32 

37. ĂË­ëâóä°ØāàÚÃîÈÅùÔÿÜĆÚÖòèÅèÛÅùâäñãñăÂæĀæñÖòèËöĈÿæÿÌîä° ........................................................... 33 

ÅõÕÖ¬î ..................................................................................................................................................................... 34 

 

  



 
 

Page 5 of 34 
 

 

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







































