


Microsoft Office 365 Guide book

i 6 AAu OMierdsoft GHfiokeEs EE Va0, ExcdPiwerPdna Aé i @6 ¢ A
6 04a06axUCo6 g e asaOER G Ap-1 (lieiosarUiiRIAEE T URZED &
UgAeoauUsC § aob EanaAOHOEIE%e BEdIDooagiodauss dbyEAcEU @ ¢
@ C oEDAIAG EW&-CADA @8 AbamCodrivoaoOyeasO-eay A
AUUGAe6aUCyadoERRUOx+EyagéT EOOEO-T &
Ty dAUB WAd a AE- Eo U
T v @AUG Bxded 4AE- EOU

e

T v @AUG RowBainAE - E6 U

Pag2of34



Microsoft Office 365 Guide book

VOAUD WA A.AE - EQ. Ui eeeeeeeees e s eneeen Do
VA@RCOMDIAAO.AAE . E.0.U . B

1.

© 0 N o g bk~ 0N

=
R O

da-0- 1iEad 146 -UEAA- s Aa U AG.0.0.A0.0.1..8.05..y 406 a
faaouU A Co AUR.UCH. 'e;.C.é.]...a..o..U.A.é.é_.y..U.zab..é au/
0

.EoUO6OuUECLSH. ueuACDAu EA.J.I.Q U ke
. A E GEfieCt GAH&E 6 WaE-ME - ¢ 3 A u..o.o.o..o.é..ﬁ..u.AELA.i AN
12.

@6 0A@Ay Ad.aU0-.400AA006.Ed.0.0.2.15.

VOAUBS Bx@ad. A AE . EQ e e 1B
V AeeCOERCEIAG.AAE . EOU.. e A6

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

yOoayl ees..dd-.1.4x0E4e03.4Ce.......16.
adoUYexae.aa08a8aAE.860.0A4.. reeeeeenn 17

06 a AEERAD G: éﬁ.l].aeAI..E.A.&.D.a..O.Q.j'/...O..—.l..U..........18 ......
Uo-auUo CUT & (As@Teltnde).. U...............x.4.4.4.6.9181 &4 ° 01
VT =N VL 2 W VO ORNS L I
AeOEYa&0-248a40RYy R.a.CIAL..YUCUAH.280E CO (
AU-Eé-eUA-1.a.0.2004.420.6.y.4.40.0-.1.E0.4

6a- 6EAYU&UA0dEAQANAI.A0&ad6.6.4.0...2E5.080C¢
UoAedyAaonilFSA-.l.80a006.0y. QR EAABR24.0EA°
yodayRaeOB6c¢Edada YA 0xEAQ AR OOEY ¢
Oa+Edeée- Aefnaand-l.EALAY.2r.(1.104.(86.17 6 AC

Pagaof34



Microsoft Office 365 Guide book

24.

25.

Pivdabl©® - e U: da-EC6Vy.UCUO-1.EAL.UA.RE
A-Uil 6866¢E@O ¢ AWODADKUPE A.0.AE.0.AA.-.124.0.2E C¢
exoUn Al ERANOAN.I.1.4.8.4....00.8a0-.............25...

a

y QA U ROAWEIBOME ... E.0. U e 260
A eeCO oG AE . EQ e 260

27.
28.
29.
30.
31.
32.
33.
34.
. Vagéi AbaxmEawgi OCOE-0.8A2.50.A04130.006 4
. @6 Ex00e 0-A0aUCoYy.eU1.6.420° A1.E0.0

. AE-éa06a°@aaUAT EA0Oy.UCULOae Ao (BRD.A AN
0 1 TSP URTRTORNS. // S

e feln- 6 e UAEAT - AoYoWlGba.a.U.-.4.U.-.0.8.860.AA + C
UC6yeuUuili a-06Eao Oesiyied.-.e.AAe0.8E2847y1 @&
AE - A® @4 AidDedsadasnr oA0 EESRAIO. ... 28
eUadaeaenyil 6a0Al.EanllaoRgdaca a8y UCL
6UET 401 Ae.-.0.E...A0Q0O0Qea.UAE. ... 29..
YyROEAY R aeEAIL. .A420°Al.LEALD. ... 30..

E 0 U ARyed®Epar.O.aA.AE e eeeseenenn 3L

6 -ET 1 Aéaaedy.UlUen.046.a1 RTYC X

Pagéof34



Microsoft Office 365 Guide book

mﬁﬁanJWo

U -

]>)
m

unuindoailosinu #1573 Ribbon Aumdidimnuuium Auvmndaianidioims uyfruvoinmduddu
TWehAflgniduvouining a8 Word vin1é Tauadnuilu Ribbon uasdma Wonms i sumw wiatanduq huanars Fuwidds Word 23819 wiadum Wryyaradwdnguazuile
athenms Aioadloftil Wouasautuifudia y wnaslusuueamd
»:‘ K A S S W 9 | aaanceo] assbcene AaBL AaB s AaBbCCDN AaBbCCON AaBbCcX 5:“.;
- 2 s B 1 U x v.A-N = & tons | 9%t dae do tes Rorsae  shWduda =5
malmN i3
. »
W i vwmaldoteituany IasUuuud o wiAn —  Lreinesse Kage As
Tduoududauuaiiivivoualdie adnwiondnynidoruuasingdagiuuy s ruUY-A e
Fammonarsiumuasdudon Wiildormath
sHY e
2 dhwllennvere
- = uanwioaou Ribbon
Contoso Bistro i aanlonoudmuaiAaTi Ribbon
8§ oo uansagsio Wwlodoutisnatashn
P MIRANGNAT
tHyavieTAn
& e
D} wWanupowoIRm
VNARUUUNUANTUE [ f AAmuunuanusafoaduewin
s Aol 1 ddompios wioldunuidoudo/
Aanfdidunvanus laf idiatwne uds amotoa/smpmnsemit
figrusioams

wnaTvoRm gatidnoud wioamaaou
MIANATIAMN

2|~
a. y aShar ~ 10 @ibbona o File8hare 1
6 &xy-10GudA: & E A & & a0DeDruan A EOOUAD AlhoUBEADHERE D

aE@neDry/EB gé¢i1 AE&°

Kumton Suttiraksir

#2 Share (1 Comments

Review View Help  Foxit Reader PDF 0O Search

File Home Insert Draw Design Layout References Mailings

SE s 2l
= = =5 == Styles Edifing e
T g Share

3
=
N
1>
n):;
b=
=
[& i
|
—
bl

m~ Stvles T Voice

AAEa° O-
) A

Aae- e

Q M
o
NNy

C>
<: (D
g o
-_—
NN

Ad
Ao

PagBof34



Microsoft Office 365 Guide book

Send Link

@ Only pecple in your organization with
the link can view and edit.

Enter a name or email address

\.j
Add a message (optional)
\\ﬁ af0UA-T

@ Qe

Copy Link Outlook

[ﬂ] Attach a Copy Instead

d e Co6i ao0U0Uan e UADGUDr YWeradhhbe: A= 1UAZ00 46 yOUb aiio G
yA46aeaeddac

. a6 BHaREBY CUEGCT AT EYUAGA A 2B6 ¢ ACGS 20 EA

f. UE& 6 A & O Bygaxo00IiOEcmAAe AEAIG6 c AO-af AUBCHO

Pagéof34



Microsoft Office 365 Guide book

r-:-l
F Guadalupe Camr

2.87T 4aa0UACOAURUCSG éCoi aoUAo6Aay U= éaUA

A6 aAi - @WAKNU dgwscecAIGEy asadipe o adeaAe UAu 4/
06 0006aA06 WoHIEAHIEHOADGENxS @ E Ol AN Bfeed& @ ad
y Ued ¢ aUAU&E

yagcéi O-1 EAO 4y Ud ORavieh(sd BEdeiadidsy NBcem é D 4 &
§ Ui 401 e @6 CEA6ayUaed6¢aU

- Word

Document1

View Help  Foxit PDF  JESIEg [“. All Markup
_/ =) Show Markup

New Delete Previous MNext ) TraCk
mment Con Changes b

Comments

5] || Reviewing Pane

Tracking

aoy dAUBAAUAGA OB O0006ay 1T Aeé 6 a addoxkoku (
http://bit.ly/WordReviewAndTrackChanges

Pagéof34


http://bit.ly/WordReviewAndTrackChanges

Microsoft Office 365 Guide book

3.y Ad a U aelua OhafDribhedi A E 4 °
y AWadioane 6 E 6 U1 & uy-sddaeccady:-Uaoe° yi i a° Al
T éea-o0EyVT Aé6ay R oA a&mydA-achasisEm QMR- UM
TyA-6ée0-y1T AeoaAi EAUOEOAAT aRdey Of a°
1 AEa° Aei@C6EOUaAa-eaAoUYU-1T06Ua0- E6AC
edA-00 Eé BWGrg Qhond y 7 A
a. &k E mffideyot- 6 AE -
b.y &g 1 Ay OfdOWE - ABMOBD &ECU § aeei A
c. y adveiv Blank documg)® O&d a &e° @-6@ud i 401 yesgl A

Welcome to Word

‘§ﬁ j 2ol Ay 243

biery = Dl

& 0 ¢ E A ayAUeocc AaskebGdingtb gNA B 6 ¢ T VAGE Y EB® ¢ DU
EfdxaAUo UWoerdomliba i 0 OalaodOsAU

Contoso Annual Report - Ssec

~

@ Tell me what you want to do Edit in Word

4,
e - A UE peckaectaaxd@a 6 D10y D AVRAad6 diciEi - &g a A6 0 4

Pag8of34



Microsoft Office 365 Guide book

-TAe6aAl Ei®LWam ¢ T EAO- i

y 2o 1 AN BGEEIRED 6 ¢

UUAHBGRO - 4- 64 00 e E b Ca BiyleGaki)d O@-& dyFyas Die
EO0EO0GEDCae - PBE & aldeEl (e aiiar®QERA D -ado e d
AVEG AU EYAaGAea®0&0VI-0 EAOG A

::;:: Tell me what you want te do... JQI- Share
A2 Find -
AaBbCcDe| AaBbceDe AaBbC( AaBbCcl AQ B aasbccr ab
* | | fac Replace
TMormal | TMoSpac.. Headingl Heading 2 Title Subtitle |5 [:!\- |

Editing

Styles

x - 0 & ay-aa 1 EReoksdd - &G @ ohcos 5ARABUA-AAA ey @l 4 6
VAeC®&dVaxyUxeoscalUail UO° A=A aE@WOaGUA
O- 1 E A dlsalodioy UsnyctaR) é & dosed oAusdBdea A R &0 AAE .
i 0eVy aecél E dupdafk iHEANG foiMarcdEBaIdER0EA eC e BB AC 6
vi AgasdAl E
5. .l"l a’|_q"l 5\ ’E.. hﬁ‘ﬁ@ EAVG~V"|& é‘.mﬁ' Y
yaoabaxERUABPOEY RaET Al - a0 &
66ayUCUEUOAT EO0ey ol AA6AEOOA
yaCAO° AGABRNyE a(psneBakd)ARAHEIGOR & 4 -E

o:

Pag@of34



Microsoft Office 365 Guide book

Home Insert [EBENl[JM Layout References Mailings Review  View

TITLE Title Title TITLE Title Title
onding HEADING 1 1 HEADING 1
A Heading 1 HEADING 1 TSR
eqaddi B e, B i inchit D et S, S0 alorien
i i vt i, o e U T ey e o e T i s b ol TS B b
briuiuinsbotur sl i ung e e L v bncmmdt my Wh byl bk of o et e, naneet, b, cow - m-:ﬁ:wm‘-m :

0 vl ok ol vor o You 38

na | UBOEST L AGE Ao] :
eel] el =l L] |
A01 Aa}Aalei A01
S o e e S
| Aa Aa Aa Aa

-

e Coi aoled UL A edaabG/@EdbEmencAE- yT EUO ¢U

6. AUxeA-T Aed6agouUdo

vy UC layedkoCB FEAA- 1 Aedai aol WalBaAFE @D E A4
A &6 A A @radslatee g 1 A

e6U0A6aAUxyT Ae6aal-aa-AocAadA

a. A aR@dewTranslat@ranslate Document

out  References Mailings Review View Help

&l 5| 0o e

Translate Language New W
- - Comment |v_-| st Comn
=By Translate Selection omments
5§ Translate the selection with 2

Microsoft Translator

Translate Document
n

Create a translated copy of your
document with Microsoft Translator

11NURIp1S

Set Document Translation Language...
b. V &g IFidék 68@ 0
c. A aFtaAslate

Pag&0of34


http://bit.ly/WordTheme

Microsoft Office 365 Guide book

Translator

Selection  Document

Create a translated copy of this document with
the Microsoft Translator service.

From Auto-detect ~

To Thai ~

Translate

[N

T -6 Uy @ Adrsldd A& A BidBhd. &/ Doeta@ieds U 6 ¢

~

6 a Ua n Ward AJEAAJAARIA WD,

yOBas-UA UAUI A- odade 6ANE- o7 (&

m o
(@Y

resume, designed b...

Polished cover letter, design...

Pag#&lof34


http://bit.ly/WordTranslators

Microsoft Office 365 Guide book

40 E a oReéutneedg0 BATAEK tEO0eT Aa-6EAT EEOI 404
http://bit.ly/WordResumeAndLetter

8. g AGAEHORAYO ay A- 6AEA6AA+CU

Word 6 aoaxt -6UT 1T AyeoaEyT Aeoaald-yiaesi Ui Ug
éééé&ﬂi%%”&@ﬂ-ééééAiéﬂ Amfyagci Ai-EAe O
doAenAsdieoalACGI-ACBARKDPDGH@POAOaAPES U

e0UOAGAAE-EOU
ayagéi y Wokio ReyaBROAd Albud AiH+CIN-ESpadeA U- UBR 6 &
b. A aPtayiPays o ¢ T V 4 6 ¢ aSAieg 1 yaRueCtA & AllAHE AAGUER Byos

Foxit PDF

‘ Design Layout References Mailings View

[& 85 - B .|l' El |G

Check Language Comments Tracking Accept Compare Protect =
Accessibility M M - v ':a - M In
Accessibility Changes Compare

« » » & X

N

Reading speed

Yoice Selection

Microsoft Zira Desktop - English (United States) =

aoyARaogciT Eapgi 1 6Al e6ayAaogéci Eagl B6CE-@&3%
http://bit.ly/WordTools
9 C') é ~ E'[B,mrﬁ l'w ﬁ..m‘ﬁ

UAOGYyeaed6yadi qao@wm@ﬁm@@mﬂnmhmhmm
UC6aulUaonri agi Aed U7l 6a°> Oa6oAE- AUyT AedaA

aeO6EVAT aAYDCaAAUyE®A DO GERE B OFied & B U
Pictures

b. A- U6 yralsaca KO- U1 ochpard AUAD *adh - A -0MAE Edlhaad
c.yaogcécit AuOrUauU&ao6IRs@BD CET U Al - yeogl Adaal

Pag&20f34



http://bit.ly/WordResumeAndLetter
http://bit.ly/WordTools

Microsoft Office 365 Guide book

Insert Design Layout References Mailings Review View Foxit PDF Q Tell me what you want to do

Tl 75 SmartArt O s N
A 9 @ = St W/ =3 >
D [:‘/ k/ 1l Chart D'-_'L a A @ A5 I
Table  Pictures] Online §Shapes Icons 3D e Document & My Add-ins ~ Wikipedia Of\llne Link Bookmark
i = Models ~ @+ Item Video -
Tables Ilustrations Tan Add-ins Media Links

Online Pictures

(b | Bing ¥

Insert

EEH@

Pictures Online Screenshot Photo
Pictures - Album

Images

Pag&3of34


http://bit.ly/WordOnlinePictures

Microsoft Office 365 Guide book

yagéci O-1 EAD adb-u B Qb-Ue UA adnABA-aifa Ul ool q A
Word Codnt Uaei y T 6 8 O
documents.
Word Count ? it
Statistics: after this line to
Pages T
Words 972 .
Characters [no spaces) 4 399 pur cursor in thE
Characters (with spaces) 5,304
P h 73
it 1o Insert tdo, select
Include textboxes, footnotes and endnotes f{p ﬂ'.'T.
3. Selectthe picture you

Page 2 of 7
i 6Aaa-au- & AéA Duh it DADDEAHEE x é + Aé

11A E Effedt eAfiedD® v oasdFea ORERAY E

Word 4 -y RA & & AN a8 G RO EATDYERAG &SI ONE el -Cr U agoll

a Aed AAe 6B CACO D6 WolBAY é - UAO- e 6AOET 4o
b.y ;e AO02 §iepeeog T WodO CERaeiAye- UACOAURAUCSH
c. AaSeedmgreR g ¢ T yaoalaa- "yiOuvYe" yUsCiET .

Pag#&4of34


http://bit.ly/WordWordCount

Microsoft Office 365 Guide book

aoyBAUBADOCEya6esasdaxé+ Abpgtd By \ydrdEditd©@hach E -

128 A Ao aUO- eaU6AAGOBED OO @
AUy el EUBDY BAGC AiD e AORBERSBEABDEAUY T Aé o
UaaaeEoOd yU-UedcEBC6A0T 00 AUeaxEi a+Ay I

Pag&tof34


http://bit.ly/WordEditorCheck


























































