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Web winifu uineuiléldanunsndalusunsy Microsoft Word Susnudragifudiioudns q fiusd
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6.1 WUZUIBINNLITINNITAIUNIIU Microsoft Office 2016

Iusq alUsunsy Microsoft Office 2016 Usynaunaea Word, Excel, PowerPoint,

OneNote, Outlook, Publisher wag Access

6.1.1 nsveusautududesine
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- Microsoft Office ﬁ’jwmuuqﬂﬂmjmwm
A0150397 WA AATIEY wazil@uelenans Microsoft Office 2016 vouslalag
Tdhuseninsgunsallaild 91nfid vise Mac ludslnsdminazuiuidnszuu Windows, Apple® uaz
Android™

¥

6.1.2 N1SNIUIANUR LY
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- AUAIEIRNN 9 AMeTees “vsndu”
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6.1.3 Microsoft Office vinaunTauluiugld
Microsoft Office anunsaifonlotsfuiion Aseuasd wazaud1fnrees) 9w
Tassnssna 4 ldngunsaifsmmuessiniivihnudoununiisduren
- Microsoft Office lo5unsusulimmnzaniuszuududa

a

finnsldszuvdudaiiosu wily versuazthms Weutuiinge uievindedue
Usznaulagliniingdva
- sumnegslishefusefiiuteyauunandues OneDrive
Suiinlugaiuiiiudoyauussuuaandldesnaienis uasdsululddngunsnl

wilalaluiuf Microsoft Office agnduandsgaiisviandlivialaviug
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=

6.1.4 Microsoft Office L’Ja%“ﬁ"uwﬁ:&lm
- SumsRnsaueundiadu Office LUULANFURUY
Microsoft Office 2016 sUkuUlndd 1 mIuiiduas Mac 19U Word, Excel,
PowerPoint, Outlook LLlag OneNote
- ffuteyauuaansves OneDrive YU 1 TB
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6.2 N158319855A9UBNEAY Microsoft Word 2016

Microsoft Word 2016 1Julusunsudmiunmsairsnuenats Mauautalunisuiuus
sULUURMSNEs n1sgent dladuuudnluli@ awnsauwnsningane q lddnendu gunmvsesusis
yiUn A1319 N3l gaInisAuia afsaamnelioy uagdu 9 Tyagunuudmiunisiaguiuy
onansiaatuegasng ldaned uveunseny Auniinszay faidlasmdnseaiuly
sUuuusng 4 slludaadestiedmiumansamuienars nsaznas msasraaauliennsal il

Tsunsugulnddsanunsavihnusiuiuliesgeeengey waslifmgiewidenia 9 iiaudnun

6.2.1 Uszlewilvas Microsoft Word 2016

MdNN9IIUYR Microsoft Word e n1sad1ssuienans deUsenaudenisusuuss
fadnus nadent dladuuudnlud® suvsnisuSuuseingsng 4 n1suTuusiagukuuenan st
annsavieTiniy Seusglevives Microsoft Word 2016 a@nsnsauaniashisiail

1) TWsunsu Microsoft Word 2016 dfdsing o fitreldmsviauasainiu wu ns
aTansaznalazlensal nsldatanudnluda

2) @nnsaasememsmuia tlaswmnadudoninu wagmwasaunisluaisnla
SRANGISING)

3) ansaunsnanysenauvilacie qacdutenais iy sUam nsvl HeoeAng
SmartArt wazfiiaTesiiouuussiitaelionaisgiuatedadu

1) fimnvannsalunisdeusefulusunsudu o luyalusunsu Microsoft Office
aunsaleudredoyanie o seviielusunsule wu anunsadsdeyalulsunsy Microsoft Excel anld
TulUsunsy Microsoft Word 161
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6.2.2 dauusznauvadlusunsy Microsoft Word 2016
WaiUalusunsy wagiienasiaenarseglaegiaiads nisnelusunsuiusing

JuanaziJuminsenanuansdiuusenauna o fanmd 6.1 Felaun

unuiadoaiosinm @153 Ribbon Eungidpnusdianauiun uBsIUBIAMAUYAAADI
uasnehdritnaiduzouiioniin g Word 2016 ansnsavinezslsivhalauadnifudiu Ribbon donnTn UMW wiaingBiulwenanaifouans MAnFoITNUYsAMiULARasY Tiasdo
T uihnaniaiislnin uasiriosiofinadey uitudu wh ey dle Cloud wosrm

Tduawshudraiuduisvanaldito Adanfendnmitdersuasinnuiodagy B I UY-pA-iE-E A
damsAvenasitmSodudon wuitdaensldatnmat
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unnawsodon Ribbon
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A 6.1 d@uusyneuveslusunsy Microsoft Word 2016

1) uaudeizes (Title Bar)

Junauiluanegiuuugauemisiiclusunsy Tnsazuansielusunsy wazde
nidenansignidatuuldnulurazdagiu nsdifidealusunsy Microsoft Word Zusnldaruafausn
sznansdelndldy “lonans 17 w3e “Document 17 FafidedoluldiFudu ndsandlddnsduiin
enansuazistolndlmiud Jelndesdeulumuildimunly

2) uauiAesilasiu (Quick Access Toolbar)

ogmasuineveaLauieiFes WisulailounsdagmdaiigniSenldamtes 4 He
AR wazaInsInElumsvhau susiEuduvedlusunsuazuanadios 3 Yudds tufe Yuds
Sudin Yudrdsenidn uazudidaing fléamsadiududdeildouies q fanFenldould
lngnseluviui

3) wauweSesiiedanisutieng (Managing the program and Window)

Hunauiiuaniognisfurinvesuauieiies Smdsdmsunsianmisiuniieiig

TUsunsu uazuiiu Ribbon iy Yudndennisuansna Ribbon Yugu do-aee wasdulantisig

TUsunsy Wusu
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4) witu Ribbon (Ribbon Tabs) wawAdas1a 9 (Command)

A

HuwiiuiiuanseglusumisinaunanuauieiFes fmddunisianisienais
idundu 9 3o ngueds (Ribbon Groups) lungufenfuasfiddsdmiumainuiZeadstu
vidondnefu 19y vuuiiu Home fingurnds wuusnws (Font) Admdaiievhaufetussnes duw
ﬂq’mﬁ’wé’a gt (Paragraph) agviauiienfiunisingenii LLazmﬂﬂfjuﬁwé"ﬂﬂﬁﬁwé’qanﬂﬂ’jwﬁlé’
wanaliluwiiy Ribbon glifiagarunsafengAdaiiuifulaeadniiu Dialog Box Launcher flog

'
1 o o

USIULNVIANVBAAYNANAEN
5) 9UNINTeAIIY (Insertion Point)
= o 1 v Ao w o oA v a ¢ D Y
Jugavenduvilagduimasihnuey Wedesnsiiuiunsndeniny wieingla
9 asluenans Jeuanaduiinsswiu (Cursor) awivegneluiiuiivineu (Working Area) w3alunti
LeNaNs
6) unuiiiau (Scrollbar)
Junaudeauuuing (Vertical Scrollbar) Faegvnsaurinvesmiisndusunsy 14
° o A v X a oA A . |
ANNTULADUNUILBNAITVUNIDLADUAY LASLOULABUKUIUBU (Horizontal Scrollbar) WanIagnIg
AUANVINTNA1lUTNSH AzuanInallalin sivuayuLomT e NlngiuAUnIeveIniimg
Tsunsuwidu Tdwsuideundenatslunisdie wisluniem
7) uauuansanuglUskngy (Status Bar)
< & & i oa 1% ! £
uanuzvedusunsuluvauedy q uaulleguinumuaianveminaelisunsy
W vandwiuiveenans Swiudmfiiuiluenans nwildluvasinienans Wusiu
8) yuupILoNa13 (Document Views)
Junquandanilddmsunisusuusaguneinesenans egusIufiIuYIIveuay
wansanuzlusunsy Usgnaumiedu YSuduuyuues (View Shortcuts) MlduSuyaaesvesmn
Lonanssazyinulied19sinsn wazUuge-ve1eiufin1sinau (Zoom & Zoom Slider) fildiile
foan1susude-vereaunvesitufivinnu lnenquardunardilunguatdimisdnveuwiuguues

(View) Feanunsasenldeumdsinumaivyuses (View) Towuieniu

Welwingdenisisunldauvuntiaenanaeslsinsy Microsoft Word 2016 ag
UsINUiUAAsianun 9 unuseiu3and Ribbon tabs dsusznaulumeniiu uily (File), niimén
(Home), unsn (Insert), 8anuwuu (Design), LA1lATINTUINTEATY (Layout), 81989 (References),

99918 (Mailings), 337 (Review) waz yuue (View) umazuiuazila1dssiig 9 (Commands) 913l

a v aa % 14 d' ! v b I
Avantd wasninINmunzandunsldanuiuandeiuly taun

E _msuszandldaeniinainisudmsnudiinaunelussdnsnsine_E



276 |uni 6

1) uily (File) Wuudiuiiuansmdsdmsunsianisindienans wu nstudin (Save),
n5a¥19 (New), Msfiaian (Print) s2adanisudstiudeyaludanisuen (Share) ieadniiufiuuiiy
%ﬁyuuaqmiL%'&Jﬂi%’muﬁwé’qﬁLmasi’mmﬂmﬂ%’muﬁLLﬁ‘Uﬁu 9 138n71 “Backstage View”

2) wiiwén (Home) Wuudiuuansidanluigldizenldnulesiign dmiudanisiv
sULUUYesnwIviedonu uazdansiugenii 1iun ngudsdanisuuudnes (Font) ngudda
dnn1sdevth (Paragraph) uaznguddansaladvesuuusnysnazgenth (Styles)

3) un3n (nsert) UUTULARIAE @ NSUNITUNTAAITIS (Table), gun (Pictures),
5UN59 (Shapes), wnugdl (Chart), $nwsdad (WordArt) uazdu 9 wWu msideslea (Links), Tofniiiu
(Cornments) #39N13AMUAAIUIN LazdIunensza1y (Header & Footer)

4) anKkuy (Design) L%‘]uuﬁ‘uLLamﬁwé’aé{’m%’UmﬁmgUwaamﬂmi (Document
Formatting) A18yAsULUY (Themes) InsverinagantinveaLendns (Paragraph Spacing)
”@gULLUUﬁWé’qLaﬂmi iy lddfumtonans (Page Color) Tdaneti (Watermark)

5) Wlasaninnsza1y (Layout) LfJuLLﬁUmeﬁ"]é’aﬁm%’ums%’mgmmmaqLaﬂmi LU
N13USUBUINNTZAY (Size) N1TUTUTYZUDUNTEAY (Margins) N197719LUINTEA1% (Orientation)
328EUNUILONN (Paragraph Spacing)

6) 1984 (References) tuuiiunansidsdmiunsérsdadoyaiogansluenans
St maﬁzyu‘fam (Table of Contents : TOC) @15Ugyn1w (Table of Figures) 1349350 (Footnote)
WazUTIUIYNIH (Bibliography)

7) 2 (Mailings) WWuufiunansddsdmngunisadisannuiedeu (Mail Merge)
%999AnL8 (Envelopes) aanUaniinging ¢ (Labels)

8) 311 (Review) 1Juufiuuansmdsdnsun1snsianiuienals \wu n15nsI9deu
maznauazliensal (Spelling & Grammar) n1suUaddnei (Translate) N1sAnaunisiudsunlad
Li‘f@muazgmmu (Track Changes) M3stesiutenans

9) yuues (View) uuiivuansfmdsdmiunisuulasuyunesvaeinmy 1y
YUUBAALATIIU (Web Layout) n138e/a818m1i19 (Zoom) n1sdmiseantiiaalusunsy (Arrange

Al

6.2.3 Wanvulusinuraulalu Microsoft Word 2016
Handuluanuraulaly Microsoft Word 2016 fiaunsaiiunUssendldlunis
USM5UNeluBIANsNNSANYN TRl

1) MsUSURIASY (Themes) U84 Microsoft Office 2016
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dmsunany o AudiliAssveudULA18Y Microsoft Word 2013 NS 18ANETNS
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i REREXY

Unydid

dufon
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3) NsUNSNATNAINBUWBS (Online Pictures)
nsunsniidzunmasluenaisiu gldaunsairgunnanssuudumesidauld
uliiuil Faaunsavilalag adnuiiuunsn (nsert) -> pdndugunineaulatl (Online Pictures) ->

PUANIMITIAT Insert Pictures Dialog Box -> AANIYeIAuMT (Search) ileiunesunmiinesnis

AWM -> AANALM (Search) AININT 6.4

DOARLL Wlase AT AEARART

B OH5 B Lld Bl e

witwln wihalan dawed | e sdow mlawe wlse SmartArt weundl Anfudon
- Wil - sl - -

Wil AT N fWLSERDY

silawooulal

Tilmwan

uvsngdaw

> Bing AumzUnm

el i Bing
BUWWIY 9

aidouhTdfadng Microsoft sowmnsidlaglmmussialomn OneDrive snzlooiSug

AN 6.4 NISUNINAINAINBUNBSIIN

4) SYUUNIAUNILUUALSN (Smart Lookup)

Fredumasfidesnisinelddeniy Browser Ssrauniig Smart Lookup tu
anunsaldeuldifiesuduy Word waz Outlook windu usily version 2016 m1e Microsoft Téia
eruilasluly Excel waz PowerPoint fne Feilsrituiliidodonsnegnain “Insights from Bing” Tag
atligldannsodumedwididu q 1dduainerls Tnsdnlvgdeyaazgnisunain Wikipedia,
Oxford Dictionary W3eiiuiliieadios FeazvinlgldZand o fuituniniu TnedSidenldie 9 e

Lm'ﬂéﬂﬁummqﬁwﬁLiﬂﬁmmiv‘fjﬂ@,vhﬁul,m AN 6.5
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58U Smart Lockup vvsomauw manwaan T
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5) swnsaauaEnsaluEeesmsiufinuazuansualndienls
Tnglu Version 2016 fifiszuutiufindeyadian (Recent Files) azuansdduldd
Saru nsesfuazuanslidlnouvseanduty na wu Yuil Werul deeriindreu Wudu vinld
pirelsifasiiazdalidinsusgnauiuey fanwdl 6.6

Document3 [Tnuaanudnauld] - Word

e
(D) ol
—— 01-word 2106 18/8/2560 028
m§ D:» Books 171 1% -
L £& OneDrive o =
LHIUL
dudini - . SN
T oy - @nAsnadassiemsanngesuidsly Excel 2016 for Mac .
EI;I Al WE Desktop » 47w siudal ]
s
—= word
et WANANA M= ... Users = CYBER PC2012111700n05 » Downloads (a2 =2
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o ) dueniniuan
tng o= Roronedll 11/8/2560 0:32
tla =| Desktop
== IBwAuu IDE mode Thiu AHCl wifsannflas Vista w80 7 50 oo 2207
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e o
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— $ild DVR Setup
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6) Nsas1aunsAiTutou (Ink Equation)
Humsaieaunsadinmansiioniniy tnegldaunsoldaunismendinamans
ftudoulunuenansldognsieae windgunsaluvududa ansaliszuududadlada (Stylus) nie
ihflelunananiadsuaunisadamanslésenues andulusunsy Microsoft Word 2016 ¢
wlandudeaulimlaednlul® mnlufigunsaluvududaiaunsaldundideuliguiientu) ns

@on N1sau kazwdlvadlaleuaslufaunsainleviui fanng 6.7
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»“":.-TE‘L

(][] F D L = = <R /,\ — T~
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word 8nauninseuliisenldauegiane nglutenarsuseneunisasuillanaifiaisnisiaies
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1) nsaseasveyiiiont (Insert Table of Contents)
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Ag 9 @mnsavilaeaedl
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sanrevianua Judu Ine Microsoft epnuuuuiliadna Macro lidne 9 Tasnisduiin (Record
Macro) Tngagtufinn1snseyiiisniinis Record wnly Wleansnsaenldlalunends Tneazfudu
TUsunsudenw Visual Basic videfiisendn Visual Basic for Application (VBA)

1) Uszlevilves Macro

Tunssunlumsvinuiidesiifesdud 4 faniudeiliaynasiiazies

LAY 9 MaBALIAT 1Y AEABIN1T Usvinanagenvie s1giieu 3nToyaRy I1UIULMIAS
Im%éfaqﬁﬁgqmﬂéqm In3UkUUANTN @3 Pivot Table, Pivot Chart Lﬁaﬁ%auar;:iu'%mi WJusu
UASasEInsaanatfna annsinaunats o $alus uundewies 1 adn w@ediien 3
annsoagUlsslevivosnlaslaws

- AATEEEIATlUNITINNILT ¢ ad
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WinUseansnwlunisvinau

'
o

- aglignlidienugifeniu Excel 110 vinssuiunisndudeu o Inenissu
wlasndunnlila

Freglitoyanvhauluguuuuideniu iseaglinadnsimiion q fu udsiau

LAY

2) FumBUNISUUTN Macro
- U1y View -> Macros -> Record Macro... %58 ﬂaﬂﬂﬂu Record Macro 7
Status Bar 989 Microsoft Excel

[

° = &
- NMUUATIYALLBYAUDY Macro AU

Y [

i. Macro Name — @8 11lAs N9zas Tapiinu 1iussa waglddydnualiiiey
ii. Shortcut Key — AgaANADINT
iii. Store macro in — MAuNLAT
iv. Description - Weulidn 1eaglalinnenda
- AaNIYY OK wveLsududin
° i A v v Y
- 99UsNg 9 Adeansti Excel Tudin

- AdnAYy Stop Recording tivedugan1sUuiin

3) msiaAdaiiaisentyd Macro
v v A ] | A o % o o A ~
AlAoaUnuiu Developer aanunnau telsentdeIu Macro uazA1d9dY o 9

a v v X a & oy vu &
Weadesladetu nsilauiu Developer @unsavinlansil

'
a o o

- panAdelid File waadenAds diden Options
- paAnAd Customize Ribbon walden Developer
- wasnduwinsUauiiu Developer 1Mu&19zUs1nguiU Developerlushum

1gAVNEs Ribbon ViV (Ro9NUIU view)
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General

E—E Customize the Ribbon.

Formulas
Choose commands from: ()
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Customize the Ribbon: ()

Proofi
i | Pepular Commands

| Main Tabs

Save

Add or Remove Filters
All Chart Types...
Borders
Calculate Now
Center
Conditicnal Formatting
Copy
Custom Sort...
Cut
Decrease Font Size
Delete Cells...
Delete Sheet Columns
Delete Sheet Rows
Ernail
Fill Color
Font
Font Color
Font Size
Format Cells
Format Painter
Freeze Panes
Increase Font Size
Insert Cells...
Insert Function...
Insert Picture
Insert Sheet Columns
= Insert Sheet Rows
Insert Table
Macros
Merge & Center

Language

Advanced

Quick Access Toolbar
Add-ins

Trust Center

Y IS [ e v P = e ]

>

=

wU_5

HS o

File Home Insert Page Layout Formulas Data

¥ D 7 Record Macro ’ 5 =
= . o _n_ oo
Use Relative References
Visual Macros . Add-  Excel COM
Basic ! Macro Security ins  Add-ins Add-ins
Code Add-ins

Main Tabs

= |¥|Home
Clipboard
Font
Alignment
Mumber
Styles
Cells
Editing

[@] Insert

Page Layout

Formulas

Data

Review

@] View

|| Developer

[¥] Add-ins

Background Removal

Add >>

<< Remove

Mew Tab | | New Group | | Rename... ‘
Customizations: .'iﬁ'
Import/Export ¥ |

Developer Q Telir

Properties @

&1 View Code

@_.“.. Import
;T.j Expansion Packs Ei) Export

= T/ Map Properties
iy

Insert Design Source
- Mode Run Dialag [=1 Refresh Data
Controls XML

NN 6.59 nsWacdaieisenty Macro

4) N1599%® Macro

ANSIEUAIAT Macro A5e9Rald Wielsenldlddananaad

a Py o W o o X
Tnedvanniseede fail

Y

- lAs AT ILNENINANAAIARS LATRILNENNEINUTEAMY NSAURTIATY

o
(Y ) 1

N3RS0 BALIUNSITATELNBTAaNS () it

- A99EANRAES Macro llgnduAawizueslusunsu wu A1 Application,
Worksheet, Workbook, Range, Goto unstoniglulwaineniu wagiuldinsesmune =, <, >, 1, 2,
LN O LT

- yuldA1@u Wy sub, IF, Then, Sheets, and, or, not, dim 1Jusu

5) Usesnnuadnisuuiin Macro

AsUuTin Macro § 2 wuu f9svasduanalull
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- ANSUUNN Macro buu é’uyjmﬂ (Absolute Reference)
WWuni1sUuiin Macro Maniziatzaaisnniayadiagasnis lagiloTuiin
lasaseusosnad vuzisunldads Macro 4 AgvinaundunuLgasiunasn dotdun15vin9Iud

gtz astuduvadlawadniavindu Tuvaeyinnisvudin asfee bdadn Ju Use Relative

]

References
H =
File Home Insert Page Layout Fai
] Record Macro ’ |
y
Add-
! Macro Security e
Code A
|

Use Relative References

Use relative references so that
macros are recorded with actions ‘
relative to the initial selected cell.

For instance, if you record a macro
in cell Al which moves the cursor te
A3 with this option turned on,
running the resulting macro in cell
16 would move the cursor to J8,

If this option was turned off when
the macro was recorded, running it
in cell J6 would move the cursor to
A3,

A9 6.60 NSUUTAN Macro kuy duysel

- nsUuURn Macro Mdlaisenldnunadnsnlaazliinntunigluswriadeaiu

¥ a o a

& | ¢ sa a v
Macro LLUUUQ%@WQ@QF\]WﬂGﬂLLWUQ%@QLNWaWﬁaﬂIﬂUL%aaWLﬁllmu LS
I

o Al s LY 1 o 1 L= dl' o ' § v
LEMINE € G]']LLWIN‘VIL?Jﬁa{]f\]ﬁ!UULLﬁﬂﬂ@EﬁlLﬂumuvLﬂ WU Macro UUVNNISLaa U bnuUging tunuy

Tuvauzyinnsiudin azfesadndy Use Relative References

6) mstesiuAuUaenfeves Macro

Unilwdau Excel Tidlawmeiinistuiin Macro 15 Intdmaniuasiledds Macro 15
Freane ynadsiidaldnunionds azdinsudafeuinraondelunslalwdusngtu wee
Tusunsu Excel azudafiouinlwdnaidu orvesdilfaudsognislu fadu e deatudiyminiuds
Foudlodalnd Excel #ifl Macro 9¢ JemsnasziuauUasnseluns dalndiisl Macro mandu
IneAmualy Excel Options

- @Anuitu File ARNA&: Options

- ﬂaﬂﬂijmﬁ’lgﬂ Trust Center

- ﬂaﬂﬁuﬁﬁ’ﬂ Trust Center Settings
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T T Ll )

General

@ Help keep your documents safe and your computer secure and healthy.

Formulas
Proofing Security & more

Save Visit Office.com te learn more about protecting your privacy and security.

Language Microsoft Trustworthy Computin

Advanced
Microsoft Excel Trust Center

Customize Ribbon
The Trust Center contains security and privacy settings. These settings help keep your computer -
Quick Access Toolbar secure, We recommend that you do not change these settings. Trust Center Settings...

Add-ins

AN 6.61 NsAIsERUANNUaBnNgYad Macro (1)

- AANTIAEY Macro Settings

- ﬂﬁﬂ‘ﬁﬁ’lgﬂ Disable all macros with notification

- aandu fnas OK

1
9

Trusted Publish
rusted Publishers Macro ings

Trusted Locations

() Disable all macros without notification
Trusted Documents o ) o
® Disable all macros with notification

TELlel il e Blge () Disable all macros except digitally signed macros

Add-ins () Enable all macros (not recommended; potentially dangerous code can run)

ActiveX Settings

Developer Macro Settings

Trust access to the YBA project object model
Protected View

Meszage Bar
I External Content
File Block Settings

Privacy Options

MNA 6.62 N1FFIsEAUAINUUABANBYBY Macro (2)

7) ANUNUIYVDY Macro Settings
- Disable all macros without notification Uan15l49114 Macro ‘ﬁwumimlﬁﬁ
NSLAIANIIU
~ Disable all macros with notification sl Macro wielall#§u Macro viudi

TAuiauI Wandail Macro
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- Disable all macros except digitally signed macros Ualts1u Macro 9nua
8ALiU Macro Aifaneiduiinea
- Enable all macros (not recommended, potentially dangerous code can

run) Waldau Macro viavus (lwuziiiilasainlaanetadusunsigazaiuisavinaule)

6.5 undag

Aannsalvaiid e Microsoft Office 2016 whulfinnsvhausaufuseninsaundn
Tuiiy ﬁi%‘U‘Uﬂ%:‘ULﬁE]LLSU%QWUSSWJ'NﬁuﬂWEﬂ,uﬁm lngazursionasnegalidtazidu Word, Excel,
PowerPoint 53uddln warduddie druauansaduiiiudninde Tsunsuvane 9 daviauld
281A%U 510U antuneunTIeas

Microsoft Word 2016 Julusunsudmiunisarsnuienans Mauautalunisuiuus
sULUUASNEs n1sgent dladuuudnlud® aunsawnsningeiig o ey gunmvsesusis
wiUn a1313 Al gmInnsduim airsaamaneiiou uazdu q Syagunuudmiunisiaguiuy
wnansatuegienng ldated @uveunszate afuninsyany dadlasmiinseaivly
sUnuuse 9 suiluBaedesiiedmsumsasiavmuienans msazand1 msnsavaeuliensal

Microsoft PowerPoint 2016 1ulusunsudmiuasraruinaes Inodunddulusunsud

USuusesuuuumsldanuneaunis wasannseuduanuansalml 4 Mhaula Ingdeniinsiaunla

1%
| a

AuninAuegaiuldtade atfuayumsvhanutuvesulal videmsvhnusmdududiy Mldedas
Nuaney waglidudou

TUsunsa Microsoft Excel 2016 1ulusunsumilsdsegluyn Microsoft Office 2016 g
drvfunisvihaludunisdwaferfudias wagn1sinudiunistydane 4 nsiieuves
Tusunsuiiuansmadnsldedimngs fnseenuuuludruvesdumesinelml Snfisdsanunsnansinig
Farnvaafld uanfudeyaiianysaidnlui® vonmnddiiiaruannsaifesesmslinsgidoya lu
anwarULUUVBILEUNE (Chart) m1319a3U (Pivot Table) wagdianunsatdeyasenluvinisasung

FI8UFN 9 (Power Bl) 8nene
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6.6 ANDIUNUNIUUTZAINUN

nuvniEnufoinisldeeniuasmsuimsmudthounmeluesinsmsdinu futeluil
1) lwenviuas Microsoft Word 2016 ifleadaununisinnisieu lnedneazdondsd
1.1 @onseivluseiuiulsondnudn a-6 sesutulafld 1 105
1.2 @envhdelusiednniu in 3 de
1.3 wnunsdnnisiSeus axdesdneds velunasiinanlsaiou vionsevsfnusns
2) ldonviuag Microsoft PowerPoint 2016 Lileadidonisaeu nunuNIIanITEous
Tnefisoandondad
2.1 usaginde d91uaudlan 5-10 dlan
2.2 fimsunsngunin Feanudad JUe nieaunnusslviaisay
2.3 fimsldlndinte wodudu s 9
3) Tdaaniinag Microsoft Word 2016 wag Microsoft PowerPoint 2016 iloa3euuunaaay
Tuudayido W 3 vhde TneilswaziBondil
3.1 Ifasadoaeunuudsdy wazuuudate luis 3 vhde
4) doliud Microsoft Excel 2016 WiioiiunansidouresinEey Inefiswazdundail
4.1 VUATWULMSYUUUNAGDY Wiaziite
4.2 |AUATLUUNSY UMDY T2 3 TRt

4.3 Lﬁ‘UNﬁﬂ’ﬁL%EJu (t5m)
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