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Fype here] [ype here] [Type hare]

Austin
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unil 4
NSUNININQUALaIAUITZENAUB S

nsesuneilennglusuenansniuddoninuazdeTuin mnisdeInIsunIning

Wy sUAmviTensIinenee unldusenau FausnannienansiuIrals Windwuudd Sl
P Yo gy A A Ao af v & %
larnuagIdnldinIestionne Nllegedraununelulusunsy Word Avusie Tuunilagla

na1rtsTunpuLagIsNITULeINIIWNLUUAIS U lE I UNSaNTsUa Al AN1TUS U LA

AMEINsa ey lUNIUILATUANUASAIND US| LaYTTLAYY
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N3N INAIN ( Insert Picture ) wazn1sUSuLAININ

nsunsngunmildaslutenansanansavile 2 sUuuu Ao Msunsnamanluagunme

151808 waznirsunsnjuaindniiaveslusunsy Word w3eiiiiendi advenia

[

(Clip Art) Fsanansavilesisdl

nsunsna I inagun Lot

1. AANFUNUITIRz195U—>AANTINU nsert nga Wustrations

2. AANLEBNAAS Picture (8UsINANUIAN nsert Picture Tusnvium)

3. lumieing Insert Picture Tindnidenunasiulidgunmainmisinsinudrede wie

LRNZINT
4. adndenteluagun1midesnis

5. aanUy Insert

1
INSERT

| )| C)E
ad lag [

Pictures Online Shapes

Pictures ~ @+~

Illustrations

-
[F] Insert Picture
—

@U'l <« Pictures » Sample Pictures

Organize v New folder

[ Microsoft Word
Samy e
- Favorites 3

Ml Desktop

& Downloads
23 Dropbox

| Recent Places
20071019_monke
.~ Libraries y

| Documents
& Music

b=/ Pictures
B videos

Pictures library

Folder ¥

Arrange by:

I
1381603867-Untit

tumn_mornin,
led-o .

1381603527-Gril2
10200-0

Ny

AN NATUNT

Mitasana




N15USUvUINNN (Resize a Picture)

s A o A v S v oA 1 Y]
%uqﬂ“uaﬂv\lagUmWMim q‘V]E]ﬂLLV]iﬂLSU']ll'ﬂufl']uLaﬂaqiu‘UﬂqﬂﬂJuqﬂiﬁﬁyﬂqﬂG]Via('l'i]']ﬂ

Tgnanvunazanasdaiesliifiureurinnszae FaaniduaunailinsInu@eInIsan

[

L519LAUNTAUSUTUIALBSLAMIUTUN DUAIT

1. adndangun e ingiideinisasdsurnaliiunseuiiuivesingiunay

a v A a & A Vo o & s a ! ) o Aa
2. ﬂﬁﬂﬂ']\‘WIUﬁL']mlqlllsLﬂﬂsﬂaﬂﬂiaUWU‘WIﬂfﬂﬂaﬁLﬂﬁG\U‘ULNWﬁLUangﬂﬁqﬂLUuW?@Jﬂﬂﬁﬂm

Snwagsaqauiy #7 X
3. ANLNEUSUIUIAMIUADINTT

4. anludausnadugiioUsuasa

WNERLBENAT NaTUNg
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A19AANN (Crop a picture)

YV

& o & £ U v o/ = o &
U’Nﬂi\iLi’]’eJ']‘ﬂQ']L‘U‘L!G]’EN‘UTU‘U‘LH(ﬂﬂ']WI@EJﬂ’]iG]WU@Uﬂ’]W@@ﬂIUU’N ‘6\‘1‘1/1’11@@\1‘14

1. pandeNIngineINITUTUILIN
2. AANYIA&3 Crop Tuuiiu Format ngu Size Uy picture Tools
3. AANANTIUTINLNAINY VadnToUiuLamanudUsusLInmUdeInNTsineagiiiui

Y dy 4 d' 1 < v 1 v} v
FTLNAUAYUTUIUTUANYUZAN AU AN

4. pANYIANES Crop 80 1 A3
5. panluanuiivensunim deusuiase

21
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N1IMLUVTONENAN (Rotate or Flip)

¥
[ ! a =

Waviauuusuawnseingudastulgiiudydnualganandilel ... Jogusiin

q

wilanseuiiuivesgunmusednguug Jasianunsavyusunmvseingenelasienisadniund

o

Adlingedidenazaduandmululananaduinay 360 s widmndldanudeniswa

wannausugunmnsednguintuisulussdeddmduusvueuwdiundislunisieu 3

[

ovve X
anusavinlasadl

AINYUAN

4

2NV (AzUTINgnIeuiiunsaus ng)

[

1. pdnidengUMnvseingh

2. panNdAa i NanE e

q

3. vduandnyuluauiiamaduianay 360 o

A1IWanAN (Flip)

'
[ o

1. pandenguMmwvsednginesnisnandu (AsUnngnseuiunseu ng)

WNERLBENAT NaTUNg
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'
o

2. AANTIFAY Rotate Tuliu Format ngquArmrange Uy Picture Tools

3. adnidengukuuNINaumuing 1 4 dnuazdiil

Rotate Right 90° Aiensnannaunulunigwan 90 vee
Rotate Left 90° Aan1swanndusuluniedne 90 oeen
184 Flip Vertical Aoniswannaulumaiuiga

Do
¢

1

Do

1

=) S =0 =
30
- ae

Do

184 Flip Horizontal Asniswannaulumuuuiueu

“\ Rotate -

“A Rotate Right 90°

4" Rotate Left 90°

N Flip Vertical

4. Flip Horizontal

sssssssssssEsssssmnmns"

It More Rotation Options...

fg1an1snannauaiulun1ewIn 90 a9
Rotate -> Rotate Right 90°

N15U5UAUETNUAZAMUANTAVDINN (Brightness & Contrast)

ANUNANALATIINT NI UL NAS WAl ddulianla LU dnfnuse

adnauiuldIoiliamduglidaiau nsuSuiiinainuaing (Brightness) nieauaudn

[

(Contrast) ¥ A MTUAILNNINETY Feanusavinlanadl
1. AanFenFUMNTABINITUTUAIEIdaEANNANTR(RYUTINgNTOUNUATOU T9])

2. AANTIFAY Corrections UiV Format ngu Adjust Uy Picture Tools

WNERLBENAT NaTUNg
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3. Tuside519n15 Brightness & Contrast Tranidenusulsuanuainauazanuauds

g EEEENEEEEEEEEEEEE ANy

{z/

Corrections~

2

ﬁD‘.

Sharpen/Soften

Brightness/Contrast

Plctur

Taal =L Bring Forward = -
L] ~ ] I“

Bl
g - B
0P

&7

EEEEEEEEEEEEEE,

ssnnmnnnns®

(2 7 1 ¢

“aaannn

NN

=
N

savldadlilunudiluesd

181 0%

Format Picture

GO

g;. .|1:|;:T"|_.|;{.E.(.:{.}.R.|.{Ea.|{.}.|';_;. TR EEEERR R R R R
g Sharpen/Soften
Presets Eq ~
4
. Sharpness i 00 % :
g Brightness/Contrast
g Presets -
g Brightness i .00 % s
é Contrast | 00 % :

I> PICTURE COLOR

pifFenan nasung

WAL INHTAFANA




Q

4. adndiFds Picture Correction Options....ifialdantinde Format Picture Tus1uda

FIUSUTLAUANMUEINLATANUANTA
5. panUu Close Wavsuiasa
n1siagudvaInIn (Color)

[} a a o Y a < a a dy o [} ~ Y o
Ls'lmmiﬂ‘diuL‘UaauaaﬂmmazmmmLUu‘wmwwummugﬂmwmLiwlmmmi

1
Yo A

LNSALIINT U UL NANTILAD TIE1UAVINARIT

1. Adnidongunmildiesntsusud (asusngnisuiiuiiseun ing)

2. pandifds Color luudiu Format ﬂzju Adjust U Picture Tools

3. 578115 Color Saturation Aanidenusuifiu-anninudnduuesd
518715 Color Tone AandonUSuAsulvuA

3181013 Recolor ﬂamﬁamﬂﬁlaﬂwuﬁmu Theme %aﬁiﬂ'ﬁLLﬂill
2 lons -
[as) Color y
.(IOE"IS:‘::“-O:------'--------II--I--------------. PICTURE COLOR
_Dmmmmmm E.(.Z;I.o.r.sst.u;a.tl.o.n.""""."""":
.ColorTone E ErESEtS EEE - :
.[] r . 5
RECF m m m m - E Saturation  — 00% o E
: m m m 3 ;‘:‘: ﬁ - E Color Tone E
g ol al al W al ol agy " Popmas | ER:
E m 5 IE l mm E Temperature — 6,500 . E
--"-n- n-tii . =
e | i -
53' e —— : T T e et Ta e e e e Ta e e e e e m n nta s e e e e
b CROP 1ATUNT
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%39
4. AANTIANEY Picture Correction Options... LiNaUANTNAN Format Picture JusLan
USUINUELALILAUAINUIAI UV DI

5. Adntu Close WiloUuasa
nsldanuaziiayliniw (Artistic Effect)

nsnnusagunmsenislduuudnvaugveanaiinfivewazyiligdudesn@nlunisinu
onans Faligusuuliidenuinuieuazdanunsouansliniiunindegisluiufidousnduls

donldidsugdnie dmsugunmislivinnisunsnidiuuds iansavilaceil

1. AdnidengUanidensladnuae Ay (ReUsngnieuiiuiiseuing)
2. PANTicds Artistic Effects Tuufiu Format n&x Adjust Uu Picture Tools
3. pdnidengUluuanEmundessluntiieniuuiiiaToming

4. AsRQHATNETILe

2 23 Atistic Effects ~

| ﬂ[ﬁ DAL Al S
| l’.’]

91)111LR1BMHJTU

W el

wEaLBENAT NaTUNng
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ﬂ'li‘ﬁUé’ﬂWﬁgUﬂﬂW (Compress Picture)

nsdndbrlasunmluanuenansiuasyinlivuinvedvdenaisiug@umuiuly nsdu
o ) el' ° Y] av ya o v ¢ 2 v o Y A
gngunmlutuneuiiasyimanilalimaidinggunmmselainisdnreuninluuaie

[

1% = o Yyvw A
ﬁ@%u’]@%@ﬂlwawﬂﬁ'ﬁ“ﬂjﬂaqu'ﬁﬂﬂ'ﬂﬂﬂﬂu

1. adndangunmlagile (axusingnIsuiiuiseuing)
2. AANNIANEY Compress Pictures luuiu Format mjm Adjust U Picture Tools(ag
UsInguiieng Compress Pictures Jusnyiui)

[

3. Tuntising Compress Pictures Tisguseazidenuaansdusnnin Al

3.1 Ads Compression Options: TWidenwazyiesemung M drumieds

- Apply only to this Picture A tndesnsseylivinistudalndnmigent

- Delete cropped areas to this pictures fig 81ABINITAUDYINANITIUEIUTLA
insdnvauLell

3.2 iFds Target output TidenuagyiiaTaamung © fumieds

Print (220 ppi): M3Uudamnzaud v luRuDannIaLAToINuW
Screen (150 ppi): nstusaimunzandwsuihlvldiiausuuivmanse

TUsLAMDs
wNaFNaT naTuNns
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Email (96 ppi): nstudamungaudmivinluldlunisuusivaviodsdiug
Use document resolution nsldvuinaisazideaveslndionans

4. anyu OK

Corrections ~ :[Zl:Compress Pictures 2
& Color - " Change Picture
Artistic Effects ~ ] Reset Picture ~

Adijust

Compress Pictures

Compression options:
Apply only to this picture
[V] Delete cropped areas of pictures

Target output:
Print (220 ppi): excellent quality on most printers and screens
Screen (150 ppi): good for Web pages and projectors
E-mail (96 ppi): minimize document size for sharing

@ Use document resolutinn

4 OK [ Cancel ]

n1siasugunn (Change Picture)
msunsnindgunmdunlusuenansuiaisiesdndusgsoandfousy Fasanunse

v
v

inlanadl
1. Adnidengunmiidesmsivdeu (agUsingnisuituiiseusing)
2. AAnfiA1da Change Pictures Tuuviu Format n&x Adjust vl Picture Tools (3%
Usnguiieng Insert Pictures usniiudi)

wiladn word 2013 .docx - Word PICTURE TOOLS
SIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW FORMAT
g
:Et Compress Pictures oy ——
E% Change Picture el | il || el e | EI
Ic —
" p = .
Insert Pictures s - ‘B Reset Picture

:h From a file

"
Browse files on your computer or local network

G Office.com Clip Art

Royalty-free photos and illustrations

BB Bing Image Search u’N@WLE‘EI’]W] NATUNT

Search the web
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3. Tumideing Insert Pictures AdnAumLagidonlndgun nitdenisiuaeu

<

EI Insert Picture g

@vl . <« Local Disk (E:) » pictures » finia v,‘, "I Search findia P'
Organize v New folder = v 0 @

LET|
=l Recent Places

- Libraries
3 Documents
J‘ Music =
[&=/ Pictures
E Videos

+& Homegroup

m

.-4

1% Computer DSC_3888 DSC_3889 DSC_3890
&, Local Disk (C3)
. Local Disk (D:)

s Local Disk (E) <% S ,
Y. =3
€l Network b

File name: [AII Pictures v]

=

4 [ Insert |v] [ Cancel ]

4. AanYy Insert

5. ATIVONASNS

N5AUNUNASYBI3UAMN (Remove Background)

Awuawieunsnuudavesitundllanslsivnzay samnsauiungs
el
Tawanunsavinlasad

1. Adnidongunmildiesnsaudiundaazunngnseuiiuiiseus ng)

WNERLBENAT NaTUNg
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2. AANYIAAY Remove Background Tuuiiu Format ngu Adjust uu Picture Tools (a2
UsINuieg Insert Pictures Auuviug)
3. |@eNNUNNABINTAUNUNAIINULLU Background Removal

4. 95IgNaaNSNLe

]

(.

Remove

Background

B EH S 0= PICTURETOOLS ~ Document?2 - Word
BACKGROUND REMOVAL = VIEW FORMAT

O @ Q F v

Mark Areas Mark Areas Delete Discard All  Keep
to Keep toRemove Mark Changes Changes

Refine Close
L P s 301 5 1 2 3 4.1 15 6 7 8049 10 11

WNERLBENAT NaTUNg
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nsgnANNISUSULAININ (Reset Picture)

nsgndnnsuFusdanmildlunsdiidesmslinmdunduaudanmauilidnisanues

Tnqazifumilousuatuluasusniunsnidunlusuenals 11aunsainsendnnsusuLes
anlenadl

1. Afnidanguninidesnisenidnnisuiuusenin (Agdsingnseuiiuiiseuing)

2. Adn7IA1d9 Reset Picture Tuwiiu Format nqu Adjust Ui Picture Tools 3992
2 Adsldenldne

2.1. Reset Picture Apn158MANNISUSULAIAINEVINTU

2.2. Reset Picture & Size ABNISEALANNITUSULAININLAZIUN
3. ATIAQHATNSN LG

« % Quick _ Posit?
Frects . il m S5 e m
u 4] Reset Picture 2 Arrange
GsssdsssEEEEEEEEL

= Crop = -
“ EL:, Selection Pane i v 1592¢m :|
Avs
B4 Reset Picture & Size

Size

fal

31

o rd‘ v 1 . 1 g"
N@@Wﬁwimﬂﬂgﬂnﬂwmu@uu NAaUN

= o 1
AzAN9UFLWGN



nswasuslnduasguniw (Picture Layout)

ynedsfirunsngunmdanluenansvitu amitdufandunwlunseudindes
5553A19 wuus U warllfiie fawdHuseldimsanusdduluthudafing feumnsdia
anuavlugrunsldaladuesgamadludefagterilinmiunduslanudundnunfiie:
nsldaladvosgunmirauuudiguiiannsadenuldldiaouasuuuiidosinualid effects

Tuanwagaeu ey Gusiamnsayinlaned
1. Adnidenunmitdesnswieualng (RzUsingnseuiuniseuing)
2. pantu More 7iFds Picture Styleluwiu Format ngu Adjust Uy Picture Tools

3. panydenalndd15a3u (Picture Quick Style) WuuTisiadnis

| FORMAT

| ot ot ot [l

e B o |
— - = Fae N Sas
= =2 == ar o=

WNERLBENAT NaTUNg
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N1UNINFUIAUIBZUNIS (Insert Shapes)

sUAnIegUNTe Ao JUMs1aealagdisunseinady SUBMAYY aumagy 193

N59INTEUN N59U5zdn

Wudu wisenmesnee Tudnwusiisunsadiunlunuenaisaisnisidndaanaiaudiain

lUauninagldauinainunitasaituaniufifesnisisldasiund n3ei3undned199
“Shape” iuled Fusraunsavilanutunounail

a _a

1. AANTILTU Insert nay Wustrations

2. AdnLaeNAET Shapes

3. adniden Shape a9 7ag 1 sUwaIAluNunIenas dunaddundaziuaey

sUseluDu +

4. ANWNANDINAVUIALALAAIUNADINTT

INSERT
(Y
2 Shapes

Recently Used Shapes

E\NOOOALLDSo| |

AR VAVEGR 44

Lines
NANTLL2R/9NAGS
Rectangles

I L o

Basic Shapes
BOANONOQOOO®
e a2+ e sla)
O0O~JOV 1% Ctag
DO () Tomeananes

Block Arrows

PP ETFLPR IS
€ VD >R N
TR

Equation Shapes

FPeoResSHE

Flowchart
O0<conooUgoody
coard®® X ¢ AVap
Qs0oO

Stars and Banners

WMRP RO DHEEES
£ TR 5 TR [T LI

Gallouts

UQOSaO@AAIE Ak

K> New Drawing Canvas

a v %
ARNANULAIAINLNNG

Smiley Face

7ot Shape wwudun

)

.

21Benen nasung
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n1suuussgunansagunselaen1sly Drawing Tools
18931N1ATUSEUTREUAINITUSULAS Shape widnil 1513¢19 Drawing Tools 311738
Tnganunsavilasadl

1. adndeningsunalagneu

BHEHS O- Documents - Word DRAWING TOOLS
ER3ll HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW FORMAT
S o\ O - | #%: Edit Shape ~ <] L2 shapeFill~
|| E Draw Text Box | | Abc | . a - | [Z Shape Outiin [£] Align Text -
(] =, | Q@ Shape Effects A~

Insert Shapes Shape Styles & WordArt Styles Text

2. adAndenYuAdIUL Drawing Tools Mainsldaudisiife

Insert shapes

NOE~ NO 2K Ed|tShape' ‘%j { o & o w o y
SO A 11&/ = Dra Text Box Pungudrdsdmiumauniningguana
O N Ls Tndunlugunauagnanaesdeniny

Insert Shapes

Shape styles

<] &2 shape Fill~ Wunguendsdmsunmsusuudeingsuanm
. a 94
Abc} + | L% Shape Outline ~ 1 o X o Y =
= = — ULATDIVDINUNAY LEUVDU SNWalE LAY
Shape Styles 5 A9 uay Quick style vaaingsuim

Wordart styles
\Hunguindsdmiunmsuiuusisingsune
A TuBewosnsnusiiogneluingsuia
A - || #du 1dureU anwuriAYa1eLas
WordArt Styles Quick style U8IAONET

Text

[2] Align Text WNERLBENAT NaTUNg
vJ Align T

PR INAU A Tsadana
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\Hungudndsdmiunmsuiuusiaingsune
TuSewesdernuilogneluguia
AN AUMUINITINNG kaEn15as19en
Foules

Arrange

B ﬁ b, Bring Forward +  [B Align* Wunguidsdmsunisdnsesingsuin
N D- 9 Y

& Send Backward misesuruiluena1s n1en

Position Wrap

G - o
- v * \ v ¥V o % % v 1
Ted> DRSestonfene Relate ToAU A10U IR IANGY WAL
Arrange - -
NIUNTONEN
Size
§0295em Junguendsdmsunisusurunninggy

— = 7110 NNSUSUTATIEIU AUFILAEAINY
€03 449 cm Y

719

Size I

o

Note: n1sagUdmasnuazgiaenan winsiesnsliidugldmaendnia (G visedusanas

PREPAuwinAu 1inautlu | Shift | AelBanuzannmndfae

ASNSNWAZUSULLAY SmartArt

SmartArt LJuAASInI AN UNAIES Diagram wuuLAnTaiudufauslugn Office
2007 131 bEANES SmartArt @1vFun1sasieaunsinUsenoutenasuseinniaulandaig
meonularfdivaiagnidudmiunisanudanimdnvainvang saunsalsenldads SmartArt

@iy Insert

ANSUNIN SmartArt

WNERLBENAT NaTUNg

PR INAU A Tsadana



v

T8N158579 SmartArt JUkUUse sV lansil

1. AANTIANEY SmartArt Tuldivu Insert naal Wustrations (gUs1ngni1ee Choose a

SmartArt Graphics Juanyiud)
2. AANLEBNFULUUTDY SmartArt 19U WU List, Process, Cycle 1usiu

unsans A SmartArt
- -
uvisnAnAn SmartArt wiadaasdaya
0 PEnNT

’ sa‘
" & AsAn SmartArt fidousnonsuuy

°(-e annuarlaasunsunssuiunsldaud

- w & '
nﬂﬂnﬁ"ﬁuﬁaumnuu LEU WHuAn

LU UATUNULIRIANT

0 vanduniudy
3. AaNEENJULUUYBY SmartArt 1 LU List, Process, Cycle 1usiu
4. ARNERNFUKUUEREYDIUARZIUUALTIABINS

5. pdnyu OK

- — — — - e
Choose a SmartArt Graphic LR *  — M
[EXTTTTTTTTTT s
Bererenen, 3 ) umsenns, g »
= Lt d=17 08 1 == i =
2% Process lEIIEIEI : O%O :—
£ Cycle Lananmn 4 —EI —
= =
45w Hierarchy e — = — 5|
£ s = = B
BEd Relationship ==
[ S— 00
& Matrix - e
s = El=l=] &= e=
A Pyramid - e N
§ ernating Hexagons
g] Picture QQ (tl%l c-e-0- G-@ @ Use to represent a series of
@ Office.com Q =058 e e ] interconnected ideas. Level 1 text appears
: inside the hexagons. Level 2 text appears
m outside the shapes.
i =] =] Eg

5
)

6. Mundaanuisesnisasiuluisag Shape

('

"Typeyour(exthere X ’ I
* [Ted]
* [Text]
* [Ted]
B | Text] I
B

an1f5ennn nasung

W INaU dadana



7. anusiaagdnguiuuliasnuddulagldiddluwiiu Design uazuiiu Format vy

SmartArt Tools

v Best Match for Document

|
_=i__=N___=§__=N__=

| 3-D
== L_mi CH B 5
‘fi [_—1 [ﬁ'—.- —

= o
- B

SmartArt ULy Vertical Box List AinnusiauazangLuuudniaudo

—
—

waLEeIA nasung
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SULUUA99UBe SmartArt

SmartArt ivaegluuudamngaudmiunisldanuniidnuazuandsiueenty dsil

LWUU List

faenaly Basic Block List, Vertical Bullet List, Picture Accent List 1Jusu

e-e-o- §-@-@-
—— = 011
298 opg
o= =

Continuous Picture List

Use to show groups of interconnected
information. The circular shapes are
designed to contain pictures.

- —
Choose a SmartArt Graphic o
Al EE=
s. B
0  Process
= [cam—
F Cycle =
&5 Hierarchy
BEd Relationship =
&5 Matrix -
A Pyramid Q
[&] Picture g
@& Office.com
=1
\

LUU Process

FleEnaiy Basic process, Step Up Process, Continuous Block Process 18

v
U
s ——
it —
Choose a SmartArt Graphic o
EF
All
8= List
=
% Process 200
“‘:P Cycle
Hi h ===
4B Hierarchy
E Relationship
&5 Matrix NS
A Pyramid N -
[&] Picture =‘?-
i ———
@ Office.com e
=1 =1
= ==
=2 =3 =
== =

[———— S — =
g ==  —— [EN=5)
SEEEE) ©Oge0pe 2 o8y |

a2 oD s :

i {— R~

= 200 HE@®©

& eea [T

FIO
:ilo
e

= B5

= >
B

Circle Process

Use to show sequential stepsin a
process, Limited to eleven Level 1 shapes
with an unlimited number of Level 2
shapes. Works best with small amounts
of text. Unused text does not appear, but
remains available if you switch layouts.

1A NATUNT
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WUU Cycle

fee1awu Basic Cycle, Continuous Cycle, Radial Cycle \Judiu

LWUU Hierarchy

’ o - T T e - -2 |
Choose a SmartArt Graphic - g — @
23 All n T = =
. 2|3 O O
= Lt + N-¢ =2 == a /™
0 Process AN =
el Y X
s H |
§B Hierarchy EnE ERoE s -
§ o S AN\ ® @ =
BEd Relationship gg °©° 000 ©:0:@ .
g} Matrix = \e/ S é
P id ) =
A g =P R ,’ﬁﬁ ; Basic Cydle
[&] Picture O] hﬁ?‘! 3 = = Use to rep a continui e
: of stages, tasks, or events in a circular
@ Officecom f_} flow. Emphasizes the stages or steps
G rather than the connecting arrows or
@ flow. Works best with Level 1 text only.

o819 Organization Chart, Horizontal Multi-Level Hierarchy, Table

Hierarchy Hudu

g o —— — - —
Choose a SmartArt Graphic -~ r LI —

A=)

All =
=] . =1
= EEE
¥  Process
¥ Cycle & 2—
£ Hierarchy
E Relationship ==
==
ﬁ% Matrix a—
P id =I=l=
A ‘yraml E)E
Picture SolS
@& Office.com

=)
B2
EEE= 6
=
Bl=
CEE
HEE

=

-

=

) T &

=
- &=
- r-r-

Hierarchy

Use to show hierarchical relationships
progressing from top to bottom.
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LWUU Relationship

g1y Balance, Funnel, Gear, Hexagon Cluster \Juu

-

- — =

o — — - —
Choose a SmartArt Graphic - r [ e —

-

3 Al == <

3 28|®° 9 & o =

8= List % o 5 % o

#® Process

w O H

R, lEm
sBy Hierarchy
B Relationship @ @ =
Y= =aE E=
&5 Matrix =g ﬁ
Pyramid eee = = =
é y ﬁ - = ! H = Balance
@ Picture @ - N === - Use to compare or show the -
3 relationship between two ideas. Each
@ Office.com —=1 5 === O O O of the first two lines of Level 1 text B
G,E O a@@ i corresponds to text at the top of one
q-=:=] ﬂﬂE‘ =(E]E] side of the center point. Emphasizes
Level 2 text, which is limited to four
shapes on each side of the center X
EHE s . . 0a ™

RUU Matrix

FeE1aLu Basic Matrix, Titled Matrix, Grid Matrix, Cycle Matrix 1u@u

e
Choose a SmartArt Graphic
it

=

@ el D ¢

All

List

Process
Cycle
Hierarchy
Relationship
Matrix
Pyramid
Picture

Office.com

e

)]
E)S]

Cycle Matrix

Use to show the relationship to a -

central idea in a cyclical progression.
Each of the first four lines of Level 1
text corresponds to a wedge or pie
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UU Pyramid

$e819 Basic Pyramid, Inverted Pyramid, Segmented Pyramid Dudu

- — e ~
L — —— = - @
Choose a SmartArt Graphic r Ly —

Al A

8 s AA

0  Process A

{,‘r Cycle

4B Hierarchy

B Relationship

ﬁ} Matrix

Pyramid
A Basic Pyramid
B Picture Use to show proportional,
3 interconnected, or hierarchical

@ Office.com relationships with the largest component
on the bottom and narrowing up. Level 1
text appears in the pyramid segments and
Level 2 text appears in shapes alongside
each segment.

[ oK ] [ Cancel
\ — J

WUU Picture

fleeaiy Circular Picture Callout, Spiral Picture, Captioned Picture (Jusu

e )
All (| = =
i L L8 = % g
0  Process
- : (= -
= [ 1 F A/
sEy Hierarchy o =
BEd Relationship LE QQ Iﬂﬂ QQ — \_/_
g} Matrix Q EI:I Q \ /
é P.yvamid @@ :D_’:] ul: E Accented Picture
[a) Picture EE] DD ll:“: =] Use to show a central, photographic idea
@ Office.com = v{vithlrleltatxetd ideas on thet;ide. Tl'tle :op a -
evel 1 text appears over the centra
EI -I s % picture. Corrs;:mnding text for other LN Q@j‘uﬂ?
|={= T 0= Lgv:l 1 shppes appear next to the small
circular pictures. This layout also works in ’]ﬁﬂ]"] %{a‘ﬁ q
o= (; - S=S well with no text.
[ oK ] [ Cancel ]




WUU Office.com

feg1aiu Racial Picture List 1wy

e N
Choose a SmartArt Graphic @&J
-

3 Al

82 List B o

9 Process —-— —t

3:.? Cycle —_—

4By Hierarchy 2

BEd Relationship _

@ Matrix ' 3

é Pyramid
Radial Picture List

Picture Use to show relationships to a central 4

@ Office.com idea. The Level 1 shape contains text |
and all Level 2 shapes contain a =
picture with corresponding text. [
Limited to four Level 2 pictures. m
Unused pictures do not appear, but
remain available if you switch layouts. ™

J

L

Asunsndandufal (Insert WordArt)

v a & A v el' A a Ada o Yo
YaANUAFU AD EULLUU%@QWU@ﬂUﬁV]Qﬂ@@ﬂLL‘U‘U@JWLW@LWN@QWNQ@QWNN%?W%QWIWﬂU

nauAYIaTaANNIIIAIAYIAUA T UANWALIIULENENST LT1AHNS0YIINSUNSN WordArt lalu

& ¥V

2 58l Ap NSAANURTEAMULINDULAD LasNSMMEBNWUU WordArt nouRundamny Taevin
o dg’
0y

ANTUA DU
Sda ¢ ] v
nsalnfundennulineuuds
1. aneguvseAdnientanUfeINIs
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2. adndanAds WordArt Tuuviu Insert gy Text

3. AANEENFULUUTIABINT—>ATINNAANTN LG

CLEELEY I

AY

A A

> P
> >
;]":

__________________________________________________________

i &g o cdny
i ﬁl')’ﬂﬂ’]\iN'Z‘]ﬂWﬁVﬂﬁ

nsdifidanuuu WordArt daufiuwdananu
1. pdnidend1ds WordArt Tuufiu Insert nau Text
2. ﬂamﬁaﬂgmwuﬁﬁmmi
3. fuidaaunugens uitornuasluunufidnin “Your text here”)

4. panluFaunisduninedudlefuidennuasaseusos
"'"""""""""""""m*fﬂ']'ﬁﬁﬂ"rﬁ_’] Q@?‘u‘l’]zj

WA A f3TEaFana



W

o :Your text here

A A A A >
A | s P

) ) AN .

Sasmnmnas

s Step by Step

nsusuussdenrufallaenisly (Drawing Tools,

YUzyIN158319 WordArt 1579z19iu Drawing Tools Usingusnlmdenld isnanunsald

Drawing Tools waglunsusunmslusivazideasisgvestonmudadineyimiudunousl

1. AANAaNYANUARUNABINITUTULAS

[y

2. pandeniAdwingaeengy WordArt Style luniiu Format uu Drawing Tools #3i)

TH SarabunPS ~|16 ~| A A Aa~ A

B I U -abex X' A~ W A~ Quick Style 2@3p28N:T
Font P
Text Effects anwoue Text Fill Zva3damqn
WA 1T WA WA
dviiau 3-D Text Outline Ava9L&uaa1

3. panludeiunianinedugloUsuunsdonnuiaiaseuios
NITUNINAINDIN ClipArt

1. AANEDNALLINIEIgU—>ARNTIWAU Insert nau (Llustrations
2. AANRBNAEIONLIne Pictures (I¥UsINUTANY clipart YusmamuuNLeviui)
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3. Tumiene ClipArt Adn#Ye Search for: LitaLANYDFUAMTADINITAUNT 19U NaIriFn

7 “flower”

4. adny [] (Wswnsuazihnisaumindsuam ClipArt annluaIasnauiiameaives

LSITUNN)

5. adnuulWdsunmegeiidananuiiieng ClipArt viseainiundienuninsluiug

LONENT
6. Aan Insert

1

E d s
HOME | INSERT | DESIGN P T REFERENCES  MAILNGS  REVIEW  VIEW
il D= B o] led = 3 @ [¢
» o &=
B OH o leg Sl o P L R (¥
Cover Blank Page  Table Pictur Shapes SmartArt Chart Screenshot Appsfor Online  Hyperlink Bookmark
Page~ Page Break - - v Office~  Video 1
Pages Tables Illustrations Media Links
L 3 %
‘BACKTOS]TES :llllll-llllllllllllllllll.
H =
. =

Office.com Clip Art

G 1000 search results for flower

.
1 flower

Insert

Select one or more items.

SEssEEsEEEEEEEEEEEEEEEEEEE

>

Cancel

ANSHNINAINENSUTBA

< a < Y A a 1 ¢ @ 1
Wunsiivawuudenvesntinaddea 9 ‘1/1L‘U@aguumﬂawaﬂaﬂmaﬂmimmﬂmamq

v o

599151 Teglideeeanainlusunsy Word Nn1a9vinenu

1.

AANTINANARINSIRNARLUT DN
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2. 1umj:u Lllustrations WU Insert AN Screenshot.

Pictures -
ustrations

D ad & B A

Pictures Online Shapes SmartArt Chart J5creenshot

3. @enninaeawludeniideinis

ANSHNNKATUSULAINAD9UANY (Text B

ANSUNINNEB9VAY (Insert Textbox)

e+

Screenshot

-

Available Windows

a4+ Screen Clipping

! v a a o A A ¢y | Y | a s
NADNYBAITN AB E‘U'ﬂﬂ'ﬂsﬂﬁlfﬁaEJll‘V]ﬁqmqsﬂWNWﬂJ@ﬂjqﬂlaaﬂlﬂlﬂ AUTOANNLLAITNU

duveu wazedeudiadunidlaednsdassmiiowing dwudeldiinassdenrrudugiievia

pilagafiuselovuagaundusunisiundanulaglufeaAndefanan oL duUs I UL Nans

LSIANNNSOMNSNNABIVBANULALVIIANUTUNDUA T

1. AANTILAU Insert

2. adndanAda Text Box luuiu Insert nau Text

3. AANERNFURUUTIABINITINNTTIEANT Built-in

Text

Box~
Built-in

Simple Text Box

Austin Quote

Austin Sidebar
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1. AANTILTU Insert
2. pANEBNAIAY Text Box Uiy Insert nau Text

3. AANLABNAEY Draw Text Box tWa1nvu1nLad

a sv v Y  a v o A A A a ew <
4. WNWﬂ@ﬁjqﬂﬁqﬂJm@ﬂﬂqia\ﬂU LLa'ﬁﬂaﬂlﬂﬂﬂ@nLLWUQWQ’N@U"}LN@WNWSUEJW]']NLaif\]

a 14
b38UIDY

:

Text
Box~

@ More Text Boxes from Office.com

Diraw Text Box . 3

o
g
=
s
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uni 5
v a Yy a
ﬂ'ﬁﬂﬁ']\‘l'i}lﬂL‘Ua&IIf'J\ﬂULBﬂﬁ'ﬁLLagﬂ’ﬁaq\iaﬂ

msdavhienansluguuuuidussnuingluieinduenasmdnnsidesiaBeuas
nsamuAugniedliAian insizuenanagiiilonisurumninenaneninilBudenin
mdnuyswaIdearinisunsngunmuseney Iv-yenseany v msﬁzyl,ﬁam a13UN N
forfl 90390 “an Faduns Srdedoyanigluliidionans wasdadidosnadeslonenans dey

Tuunflaglananfalsnsinaufisn1sinssalaniwarldiniodlnsndenana?
v a .
n13e3199nL¥aules (Insert Hyperlinks)

wansaasigadeulealalulusunsy Word nsasisgaieslesenaisainyanilaly
wnanshuddnganilsluenansifieniunieenarsauaneuen lagldteniny sunmvisednglag

< I v o A (% 1 dy a gj 1 a ¢ . = 1 o Y a 3
Annadusumisnisieulesanvazgutiisnsengus 11 115898 (Link) Z9nauvinn13asnasa

YUALADIl0IAUsENaU 2 d@umeniume

- 9afauleddiun1a (Source Anchor) fiamuidlagluenansignimualilugasusiu

Yo9n13lioules Fuflorsdnandluidmmuniniu fMvwndesdougusisluduguiionud
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- gaieulaaUane (Destination Anchor) Aesiumidlagiignénaddidularemaeves
msidenlesdslulusunsy Word anansafuustanenisls 4 wuudefugid
1. msdennelulenaisifieniu (Place in this document)
2. miﬁqﬁssmwﬂv\léﬁﬁagjLLé’W’%aﬁUL‘W% (Existing File or Web Page)
3. MsdeAludauenansivg (Create New Document)

4. msAsdlUgaiiogBia (E-Mail Address)

dmsUTsn1sagadenludludatenans 4 wuuliutupeumsasisarindidueiu

[ 6’5 d'dy a a o a v & = ) ¥ o’.JJ Y2 dy
satuluntveadune wn1ensEynasnug AU Fearunsavintannudunaunsselull
a o | Ay o < A 2 1 2 G|
1. adnsunisiissansidugadenlessiunie wu deanuvsesunmluenans
2. aANYIFAS Hyperlink Tuwiiu Insert nga Link

3. Tuntieing Insert Hyperlink Tildengateulesuaienesnidnds Link to : o1

aesmsdenlesludaivledadniden Existing File or Web Page

4. Tugaa Address TAuN URL (Uniform Resource Locator) ﬁagjéuaal,aﬂmsuu

Suwositinasld

5. AdnYY ScreenTip...iveiiunidaauLdsoyaragnitauluslutas ScreenTip

text :—>AanUu OK

o Y

GRD

6. AaNYL OK 8nASY :
. Hyperlink

Insert Hyperlink
1 Link t 3 to display: Google =
Look in: =| Pictures 9 "
Link to Google Existing File | . Set Hyperlink ScreenTip
or Web Page | Scans =
Current : ScreenTip text:
T : Goto Google|
Place in This E
Document Browsed a Cancel
Pages u
....................................
Create New Recent
Document Files
Address: http:/fwww.google.com/ 4 v
E-mail
Address
oK Cancel

UNA1LEFIRN NATUNT

PR INAU A Tsadana



nsuilugaaules
diasnassgadenlesiumaudmunidoauidugaenlosiuazilisuguiuum

Snuwsdudihiuuazdaduld s meaeddnulasnsihundllidwhuminadenlemseuiu

nawlu | Ctrl| Ay Wewndwaswduguuuuiie Trrdnund 1 asuitededluduatenieds

AN

Goto Google
Ctrl+Click to follow link

Link to Google

wiEmndeansuiludsd Wy wasudeniuly ScreenTipldvhaudunousil
1. anpauviondnidensuisideanisuilugaidenlesiumg
2. pdnunduruaredndandids Edit Hyperlink... (AzUsINguieg Edit Hyperlink
Fuuviud)
3. WNUT19aZLP AR AINFDINT

4. Aanys OK

n1seNLENALYRNlEY

[

nsenianyaelestiu Tivilassil

1. AINAGUVITRARNLADNALILTIABINITUNLANALTRULENAUN IS

S  Remove Hyperlink

a s a A o o . -
2. AANNFVINLAEARNLEDNAEN Remove Hyperlink 1158

'
a =

3. AANTIAAs Hyperlink Tuiiu Insert ng Links
4. Tunteng Edit Hyperlinkiﬁﬂéﬂﬁﬂmﬁﬁgﬂ Remove Hyperlink

5. adnUu OK

N158319815U5yY e (Insert tables of Contents)
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ansUyilomiduimiladAgyuesiuenaisdsazuendoyadoilielsaanazuaniaunii

31U Wetsnadisnuenasiuanwugaeanieds nannisadrsarstyillenidudndu
1 a 2 [ v Y LY 1 LY 1 v & 1 a 1 [
pgnBanzassdiaguiuutennuliiduimdelvduasindedes lnensldaladaneg erfiviualad
Heading 1 duSuillomdemuidusdenanuazldalng Heading 2 %50 Heading 3 d1%su

Wemdumdesesasly dulunsadrsansdyilomanunsayilaaudunounsil
1. pdnidendunrdannesnisnsanstailonn Jedrulvaidnazsidundiusn
2. pandanAds Table of contents Tuuiiu References ngu Table of contents

3. paniengUluUTIfeIN5INlY Built-in

Table of 2
Contents ~

Built-In
Automatic Table 1

:,Ec:n:;n:;u------u--u-u-uuuuu 3 .‘: MﬁqﬁthableofContents
E Hea:mgz... S 15
L4 Heading 3 1:
T Table of Contents ?

. Index | Table of Contents | Table of Figures  Table of Authorities
Automatic Table 2

Print Preyiew Web Preview
lable of Contents Heading 1 1|~ | |Heading1 «
Heading 1. 1 N Heading 2
Heading 2 ..cceeeeece e 3 Heading 2
L |
Heading3 1 HEAUING Suvverreressseessesssesiens 5 Heading 3
W W
Manual Table Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Table of Contents Tab leader: | ... ~
Type chapter e Javed Ih.....cmemmmsss s s ssaassen
Type chapter tithe (level 2). 2
Type chaptertitle (level 3 3 General
Tyt chapter BHe vl 1L, Formats: [From template |3 5
itk fleve 23 s Show levels: |3 2
@ More Tables of Contents from Office.com »
——————————— - -
1 Custom Table of Contents... 1 ! Qptions.. Modify...

E% Remove Table of Contents Cancel
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4. ARNEeNA1AY Insert Table of Contents..tftainuagUiuuMenuLed (3eUsng

7119149 Table of contents YULNVIUTA)

5. luges Formats: Tindnidenjukuudus musenis

6. AANYUL OK

And
N
A1
. =
gia
ATIMVBIRA 1Y
o -
fuaeadiiey
Usztnnuasdriisu
anyuzanIriion
audAgvesAiey
wdAianefua ey

a Ed
wuinanum A}

wuAnanuuAf

=]
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N13a319UTIANYNTILAINNLME YA (Bibliographies)

msassnuenaslunedideyaiildinndaihdudomaqeralduanudedunt
sannviane wu dneans wilsde d1e wnansifisimeuns saviiisuuuudedinnsetindnie
usnisesulad 19y FAuniSeu Aeufininesyivdeu wisdediannsednd
(E-BookvFadeyaaniiumalivledmandudu uasmnismierdeyanudinartuldnuudi

tusiaasenedeliludieenansiisendn “ussaunsy” 6

AeuaseussanunIusssihnmnsendeyaswandeaniuliney Fusawsaila

[

Al
1. AANNIAEY Manage Sources luuiiu References ﬂ?j&l Citations & Bibliography
2. luntiee Source Manager ﬂﬁﬂﬂm New

3. Tumineine Edit Source AdnTIIgNATTAWBIAIAY Type of Source Leldanulinves
VTN

4. fwvideyaswavidualdasly—adndy OK

T "EFEREMCES Source Marager ?

Search: Sort by Author

1| &) Manage Sources

— ER style: |APA -
Insert =~ "

Citation = £ Bibliography = -

Citations & Bibliography e

dited source
2 placeholder source

Master List L Current List

Preview (APA}:

Edit Source

Type of Source v

Bibliography Fields for APA

Author | mwifnass, Uszhud Edit
[] corporate Author
Title |wwnrwnisdnenissoed nen meTanent wrdatend
Year |2518
City | nganmmme

Publisher | Wrianowndia

D Show All Bibliography Fields

Tag name 3
18
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5. ANAWALTIABINITATIUTTUIUNTY

dlo OIJ

6. AANYNATES Bibliography Tuudiu References ﬂfju Citations & Bibliography

REFERENCES
[, =) Manage Sourees
— [E&style [aPa
sert )

htion ~ £ Bibliegraphy - o g#
Citatie - Built-In

4| Bibliography

Bibliography
oh Citations ond References. New York: Contoso Press.

|

,ur\f\r

2006). How to Write Bibfographies. Chicago: Adventure Works Press
FEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE

References

References
Chen, . (303). Gitations and References, Nerw ork: ConiasoPross. [$}
Hass, 1 (20, Ceating s FormatPublatian Boston: Prosewars, nc.

Kramer, . . (2006]. How to Write Bibographies. Chicago: Adventure Works Press

SAEEEEEEEEEEE

.
EEsEEsEEssEEsEEssEEsEEsnnennna”
Works Cited

Works Cited
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Hiaas, . (2005). Creating a Formal Publication. Boston: Proscware, inc.

Wramer, 1. . (2006). Fow to Write Bibographies. Chicago: dventure Works Press.
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NANAITATNTUNDUNITNINU LAZNITHTHNNITAASLAD
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n1sadeannuIIgy (Mail Merge)

1514 Microsoft Word gaeaniigmmsvhauiisidoussnanntnadusinldieiuing
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MNormal Word Document

Step-by-5tep Mail Merge Wizard...
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ausieens widwniulunsandsldliasisenlideluiesduduneunsasislidunduiudoya

Fulmiannluswnsy Word Tagwsianunsavinlanad
a d‘

- ﬂaﬂwﬂuﬁﬂé’a Select Recipients luwiiu Mailings nqu Start Mail Merge
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Protect Document

Control what types of changes people
can make to this document,

D Mark as Final
Let readers know the docurment is

final and make it read-only

9 Encrypt with Password rare

Password-protect this document

[Ty Restrict Editing
Control the types of changes

can make FIARAIFLA L

_b.| Restrict Access
@@ Grant people access while removing
their ability to edit, copy, or print.
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[ty Add a Digital Signature
_a Ensure the integrity of the document
by adding an invisible digital signature
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Restrict Editing ~ *
1. Formatting restrictions

Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

Allow only this type of editing
in the document:

Mo changes [Read only)

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

See also
Restrict permission...
1. Click it Restrict Editing

2. Click t@ondaiaen .. Allow only this type of editing in the document #1884
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lon design (blank)

Title Provided by:  Microsoft Corporation

Faading

o A simple starting document featuring the lon

e design. It has a clean look with a touch of
personality that's perfect for any document. This
template is great for when you want to start from
blank but don't want the default look. To take
advantage of this design, simply format headings
and other text using the Styles gallery on the Home
tab.

o shaze wed gal ikl

Download size: 17 KB

Rating: 5 (223 Votes)
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Title

Heading

To take advontage of this template’s besignl use the Styles gallery on the Home tab. You can format your
headings by using heading styles, or highlight important text using other styles, ike Emphasis and Infense Quote.
These styles come in formatted to look great aond work together to help communicate yvourideas.

Go ahead and get started.
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: Title

Heading Preeyada Kunrin
To take advantage of this template’s defign, use the Styles galiery on the Home fab. You can format your smsdslumszaniun
headings by using heading styles. or highlight important text using other styles, like Emphasis and Infense Quote.

These styles come in formatied 10 100k great and work fogether 1o help Communicate your ideas.

Go ahead and get started.
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