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Microsoft Word 365 Advance

1. msa313au labels and Envelopes

1.1. M5a319¥99n1INe (Envelope)
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1. aan Mailings Tab > Envelops 2> fiusifieggnainudeanisizes Delivery Address (31))

A

2. ndn Options MedenvuInveswesils > @onuuia UnAaz 19 Size 10 (31 2) > adn Ok.

Envelopes and Labels ? X Envelope Options ? X

Envel bel: [
Ervelopes | Labels Envelope Options | Printing Options

Delvery address: ES R -
Envelope size:

Size 10 41/8x91/2in) N

elivery address

Font... From left: Auto

4r A

¥ From top: Auto

L1 Add electromic postage
Return address

Return address: (3« [omt

K From left: |Auto =
Khun Waraporn Anusri A | Preview Feed Font ol
55/55 Moo 5, Fa-Rangsit Village From top: |Auto =

Soi 5, Thanyaburi

Pathumthani 12130 @ Preview

Verify that an envelope is loaded before printing.

Print Add to Document Options... E-postage Properties...
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1.2.msa319 Label
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1. adn Mailings Tab - Labels > uninegdas wsoNoggnamimdeanisi s Delivery

Address (31 )

a . 4 a saq ¥ Y a
2. aan Options madenvinaaaninoinld > wenvuanudesns (31 2) > aan Ok.

Envelopes and Labels ? x

e

Address: L} = [L]Use return address

-~

Print Label

- Eull page of the same label A-ONE A-ONE 26503
O Sipgle label Ad size [ 12 labels

Before printing. insert labels in yeur printer's manual feeder.

Print New Document DOptions... E-postage Properties...

Cancel

Label Options ? X
Printer information

O Continuous-feed printers

@ Page printers Tray: Default tray (Main Tray) |
Label information

Label vendors: | A-ONE b

Find updates on Office.com

Product number: Label information
| A-ONE 26501 ~ Type: Ad size [ 12 labels
A-ONE 26503 i
Height: 147"
!A-ONE 26505 2 .
| A-ONE 28171 Width: 34
A-ONE 28173 Page size: 8.27" x 11.69°
[A-ONE 28175 i

Details... New Label... Delete Cancel
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2. myadaavinalau (Mail Merge)
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Janice Finnegan
Mark Johnson
Richard Lawson
Estelle Peterson
Mindy Meyer
Danny Day

Healthy Eating Magazine

WLFF Radio

WNLF Radio

Eating and Entertaining Magazine

WDNR Radio

WPLT Radio

102 S. Main Street Astoria
39 Elm Street Portland
408 Broadway Astoria
987 Michigan Ave Seattle
1067 Fair Street Seattle
19 Broadneck Way Seattle
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2.1. msa31ems1eneggna (Data sources for the recipient list)
4. aan Insert Tab > Table-> Drag and Drop juaisaudesnis latae (1 1)

5. 150 Aan Insert Tab > Table = Insert Table (51 1) > udamruasiuou Column uag

Row (51 2) mwdnan1s > OKk.

511
O = B -& \ °
Insert Table ? X
File Home [EGEs Design Layout Referend
h: Cover Page ~ A\ v Shapes~ &+ Table size
[ ) Blank Page E T SmartArt -
.__, Pictures Number of columns: 5 —
'r— Page Break - 1l Chart
Eagss Insert Table _ _ Number of rows: 2 =
= I o o
DSQDDDE\JDE AutoFit behavior
I I O
OO0 0O000I0] @ Fixed column width:  Auto =
LOO0O0O0O0000
HEEEEEEEER O AutoFit to contents
N | |
I I | I | I | | | | O AutoFit to window
= EX Insert Table..
: B - Dvow Taile [_] Remember dimensions for new tables
- E@ Excel Spreadsheet OK A
EY Quick Tables »

o 9
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1. # Table Tools > a@n Design Tab udrimuadade’lail
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391103 Header Row / First Column, uazil Total Row faziiunisiidu
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O @ EH -& M k - Practice File Word 365 for Business.docx - Word

File Home Insert Design Layout References Mailings Review \View Help Acrobat Layout Q Tell me what you want to do

| Header Row || First Column

= SlEEas SEEEE =SS SiEesT meamE —lEee= -;') et B— 4
Total Row Last Column = SIEEaE] S S cElekas. Sones JhSad |- apt R =
SEEEE EEEEE EEEEE Eeee= meeam e s el Shadingll | Border — Borders Border
| Banded Rows || Banded Columns ” - Styles = & Pen Color - B Fainter
Tabde Style Options Table Styles Borders (1

' '
A 1 A 9
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Janice Finnegan Healthy Eating Magazine 102 S. Main Street Astoria = OR 97223
Mark Johnson WLFF Radio 39 Elm Street Portland  OR 97225
Richard Lawson WNLF Radio 408 Broadway Astoria = OR 97220

nmﬁu Column / Row nazmsau Cell, Column, Row, Table

1. adniives Cell ivesns 7t Table Tools > adn Layout Tab = fingu Row & Column
~ Insert Above ifierfin Row d1uuu Insert Below tiieriiy Row gauan
- Insert Left titoriin Column d1udhe Insert Right siteriiy Row §1uan

- Delete riterviuaav Cell, Column, Row, Table AMUADINT

Practice File Word 365 for Business.docx - Word

References Mailings Review View Help Acrobat Design

S HH = == Im=== [ *
R | B BH 4 BB H 2 | B |«
Delete Insert Insert Insert Insert Split Split AutoFit —
g Above Below Left Right Cells Table < i
Rows & Columns = Merge
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2.2. msasaananeay (Mail Merge)
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1. Wavanueiwsien 3 nan Mailing Tab > Start Mail Merge - Letters
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File Home Insert Design Layout References

=l &%
Envelopes Labels Select
Recipients
Cicate B Letters
L :
=22 E-mail Messages
=1 Envelopes.. lark
T3 Labels.. "
< tichard

'j Directory

istelle
- ﬂ Normal Word Document
v g lindy

N Step-by-Step Mail Merge Wizard...

H
[

2. aan Mailing Tab - Select Recipients Lﬁmﬁaﬂﬁmuﬂﬁmj W
e Type a New List ndJumiﬁuﬁﬁagﬂwﬁ
e Use an Exiting List iienandeyaiiadial3uda
e Choose from Outlook Contacts iiena1n Contact 1u Microsoft Outlook fifiuizeya'’l3

_ . - A g '
3. minlazainly Use an Exiting List ududen File iy 13awgddvans

il Select Data Source 4
- v 1 = Word 365a. * Document Word 2016 Basic v | O
Organize + New telder s B

Y Documents & °

& Pictures

B Address.docc
Camt
et B Course & Instructor 2016 Basicadsx
lip Training My &
CHo Training My B° Letter Template.doc

Bocument Wond 3 Outline MS Word 2016 Basicdock

Document Word ; Practice MS Word 2016 Basic.docx

[~}
-}
Gl Microsoft Word 8- Sheet Word 2016 for Basicdoc
B Test Microseft Word 2016 for Basicdoox
-]

& OneDrive
Training Centerm Letter.decx

= This PC

B 30 Objects

Bl Desktop

-l Documents

- v ¢ 3

New Source._.
File name: | Address.docx © | [ Data Sources {".odc”mdb;"n

o | Open | Cancel
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4. aan Insert Merge Field titeiaen Field Name #idoanisihanldaiu > Insert

nsert  Design  Layout  Reference:

-l

Edit

&%

Start Mail Select

Address Greeting

Help Acrobat O Tell me what

? Rules ~

* Match Fields
Insert Merge

Merge - Recipients ~ Recipient List Block Line Field -
Start Mail Merge ‘Write & fheert Fields
2 =t 1
. Insert Merge Field ? X
Insert:
O Address Fields ® Database Fields
Fields:
Fschome |
Last_Name
. - Company
[rainiy =
City
g | State
ZIP_Code
Date
Recipient Name
Title M P G

5. aan Mailings Tab - Preview Results (1) 1) iiteilasuainae Field (31 2) ilumsueaasio

Hagnogesd (31 3)

Mailings

Highlight

vierge Fields

Review View Help Acrobat

El-

— 2 \
= [n%
=]

20|

=

=

Address Greeting Insert Merge
Block Line Field ~

Write & Insert Fields

[3 Rules ~

¥ Match Fields

Q Tell me what you want to do

.. <
(2 Find Recipient
[ Check for Errors

M < b

« )

Preview
Results

Preview Results

Training Center

«First_Name» «Last_Namey)
«Company»

«Address» «City»

«State» «ZIP_Code»

Dear «First_ Name» «Last_Name»

Training Center

Janice Finneganl
Healthy Eating Magazine
102 S. Main Street Astoria
OR 97223

Dear Janice Finnegan
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6. aan Mailings Tab > Finish & Merge iiefiunvananensons voaNuRINILAazRTUAI
i1 Y
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e Print Documents twe Print 800114 Printer @usanunmavuariso@onwunayun
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Twnseaseusoondn

Training Centerm Letter.doox - Word

Review View Help  Acrobat Q Tell me what you want to do

E =5 D [% Rules ~ {,_a_\, M 4 > M E{_‘
L L i L == O ", . . =
e % Y Match Fields : LO Find Recipient T
Highlight Address Greeting Insert Merge Preview = Merge to
Aerge Fields Block Line Field ~ Results L Check for Errors ge Adobe PDF
Write & Insert Fields Preview Results G
' ST - PR T A O O AR R I NI - T

:.T, Print Doc

Send Email Messages..

2.3. m3a319 Mailing labels and envelopes
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Taas

=le

1. 1la Blank Document = Mailing Tab - Start Mail Merge - Envelops or Labels

O = B ©- @ &

Iy

File Home Insert Design Layout References

L
@
Lo%
Select
Recipients ~

Create | Y Letters

Envelopes Labels

(=1 E-mail Messages

Envelopes.. lark

L abel =

O labels.. tichard
D Directory L
& istelle
ﬂ Normal Word Document

- — lindy

N Step-by-Step Mail Merge Wizard...
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Envelope Options ?
Envelope Options Printing Options
Envelope gize:
Size 10 {41/8x91/2in) b
T Delvery agaress
Eont... From Jeft: |Auto
From fop: |Auto
Return address
Fant... From left: |Auto
From top: |Auto
Preview
— ]

Y Y A A A a s Y a
ﬁ]zhlﬂ“VI’LlW]1\‘1LW’E]!,E1’EJﬂGlI1ﬂﬂ“]fE]\‘1%ﬂﬂMWEJ NIVVUIATANNBININADINIT = Aan OK.

Ar 4

Cancel

N

.y - - (g 1
3. minldazaanld Use an Exiting List ududeon File nuTiaugddiuai

Il Select Data Source

aan Mailing Tab = Select Recipients iordonfvuaiiogaail
Type a New List iflumsiianiioglwl

Use an Exiting List rdenandeyaiasialiuds

Word 3653 * Docurment Word 2016 Basic

% Documents & #

& Pictures
Camtasia
Clip Training My £
Decument Word :

Docurnent Word 2
Il Microsokt Word
@ OneDrive

= This PC

B 30 Objects
I Desktop

* Documents

B Address.doc

D+ Course & Instructor 2016 Basicads:

B Letter Templatedoc

B Qutline MS Word 2016 Basicdoc

B Practice M5 Word 2016 Basicdoc

- Sheet Word 2016 fior Basicdoc

B Test Microsoft Word 2016 for Basicdoc

18 Training Centerm Letter.doot

New Source_

[l
[

File name: | Address.doct

Jull Data Sources (*.odc" mdlx™n

Tooks ¥

Open Cancel

Choose from Outlook Contacts raona1n Contact 11 Microsoft Outlook fifiusitewall

U
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4. aan Insert Merge Field tieiaen Field Name #doanisiianldaiu > Insert

adn Mailings Tab = Preview Results (gﬂ 1) tarlasuainde Field FumsuansFouaznod

939

Mailings

nsert

Start Mail

Design  Layout  Reference:

&5 ol
Select Edit

Merge > Recipients = Recipient List

Start Mail Merge

Trainij =

Date

Recipient Name

Title

Review View Help Acrobat

Address Greeting

Insert Merge
Field =
Write & Jsert Fiekds

Block  Line

1 5
Insert Merge Field

Insert:
() Address Fields

Fields:

Last_Name
Company

Address

| [State
IIP_Code

s

@ Database Fields

Cancel

Review

View Help

Highlight
vierge Fields

Address Greeting Insert Merge

Block

Field ~
Write & Insert Fields

Line

Acrobat

["_3 Rules ~

%E Match Fields

« @)

Preview
Results

Q Tell me what you want to do

M <[ [ »
E) Find Recipient

p
E,? Check for Errors

Preview Results

U

bl
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3. mymauiuenmsvinalwa (Long documents) 1

3.1. msa%nmiﬁﬁg (Create a Table of Contents)

v
TAa

A ) A Yy A Ao & A A v 9 v
LUBEINNUDNTTITNUNAIYI U ‘Irii’é]L’E]ﬂﬁﬁ"lJUWﬂWﬂJu ﬁﬁ“l/l%'llﬂl!’é]EJ'NfNﬂ’E]ﬂﬁuﬁﬂ\iﬂ’ﬂl@ﬂlumﬂﬁﬁl’h

YY1 A

4 Yy o 3 o & ¥ v o A v ¥ Y oy .
e Ii NS wazidenos 1519 aatusssuiludesaiwms tiyionaasiddondeunveadie Link

v

v 9
nav lAdeyali Taodn Tusia H35masail

& t!' o 4 A v U
Yunaun 1 MUUATIVIINOAIINATIVEY

v 9

1. aenivendesns nan Home Tab (517 1) > 1@en Styles Heading 1 (1% 1) iiodeans
Wuridendn n3eiden Heading 2, Heading 3 iag Heading 4 mnadeamsfidusidades

A9NUTY

Insert Design Layout References  Mailings

TimesNewRom~[13 ~| A A Aa~ Ao

. : B I U vabe X, XX A~ -+ A~
¥ Format Painter = : A —

lipboard N Font =

e what you want to do

1. AaBb| 1. AaBb| AaBbCc 1.1. Aal 1. AaBhb 1. Aasb| L. A 1.1 ass
T Normal | TNoSpaci..] Heading1 Heading2 Heading3 Heading4 Title Subtitle

Styles =
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1. a@an References Tab - Table of Contents (31 1) > @engduuuidesmsszadvasiy

v
@ v 9

Y] X Aa 4 { I =Y
v laguuuastiygew (g1 2) ssawnsona Ctrl + adn Ndaay wieitesniugilinie

1] P 1] H
iive Link lilguiieiiosfidoansla

0 @ 5@ - &

File Home Insert Design Layou vailings
1 [T Insert Endnote ;D
] AE Next Footnote ~
Insert Search
Footnote

| Automatic Table 1

Contents
Heading 1 0
1.1, Heading2 0
2. Heading3

Automatic Table 2

Table of Contents

Heading 1 0
1.1, Heading2 0
2. Heading3

L

Manual Table

Table of Contents
Type chapter title (level 1),
Type chapier titke (level 2)
Type chapter title (level 3)
Type chapter title (level 1).

o W =

More Tables of Contents from Office.com
Custom Table of Contents... a

Remove Table of Contents

Foxr Y gl
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Table of Contents
Microsoft Word 2016 Basic

1. muzihmsanaenas (Create And Manage Documents)

1.1. msasaanansing (Create Blank DOCUMENT) .........ouveveeeeeeeeeeeeeeeeeeeereeene
1.2. msasndtenanswiuuy (Create Document from Template)........cccoevvveiinncnnne

2. msdsusduuwenms (Format Documents)

2.1, msususluupienansiawiuw (Modify Page Setup) ........c.wweeereeeveerreieenne.
2.2, mssuFUuuu@IMILIEe (Apply Style FONt) ........oooerrvveevereiieeensiiseneiinen
2.3.  ms Insert Headers / Footers And Insert Page Numbers.......c..ccccccevieneennee.

msd5usduuvanstiny

[

4
awsolsvgluuumsiyawdens Idai

1. aan References Tab = Table of Contents & Custom Table of Content

O e B -4 [@&

File Home Insert Design Layout

AB Next Footnote =
Insert Search

Footnote
Automatic Table 1
Contents
Heading 1 ]
1l Hesding2.cne. o e e Y
B i
(R
Automatic Table 2
Table of Contents

Heading 1 3

1.1, Heading 2

Manual Table

Table of Contents

Type chapter title (level 1). 1
Type chapler itk (level )i, 2

Type chapter title (level 1), 4
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2. 1@engluny Formats amdeans Al
A o Y ' v 9 o 9
e Tab Leader iomviuaiduilszszrniaiivonuaunti
e Show Level titordans1uiuindeidesnsians
e Option terdenuenas Level vos Style audeoans
e nan Modify > @enadendsinsdiy > Modify iedsusluvudoya idu donus

MuFoINT — Ok

Table of Contents ? X
ndex [ Table of Contents Table of Figures Table of Authorities
Print Preview Web Preview
Heading 11 ~ | |Heading 1 A
Heading 2......cccocveueee... 3 Heading 2
Heading 3....ccvereieveresnnsnnsss 5 Heading 3
A 1.
v v
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: v “
General
Formats: From template 2
Show levels: |3 =

Options... || Modify...
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3.2. mia%nﬁfﬁvﬁmnmi(Indexes)

9
[ o 2 T Y

< =2 o [ A o Y o Y Y A 9 ' o
Wunisasman 3] 1’75'E]ﬂ']LﬂW’]gllaflu'lulﬂul']ﬂﬂ'lﬂlﬂﬂﬁ'l'ilwaﬂ'ﬁﬂuw'n']ﬂ'Iﬁ']ﬂﬂllﬁa'luu@ﬂﬁU’]

g U

v

AAan o dy
Tvu 13 mshauasdl

1. dendennuiidesnts > adn References > Mark Entry (31 1)

2. evinvesdeldiaon Mark vise Mark All audeanis > aan Closed.

Mailings Review View Help  Acrobat Q Tel

3u 1

4 want to do

iert Endnote ;D ,_:I ’:‘_; Manage Sources !"n' 5[] Insert Table of Figures ‘*"_""! Insert Index
xt Footnote  ~ — [ style: |aPA v o ! I
Search Insert Insert Mark
Citation ~ [ Bibliography ~ Caption 2 Cross-reference Entry
es % Research Citations & Bibliography Captions Index
Mark Index Entry ? X
Index

Main entry: [Create tables

Subentry: ‘

Options

O Cross-reference: See

@ Current page
O Page range
Bookmark: all

Page number format

(] Bold
[] ntalic

This dialog box stays open so that you can mark multiple
index entries.

Mark I Mark All Close

Page | 15




v Y
m3thaddni Mark Entry iflu Index 13udunlfanisviauasil
3. aan References Tab > 1don Insert Index (31 1)

4. wovihve Index 14iden Format eaudeants > OKk.

51 1

U
Mailings Review View Help Acrobat Q Teh 4 want to do
iert Endnote E _.\/ 5 Manage Sources Iﬂ [) Insert Table of Figures "L | [E] Insert Index

xt Footnote ~ Cd style: \lapA  ~ _ —
Search Insert - Insert Mark
Citation ~ &) Bibliography ~ Caption |8 Cross-reference Entry
es [%| Research Citations & Bibliography Captions Index
Index ? X
: Index Table of Contents Table of Figures Table of Authorities
Print Preview
~ Type: @ Indented O Rupn-in
A Columns: |2 =
Aristotle, 2 Language: | Thai 2]
Asteroid belt. See Jupiter
Atmosphere
Earth ~

[[] Right align page numbers

Formats: Classic ~ |

Mark Entry... AutoMark... Madify...
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4. msimaunuenmsvinalyal (Long documents) 2

4.1. ma319 Endnote nag Footnote

3 Yy a o A v A A Y a A Ay = A a ya
L“]J‘L!ﬂ'lﬁﬁﬁ'I\il,‘]f\‘lf]ﬂ!,wasllﬂ']ﬂﬂ'ﬂ'liﬂlﬂﬂ')'m ﬁﬁﬂl‘Wflﬂ'lﬁuﬂ"UﬂW!ﬁHWi@ﬂaﬂﬁﬂﬂﬂ’lﬁWﬁlu!WMLﬁil]l')‘ﬂ

Y o

9 9
menenals (Endnote) viseheaenais (Footnote) HvuasumIiaIUaal
1. aanideanuidesns > aan References > Insert Footnote or Footnote (31/ 1)

2. wilsingrauiniedsnys uazmuarvesntienais (31 2) IWiuisveennumudons

= = a L= o ] [ = = 9 9
ninaen Footnote §]$1J@’Jﬂﬂyi‘]/‘liJWLﬂﬂ!mgiﬁ'lllﬁ‘LNGlﬁi'IEJZ‘]$L@ﬂﬂﬂ6ﬁu1q¢]ﬂ18ﬂlﬂﬁlﬂﬂﬁﬁ

Design Layout Mailings Review View Help Acrobat Q Tell me what you want to do

1 j Insert Endnote [ 5 Manage Sources ™ [ insert Table of Figures
il PS v & =]
i . L Style: |apPa -
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5. M3 Insert Headers / Footers And Insert Page Numbers
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