1. Template,/cIce S & A YAWRM T od/HH I |
JUY- WIsd/File ]ﬂ:‘[
2. Template/cTUcIc Bl Ud B & [T B Y T oY SIS Wi ! Jdae Xl |
3TR- Templates
3. Template/cHcic B3 Bl TR Fd18T |
Jti- .ott
4. Envelope W%Wﬂéﬂwwtﬂiﬁl
Jt¥- Insert Menu
5. Envelope ASH Pl ANSHIS B o ol B STTSTS <& BT SUANT D |
J3UY- Format Tab

6. Label S & T TUYH ST A I |
3t¥- File tab

7. ¥/ Tab WWW@Q text box H column 3R row ! WG fHal
ST |
3T~ Format Tab

8. mew%mwwﬁm cover letters Ylemails
S & forg ST fhar ST g |

Jt¥- Mail Merge
9. Mail Merge H 3 UCH HI T , -TH 9d_Y |
3t¥- 1. A Contact List
2. A Letter Gﬁq email
10. Mail merge Wizard SN SIGT BN IS HH I SHC fHATSMATR |
3T~ Tools ﬁrl
11. 99 UH HgayUl HH &I IR-IR USRId [Har i a9 I ARSI S |
J3dY- Macros
12. Macro/Hm! B Rbis B & AT JauuH HIY SUSIST Ui &1 TR & |
3d¥- Tools Menu
13.Macro/ﬁﬁﬁwaﬂef$m Wuﬁ&mﬂﬁﬁr&w% |
OTIR— RdﬁgfﬁﬁVRecord Macro
14.Macro/Hh! B I B & o S T &Y JuAH I |
3W¥- Run Macro
15. T U foRIVaT § S 3ITUS! External Source U SIel &I fdid &+ H Heq
PRATE |
Jt¥- word processer
16. paste Special SIIAN SI6Y P A B Bl Wb B g |
3T~ CTRL + SHIFT + vV Jg7Adg |

ALT + CTRL +V JUgIRIg |
17. SIUSI3- Iﬂ:j\ﬁ paste Special SUASE |
3R- Edit HIF
.Bﬁ?ﬁ%' Tool ¥ ATICARA B T & T&H B R D] Hee TR BIHH B B 3
|

18




IR~ USlexH ged

19. U T Siagic § Sl JAY § TFeR! &1 Ifed AR iy | BRI TP paper,
book, speech sﬂmﬁaqﬁ?ﬁ‘mﬁﬁ%mwh
3R~ 3H3cdlgd/outline

20. 3TYH! 3T fITR BT I SR dlfched a9 Pt JauTSarg |
JdX- A3 cdlg

Zl.ﬁaﬂﬁ?ﬁReview HI I Bl W\_Yﬂ?ﬂ% |
SR RE Reviewer

22. Review UfhAT Y 3R %%ﬁ[ﬁﬂ?ﬁﬁﬁ@?ﬁ% l
3R~ Reviewer 3R author

23. 30 & Siagic # , , 3R B B QAET word
processing software H and feature WWWW% |

3U¥- review, change 3ﬁ?track changes dYl tracking and
reviewling

24, BT e H & g oo Ao & ¥ TR g1 A1y |
3Te- i\QOng ( Edit—> changes—> Record)

ZS.WWﬁ _ feature w%%m%mmwcbﬁ'}lﬁHdd Obﬁdl% |
3R~ Comments/m

26. o & SUSSd HH T Accept A Reject NRHEBIAIR |

3t~ Edit Iﬂi[% changes
27.@3\fﬂﬁ?ﬁﬂlﬂ changesﬁ accept W%ﬁw&mﬁ Accept 3R Reject
changes ST e H Rdae a1 |
JtX- Accept
ZB.Wﬁa@?ﬁﬂlﬁ changesahlf reject B b AT 3MaH! Accept 3R Reject
changes ST e H Rdae a1 |
JtX- Reject
29. D1 UiehdT dd TUTAT Bldl § OId 3HTUd U SIAgAC IR HH I3 & 90T Th
reviewer% |
3T~ Review
30. SIRHC MRME Tol B S
31. SiRgHE, ABRH IT TaRM BT RH- gidl & FoR 311d fofd &I Yaide dHb
SR Bid! B hd © |
I - ERWI® /HYPERLINK
32. TRWIH HHY IS Hi Y I (PTG |
JtT¥- INSERT
33,33 HI7 & FEH & S IUAH T |
3t~ Edit Iﬂf_[% changes
34. BRWIH haRHA & Ricey ddTsT |
Jdi- =Hyperlink (“url”,”friendly name”)
=Hyperlink (“https://www.google.com”, ”google website”)




35, TIteoR Bt Jad HedqU! SR I SIS ITART g arel! [a=Ivar urgdle g
IR WA AR T |
IR RE spreadsheet/@@?ﬂ?

36. WWW@W spreadsheet Ul -3 spreadsheet ﬁ?@gq@ﬂa
&I sort,count, Ylview average WW%I

3T - U13dic ¢qd
37. J 3! Sleat RUIE §91 H Acq el § aifds i gt A1 H STeT &1 3! 9§
sort?fﬁT visualize WW% |
IR~ UTsdic ¢ad
38. pivot table W@Umﬁ—i@ﬂéﬁ G’I?ﬂ% |
31~ SIcl/data d

39. 81T HT fag]3re USIcRH UM Halg |
I~ URdle I

40. 39 me@pivot table 3R pivot] chart lﬁa:ﬂﬂﬁ%l
I - ARDHNIT TR

41. | DI AT T ST I WMol visualize ®RAH Hag Al B |
3dX- pivotcharte’ﬁT pivot table

42. microsoft excel 2010 H WWWWW%WWWW

IUINT B gU ST MUY ¥ & B33 & U gl g |
JUR- WY /slicers
43. & dgd U H TUC WIS MR ITAX |
IR~ AT P TS & e YTH ( option tab , sort & filter
group)
44. G Sedr3 B b B b fo Weefic Bt R BT ST PR THA | |
Jd¥- tracking
45. Iﬁi[% Wtﬂzj\ & 3fid showchanges TR SUAH 7 |
Jt¥- Edit menu I changes groupff
46. Iﬁi[% Wtﬂzj\ & 3l accept GﬁTreject TR IUAH § |
Jt¥- Edit menu I changes groupﬁshowchanges
47. VST HI Uicae A & [T S A & DI ST SIS B ! Fauyd T |
3R~ tools HF & Uicae SlagHe M= A
48. HUC T T & [ DIAY! DT ol DR |
JW- ctrl + alt + c ( FBIEAT )
shift + F2
49. 99 F3 IoR U &1 Ihgd &1 fafid ufadl iR &1 a7 3R 3muet 37 Tt & R adhge &

consolidate TR I SRRA BN G |
3t~ consolidate
50. Sisiic 7ol B & forg Smue! o b BEEL RS faded &1 9g4
HIATAMRT |
Jt¥- Edit - changes =2 merge document
51. 30 WeeiTe St FHIOrw T GATHd H & forg BT IUANT IR I © |




I~ fefoted RR

52. 7% SIFgHc R Y UT &l AT BT 8 I T8 known sender GARI
WW%Wtransit%WWﬁ% |
Jt¥- Digitally signing

53. 3T Wﬁﬁw $€1d§md> S\IJOR-LI\DI'C %\_Fhﬁ &Wﬁa@?aﬁaﬁ spreadsheet],
audio AT video BI3d HIfE ®I TAHY B o fof IuaT far Arar g |
Jd¥- Digital certificate

54, fefored RER S A ¥ TauuH $9¢ fGaT o1 § |
SR- BRAUHT |

55. wﬁ@mmsa”‘ﬁ ¥TU g ok 34 bR ¥ el Slagdc
&I ey I fog ™ signature GG % _ng feforea RERR 5&qu?1¢> S\IJOH\DI.C Gl
TaIord eRd § |
JWR- %f&cmﬁlﬁﬂ?

56. g 31 PR § f3frea Rger sma § |
Jti- yellow triangle

57. Tg 30 FRAT 8 SgHE ok § 3R TG signed PR & d1¢ IGAT g3 T8I © |
Jdi- stylised red seal

58, g 10 Bl § P! fsfoied RifeR ger g3 g forie adad g & siagic d veols
DI 75 § 3R 3T 3R URINT 5] ST A1eT |
JtX- Yellow tringle with black exclamation

59, o GART G 31U YT Dell DI BrSRie Vordl & dl gueAaR 39d! Hiul, fife, U
e § w=m & forg Iuaiv fran ST @ |
Jdi- IRM

60. IRM P HABH IS |
~ AN~
STR- QAWIHRIA RIQG HAGIHC

61. SRT 3AIHd A & forg fife, dIa AT wids hd I ¥ document &1 IRIAT HX THd §
|

JtX- Restrict permission

62. W @I flic ®I SIAMT T8l ¢ & foe smus! UIEItw,/ por AN Sieq H fiic Ya—M & dgd

I 1Y |

Jt¥- NOT PRINTED

63. QIR DI flic & orfafd ST a1gd B fobed AHM &1 copy g1 dHRA &1 I1gd ol 3D pDF
SIANT §169 H changes YaR & d8d ENABLE COPYING OF CONTENT HAT
ey |
I~ TP

64. RERs TR g g & d6d P9 J9 Wi & g § |
Jt¥- FILE->PREPARE

65.Document I dRA &1 fddhed tools W & YR SIRHc FUSEA HIL T Iudsy gral
T |

66.97C 3T T&h & THT H Hg oR I edit BT IEd & o AUDH! b §F share this
spreadsheets with here LEIRCICECED %’ |




67. AP NG UlaRUISC &1 Ueh [aRIvdT g o™ Usie’™ & S¥adTd & forg gd
e et predefined styles g |

IR - WCIHIE Afthay
68. T 3¢ fabed TP YU H IUAH © |
J3T¥- insert tab, illustration group
69. 3T TTCIHTC & visual appearance &l g & fog %HW%*%?IHIGWH¢&%|

IW- feus— eg

70. 3T FTE 3T & HeR, fSoMe, 3R AATIT Bl HREHTSS B & (AT BN oF BT TN HI |
IW- feus— eg

71. UoiexH # AHifSar vfeiiey YA 1 & ol 1% <9 & dgd B Hi &1 T 8 |
3R - s%é%ﬁ%ﬁ%ﬁ&?ﬁ& HIB‘s’“gCr (insert tab , movie & sound
group)

72. 39 Ul & 31f¥eh A 9 & T 3y Usiew T | 3R B Toiid P
JHd g |
Jt¥- text ﬁ?object

73. FRATIARAH St Ui AIfSHIs sthae fb g s |

1. Entrance 2. Emphasis 3.
Exit
1. motion path 5. Misc Effect
74. custom slide show [ddhed SIS B 8 U |

3T~ slide show ﬁ:‘[\ﬁfl

75. DSieRM fEaiiaR B Ty <RIl & foe o T fargan &l gIsage oA & e S ST &
ST H |
Jt¥- annotation pan ( Q:h%QT:[ﬁF[)

76. THh U139 Uiscx &1 U o FY T JUANT A o foIT 3muen! SAnT Sl o
I TMBT |

JtR- slideshow =2 slide show setting=> mouse pointer as a pen
77. W3S DI Wd: T T & [o1T USICRH D! TR DHRA 8 TD! Gtidh Wilss & fog
BEINGE ISR
IR~ e 9y
78. Rehearse timing fddbed SUSSH A H A § |
3T~ slide show & setup group H |
79. TS 3T ARE W3S & YT WSS A D! LE Y TH IR GA: Qe d18d § dl DI STRME HT
ST H |
Jt¥- loop continuously untill
80. 31T AIFCaR BT STANT B 3fUIScHE DI i T Thd § |
3TR- B
81. HASY Bl HoH & I i Jary
3T~ 1. icalendar 2. web page 3.&@2@@141@3@?3?&5
82. icalendar BT3¢ &1 TRICIH Fd3U |
3T~ .ics
83. web page P13 BT TRICIH Tl |




3R~ .html 3R .htm

84. outlook comma seprated values WIS b1 Qd{-lc\f-‘ll-l qddigy |
Jti- .csv

85. dhafex USH & foll I SHIANT Sld WR fadd Hd 3 |
JTR- Export calendar/TaUIE Haige

86. mmﬂmlﬁ&mwmseﬂﬁrﬂwam
OTIR— HI%QDI'HILPC ST3cdPh
87. D HIURZH BT HRDHNITE 3D H U [V |

3R - W@Rﬁﬂw /quick access toolbar

88. WWW@accessW%ﬁﬂmwmﬂﬁwwm
IR~ by g IR d3e faad

89. IS quick access toolbar fdhed WX o TIH Y access a1 o Tl g |
IR- HIpy Rfeq & A1eoq 9 |

90. SHA AN AR A __ -THP BIoR o SIRY html TS fohde oA & o quic aifia g |
IR W

91. gd fAeifd fewe ¢ forg 3y 3o wd & 3yaT Sfora & 91y R
PR YDA T |
IR- WIRT, TRS 3fyar Ao

92. Add-ons B W H ¥ Adige fHaT S g |

Jt¥- tools
93. U R fbUc 81 Sl IR Od 310 A Ul HRd 5 ol I Wd : AMAA IS 3 |
3R~ 5-Ad BXER
94'@?”% & BI3d PBiic WUSS ¢ ORIeT SUNT SAdei-G ooy HIsf aa fod Tud 0
|
3t~ vcard
95. WA fowifg w18l &1 a8 PHIST P H: 3-Hd HARHT AHedR &t UsH g &
1Y R foedT Sar g |

3R~ G D ool Bre! Dl
96. 3-Hd TN AteatR H A fheex HR- Hfod fhd ifed TR IHd 7 |

3X- Faﬂ/spam
97. 3-Ud TSI TS Y §& 3R HITBUT i B Sel BI3d Hel Sildl § 3R I8 ford
Phicer § €R gldl & DI ST g |
ITR- MBI/ profile
98. W% wﬁwmﬁ%m 31U backup mozilla firefox 3R thunderbird & o ITART &
|
3dX- mozbackup
99, 3T YHY P! YT & U I Yafeid B PHicrg 31y DI DHIBTR DR Thd 3 |
3T~ To Do Bar
100.  3-Od AR AieaR O 3M3eqded Y deld HeT o | |

3TY- ActiveX control

101.  html TSR & ufeed & wu § defid fear sar g |



JTR- WYSIWYG Tfged =0 &
102.  html 3R CSS ! HABIH FaT3y |
JTR- html : - ISR THRE AIBY il
CSS : - PRI wTRd e
103.  SEO & HAmIH gy |
ITR-T g9 SHifpuEeRH
104.  MEW &I HA%iH sy |
IR - AP NITE ToURH a9

105. MEW SR html Tf$eR 3Uf&d BTsd TR g& g1 IR T sffcrifedmdl sie ¢d g |
TR - html 3R .htm
106. html| oI d I QGHEQI"I JdigU |

3R -.html 3R .htm
107. 3T H G TSt T YN SIS 7 HT RicH Fa1gy |

JTR- <H1> T dat
<H6> JaY BICT
108.  html U BT HIS ¢WA o foTU &I B IR/ BT YIRT ! |
3T~ HYVIEW ¢
109.  HEHINIUC TRURM web 8 U9 & diH Y HIHY § AH 9disy |
IR~ 1. oz, 2. P8 Y 3.R’aae g

fEwE o - 7% fwiee 3 7 9IR 39 Fad Hee fodms g |

DI & - TIHI IYANT A a1 ST 8 96 3T html TSR gRT ford §T O 1 &1 @1 d18d ¢ |

Ree & - TUHT IUANT Id faan ST § 51d ST & W1y 3170 FSOmE SR S8 o G &1 IudNT I A18d § |
110. 39 JSUTEC OIS A & g APt TR a8 o BT SUANT B Fohd |

IR - faee-39 cHaley

111. MEW HTdeoR H faee-3 Creicd &1 IRedT foba gidl 3 |
Jt¥- 19

112.  DWT & A% §amsy |
JTR - AT 99 e

113. MEW TitedR H da¥ITSe & Ul Bl X H B che diol garsy |
3t~ F12

114. IS 3R R o e Hiv 90157 |
ST~ CTRL+ HR®@WH  CTRL + F = B8

115.  fclT IR AR AT Bt qcde Hiol 9azy |
3A-F7

116.  GIF & HABIH a3y |
IR~ Wb ezl Bide

117.  JPEG &I HABIH daTsy |
IR - Sige Wic! Afthds TRTAC 4

118.  PNG &I HAHhiH §aig |




3T - UIcad Aedd Afthad
119.  BMP & HABIH gy |
IR~ fachu suw
120. WIS HER & A1Y I SHS BIHC Jade B |
3T~ GIF
121. BT Sifcict 3AS & AU S Bide Jdde Sl |
3T~ JPEG
122, Aeciud [UeRR ®I Ydae B o [ DT g U Y |
3T~ CTRL + CLICK
123. SRR Bt Tche PHiol Id18T |
3T~ CTRL +K
124.  BEWIA® Jdde HRA & [T Y9 Ugdl DI U &1 I |
IR- 39E B,
125.  IRM Y HUD R B MABT BIS Fd13U |
TR~ CTRL + G
126.  php & BABHH gy |
I -BRWR TRe Ul TR
127.  SQL®! HABIH adsy |
JTR - WFRR Ha3} dvae

128. TS G WId arelt JaR A15S Fpio dew g |
3T -PHP

129. Udh gl ¥dld aTel RDBMS % |
3T~ MYsQL

130.  WAMP & HaBhiH §aisy |
3R - fdS! 31urd MYSQL PHP
131. D1 SHIABIRI : SUANT I dGUS B! TG BRI o (o fobdn Srar @ o1 31U+ ugd
<@g |
3T - Bl
132. 1:377® $9E template WEHT = dTelt website Ft fore Ia13y |
31? - 1. www.Campaignmonitor.com/templates
2. www.activeCampaign.com/templates
3. www.eblastmagic.com/free.templates.html

133.  Css & HABhH §d1gy |
3TR- cascading stylesheet

134. T website ¥ stylesheet foue 1 9l 3 |
3TR- CSS

135.  Style sheet & AT I ST BT IUTNT fohaT STl &
It - <style>............. </style>


http://www.activecampaign.com/templates
http://www.eblastmagic.com/free.templates.html

136. Wﬂﬁ@r style sheet Waﬁaﬁﬂ
3t - file menu
137. &M ﬂﬂ? dgd behaveour option U/ g |
SR - BiHe 1|
138. Popup message SN i 3TAT 8,519 <12y foear man message display

BT |

139. Tools ﬂﬁ[?ﬂ%ﬁ compatlbllltyﬂ'l?ﬁ?fﬂG!'DFWJ%r

140.  Add-ins f0%dd HcH UG 3R AT BRI P SHed T URITH B &
DI IR |

141. Snippetsﬁaxﬂﬁrq?ﬂ"[%|

3T — snippets URITH & T 3 8Id &, N6 Yd I o waisi gRI g
W%mw%maa@'amﬁeﬁ%a@ﬁﬁa@'amweﬁwﬁ%
FATHR Y TR [0 T DI DI Tgd I a9UST 374aT dadge] IR IR 9R

JUTNT R Thd 3 |
142. HICINY BIE &I TRICTH JarsU |
3t - .psd

143. HIERNT HH psd 3 B 91 § |
144.  SIOAIHD(dynamic) 9§ T 1 FHISU |

I - GIHWdynammé@ﬁﬁWW%?ﬁéW@%‘ﬁlﬂaﬁﬁﬁ
ffcAfesmd 8 uRad- o SIdT § | S8R = 3R Tafadl &1 HH R & fog
Ul AFUST DT T 31T edit fhd S a7t Uoll & Had $o AR U H aRad—
PR AP ¢ | d TR 39 (UfA A $& ST glar g | o1d b fadbraddl U gl
JUEc W B PRI § |

145. DWT &I HoethH a1y |
3R —SIHATH® 99 <Idlc
146. SEO &1 §d BhiH §aisy |
3TN — T o HTPHZIRME
147.  FBDB A ¥ U faf¥Re witex # Srerdy €R a1 ST g |

148. iis PP BT =TT |
3T — FeIC SABRHYA Iidas




149. Thc UGS Hal Uac I Uiede g ol ArSehiitue TaquR a9 gRT ey fasar
T T |

150.  View Hlq & site dropdown H- H site TR U ¢ |

151.  FTP &1 I 4H §d13T |
3T - HId -IHR Ueidbid

152.  SITE H & 3WIC dropdown T # dd Uohdl ¥ SHIIC IUAH 7 |

153. Kompozer Udh open source wysiwyg html gfeer g |

154, ok U13S fERIPT didsl gRT 99 JdR IR WRARAT ®is § Aeg fadi | |

155. Gl $HUCR 99 YR & AT AT S SFRIY PRAT G |

156. “Back-end” WW@T%|

3T - Udd website T ST TG0 HIA b T Teh ST o DI HTa=IDhdT glal giord
"Back-end” ®gd &

157.  Php ®! HA®mIH §a5y |
3T - W eRe MU

158.  Php 31§ THIAST |

3T —Jg Uh <g,€1 Tl (view page source)aﬁﬂﬁgwaﬁaﬁ@ phpﬁ%’ﬁﬂﬁ
J9UG @I 39 TSR o AT Ul ofH F Ugd U 9d ok gRT Wiy [l ST § |

159.  Php & &1 §a3U |
3T- 1. SN a9 dee S
2. ST Halde B
3. HobIol U 3R U BT

4. T STcTa H ST &l add, fSdfie, 3iR AMSiwrs &

160. Wamp & HoethIH 9d1ST |
Jt¥ — windows apache mysql php



fd Sl 3T A1 T & U php
161. IR Yok HISd o1 § JHRY |

I - o fSfeeges sffdhedmR STal &1 &1 HR H dTg URUMH U & forg e
fearsmarg |

162.  U®H 99 AUANT H U Klsc WSS [BhY A1 Uh R A5 s (&hy | Ry &1
TR fh T ST © |

Felse Iss Bpy A 3 g+ Prs <t 91 § O TSR # execute 50T ST

3|
163.  http B! Hd BIH g1y |
JT — SRR RS HIh 3 olido]

164. DI AP SR T TR TABRI 7 |

165.  HobIol Dl AU |

3TN — Il AR | WR BId! g| Pb 1ol H TRIUTIR] 3¢ 3R CIZH BT @ | DS Bl
STIBTRIG: IUTNT I dgUSl BT TTG B & fold fopar SIraT g oI 3o Ugd ST | |

166. CLR ®! HoethiH garsy |

3T - BIH oA ACTSH

167.  CIL ! BoethH §dTsU |
3T - PIAT 3RASTT dae |
168.  ASP.NET &I T |

3TN — 98 U document THd® § Sl Yd HH BICT Al PifeTT & 1Y 99 TERHRHA
M T 30! SR P § | THH AU 3ffsoide RUCS Bl 3 |

169. ISP & FowhIH gy |
3T - ZeXe giay Warsex

17%.ﬁ %I{Veb hosting service T 3@ 3@ AT 3R TS T 3T 3§ Tee &1
I

171.  SSL & HABIH &y |
JT¥ - Secure Sockets Layer

172.  iis @ HABH JaTsy |
3T - SeAIe STHHYE gfdg




173. d9 UldY IUR &1 dRIP1 g Sl dcs dI8s 9§ & &g do A= AR & &
fpar ST 7 |

174.  Mailmerge fdST8 3T=M tools SIS U U SUdsy § |

175.  feforea RER UM &4 ardll A:3[e® website TART |

3¢ - www.comodo.com

www.startssl.com

www.cacert.org

176. BRWIdD &I Rica :

nn

=hyperlink(“location”,”friendly name”)

177.  http : TR text TAHR UICIDId

178.  CLR B olidol ICIgH

179. QA WG aTell R A1ES fEp P dasl S 8 | > PHP ia
180. ISP > FT3c Hlad Yiarser

181.  FTP > WIgd AR UlcidId
182.  SSL> RIFR didbe alR
183. SOAP - RiUd 3fisside TRIY Mictdld
184. WSDL-> 99 9y fefeprm™ ofaw
185.  IRM-> STHMHRM I3y H-oHe
186.  SEO-> Td o SHIPHIZOIRM
187.  IS>OTRAC SABMRA Ifda
PHP-> T 819 Udl/ 8I8WR cRe U Ui
188.  UrEdic ¢od &1 § THSRY |
3TN - Urgdic ¢9d Rulé 91 A Aeg ovdl & e Ugdic ¢ad & gRT I Y g3 HE H SleT &l
E 3R AT FHR AHhd g[UIRAIC Cad & GRI 3D Sel DI HH Y HH 97T H IRIRI far Srar g
I

189.  UEdIC ¢oad DY STUSI3 HI 8 IUd § |

31¢ — insert menu ( ms word 2010)

data ¢ T1 YMUSTI U ( msoffice 2003.) 3! TG [T § |
190. UEAC ¢Fd ¥ I1C §M & [T B HI BT SUINT B |
3T - insert menu ( ms word 2010)

data ¢§ TT YMUSIS HIF ( msoffice 2003.) D! TG IG |
191.  USdIc 91C &1 § 9HaSY |



http://www.comodo.com/
http://www.startssl.com/
http://www.cacert.org/

3TN - UTgdIC dc, UTgdic ¢qd & Uh Mhad URgddxUl g oI a1c & gRT o@ 9dhd g | &l Ud

G U IS §U § I8 91 UM 91¢ F 3% IUTN § | §H UIgdic dIc &l ftheex i a5 Ihd §
192.  Pivot chart S &1 & faq3d USicRA UaH SRl § |

193. TRHNITR TRd gid U0 § IRE B 15 WISR &1 U6 TR 7 |

194.  Sort & filter JU & d8d option tab T insert WSIR option IUAX ¢ |
195. o Ritre e d 30 A9« fife w1 & ufshar samgy |

3tdX- 1.Select file— new— labels WWWW STIAN EIVWHI?IT%l

a. Lebel text box ¥ TgH AT ST 30 ad flic A1 & 9l Aol ClgU & |
b. Formate YR H 3T e P Jalde oY |
c. BrandHI avery letter A4 ISV select Y |

2. Formate <8 H IcH aﬁ?ﬁﬁ?{ﬁ%éﬂ TRY Y, column H 3 3R row H 10
3. New document TR faIe 3 | %W@Wﬂﬁﬁseﬁwfﬁzaaﬁﬁ |

196%%?ﬁwwwuaﬂaﬁaﬁma?ﬁ% | oI GRT 31U Tk U5 U &t GHA | 3 faaal o
|

197. fiiféT de~d 8q v Aaust @ 1 uithar Gussy |
#1. BIsd O T Y IR face o fhr Y cRe SR ol T |
#2. Tools STUST3 HI- T HeTHs] [dulrs 3M=M g |
#3. Use the current document @1 T fhR next &Y |
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