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Grammar &35 Word Count - - Comment Comments Changes - [B]Reviewing Pane ~ - - - Authors - Editing
Proofing Language Comments Tracking o Changes Compare Protect
: Compared Document X | Original Document {Sslays Campus Fact Sheet (Last saved by usen)
Revisions '
B S | Salaya Campus Fact Sheet Salaya Campus Fact Sheet
Insertions: 0 - P . . X .
Deletions: 0 Salaya Campus, opened in 1982, 1s located usta Salaya Campus, opened in 1982, is located just a few hundred
Moves: 0 few hundred meters from Bangkok’s city limits meters from Bangkol’s city limits in Phuttamonthon Distnct, Nakhon
Formatting: 2 District, Nakhon Pathom Province, on Pathom Prowince, on 520 acres (210 hectares) of natural beauty,
Commenten 520 acres (210 hectares) of natural beauty, landscaped landscaped gardens and tropical foliage. The relaxing semi-rural setting,
gardens and tropical foliage. The relazing semi-rural within easy reach of central Banglkok, makes it ideal for studying or
[ ironskul setting, within easy reach of central Bangkok, makes it working in tranquility without losing out on the myrad opportunities
hotmail.com ideal for studying or working in tranquility without avalable in the city proper.
Farmatted losing out on the mynad ortunittes avalable in the
ng opp

q

Manage
Versions~

\Versions

1|

Today, 15:43 (autosave) SalayaCam

pus{{Unsav
ed-3042907
30825633...

FE

SalayaCam
pus.doc
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n153ngULuULenans(Formatting Document)
1. nmannussdnusluenanstfuguuuuiidesns
1.1. Adndl Ribbon “Home”
1.2. Aand Tab Menu “Font” w38 “Ctrl+D”
1.3. AaniienguLuumsnys i List Box: Font, Font style, Size
1.4. uenaniindniden Check Box 71 Effects diermusiisnusluguuuudug
1.5. Winden1sfvunvesinedidnes waviumisiidnusii Tab Menu “Advanced”
1.6. Mviungeainefisnus wazsuwmds 71 List Box: Scale (%), Spacing (Expanded 281,
Condensed g’uﬂzﬁﬂ%'ﬂ), Position (Raised q\‘iﬁu, Lowered #a)
1.7. frdeensdnvedlliifuddnes anunsandnil Check Box: Kerning for fonts
1.8. Tuduwes Open Type Features azUsznausaY Ligatures (A19nwsAIU), Number spacing
(¥94119381I981a%), Number forms (FULuuMLa), uae Stylistic sets (ynonwsnnLlag)
1.9. frdeenslissnusimiiounuuiun Windnfi Check Box: User Contextual alternates

(wnzAunsly Font Awndaney)

2
Font ? Font -
Font ‘;Adrgrancegi; . ‘ FOQLJ {Advanced}
Complex scripts Character Spacing
Font: Font style: Size: Scale: ‘16&% E]
+Body CS E] |Regular E] |14 E] X e 7 r =
+ & | L 5 2 L I Spacing: | Normal E By: 0 =
Latnted Position: : Normal E] By: [ —55
Font: Font style: Size: ny — s 3 B
~Body E iReguIar ‘ %11 \:| Kerning for fonts: i = Points and above
NRE "
Italic 10 T
Bold v v OpenType Features .
All text Ligatures: JNone E
Font color: Underline style: Underline color: Number spacing: | Default |v
Automatic E (none) E] Automatic v| Number forms: | Default ]
Effects Stylistic sets: 4 Default E]
[ strikethrough (] smalt caps [[] Use Contextual Alternates
D Double strikethrough D All caps
[] superscript ["] Hidden
[] Subscript
Preview Preview
Sample faaging ‘ Sample fanging
This is the body theme font for Complex Script text. The current document theme defines This is the body theme font for Complex Script text. The current document theme defines
which font will be used. which font will be used.
| setas Defautt | | Text Effects... | ok || cancer | [ setaspefautt | | Text Erfects... | | cancel

JUN 21 nsnnussidneslulenans

2. M3dngusuutenNulinssmusULuUTABIN1S
2.1. AAN# Ribbon “Home”

2.2. Aanii Tab menu “Paragraph” %50 Tab menu “Page Layout”

GSMUIT neawAlulagansime @11Un9UasN1SUR W Inenssuina i 14



MICROSOFT WORD 2013 TRAINING MANUAL

2.3. Adniden Msdnguuuusns datadu 2 @ léu Indent and spacing ua Line and
page break
2.3.1. M33nFULUUTEANULALYDIINUTITVIR(Indent and spacing) Usenaumme
2311, Alignment (nMs¥agunuudanru) Gauanslu List box lifaunsalédmane
sUuuu lawn 9e, nang, A, wed wazdnguuuulvmenuuudeninulng
23.12.  Outline level (M3danszdudoniny) Fauansly List Box Tanunsaadn
Aenlavanssesu laun Wemdeany, Level1-9 Hudy
23.13.  Indentation (msududanti) anunsaudusiuuiadusumeuinns Tk
PUGE LazAIUUIN Lazagdl List Box fileiy L‘ﬁaﬁ’muﬂ First Line and Hanging
TneSmduruamuiiuns d1wsu Check box: Mirror indents Sl3ifieusuganti
Inside Wag Outside UWNUATULIEVI
23.1.4.  Spacing (NM3U5U%93119) @10130USUIUIUTERININNDU UAZUSUDAINL
1§ waranunsaitvunYeineseninsussinlavategukuulaun Single, 1.5 lines,
Double, At least, Exactly Multiple @u3uUCheck box: Don’t add space
between paragraphs of the same style Tl3iiolifeafingesinesewinaussiia

Tualpddeiu

Paragraph ?

= =
Indents and Spacing \L ,L,‘,'.‘f and Page Bregkj J

General

Alignment: | [ETHI
Outline level: ; Body Text 872 | Collapsed by default
Indentation
Left: 10 cm a Special: By:
Right: :0 m g. (none) :v:] i f—.—:
[] Mirror indents
Spacing
Before: ! = Line spacing: At
After: l8p ] Multiple [v] 108 [

[[] pon't add space between paragraphs of the same style

Preview

Sumple Text Sample Toa Sumple Tex Sample Toa Sumple Tea Sample Toa Sumple Tea Sample Tos Semple Tea
Sunle Teoxt Sarnple T Sumele Ted Sanple Toa Sungle Tea Sanple Toc Sunple Tea Sanple Tox Sangle Tea
Sampele Toxt Sampele Tea Sangle Tea

| Tabs.. | | Set As Default | [ ok || cance |

JUN 22 M3dnguuuudeniuludiugent
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2.3.2 Line and Page Break Usznausg
2.3.2.1 Pagination Nsdautsnthaufideanisunaenn Jsanunsandniden Check Box
: Window/Orphan control, Keep with next, Keep lines together, Page break before
2.3.2.2 Formatting exceptions (gULLUU%ﬂ’nuﬁaﬂL”m) aunsaranaenta 2 nass

oA aln Suppress line numbers (Landduussiialagliduussinnnmuall) way don’t

hyphenate (lifin1suusirenaqeenduaesdiu Inansowmnglunisuusife “-”)

2.3.2.3 Textbox options (Hadudmiundestoniiy) mliladnguuuunaedeniiuagly

Uﬁﬂﬂg List box Aasaluil None, All, First line and last line, First line only, last line only
Paragraph 2

{ Indents and Spacing ] i Line and Page Breaks [

Pagination
Widow/Orphan control
D Keep with next
|:] Keep lines together
[] Page break before
Formatting exceptions
[l Suppress line numbers
[] pon't hyphenate
Textbox options
Iight wrap:

iNone

Preview

Sarmste Tt Samte Tt Sampsle Tioet Sam st Toodt Samjsle T Sam e Tea Sampale Tod Sampgle Tea Sample Tos
Sarmielo Tt Sarm e Teoct Sarmsle Tt Sarn sl Tooet Sl Teot Saen sl Taoet Sl Teoat Sarn sl Tt Sarmsle Tt

Sanple Tea Sample Toa Sanple Tea

Cancel '

[ Tabs.. | | Set As Default | | ok

U 23 M3dadeanulagldnmsuimiinssany

[

3. dagunuudnusmualnanivualaenludi

a 4

3.1. many Ribbon “Home”

3.2. AANTI Tab menu “Styles”

GSMUIT neawAlulagansime @11Un9UasN1SUR W Inenssuina 11 16



MICROSOFT WORD 2013 TRAINING MANUAL

3.3. pdndentemnuilisidesnisidsualnanuffesns lneadnlunass Styles anAing 9.y

Normal, Headingl, Title usiu (Msivundladmyiinsdieviliasaniunisdaguuuy

L% 14 U
IVBANTULY)
E] Document2 - Word 7 H - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Manita K. ~ u
e ¥, |Calibri (Body) ] = M
o B U | AaBbCcDc AaBbCeDe AaBbCe
Paste \o A -~ al'-/_v A-Aa- A X T Normal = TNo Spac... Heading1 ’; Editing
Clipboard = Font [F] Paragraph [F] Styles ~ A~
H - O =
Lt g S R R AT RSN O 7.1 .8 9.1 :10- 11 2.0, 8. 140 .15 X 171 18 [«]
= Styles Y%
2 Clear All
Normal T
= No Spacing T
a Heading 1 i
Heading 2 1a
P
Title i -
-«
Subtitle Ta
tn
Subtle Emphasis a
£ Emphasis a
~ Intense Emphasis a
@ Strong a
o [V] show Preview
["] Disable Linked Styles
E} E_._;] E_b:: i’,} Options...
Ki EE—.e.eeseese—n

PAGE1OF1 OWORDS [J2 ENGLISH (UNITED STATES)

SUT 24 M3nnusisgUnuUsnyInualadnivun

v 6

4. Msunsnnun a9 JUAIN INTEATY nenseay uasdydnyaliiey
4.1. Adnideny Ribbon “Insert”
4.2. panideniidu Pages WevMsunsnuiiiun azanunsamvuasUwuulavansuu tneadnd
wy Cover Page wiatlifesnsgunuusennlinseawmdaiiaunsandni Blank Page
-y & o =3 a
w38 qumihnszaslvi Aanansaaiindl Page Break
4.3. AdnideniidIu Tables o nuazUkuun191e viseunsnansluenanslagnludd lneadn

My Tables U5 INYYIARDNUNTNMITI 11AANT19 v UUexcel kazFULUUBU
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4.4. pdnEenTIdY Illustrations Liteunsnguniw sunmesulay suuuunaestonny s
§nws N3l waznwdign caption 13

4.5. Tudhuves Apps, Media, and Links I#eungliduiingunmuarifvimiesulat deeglu
shdeidouiy

4.6. Tudu Comment azanansaifindonmitazuily videiausuuzifianfsluusazussiin o
WWouanud uazthluulalueunanld s1aziBenoglu Ribbon “Review” tonans Fsazer]
luhdedialy

4.7. MIMMUATINTEAY M1enTeA1Y kaziavdwiuiluenans iaansaninludiurauiy

Header, Footer Wag Page Number

4.8. mneeensunsnnaestennuluateguuy indnludiuuy Text Box ¥303eAaannuss

susuvludIuves Drop Cap@nusiusnidudilvgludoniu) wazausounInufinas

AP oRLULTR

4.9.

dwsuiasemingaunts Wiedydnual anunsaunsnlaviniuy Equation wag 1y Symbol

Document1 - Word

PAGE LAYOUT

REFERENCES

MAILINGS

REVIEW

VIEW

?

BH - O X

Manita K. ~ u

h HOME INSERT DESIGN

LY 1 F
& OB
O lag [ -
Pages Table Pictures Online Shapes

v Pictures -
Tables

H - 6 =

Ll g 1 SIS T NN AT RS AN TN WONID; | TS WA v YUt - Y S LR, [«]

(=)

4 Q

LJ [ Header~

Footer~
Inl Fooker Text Symbols
E'j Page Number ~ - -

2 g

Apps
[T v

Online  Links  Comment
Video v
Media

Illustrations Comments Header & Footer »~

v L4

AWOINLAY

PN 4 CY v (%
E'U“Vl 25 MININAUIUN M99 E‘Uﬂ']W NINTTAY NIYNTSAY bbaSesy

nannusie Themes Wiffuguuuudenruluenastidusuuuudnludd
5.1. panLaeny Ribbon “Design”
5.2. Aan naeaguluulenas (Document Formatting) titannusaguiuuiite uaztonun

ANIUTINg
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5.3. Mannusedluienans lalagadniiuy Themes nsakuy Colors
5.4. @SUN15IHBNINYIVDLBNANTVIIMUANG TN FUKUY tAgNSAENTILIY Fonts
5.5. mnReensIaguiuusregislulenaIsaiusananiient Paragraph Spacing Litediglunis

AFULUUTEEENURUBNENT

5.6. @msunsnnussduazvauvemitiingeany Tindniuy Page Color Wag Page Border g

[
Y

ANUTOANMUAANENTEANY WAZAIANUBUNLINTEAE RO ALULTR
5.7. winwenansiuenansddgydieanislaaten uazimusdernuluaeun Tiedniiwy

Watermark Livensendnes Nazlyiluguuuvanginuuntienaislasnluia

Document1 - Word ?2 EH - 0O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Manita K, ~ a

. it = ing~
TITLE 3 Title ) n N Paragraph Spacing D @ D
o I Effects'

i=| Colors Fonts Watermark Page Page
= e G| - + @ Setas Default = Color ~ Borders

Document Formatting Page Background ~

JUN 26 n1snnusis Themes Trifusuuuuteninuluienans

6. MIInFURUUMIINTEANY Wazdaguiuurasguninlutenans
6.1. AANTI Ribbon “Page Layout”
6.2. mﬂmﬁaamiéfmwauﬂizmw(r\/\argins) N159A19UINTEAOrientation) LAZBUIAYDY
n3eA1N(Size) LasaRANtUAILLILYYRY Page Setup 38 AN Tab menu “Page
Setup” AzuandLyMdN e 3 da Tiun
6.2.1.Margins MUUATDUNITZAY
6.2.2.Paper AMNUATUIAYDINTEAY

6.2.3.Layout ANUUAEIU Section Lay Header & Footer
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6.3. vnfasnslsitonruutannnd 1 aedutituly Wednfiy “Columns” udarmun
sULUU More Columns 38 Adnidenausiensiuansluiy
6.4. dmunseumtinszay Wieuvsmthnszawluguuuusingg Taandily Breaks ngtayd
uanswuadu 2 @y Ao Page Break wag Section Break
6.4.1.Page Break
64.1.1.  Page datemnundsdditmuslsilueguindaly
6.4.1.2.  Column fAuAADALLToAIMN
6.4.13.  Text Wrapping 3omuualiUannuasusaunm
6.4.2. Section Break
6.4.2.1.  Next Page wuswinsgmwluminaly
6.4.22.  Continuous WawthnsznTureLles
6.4.2.3.  Even Page WUINNT¥AYMUNTING
6.4.2.6.  Odd Page WUIWTNTLANHANUNTIA
6.5. n3difidesnsiainnusniarluusazussin arunsandndiuny Line Numbers vionani
Layout Tusiy Page Setup tieluanssaviiuluusasussialddnlu@ (@ulnglinsd
MU N385U1e Coding %138 N3TEUMULMUINTSWEY Code)
6.6. Hyphenation Aenmsinluussia wnasianssadumiieniu wisweniuagansald
wiyilonsnaeumsdindlunsiazussvinldsaluda
7. Paragraph ldesungluded 2 u%amﬁmgﬂLLUUG?J'aﬂ’mflﬁmqmmgﬂquﬁéfaami

8. Arrange HilidmIunisdaguuuunim laun siunianin(Position), Wrap Text, Bring Forward,

Send Backward, Selection Pane, Align, Group and Rotate

w3 Document1 - Word ? B - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Manita K. ~ ﬂ

@ [ Orientation ~ "= Breaks ~ Indent Spacing =Y ™ Bring Forward [Z Align~
— ; = “la= = = =L
1 IO Size~ §D Line Numbers~ 2= 0cm 2 IE lo pt z 01 Send Backward ¥ Group
Margiffs a =il Tle=| = Position Wrap _ 4
~ | =E Columns~  bZ Hyphenation~  =&/0cm - |%=|8pt 3 Text - Dl Selection Pane “A Rotate
Page Setup F] Paragraph [P Arrange ~
E -2 & I

JUN 27 MssAmtnsgae USudnusuagsuwuusunn
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N15911815Uydn ludA(TOC: Table of Contents)

1.

a o

AaNY Ribbon “References”

2. AANTY “Table of Contents ” (Microsoft, n.d.) a&lyisnen1sansdayhuu Auto viseinae

AnuwALALANTAANTA “Custom Table of Contents”

Document1 - Word ? BH - O X

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Manita K. ~ u

Add Text ~ ABl 5 Insert Endnote (_,[;/ =)} Manage Sources &
(! Update Table AB, Next Footnote ~ ER Style: |APA  ~ &t sl
pd Insert 5 Insert Q ty i :J Insert B Mark
Footnote [l show Notes Citation ~ E'py Bibliography ~ Caption "2 Entry
Table ¢f Contents Footnotes [F] Citations & Bibliography Captions Index ~

U 28 M3vihansUnydnluia

3. nIanuasan sy awnsavinlavansnuuludiuves Table of Contents loikn

a. Tab leader azifunnunanaviarsguuuuiiariugasenindlonuuasiuaui
Lenans
b. General ok Format uaz Show levels

c. Options azaunsazesadu Levels Tunislaiddelunianstyle

Built-In
Automatic Table 1

Contents

Heading 1 1
Heading 2. 1
Heading 3 1

Automatic Table 2

Table of Contents
Heading 1 1
Heading 2. 1
Heading 3 1

Manual Table

Table of Contents
Type chapter title (level 1), 1
Type chapter title (leved 2). 2
Type chapter tithe (level 3). 3
Type chapter title flevel 1). a

DS

| @ More Tables of Contents from Office.com >
@ Custom Table of Contents... >
| EBx Remove lable of Contents

| FB Save Selection to Table of Content

JUN 29 MsfsAuazaniaan sy
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Table of Contents ¥

Index | Table of Contents | Table of Figures

Print Preview Web Preview

Heading 1. eiiinmaeeen 1|4 Heading 1 A

[SET:Ts [131- S 3 Heading 2
[¥] [¥]

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | .......

General
Formats: | From template El
Show levels: |2 =

- Options... | Modify.. |

Build table of contents from:

Available styles:

Heading 1
Heading 2
Heading 3
Heading 4
Heading 5
Heading 6

Outline levels
[ Table entry fields

OK |l Cancel |

L4

thdelunslyivtnan sy

CaN
.
=).
W
—
3
Zo
.
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4. Hergudueinuluguues References Mldn15919890nansIisAL dnsmalull

w3 Document1 - Word ? E - O X
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Manita K. ~ E

ABl ﬁ‘] Insert Endnote @/ @_,: Manage Sources @ B Tj B
A Next Footnote ERstyle: |APA - [l [
Table of Insert !3‘, Insert ,El ty . ‘7‘ Insert E{ Mark
Contents ~ Footnote = Show Notes Citation + £y Bibliography » Caption 4 | Entry
Footnotes Citations & Bibliography Captions Index ~

v

JUN 32 flandudmiun1sensdaenansiiianas

a. Add Text s mswiuenusluwsay Level
b. Update Table Wlddwmsunsalunletoyalundasniiienans udasnanauni
=] 3 v L%
nanslmidnassluntiansty
c. Footnotes aziusladuaninsdl Ao
i. Insert Endnotefis nsunsndydinuaiensdafieginiletoninu lngazesuiy
Ao uuluvnelonans91eda
ii. Insert Footnote Aa NMsunsniaveNBeegeitegniletoninu lngay
a ° & v Ay =
psureAuUluTNeLenNa15 91989
d. Citations & Bibliography 1@ msuunsnuisdesnsda(Reference) wagunsn

[

nTIUSE IR

o [

ATBnuvseRdniIeinus dulvnajazegiundigavemtn
LONENT
e. Caption wialu 2 dundng Ao
i. Insert Table of Figures fin N1SLNINATUTTBNETANITIS
ii. Insert Caption Ao MILnInAUTIEIElanIN
iii. Cross-reference @1130AMUANITUNTA Reference Type muridonieele
Tusiazmvanuusnludia
f. Index Msvieuiuaail uwuadu
i Mark Entry Bdmsulad “97 ioviins Mark Somnaluiiondenny

i
Y

PanUA LU UNISANNAUYBIUTINA RS I9a0ULDMNNBULAEARILA LY
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L2 L3

1o minladeensliusngiuc 9 sadesnsdoudydnualillingnd
Ribbon “HOME” ugaadnwdeyanwal “9” ludiuiy Paragraph

ii. Insert Index and Update Index @snsamaniieduidlutonaislaiiuima
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Aamun1sUasunlaganans (Document Tracking Change)

nMsARAIUNISIUABULUAENE1S (Document Tracking Change) L@ 1L1SYIINISAARINNTT

wWasuulasiiAsvunigluenans wu nsudly Ysudeu dennny suiuuvesdonny s dusiu

NMIBUAUNITARMIUNTSIUAsULUABNENS

1. L@pNWHU Review

IMNGS REWIEW WIEW FORMAT
|::—_L_31‘ Ef |simple Markup  ~ Reject -

B show Markup - a Previous
Track Accept
Changes - 2] Reviewing Pane - 3" Next
Tracking M Changes

g‘dﬁ 33 N13AANUNU Review 11 Document Tracking Change

2. ﬂﬁmﬁaﬂﬁﬁm Track Changes

INGS REWVIEW WIEW FORMAT
|:EL_§‘ E§|5imple Markup - Reject -
_*z Show Markup - a Previous
Track Accept
Changes 7 Reviewing Pane - 'a et
Tracking Fa Changes

g‘Uﬁ 34 n1sAan Track Changes lu Document Tracking Change

'
=

3.\l @ Track Changes Wasududinwsediseu azidunmsuansnsyinauresseuu

9

Anmunswasuulasenals (hadudviuanainladldilnnisyinaiuees Track Changes)

Mahidol University History
Mahidol University has its origins in the establishment of Sirira] Hospital in 1888 by His
Majesty King Chuolalonskorn (Rama V), and the hospital's medical school 15 the oldest institution
of higher leaming in Thailand, granting its first medical degree in 1893, Later becoming the
University of Medical Suem:es in 1943, Mahidol University was renamed with great honor in
1969 by HM. King Bt 10l Adulvadej . after his Royal Father, HRE.H Prince Mahidol of
Songkla . who 15 widely wn as the 'Father of Modern Medicine and Public Health in
Thailand". Mahidol University has since developed into one of the most prestigious universities
in Thailand, internationally known and recognized for the high caliber of research and teaching by
its faculty, and its outstanding achievements in teaching, research, —international academic
collaboration and professional services. This-This| diversified institution now offers top quality
programs in numerous social and cultural disciplines, including the most doctoral programs of any
institution in Thailand, yet has maintained its traditional excellence in medicine and the sciences.

| chayathat

Formatted: Font Bold, Complex Scipt Font: Bold

chayathat A fewseconds ago
Formatted: Indent: First line: 127 cn

Track
Changes =

JUN 35 nmsegramniinisuilendainisdnnisldanu Track Changes
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nsauganIsinamuMsUisuulaLenans

1. LABNWAU Review

IMGS REWIEW WIEW

%:z’ E |simple Markup -~ Reject -

Show Markup ~ a Previcus
Track Accept
Changes ~ Reviewing Pane - - :j Mest
Tracking [ Changes

2. ﬂamﬁaﬂ‘ﬁﬂm Track Changes

IMGS REVIEW WIEW

> [=] Reject -
J

a Previous
Agcept
Changes ~ Reviewing Pane - - 3 Mext

Tracking ] Changes

3. \dlo @Yy Track Changes wWagmduuny Wunsuananswegavhauvedssuuinnunis

WasuwUasonans

[

Tips : t51d1u1301Ua-Un n1sN191Uv9InIsAanuLanadns (Track

Changes) l§@18358aAan15nalufi key board “Ctrl + Shift + E”

3

SUN 36 amdegeduaanisinaunisidsuiUasenans

) a
N13RBUsUNISIUasuLUaLenNdns

1. @8nLau Review

S MAILINGS VIEW
=2, E§|5imple Markup *| M
:z a

“ Show Markup ~
Track 3 Accept

Changes - £ Reviewing Pane ~ . ]

Tracking Fa Changes
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2. AANAILAUINABINISTITANAILBNSUNTSIUAsULUALDNENS

3. Aanyu Accept

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Sign
- 2 3 Previous = B | All Marku L - Y pt -
s R 100 = | Bl -
T3 Mext B show Markup - I - -
late Language New  Delete Accept]
- Comment E& Show Comments Changes' E Reviewing Pane ~, - ':’j
Language Comments Tracking (F] Changes Ink Custom ,
[ V2 3 4 5.6 7 8hi o900 100 1L B 14013 [
Mahidol University History @ chayathat 4 minutes age
[Mahidel University has ith origins in the Formatted: Fort: Bold, Compl

establishment of Sinira) Hospatal in 1888 by His
Majesty King Chulalongkorn (Rama V), and the
hospital's medical school is the oldest institution
of higher learning in Thailand, granting its first
medical degree in 1893, Later becoming the
University of Medical Sciences in 1943, Ma]:udol
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3. Aanyu Reject

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Sign
L i £ Previous __ AII Markup 4 pt -
5 AF LT =
e ow Markup - - -
B Next . Show Markup [
late Language New  Delete pt
- Comment E& Show Comments Changes' E3 Reviewing Pane ':)j
Language Comments Tracking hanges Ink Custom ,
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Mahidol University History @ chayathat 4 minutes age
[Mahidel University has ith origins in the Formatted: Fort: Bold, Compl

establishment of Sinira) Hospatal in 1888 by His
Majesty King Chulalongkorn (Rama V), and the
hospital's medical school is the oldest institution
of higher learning in Thailand, granting its first
medical degree in 1893, Later becoming the
University of Medical Sciences in 1943, Ma]:udol
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Option #1149 ¥4 Track Change
Tracking

[MGS REVIEW WIEW

=k E§|5impleh’larkup -
_X B Show Markup -

Track
Changes ~ Reviewing Pane -
E} Track Changes =

D Lock Tracking 1

Track Changes: [Ua-Un 19911979849 Track Changes
Lock Tracking: 1i1swanulun1stanisvineuees Track Changes

IMGS REVIEW VIEW

FEM Eﬂ Simple Markup Reject -
= Simple Markup ‘3 Frevious
Track Accept
Changes ~ All Markup - :j Mext
Tra Nl:_' Markup Changes
] 9 Original 13 14 15 1

Simple Markup: #ansn1sUsuiaguwenansatan

All Markup: anin15UasulUaonasaunfIuaiin1sisun1svinaIues Track

Changes
No Markup: lddesuansnsiuasullasionans
Original : WaAILONENIAUATUNBUNALUNITITNAITVINIUVOS Track Changes

ANGS REVIEW VIEW

FL_A‘ F;h§|5implel".-16rkup "|

. Show Markup ~

Track Aoenok
Changes~| + Comments I
v Ink I
] 9 . .
v Insertions and Deletions
v Formatting

Comment: WAAIATLLULUN
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Ink: wansn1siUAsLLUaeNS@N5TE Ink (Tool: pen, pen style)

Insertions and Deletions: WAAINITHANEIRNIG) VOWBNEATT bAZ NITAUAWN VOUDNENT

Formatting: iansn1siuaeusuiuudnes suluuenas

Eu Balloons >
Specific People k
Highlight Lipdates

Other Authors

Show Revizions in Balloons

Show All Revisions Inline

Show Only Comments and Formatting in Balloons

Show Revisions in Balloons: Tvkanan1silasunuadanaisiy Balloons (Nap999ANUAIU

=}
YD)

Show All Revisions Inline: Tviananisivasuniadionansiuussvintue

Show Only Comments and Formatting in Balloons: Tuansnsiudsuntasenansly

UTTInUUY wazuandlu Balloons (hassdenueduisnisiuasuntasmueiile)

Mahidol University History|

Mahidol University has its origins in the

medical degree in 1893 Lafer SR
University of Medical Sciences in 1943, Mahidol
University was renamed with great honor in 1969
by M Kine Bhumibol . after his Royal
Father, HE.H Prince Mahido] of Songkls . who is
widely knoumn as the Father of Modern Medicine
and Public Health in Thailand". Mahidol
University has since developed into one of the most

[MGS REVIEW VIEW

=1, E‘E|5implel"ﬂarkup "|

— Show Markup ~
Track

Changes~ + Comments

+“  Ink

+  Formatting
=o Balloons
Specific People

GMUIT

+  |nsertions and Deletions

chayathat £ hows sgo
Formatted: Right: 034 cm

T Y ctevatvat

7 chayathar
Fomatted Fort Bold Comgier Script Fort: Bold

" chayathat
Formatted: Fort: Bokd Comgiex Saript Fort: Bokd

chayathat § hows sgo
Fommatted: Indert: First ine: 127 em

7 chayatha
Formatted: Fort coior: Accant 1
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Acoook Compare
| Mext -
nges Compare
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Specific People

4

® All Reviewers: 1a8N518307NL M ka@nINS IR ULUALNE1TNABINIT (A1RY

v = o a
Gl‘u‘\]%LL?I@NV!ﬂﬂu%ﬂ']ﬂ’ﬁLUaEJuLLUa\‘lL@ﬂﬁ'ﬁ)

[MGS REVIEW WIEW

[,

E§|5imple Markup '| Reject -

_'z Show Markup - ‘3 Previous
Track Accept

Changes = Reviewing Pane - - :j Mext

Reviewing Pane Vertical ..

9 4 . . .
Rewviewing Pane Horizontal...

I5 18

Reviewing Pane

® Reviewing Pane Vertical: Lanssan1siddsuilasonarsiunuaca

o L 2 1 5 1 2 3 [ 5.8 7 84
Revisions M
¥ 11 REVISIONS ] =
chayathat Formatted . . . .
Font: Bold, Complex Script Font: Mahidol University History|
Bold - Mahidol University has its ongms in the
establishment of Siriraj Hospital in 1888 by His
chayathat Formatted R N
Indent: First line: 1.27 cm b Mayesty King Chulalongkorn (Rama V), and the
N e hospital's medical school is the oldest institution of
chayathat Formal - . - - .
Font color: Accent 1 By hlg'hf:r leaming in Thailand, granting %ts first
medical degree in 1893. Later becoming the
chayathat Formatied - University of Medical Sciences in 1943, Mahidol
Highlight University was renamed with great honor in 1969
chayathat Formatted i by H.M. King Bhumibol Adulvadej . after his Royal
Font color: Red Father, HR H Prince Ma 1. of Song who is
chayathat Inserted ) widely known as the "Father of Modern edic.t.ine
and Public Health in Thailand. Mahidol
University has since developed into one of the most
~
chayathat Deleted prestigious universities in Thailand, intemationally
1 - . - P - PR e -~

'
. . . a
® Reviewing Pane Horizontal: uaneTIesUAsULUasenasiuLLI U
L 2 N Pz 3 4 5.6 7 PP TIIE (TR PRINE= TIPS = PIRNE " PR CTRINE TS PR T} [=]
Mahidol University History C] D
- Mahidol University has its origins in the
establishment of Siriraj Hospital in 1888 by His
M Majesty King Chulalongkomn (Rama V), and the
hospital's medical school is the oldest institution of
M higher learning in Thailand, granting its first
Inedical degree in 1893. Later becoming the
- University of Medical Sciences in 1943, Mahidol
University was renamed with great honor in 1969
w by HM. King Bhumibol Adulvade; . after his Royal -
Revisions X%
~ 11REVISIONS <]
Insertions: 1 Deletions: 2 Moves: 0 Formatting: 7 Comments: 1
chayathat Formatied 5/6/2015 10:51:00 AM
Font: Bold, Complex Script Font: Bold
chayathat Formatied 5/6/2015 10:51:00 AM
Indent: Firstline: 1.27 cm
chayathat Formatied 5/6/2015 11:57:00 AM
Font color: Accent 1
chayathat Formatied 5/6/2015 12:01:00 PM
Highlight
chavathat Formatied 5/6/2015 11:51:00 AM
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Changes

> [] Reject -
J

Accept a Previcus
« ] Next

Changes

Accept: pousunsUasULUaUENENT
Reject: Ufjtasnisildsuulasianans
Previous: giuwvdsninisiudeunlasenansneumii

Next: adiunisisinsidsunlatenaisinty

V] B e & L

a Previous
pt Compare Block  Resti
- 2 Next - Authors - Editi
Accept and Move to Mext

I Accept This Change

153
=]

L L I A wrl 13 T ] P

[[m]

Accept All Changes

Accept All Changes and Stop Tracking

Accept and Move to Next: mausunisitasuuntasenasuazdnglunsadeudunisninis

wWasullasenanseiunusialy
Accept This Change: fausunisilagunlasenaisimunistdagiu
Accept All Changes: mausUNISIUABULUALONETVINUNA

Accept All Change and Stop Tracking: fousuN1sUaEULUALeNATTIIVLALAENEANITTINUYEY

nsfnaunsiUasuLUaenans (Tracking)

g B = e ™

Accept Reject and Move to Next

- Reiect Change

(7]

Tl
]

(7]

13
Reject All Changes

Reject All Changes and Stop Tracking
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Reject and Move to Next: Ufjasnisivdeundadienansuazdnelunsraaaudiunusiiinig

wWasullasenansiunusialy
Reject Change: Ufasnisileuntasonansiunustagiu
Reject All Changes: Ufjsasn1sideuidadienansyianin

Reject All Change and Stop Tracking: Ufasn15tUagulUasonansyiaviuakas nganNIsyinaued

nsAnaNNsIUABULUaUeNaIT (Tracking)

ANTENINAUEUT (Comments)

TunnsasiaaeuLenans (Review) MniiAnuUseaInagynnIs i wuzinadluenasaIunse

[

Avinlaeail

NI5UNTNAMUES) (Comment)
1. LAPNWAU Review

2. Aanyy New Comment

PAGE LAYOUT REFEREMCES MAILIMGS REVIEW a\”{
IJ 2 7 Previous =Dy E§|5imple Markup '| Reject ~
9 MNext _*z Show Markup = a Previocus
Mew  Pelete Track Agcept
Comment Show Comments g nges - Reviewing Pane - . -a Mext
Comments Tracking r Changes

3. YINNSANAILUEUEY (Comment)

Mahidol University History]

Mahidol University has its origins in the establishment of Siriraj Hospital i 1888 by His
Majesty King Chulalongkorn (Rama V), and the hospital's medical school is the oldest institution
of higher learning in Thailand, granting its first medical degree in 1893, Later becoming the
University of Medical Sciences in 1943, Mahidol University was renamed with great honor in
1069 by HM. King Bhumibol Adulyadej , after his Royal Father, HR.H Prince Mahidol of
Songkla . who is widely known as the 'Father of Modern Medicine and Public Health in
Thailand'. Mahidol University has since developed into one of the most prestigious universities
1n Thailand, internationally known and recognized for the high caliber of research and teaching by
its faculty, and its outstanding achievements in teaching, research, international academic
collaboration and professional services. This diversified institution now offers top quality
programs in numerous social and cultural disciplines, including the most doctoral programs of any
institution in Thailand, yet has maintained its traditional excellence in medicine and the sciences.

chayathat A few seconds ago
wwmeaning|

JUN 39 amdagansiiuAiuzidn

N1358UA MY (Delete Comment)

1. @enmuuzihiidesnisau lnenisaandaanyal -

2. AanUu Delete tievinmsauduugi
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|__|7| KIJ | Previous

=
[ Mext
Hew Delete
Comment - Show Comments

Comments
Mahidol University History - Mahlﬂixﬁrgy_ Hlsforyhas e oriains in the
Mahidol Universitv has ifs origins in the ol University its origins in
establishment of Sirirai Hospital in 1888 by His establishment of Siritaj Hospital in 1888 by His
Majesty King Chulalongkorn (Rama V), and the Majesty King Chulalongkom (Rama V), and the
hospital's medical school is the oldest institution of | hospital's medical school is the oldest institution of |
higher learning in Thailand oranting its  first hicher learning in Thailand erantino its  first
AmnauauALUEI AMVRIAUAL UL

NI5UaneAILue) (Show Comment)

a duwmislavasenansiinisunsnawuziiliagusng dydnyal 5 gnmntioves
©)

LSIALNTOLIANE L AER AU AR AT

1. adndy Show Comments

IJ >|i_|—| r_TJF'rEl.rious

=
[ 3 Mext
Mew  Delste
Comment - Show Comments
Comments

2. AgUnnguaninsunsnAkugimSendeinnsunsnAwugi

Mlllidnl University ]Ilslorjl H chayathat & minutss ago
Mahidol University has its origins in the establishment of Siriraj Hospital in 1888 by His

Majesty King Chulalongkorn (Rama V), and the hospital's medical school is the oldest institution
of higher leaming in Thailand, granting its first medical degree in 1893. Later becoming the
University of Medical Sciences in 1943, Mahidol University was renamed with great honor in
1969 by HM. King Bhumibol Adulyadej . after his Royal Father, HR.H Prince Mahidol of
Songkla . who iz widely known as the 'Father of Modern Medicine and Public Health in
Thailand'. Mahidol University has since developed into one of the most prestigious universities
in Thailand, internationally known and recognized for the high caliber of research and teaching by
its faculty, and its outstanding achievements in teaching, research, international academic
collaboration and professional services. This diversified institution now offers top quality
programs in numerous social and cultural disciplines, including the most doctoral programs of any
institution in Thailand, yet has maintained its traditional excellence in medicine and the sciences.
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5 Usanuenansilesdu (Protect Document)

1At uNsIasuLUasenans ol

1. LABNWAU Review

2. @@nLABN Restrict Editing asUsnguavdmsusnsadasiunisilaeunlasonans

MAILINGS | REVIEW || 1 [w - Sig
2
=D, B | Simple Markup - L Reject ~ ? ‘J
Z = v =
Show Markup ~ a Previous
Track o Accept Compare Block  |Restrict
s Changes - tfd Reviewing Pane - - 2 Next - Authors - | Editing
Tracking [ Changes Compare Protect

5UN 40 I8MsUesiunisiigundasienans Restrict Editing

v L4 L4

3. luuauwy Restrict Editing <8 2.Editing restrictions A&7 Wievndydnuel nihdeeny
“Allow only this type of editing in the document”
2. Editing restrictions

low only this type of editing in the
document

| Tracked changes | - |

4. 1ABNSIYNNSNIYINNNSUenUNSIAsULUAY

2. Editing restrictions - Tracked Changes: Uasiiunisandnnsldau Track
Allcw only this type of editing in the
document Changes
Tracked changes -

- Comments: aygbiUasuwlasenaislianis

Comments

3| Fling n forms ANSLINAILULZYT (Comment) 1Y

Mo changes (Read only)

- Filling in forms: ey wliUasuLasenansle
wmzduiidenwiniy

- No changes (Read only): augyslvienuenasia
agafrldanunsadsuulad
LONaTLA

5. luLLaULu‘H Restrict Editing 70 3.Start enforcement AanUs “Yes, Start Enforcing

Protection”
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3. 5tart enforcement

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

Yes, Start Enfordng Protechon

AN Password Nazltlunisvannistosnunisilasuwlaaendns Wwenun Password Tvmiiaunu

SGRNIRN

Protection method
(®) Password

{The document is not encrypted. Malicious users can edit the
file and remove the password )

Enter new password (optional): |

Reenter password to confirm: |
Iger authentication

(Autherticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled )

| oK ||Car1c:&l|

6. AAN “OK” Walasadunmsdesiunisiwasunlaanans

A59IANUUIELIBUY (Mail Merge)

nIsYIARLIeEY (Mail Merge)

ANV MU S UAIUITDTIYAATLULLIANUNITINYINDNANS N9 enuny NilLTem

(%
o %Y [

= Y] 1 | PN i Y] | ad v A oA v o I Ao v o &
LUULAYINULAHUINEIUNLLANAINAY LYU NsﬁaﬁsiU ‘Vl@%i‘U VLNLWQJ@‘Uﬂu PIDYNUYUABDUNTITINNTIAIU

1. dvisededsu Moy wiesemsiiaginswisunaduanmneusasaduliimiioutume
MS. Excel munwsnegindunisasidoya Je-uwana fieg Tuld
L
E
NamesAddresses.xlsx

“NamesAddresses.xlsx”
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A | B [ | D E F

1 |First Name lLast Name Street Address City State Zip

2 |Anna Belle 321 Main 5t St. Louis MO 64055
3 |Robert Brown 33 Broadway Denver co 30010
4 |Tim Jones 5005 North Fairview San Luis Obispo CA 93401
5 |Albert Wong 4 North Alpine St Buffalo NY 14214
6 |Veronica Whitaker P. 0. Box 50 Dayton OH 45404
7 |Henry Baker 676 East First St. Reno NV 89506
2 |Sam Dorian 88 Hartford Dr Austin X 78704
9 |Lee Adams 104 Gilman St. Seattle WA 98107
10 [Judith Phillips 902 Smith Av Miami FL 74355
1

2. RMITANUNEANNSULAS IUIRVINAANLNBIEY

chayathat

) «GreetingLine»

[Type the salutation]

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document
building blocks. When you create pictures, charts, or diagrams, they also coordinate with your current document

0=

ANUUIE.docx

look.

3. L A9AkAU “MAILINGS”

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGN LAYOUT
__ul [ [ X - L,
= g B E g Oue e B P

] ’ = - B¥ Match Fields * [DFind Recipient =
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge = Recipients ~ Recipient List Merge Fields EBlock  Line Field = (3 Update Labels | Regylts Q Check for Errors Merge =
Creats Start Mail Merge Write & Insert Riekds Preview Results Rinish

4. pdniden “Start Mail Merge” wagz panidon “Step-by-Step Mail Merge Wizard”

B

Start Mail | Select Edit Highlic
Merge = Recipients = Recipient List  Merge F

Letters
£ E-mail Messages
E

Envelopes...

E] MNormal Werd Document

|@ Step-by-Step Mail Merge Wizard... |

sUfi 41 33139 Mail Merge

Y
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5. agunnguauiudmsudavi Mail Merge MeauYIile

o R T T — Mail Merge Mt
Bk E 2 B BR @] R G O
-

[y
5 Match Fiids B Find Recpent

frveope: Labes StetMal  Seect Gt Fighight Address Greeting I Previem Fitn &
= Werge « Recpiens ~ Aecpient Lt Merge Fiids Block e~ ooy | [Checktortron panges Select document type
Ceste St A e Preiew Resits Frisn -
2 2 TR T e | ‘What type of document are you
working on?
@) Letters
chayathat () E-mail messages
() Envelopes
[QP— - O Labets
() Directory
- Letters
[Type the salutation]
O the Inserttab, the galleries nclde items that are designed to coordinate with the oversl logk of your Send letters 1o a group of
K decument. You can isse thest gilléres 1o nsert tables, headers, fosters, sts, cover pages, and other document pecple. You can personalize the
by When you create p chures, or drgremi, they s YO CUTIR docemiat letter that each person receives.
You can eastly of selected text ehaasing a loak for the sclected text Click Next to continue.
B from the Quick Styes gallery on the Home ta, You can slo format text directly by using the other control on Step1of6

6. AANLADN “Letters” uagAdn “Next Starting document”

Mail Merge MG

Select document type

What type of document are you
working on?

Letters

() E-mail messages

|_':__I En\.ﬂepr'S - Step1 of 6

() Labels

. =» Mext Starfing document
() Directory =

7. @anL@ean “Use the current document” wazAdn “Next Select recipients”

Mail Merge MG

Select starting document

How do you want to set up your
letters?

(®) Use the current document
() Start from a template
() Start from existing document

Use the current document

Start from the document shown Step 2 o0f6

here and use the Mail Merge

wizard to add recipient | 2 Next selectrecpients |
information. -

€ Previous: Select document type
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'
al

8. madenlyld Excel foya Jo fiog Mzrinsdndaamuneiinioly

a. AANLEEN “Use an existing list” wag “Browse”

b. a¥Us1ny Dialog Box Ldonlwdinieuly

c. levihmsidenlud Excel fwSeaniliudlunsdiiivans Sheet axdimsaududunis
\Fon Sheet Mlziidoyaitundnsih Mail Merge

d. ndsniden Sheet fagindndeyaunldlunmsdnvihasmneudiazusing Dialog
Box Inidanistayasiieg newtluldam ‘mﬂmnaauqLLé’aI%’ﬁgauummwuﬁw&gqﬁuﬁiﬁ
inlsivinsnatu “OK” ileviindoya

e. doyagmindunvhasmnedsueuiesudazunngdelndiviinisindn

f. mdn “Next Write your letter” iaaiun1sdnyinanmneiisuselutudnly

Mail Merge M

x

SE|ECt r‘-’-'ﬂplf-'ms 1 [ « Documents » My Data Sources v e Search My Data Sources »
||:i:| Use an existing st | Organize ¥ New folder = 0 @
- " Name . Date modifisd Type
':_ :' Select from Outiook contacts HE:NSPC & +Conneet to New Data Source.ode 201912585 14:11 Microsof ft C

Deskiop ) +NewSQLSenverConnection.odc 29/9/2565 14:11 Microsoft C
— [ Documents
L T}'DE' a new [ist 8 Downloads
W Music
_— . I Pictures
Use an existing list 8 videos
£ System (©)
Use names and addresses from o Data (D)
a file or a database. S HRTOALS ()
Gt pa_kpi (110434
% muerp-supportr
Browse... S OPIT_Appl2 (W04 ¢ B
\
E’ DO rEdiprEnt iEt.. File name: | v| [AlDatm Sources (*.odc:.mdb: |
o -

¥

Name Description  Modffied Created Type

8/6/201410:30:11 PM  8/6/2014 10:30:11PM  TABLE

[ Sheet2s 8/6/2014 10:30:11 PM - 8/6/2014 10:30:11PM TABLE

[ Sheet3s 8/6/2014 10:30:11PM 8/6/2014 10:30:11PM  TABLE

£ >
First row of data cortaing column headers
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This is the list of recipients that will be used in your merge.  Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
Data Source |7 Last Mame ~ | First Name: w | Street Address - | City A
NamesAddresse | 321 Main St | st Louis
NamesAddresse. . |7 Brown Robert 33 Broadway Denver
MamesAddresse.. |¥  Jones Tim 5005 North Fairview San Luis Obisp:
NamesAddresse... |¥ ‘Wong Albert 4 Morth Alpine St Buffalo
MamesAddresse.. ¥ Whitsker Veronica P.0.Box 50 Dayton
NamesAddresse. . |7 Baker Henry 676 East First 5t. Reno
NamesAddresse.. [¥ Dorian Sam 88 Hartford Dr Austin
NamesAddresse. ¥ Adams Lee 104 Gilman St. Seattle ™
£ >
Data Source Refine recipient list
MNamesAddresses xdsx gl Sort..
T Hier...
%4 Find duplicates...
> FEind recipient...
[y Validate addresses...
Edit Refresh

Mail Merge WS

Select recipients
(®) Use an existing fist
() Sedect fram Qutiook contacts
() Type 3 new st

Use an existing list
Currently. wour recipients are

selected from:
[Sheet1§] in "MamesAddresses "
WESAOOressEes Step 3 of 6
L] Select 3 different list.
| - |—} Mext Write your letter

Edit recipient fist. & Previous: Starting document

9. myfiuderFuluasmne
a. Adn ﬁWLLMﬂQﬁﬁaqmimﬁacﬁ%’uawma (muladegsliaua “Greetingline”
Pannau)
b. mswAULIY Mail Merge fuvile 1onAaNT “Greeting line”
c. 1iloUsIng Dialog Box Fefffu 1denguuuuderFuudinatu “OK”

d. o fuvisteuazuszngA1in “Greetingline” w@5aduns a5y
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e

Address block._.
Addres=Block

Greeting line_..

Elecironic postage._.

[ [ |

Mare items...

Greeting line format:
Greeting line for invalid recipient names:
Preview
Here is & preview from your recipiert list
b I
Dear Anna Bells, . .
| =) ) «GreetingLines|

Cormect Problems

If items in your greeting line are missing or out of order, use Match Fields to identify

the comect address elements from your mailing list. T "lf"" - SE 4 d-..'\-]_.r

I =

IS 4

10. N15HAY a%%ﬂuﬂwma

a. ;AN A duvisiiFeansNeTiegdSuanvine (malnddioediaud
“AddressBlock” @anfau)

b. msWAULY Mail Merge fuwile lonAANT “Address Block”

c. 1ousing Dialog Box Megfsu idongunuuiiogudanaly “OK”

d. o duviisdelfuasusengAin “AddressBlock” tafaduntsifisdelu

e. AN “Next Preview your letters” iiadnvhanuuielutudaly

Address block... A

Greeting line._.

b «Greetin en
Elecironic postage...

B [0 )

Mare items...
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‘Specify address elements Preview
Insert recipient’s name in this format Here is & preview from your recipient list:
o ~ -‘ [ bl
Josh Randsl Jr
joi Q. Randal Jr. Anna Belle
LY 321 Main &t
Joshua Randal Jr. 3 Los
© .
Joshua Q_Randall Jr o eats
Insert company name
Insert postal address:
Neverinclude the courtry/region in the address . .
Always cluds the country recion i the sddess } wGreetinglin
Comect Problems

®) Only include the country/region if differert than:
I tems in your address block are missing or out of order, uss Match
[Tailand Fields to identfy the comect address elemants from your maiing list

e AddressBlocks|
| I T
Step 4 of 6

= Mext Preview your lette

€ Previous: Select redipients

11. asaaugvenaninsiiteyanedadiiluanmuneiey

| Yo

a. ‘U@LL@”V]EJEJNiUR]”US’]ﬂ{]SLu@ﬂLL%U\‘WW]’]ﬂ’]SLWQJ‘U@LLa EJEJ:

'
al

b. luwau Preview your letters azUsingiaviisnonissedeuasiegisu “Recipient

”

XX

c. aansavinsuilusenissetersulaluiau Make changes laemani “Edit

[

recipient list” 2U31n4) Dialog Box Winnssedeuas ey
d. mﬂﬁaqmiLf’iuiflaﬂ?ial,l,azﬁagé’ U'ﬁLLamaa fu {Jaaﬁuﬁuﬁwwmammmmlé’ﬂms

AAN? “Exclude this recipient” Fouasd agj@f UMLLamamuaﬂ%auh

[

e. AANT “Next Complete the merge” ilodmvhasmanedeulududnly

Preview your letters

} Dear Anna Belle, One of the merged letters is
previewed here. To preview

ancther letter, dick one of the

Anna Belle following:
321 Main 5t . h
St. Louis Redpient 1

e [Tj Fird a recpient..
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Make changes

You can alko change wour
redpient kst

Edit recipient fist..

| Exdude this redipient

When you hawve finished
previewing yvour letters, diick
Mext Then you can print the
merged letters or edit individual
letters o add personal
comments.

Step 5 of 6

= Mext Complete the merge

€& Previous: Write your letter

A U oa ¢

. § - r—
checkbores to 8dd or remcve recierds rom fre merge. When your it 1 resdy,cick OK.
Na = ~ [ | & 321 Main St 5
¥ Brown 33 Broadmay

Mamesiddresse . [ Jones Tim 5005 Nosth Fainiew  Son Luis Obispe
NamesAddresse.. [¥ Wong Hbert 4 Morth Alpine St Buials.
Mamesiddresse. [ Whinker Veronica P.0 Box50 Dayion
MamesAddresse. [V Baker Henry 676 East Firat St Reno
Mamestddrease.. [ Dorian Sam 88 Harord Dr Austin
Mamesaddressa.. ¥ Adama Lee 104 Gilman St Seanie 4
<
Data Source Refre recoent et
[Fore—— #l s

il T

' Find duplestes

[ Fndmcpiert..

= — 3 Volidole addmmmes...
oK

12. \@BNAAN “Print” WB&IRUWLBNEITINVUNY %150 AANLABN “” BRTIFADUTIUALLIUN

AANUENDUFINUNIANUNE

Mail Merge MG
Complete the merge
Mail Merge i ready to produce
your ketters.

To personalize your letters, dick
“Edit Individual Letters.” This will
open a new document with your
merged letters. To make
changes to all the letiers, switch
back to the original document

Merge
Eg, Print..

Bpy Editinaividual letters..

naawmalulagansineg

[
wE
AAUUELTEU_
finish.docx
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N5UsEyneld Mail Merge fUNIIAYIN W89AYIINY ALY NHIFDIIUNS

n13Uszenald Mail Merge ansnsanluldlanainvanensinagsiolull

Y9AVLNENTHINFRAvINe AT U UaNe Y AU

; I
Maiing Address Line 1 i
Mo Addems i 2 i w
Mailing Address Line 3. i

Maiting Address Line 4

sl afaganvie.docx

Y

niladesynsninisindsisgSunaeau

B 0514.4.1.2/ UNIINE 80000

10 quAnug 2550

fdos  wedaudnduinans

Aen Witmeo eeocucs NIINMIEIANT VMM goeeoooceooons $1R
L

o a = = 4w a
AR U 00000000 WHTINEIAD 00000 ﬂ:ilﬂﬂ‘iZij'ﬂl’ﬂﬂ‘iﬂ'ﬂ\i“”ﬁﬂiiﬂ”ﬂl"lﬁ"ﬂ Tu

o IS
- o e o . 4 L ad
Wada sanuiviarsvuazauaawlunisiiaw mElrl:‘f'uﬂnuﬂmlgﬂv'!'ﬂﬂr‘(qnmm liﬂul‘ﬁmul.ﬂu

arsviindaquit Arwifesd wazdndaivasauiiinuas namddyveamniauduiia Jvens.doc

feavrlulaSa e
Friinausiniaud wefineduuiing

e i+49-6022 Inzsng 0-2849-6039

7 #ig 0514.0.9/

5

o a
it WO wNIP 2558
Gos  vemrweymTsiszedfususndgrindisunissielulmnlusunsuraufinmed AAAIHAYLAT M. Facu Ity xlsx
- . doc
LIEU ﬁmﬂﬂ/ﬁ'ﬂqujﬂﬂqi
Aefldandae  Loenasnisianunionmendninisudaduiannsunsusoufiuned afsd 1
2 Tuailasdhsunmsudstuimlusunsunonfinned afif 1

fenpunalulalasauns dvuadafianssy wdeduimnlUsunsussufinned faiatudunis Aoy "If TR N Al

w3n s¥vdna Tudl 25 - 31 wgwniay 2558 o wvndnendendion  Tasflandvosniswdsiuluadad Taud LT _finish. pdf
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0=

card.docx

A
TO: Anna Belle i ) TO: Robert Brown /
FROM: Master £ ~ FROM: Muster > -
& ) L
; A3
o PRO9-
:6°° ow
TO: Albert Wong aoo
o%s.
Master FROM: Master 5o ° ()
099%
)
T %
5 0
TO:  Veronica Whif P TO: Henry Baker (=
FROM: Master p ~ FROM: Master 2
%o «EAno
a
Uhede
[ Anna Belle”,’l i Robert Browfi,
RO [
= | [
i Tim Jones, i Albert Wong,
(LS LA
| ot o
Veronica Whitaker, , Henry Baker,
[ F N [ Errs
o R o

GMUIT
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e dfa. docx

&

NamesAddresses.xlsx

i

NamesAddresses.xlIsx
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Appendix
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wuNUNaNF195U Microsoft Word (Microsoft, n.d.)

Auto Text

Bold

Bookmark
Browse Next
Browse Previous

Browse Sel

Cancel

Center Para
Change Case
Char Left

Char Left Extend
Char Right

Char Right Extend
Clear

Close or Exit
Close Pane
Column Break

Column Select

Copy

GMUIT

Command Name Shortcut Keys
A
All Caps CTRL+SHIFT+A
Annotation ALT+CTRL+M
App Maximize ALT+F10
App Restore ALT+F5
Apply Headingl ALT+CTRL+1
Apply Heading2 ALT+CTRL+2
Apply Heading3 ALT+CTRL+3
Apply List Bullet CTRL+SHIFT+L
Auto Format ALT+CTRL+K

F3 or ALT+CTRL+V

CTRL+B or CTRL+SHIFT+B
CTRL+SHIFT+F5
CTRL+PAGE DOWN
CTRL+PAGE UP
ALT+CTRL+HOME

ESC

CTRL+E

SHIFT+F3

LEFT

SHIFT+LEFT

RIGHT

SHIFT+RIGHT
DELETE

ALT+F4
ALT+SHIFT+C
CTRL+SHIFT+ENTER
CTRL+SHIFT+F8
CTRL+C or CTRL+INSERT

neawAlulagansime @11Un9UasN1SUR W Inenssuina
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Copy Format

Copy Text

Create Auto Text
Customize Add Menu
Customize Keyboard
Customize Remove Menu

Cut

Date Field
Delete Back Word
Delete Word
Dictionary

Do Field Click
Doc Close
Doc Maximize
Doc Move
Doc Restore
Doc Size

Doc Split

Double Underline

End of Column
End of Column
End of Doc Extend
End of Document
End of Line

End of Line Extend
End of Row

End of Row

End of Window
End of Window Extend
Endnote Now

Extend Selection

CTRL+SHIFT+C

SHIFT+F2

ALT+F3

ALT+CTRL+=
ALT+CTRL+NUM +
ALT+CTRL+-

CTRL+X or SHIFT+DELETE

ALT+SHIFT+D
CTRL+BACKSPACE
CTRL+DELETE
ALT+SHIFT+F7
ALT+SHIFT+F9
CTRL+W or CTRL+F4
CTRL+F10
CTRL+F7

CTRL+F5

CTRL+F8
ALT+CTRL+S
CTRL+SHIFT+D

ALT+PAGE DOWN
ALT+SHIFT+PAGE DOWN
CTRL+SHIFT+END
CTRL+END

END

SHIFT+END

ALT+END
ALT+SHIFT+END
ALT+CTRL+PAGE DOWN
ALT+CTRL+SHIFT+PAGE DOWN
ALT+CTRL+D

F8
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Field Chars
Field Codes
Find

Font

Font Size Select

Footnote Now

Go Back
Go To
Grow Font

Grow Font One Point

Hanging Indent
Header Footer Link
Help

Hidden

Hyperlink

Indent

[talic

Justify Para

Left Para

Line Down

Line Down Extend
Line Up

Line Up Extend
List Num Field
Lock Fields

GMUIT

CTRL+F9

ALT+F9

CTRL+F

CTRL+D or CTRL+SHIFT+F
CTRL+SHIFT+P
ALT+CTRL+F

SHIFT+F5 or ALT+CTRL+Z
CTRL+G or F5
CTRL+SHIFT+.

CTRL+]

CTRL+T
ALT+SHIFT+R
F1
CTRL+SHIFT+H

CTRL+K

CTRL+M
CTRL+I or CTRL+SHIFT+

CTRL+J

CTRL+L

DOWN

SHIFT+DOWN

upP

SHIFT+UP
ALT+CTRL+L
CTRL+3 or CTRL+F11

neawAlulagansime @11Un9UasN1SUR W Inenssuina
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Macro

Mail Merge Check

ALT+F8
ALTH+SHIFT+K

Mail Merge Edit Data Source ALT+SHIFT+E

Mail Merge to Doc
Mail Merge to Printer
Mark Citation

Mark Index Entry

ALT+SHIFT+N
ALT+SHIFT+M
ALTH+SHIFT+I

ALT+SHIFT+X

Mark Table of Contents Entry ALT+SHIFT+O
Menu Mode F10
Merge Field ALT+SHIFT+F

Microsoft Script Editor
Microsoft System Info

Move Text

New

Next Cell

Next Field

Next Misspelling
Next Object
Next Window
Normal

Normal Style

Open

Open or Close Up Para
Other Pane

Outline

Outline Collapse
Outline Demote
Outline Expand
Outline Expand
Outline Move Down

Outline Move Up

GMUIT

ALT+SHIFT+F11
ALT+CTRL+F1
F2

CTRL+N

TAB

F11 or ALT+F1

ALT+FT

ALT+DOWN

CTRL+F6 or ALT+F6

ALT+CTRL+N

CTRL+SHIFT+N or ALT+SHIFT+CLEAR (NUM 5)

CTRL+O or CTRL+F12 or ALT+CTRL+F2
CTRL+0

F6 or SHIFT+F6

ALT+CTRL+O

ALT+SHIFT+- or ALT+SHIFT+NUM -
ALT+SHIFT+RIGHT

ALT+SHIFT+=

ALT+SHIFT+NUM +

ALT+SHIFT+DOWN

ALT+SHIFT+UP
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Outline Promote

Outline Show First Line

Overtype

Page

Page Break

Page Down

Page Down Extend
Page Field

Page Up

Page Up Extend
Para Down

Para Down Extend
Para Up

Para Up Extend
Paste

Paste Format
Prev Cell

Prev Field

Prev Object

Prev Window
Print

Print Preview

Proofing

Redo

Redo or Repeat
Repeat Find

Replace

Reset Char

Reset Para

Revision Marks Toggle

Risht Para

GMUIT

ALT+SHIFT+LEFT
ALTH+SHIFT+L
INSERT

ALT+CTRL+P
CTRL+ENTER

PAGE DOWN

SHIFT+PAGE DOWN

ALT+SHIFT+P

PAGE UP

SHIFT+PAGE UP

CTRL+DOWN

CTRL+SHIFT+DOWN

CTRL+UP

CTRL+SHIFT+UP

CTRL+V or SHIFT+INSERT
CTRL+SHIFT+V

SHIFT+TAB

SHIFT+F11 or ALT+SHIFT+F1
ALT+UP

CTRL+SHIFT+F6 or ALT+SHIFT+F6
CTRL+P or CTRL+SHIFT+F12
CTRL+F2 or ALT+CTRL+!

F7

ALT+SHIFT+BACKSPACE
CTRL+Y or F4 or ALT+ENTER
SHIFT+F4 or ALT+CTRL+Y
CTRL+H

CTRL+SPACE or CTRL+SHIFT+Z
CTRL+Q

CTRL+SHIFT+E

CTRL+R
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Save

Save As

Select All
Select Table
Show All

Show All Headings
Show Headingl
Show Heading2
Show Heading3
Show Heading4
Show Heading5
Show Heading6
Show Heading7
Show Heading8
Show Heading9
Shrink Font

Shrink Font One Point

Small Caps

Space Paral

Space Paral5
Space Para2

Spike

Start of Column
Start of Column
Start of Doc Extend
Start of Document
Start of Line

Start of Line Extend
Start of Row

Start of Row

Start of Window

CTRL4+S or SHIFT+F12 or ALT+SHIFT+F2
F12

CTRL+A or CTRL+CLEAR (NUM 5) or CTRL+NUM 5
ALT+CLEAR (NUM 5)
CTRL4+SHIFT+8
ALT+SHIFT+A
ALT+SHIFT+1
ALT+SHIFT+2
ALT+SHIFT+3
ALT+SHIFT+4
ALT+SHIFT+5
ALT+SHIFT+6
ALT+SHIFT+7
ALT+SHIFT+8
ALT+SHIFT+9
CTRL4SHIFT+,
CTRL+[
CTRL+SHIFT+K
CTRL+1

CTRL+5

CTRL+2
CTRL4+SHIFT+F3 or CTRL+F3
ALT+PAGE UP
ALT+SHIFT+PAGE UP
CTRL4+SHIFT+HOME
CTRL+HOME

HOME

SHIFT+HOME
ALT+HOME
ALT+SHIFT+HOME
ALT+CTRL+PAGE UP

Start of Window Extend ALT+CTRL+SHIFT+PAGE UP
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Style
Subscript
Superscript
Symbol Font

Thesaurus
Time Field
Togsgle Field Display

Toggle Master Subdocs

Tool

Un Hang

Un Indent

Underline

Undo

Unlink Fields

Unlock Fields
Update Auto Format
Update Fields
Update Source

VBCode

W

Web Go Back
Web Go Forward
Word Left

Word Left Extend
Word Right

Word Right Extend
Word Underline

GMUIT

CTRL+SHIFT+S
CTRL+=

CTRL+SHIFT+=
CTRL+SHIFT+Q

SHIFT+F7
ALT+SHIFT+T
SHIFT+F9
CTRL+\
SHIFT+F1

CTRL+SHIFT+T
CTRL+SHIFT+M

CTRL+U or CTRL+SHIFT+U
CTRL+Z or ALT+BACKSPACE
CTRL+6 or CTRL+SHIFT+F9
CTRL+4 or CTRL+SHIFT+F11
ALT+CTRL+U

F9 or ALT+SHIFT+U
CTRL+SHIFT+F7

ALT+F11

ALTH+LEFT
ALT+RIGHT
CTRL+LEFT
CTRL+SHIFT+LEFT
CTRL+RIGHT
CTRL+SHIFT+RIGHT
CTRL+SHIFT+W
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