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DOC004: Word Advanced Documents and Techniques
(rrusgauanmaiiavIuanansanTuslifiaugy)

UANAISUATLUGHA: . .

T1lsunsu Microsoft Office Word w3ansanfuin Microsoft Word vi8a Word 1Hutdsunsuinfianuiaa
wunvaIuIutanas (Word Processing, Text Document) 6199 12U aauung, Biv&a, 518974, A9, AT
aulasens, Msvinuuunasuansantaya, Document Template tHusiu .
Luaamnmnmﬂmu Word vanasanataaufinlanialaeu Word TudneazviiauaiastuwAasssTNaN
Msaﬂmaam.lmgamnmquummmna (‘LﬂmummmmmmLmaswao Word "Lifis 10%) deifluiinidaaie
tHuattoun wwszuviniaseuals Word "mesumsummaauamum‘mmmsamomumsaswaﬁﬂmumnmsmu
AnWad v nueliinasdu SuANWI Tl suRnwianasuaieg win SURNWKITIRE T URIONINETaU
Nudusunsasnuuwasy uitflunnasgruidaidu (Document Template) (ilusiu

Foifu nﬁnamsﬁ"oLﬂuuanamsmmmwmtmmmmmsnmao Word mn12luaisvinsuatinaiéu
Use&ninn ‘Immuama SudIus msmumuwugwumﬂmmmmﬂzus] (t2u A wsnwasldsunsy AsAILAN
WINNTEANY AUFIUNTANWIU) NUANWAATUNE (120U MsAILANIan&ITUaIT i, NVinETTAR TuNE
(TOC), mMsvinastiayduving (Index)) muwuwum.lwmﬂ (vunmsvinaanunadau (Mail Merge), mseiaanu
1an&1s (Review & Track Change) sm"l,ﬂmmsﬂsuﬂnm‘lmﬂsaouamm wannafiahinaula Magahaasnailuy

-1

AsEs9/anusie/Usuussianans sudomaiianisldoudeg daunsatialiansvineulasdu wazaunsaly
91U Word 1datnifindsz&niain 100%

Taquscava: .
o whalilindunsavsuinlauasanunsalianldeiuasasiialy Word ‘laativgasiadinansandueiu
o alvitznsunisausnldizausiasftaiauaunsazad Word liidszeanslaoiuazeldatiioiéiu
Uszdninw 100% .
o alviiznfunsausnldizausindaviiafine saulddonafindunarnuaraiaunsaiinlldsegnelal
ulaase uavzhaaanailunsyinu
o Wavihlvilanausuaunsalseansilzaeou Word 1aatinvianugu

nﬁnajmsﬁmu'\za‘hu%u: ‘
o HidavnsiaugnsldoIu Word aengnia (luldlderu Word atroindasiiuvidio)
e AdavnsBausiazacfiafiancneg duvaiaraia Nhavinluouanasilluizasiiiie wazqiiludia
agw .
WndasmMsimatinnisldeiu Word tiazisannaiuaziinlss@nanwgedgn
Wsdasnslddszansldenu Word 1eatraiduilsz&néaiw 100%

Waa1aIalasu:

Hlnsunsavsuanunsaldeiu Word leatinegnsiad Wi sy nslaoruaseldviu
fhsunsaususiniaasiiadunsvdssdndaiwuas Word uazauisainluddsulaledase
WLasunsausulaiBausuasdviainnusnuisanad Word luddsseadldouldacindulszd@naaiw
fuhsunsausuladiranuguasinaiinnisideiu Word 1ddssenslalsase

iavinA1sausu:
Fuindle .
1. mnmuﬁugwuuasmﬁoﬁﬁnﬂu

o awsnzavldsunsu Word
wuginsylaminasiaiagitaiaviiacneg . .
dsuiugruanuilanavastdnuligasas taauaansldauifniinginin
nseuAuuniinszae (Page Layout) aiu Gfaﬁmﬁ‘mssmm, frui/dhurinanseanw
AsauAuIuRNWIIuludnalzeneg drawa3aviia Paragraph, Font
ATVINIUALATTIY LU NMTUNTARITIY, ATTAILANATTIY, MTTIABEVTAYR, AsauIa LHusu
ATvinuAuTUa N 5U1a A
nsunsnayadnTusidsiawadasiia Quick Part (unsntamnuviaiavniladuasuwuusiug)
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2. waflansladia3asia S uFuURNWAR TG

Auto Page

Auto Paragraph

Auto Tab

Auto Text

Auto Correct

Auto Completion
e Auto Table .

3. WhladAguas Word uasinafinnisldiadasiiaginsuvinnivdaniaiansisvaiag win wuuda Tulia
o msAmuAuiianananseiaiaIadiia Style and Formatting
AMsANWIITasa TulAa ayNNag Outline
AMseuANIIdadn Tulfialayuuay Navigation Pane
Asvinastiaytiadn1ulié (TOC: Table of Content)
AsYinasTaYsdaIw &150aa1519 wuuda UG
Asvingafien (Index)
nsvintivassa (Footnote)

A5vind19ae ey (Cross-Reference)
AayanvusTaUNIN/a1vay
asnuansswandaniasdayasiadids Master Document
wafiansanuey/Usuuse/uAluiangsadadn Tulé
suLULLan&s (Document Template) Auéluu
wwIANNAaLAmAY Document Template
Document Template twungAutanasuuylnu
n15&3719 Document Template
Aslaenu Document Template
o nsud'la Document Template
5. msilasAulanans (Protect Document)
o nsilavdunisualutiamlulanais
o nsld Password sautillalWa

4. &

e 6 o o Yc o 6 06 06 0o 0 0 o0 o o

Juiisag .
1. wnsaviiadgmiunisvitnuAmdunisseaaunna (Mailing)
wwimuAaAmAulaiasiiadniu Mailing
7anLAavdia Mailing Tunwsiu
AsesENnIannauvinufude Mailing
S8nslaoud&o Mailing
siandaainauladsfunisdssanelddds Mailing

2. m‘%aauammmanmsmums‘tﬁmusmnu (Review)

. LLu';m'nmmnmnmmaouasﬁmu Review
ganmsaoua‘Rewew Tunmwsu
Aslavuiasasiia Comment .
asladvuesasiiadgndudaaunisildsuniasianans (Track Change)
Asaansundaliasnistldaunday (Accept/Reject)
nswfFauaumangisannuanaq Wa (Compare)
AsNLana1Tnuang s (Combine)

nsilavdutanarstawizlusgiuuady Review

3. wnFaviiadmsunisasronasuiiazhailaudayaledna wazazain (Form Toolbar)
u,uammmmnmnumsaonammumsaswﬂasn
$¥niaTaviia Form Toolbar Tuaiwsiu
AsLesaunsannauaviiadsawasy .
asldidanldinsasianasulvituunsan tfu Text Box , Dropdown List ahailaudiayaannsianisid,
Date Picker fhailaufuiidaludid (Lisasinviag) iusu
o maiszeneladiaiaciiaasu .
o nsilavAutansgsianizludiuzasiniasiianasu
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4, wugin Macro Lﬂ%aqﬁadm%nﬁmamnmmsvmm wr3aviiadvsuashe Shortcut
o LIANNAALALIAY Macro
e MILATENWIANADUYIN Macro
e NAKAUNTVINUAY Macro
o @atny/uuInivnisin Macro ldusulad
5. Tips & Tricks & Techniques ihauladnduds
6. Workshop unaulatdatfinlss&nsniwnisizauy

nens :

ansdRAndade Laeyad
o Inmengasumntaudio srnmaTulaissdund aainemsans
uMIINeN/EIRaINT AL
e MeNnsALAR NANFAS Microsoft Office, Database, Web Design& Graphics,
Programming & Web Programming

FuruhTuelumsilnausu: 2 Yu (12 4HTa)
Auani1sausu: auasvlfriuausuilseani https://www.careerdfuture.com/trainingprogram
atvnanilnausu: 9.00 - 16.00 u.

Aavnsiaguausy: vinuay 6,500 un (s'lms'm:)'lﬁuaﬁhl,ﬁuu,a“a) ‘
** gontiua umihaeunanis S9'liatluinaiisiasgainai® e Aane

aouiilnausu:
fauWaIuIyAIINTUAIAUIAG .
wa 73/1 axmsarinoudaininenmaasuasinaluladuvivaing (8an.) u 6
AUUNTLIUN 6 L viIna'In Luaund agatnwg 10400

38n1sn1sdrsaeing
fnsadisasNnitualinin Tuiu-aisuns
Tnsdwvi: 0 2644 8150 sia 81887
Tnsans: 0 2644 8110

Website: www.career4future.com
E-mail: training@nstda.or.th
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