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PowerPoint ěńĭŐĮŃŒĽƞŀĵƞŅĚĬňŘȮĪƞŅĬĴňȮ100 ľńĺĕƟŀȮĪƞŅĬĔŖĨƟŀĚȮCopy 100 ėĶńŘĚȮŀńĬĬňŘėŊŀĽŇŗĚĪňŗĪņĔńĬĴŅȮ 

 

ĜĬńŘĬŒĬŏĪėĬŇėĨƞŀœĮĬňŘŏĶŅěŃĭŀĔĺƞŅȮěŃœĴƞŒĝƟĺŇīňŏħŇĴŕŐĸƟĺȮŏŀŅŒľĴƞĽĴĴĨŇĺƞŅŏĶŅĴňĚŅĬĬņŏĽĬŀŏĮƕħĕŉŘĬĴŅŏĸĵ 
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ŐĸŃŏĶŅĴňȮMicrosoft Word ŏĴŊŗŀĽńĔėĶŌƞĬňŘȮCopy ĪňŏħňĵĺıĶƟŀĴĔńĬŏĸĵȮĪŋĔĪƞŅĬŀŅěěŃįƞŅĬĔŅĶŏĶňĵĬȮ

Microsoft Word ĴŅŐĸƟĺȮCopy ĕƟŀĴŌĸĪńŘĚľĴħĔŖĔħȮCtrl+AȮĬňŗėŊŀĔŅĶŏĸŊŀĔĪńŘĚľĴħȮŏĽĶŖěŐĸƟĺĔŖȮCtrl+C ŒĝƞœľĴȮ

ľĶŊŀėĸŇĔĕĺŅȮCopy ĔŖœħƟ 

 

 

ěŅĔĬńŘĬŏĶŅĴŅĪňŗȮPowerPointȮĪňŗȮPowerPoint ĬňŗȮħŇĜńĬŐĬŃĬņĺƞŅĪƞŅĬĨƟŀĚĶŌƟěńĔĔńĭĴŋĴĴŀĚĔƞŀĬȮĴŋĴĴŀĚĴň

ŀŃœĶĭƟŅĚȮĴŋĴĴŀĚĔŖěŃŀĵŌƞŒĬȮTab ĪńŘĚľĴħȮŏĶŅěŃŏĶňĵĔĨĶĚĬňŘĺƞŅȮTab  
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ŏĶŇŗĴĴŅĨńŘĚŐĨƞȮTab File ŒĬĔŅĶŏĮƕħȮĔŅĶȮSave ěńħŏĔŖĭĨƞŅĚŕȮ  

 

 

Tab Home ĔŅĶěńħıĺĔĨńĺŀńĔļĶȮ 
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ŏħňŚĵĺŏĶŅěŃœĸƞœĮĪňĸŃĽƞĺĬȮTab Insert ŒĬŏĶŊŗŀĚĕŀĚıĺĔĔŅĶŐĪĶĔĨƞŅĚŕȮȮĔŅĶŀŀĔŐĭĭıĺĔėĺŅĴĽĺĵĚŅĴȮ 

 

 

ĔŅĶĪņŏĶŊŗŀĚĕŀĚȮAnimations ŒĬĔŅĶĮĶńĭŏĮĸňŗĵĬĽœĸħƢȮĔŅĶĨńŘĚŏĺĸŅȮĔŅĶĪņĨńĺŀńĔļĶŏėĸŊŗŀĬĪňŗȮěŃŀĵŌƞŒĬȮTabȮ

Animations  
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ĔŅĶĪņĽœĸħƢőĝĺƢȮĔŅĶĬņŏĽĬŀȮŀĵŌƞŒĬȮTap Slide Show  

 

 

ŏĶŅěŃĴŅħŌŒĬȮTab ĕŀĚȮView ĔńĬȮTab View ĬňŘȮħŇĜńĬěŃŒľƟĪŋĔĪƞŅĬŏĕƟŅœĮħŌŏĮƦĬŀńĬħńĭŐĶĔŏĸĵĔŖėŊŀȮView 

ĪňŗȮĦȮĮƤěěŋĭńĬĪňŗŏĶŅŀĵŌƞȮŏĶŅėŊŀȮNormal View ŐĨƞĬńŘĬ ViewȮNormal ŏĬňŗĵĪŋĔĪƞŅĬĔŖěŃŏľŖĬĽœĸħƢȮ1 2 3 4 œĸƞĴŅ

ŏĶŊŗŀĵŕȮŏıŊŗŀĪņĔŅĶŒĽƞėŀĬŏĪĬĨƢ 
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ĪňĬňŘŏĶŅĴŅħŌȮView ĪňŗěŃŐĬŃĬņĔŖėŊŀȮOutline ŒĬȮView Outline ŏĬňŗĵȮŏĶŅěŃœĴƞŏľŖĬŏĮƦĬĶŌĮĽœĸħƢȮŐĨƞŏĶŅ

ěŃŏľŖĬŏĮƦĬĕƟŀėĺŅĴȮħńĚĬńŘĬŏĴŊŗŀŏĶŅŀĵŌƞŒĬȮOutline ŐĸƟĺȮȮ 

 

 

ŏĴŊŗŀĽńĔėĶŌƞŏĶŅȮCopy ĕƟŀĴŌĸěŅĔȮWord ĴŅŐĸƟĺȮŏĶŅĔŖĪņĔŅĶȮPaste ĸĚĴŅŏĸĵ 
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ŏĶŅěŃŏŀŅĴŅĺŅĚœĺƟĪňŗȮOutline View ĔŖėŊŀŒĝƟĪňŗĨĶĚȮDestination View ŐĭĭĬňŘŏĮƦĬĨƟĬȮȮ 

 

 

ħńĚĬńŘĬŏĬŊŘŀľŅĪńŘĚľĴħěŃĴŅŐĸƟĺȮŐĨƞľĸŅĵĪƞŅĬĭŀĔŀƟŅĺȮĔŖĴńĬĴŅŐĮŃŀĵŌƞĭĬĽœĸħƢŏħňĵĺĔńĬȮŏĶŅĔŖĨƟŀĚĴŅěńħ

ŒľƟĴńĬŏĮƦĬľĸŅĵŕȮĽœĸħƢȮĔŖėŊŀľĸńĔĽŌĨĶȮMicrosoft PowerPoint ŀńĬĬňŘėŊŀľńĺŏĶŊŗŀĚȮŐĬƞĬŀĬĨƟŀĚŀĵŌƞĽœĸħƢŐĶĔȮ

ĽƞĺĬĨńĺĩńħœĮȮĔŖėŊŀŏĮƦĬıĺĔŏĬŊŘŀľŅĨƞŅĚŕȮŏħňŚĵĺŏĶŅŏĮƕħŏėĶŊŗŀĚĴŊŀĕŉŘĬĴŅħŌĔƞŀĬȮŒĬĽƞĺĬĪňŗŏĮƦĬŏĬŊŘŀľŅĨƞŅĚŕȮĩƟŅŏĶŅĔħȮ

Enter ȮĴńĬĔŖěŃĔĸŅĵŏĮƦĬŀňĔĽœĸħƢľĬŉŗĚȮ 
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ĨŀĬĬňŘĪŋĔĪƞŅĬĴňȮ2ȮĽœĸħƢŐĸƟĺȮĽœĸħƢľĬƟŅĮĔȮĽœĸħƢĪňŗŏĮƦĬŏĬŊŘŀľŅȮ 

 

 

ŐĨƞŒĬĕĦŃŏħňĵĺĔńĬŏĬŊŘŀľŅĨĶĚĬňŘȮŏĶŅĨƟŀĚĔŅĶŐĵĔŀŀĔŏĮƦĬŐĨƞĸŃĽœĸħƢȮ 
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ĕńŘĬĨŀĬĚƞŅĵŕȮŏĸĵĔŖėŊŀœĴƞĨƟŀĚȮEnter ŐĨƞĸŃŀńĬȮŏĶŅĽŅĴŅĶĩĪňŗěŃĪņĔŅĶŏĸŊŀĔŏĬŊŘŀľŅĪňŗŏĮƦĬŏĬŊŘŀľŅĵƞŀĵĕŀĚ

ľńĺĕƟŀȮŐĸƟĺœĮĪňŗȮTab Home ȮěŅĔĬńŘĬŏĶŅĪņĔŅĶȮŏĕŅŏĶňĵĔĺƞŅŏĮƦĬĔŅĶ Indent ȮIndent ĔŖėŊŀĔŅĶĸħĶŃħńĭȮLevel 

ĕŀĚĴńĬŒľƟĴńĬœĮŏĮƦĬľńĺĕƟŀĵƞŀĵȮĨĶĚĬňŘĴńĬěŃĔĸŅĵœĮŏĮƦĬľńĺĕƟŀĵƞŀĵȮ 
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ľĶŊŀĺƞŅ Outdent ŀŀĔĴŅĨĶĚĬňŘěŃŏĮƦĬľńĺĕƟŀŒľĠƞȮȮ 

Ȯ 
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ŐėƞĬňŘŏĶŅĔŖěŃœħƟŏĬŊŘŀľŅȮĪňŗŏĮƦĬŏĬŊŘŀľŅĵƞŀĵȮŏĮƦĬĽœĸħƢŏĶňĵĭĶƟŀĵŐĸƟĺȮĬńŘĬŒĬĸńĔļĦŃĬňŗȮĔŖėŊŀĔŅĶěńħĔŅĶĽœĸħƢ

őħĵĔŅĶĬņŏĬŊŘŀľŅĴŅĺŅĚŒĬŐĨƞĸŃĽœĸħƢȮ 

 

ĪňĬňŘȮŏĶŅĔŖĴŅħŌĺƞŅŒĬĽƞĺĬĕŀĚŏĬŊŘŀľŅŒĬŏĶŊŗŀĚĕŀĚĔŅĶěńħĔŅĶĽœĸħƢȮŏĶŅěŃĪņĔŅĶŒľƟľńĺĕƟŀĵƞŀĵȮŏľĸƞŅĬňŘȮĴňŏĶŊŗŀĚ

ĕŀĚĔŅĶĮĶńĭŏĮĸňŗĵĬĔŅĶŏĸŊŀĔĔŅĶĬņŏĽĬŀȮĔŅĶĨńŘĚėƞŅȮĔŅĶĔņľĬħėƞŅŏľĸƞŅĬňŘȮȮŏĮƦĬľńĺĕƟŀĵƞŀĵĕŀĚĔŅĶěńħĚŅĬ

ĬņŏĽĬŀȮľĸńĔĔŅĶĔŖŏľĴŊŀĬŏħŇĴȮŏĶŅĔŖĮƤħľĶŊŀĕĵńĭĵƞŀľĬƟŅŏĕƟŅœĮȮ 
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ĔŅĶěńħĔŅĶĽœĸħƢȮĴŅħŌĪňŗȮWord ĔŅĶěńħĔŅĶĽœĸħƢȮľńĺĕƟŀĵƞŀĵĕŀĚŏĕŅĔŖėŊŀȮĔŅĶŐĪĶĔĳŅıĬŇŗĚȮĔŅĶ

ĮĶńĭŏĮĸňŗĵĬĳŅıĬŇŗĚȮ 

 

 

ĔĸńĭĴŅħŌĪňŗȮPowerPointȮĜĬńŘĬŀńĬœľĬĪňŗŏĮƦĬľńĺĕƟŀĵƞŀĵȮŏĶŅĔŖŏĸŊŀĔŐĸŃĔŖĪņĔŅĶȮIndent ĔŖėŊŀ Decrease 

ĪņĔŅĶĸħľńĺĕƟŀĴńĬȮ 
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ŒľƟĴńĬĸĚĴŅŏĮƦĬľńĺĕƟŀĵƞŀĵȮŐĭĭĬňŘĪņœĮŏĶŊŗŀĵŕȮĸńĔļĦŃĬňŘŏĶŅĔŖěŃœħƟĽœĸħƢŐĨƞĸŃĽœĸħƢȮŐĸŃĔŖŏĬŊŘŀľŅĵƞŀĵĪňŗ

ŀĵŌƞŒĬĽœĸħƢĬńŘĬŕ 

 

 

ŏľŖĬœľĴĺƞŅŀńĬĬňŘŏĮƦĬĔŅĶĚƞŅĵĔĺƞŅĪňŗĪƞŅĬěŃĴŅĪņĔŅĶȮŏĕŅŏĶňĵĔĺƞŅȮCopy Paste ŐĸŃĔŖĬńŗĚěńħœĮȮľĸŅĵŕȮ

ĪƞŅĬȮĪņőħĵĔŅĶŒĽƞȮText Box ĞŉŗĚĴńĬĔŖěŃĪņŒľƟĔŅĶĮĶńĭŐĨƞĚĵŋƞĚĵŅĔŒĬĳŅĵľĸńĚȮȮ 
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ĨŀĬĬňŘŏĶŅĔŖĸŀĚĪņħŌȮĔŖėŊŀėŋĴĕƟŀĴŌĸĪňŗŏĮƦĬĕƟŀĴŌĸĵƞŀĵȮŐĸŃĔŖŏĸŊŀĔĮŋƙĴȮIncrease ȮĨĶĚĬňŘĔŖėŊŀȮIndent ĔŖėŊŀĮƤħŏĕƟŅœĮȮ 

 

 

ŏĮĸňŗĵĬĨńĺŏĸŊŀĔĔŅĶĬņŏĽĬŀŐĸŃĴŋĴĴŀĚȮ 
ĪňĬňŘȮıŀŏĶŅœħƟĽœĸħƢŏĶňĵĭĶƟŀĵŐĸƟĺȮĽœĸħƢľĸńĔŐĸŃĔŖŏĬŊŘŀľŅĵƞŀĵŒĬĽœĸħƢŐĸƟĺȮŏĴŊŗŀĽńĔėĶŌƞĬňŘŏĶŅĴŅŀĵŌƞĪňŗȮ

ĴŋĴĴŀĚȮOutline ĩƟŅĔĸńĭĴŅĪňŗȮNormal ȮŏĶŅĔŖěŃŏľŖĬŏĸĵĺƞŅȮŏĶŅĴňĽœĸħƢŀŃœĶĭƟŅĚ 

 

  



 

22 
 

 

 

ŀńĬĬňŘėŊŀŒĬľĸńĔĔŅĶȮěņœħƟœľĴȮĔƞŀĬŏĶŇŗĴĬņŏĽĬŀŏĶŅěŃĨƟŀĚĺŅĚőėĶĚŏĶŊŗŀĚĔƞŀĬȮĺŅĚĕƟŀėĺŅĴĔƞŀĬȮŐĸŃĔŖěńħ

ĕƟŀėĺŅĴŒľƟĽĺĵĚŅĴȮŐĸŃĔŖŒĽƞĶŌĮĳŅıȮĨŀĬĬňŘŏĶŅŏĶŇŗĴœħƟŐĸƟĺȮŏĶŅœħƟĕƟŀėĺŅĴŐĸƟĺȮĩńħœĮȮĴŋĴĴŀĚĩńħœĮȮĪňŗŏĶŅěŃĪņ

ėĺŅĴĶŌƟěńĔĔńĬĔŖėŊŀĺƞŅŒĬĨĶĚŏĬŊŘŀľŅĨĶĚĬňŘȮĕƟŀėĺŅĴĪňŗŐĽħĚȮĮĔĨŇŐĸƟĺŏĶŅěŃŏľŖĬĺƞŅȮFonts ĴńĬŀŅěěŃĵńĚœĴƞĩŌĔŒěȮ

ŀŅěěŃĵńĚœĴƞħŌĬƞŅĽĬŒěȮŐĸŃœĴƞĽĺĵĚŅĴ 

 

  



 

23 
 

ľĸŅĵŕȮĪƞŅĬĔŖėĚěŃŒĝƟĺŇīňĔŅĶȮĺƞŅœĴƞĵŅĔȮěńħȮFonts ĪņœĚȮHighlight ĮŋƛĮȮœĮĪňŗȮHome ŒĝƞœľĴȮŏĸŊŀĔŐĭĭȮ

Fonts ŏĸĵȮŐĭĭĬňŘŏĮƦĬĨƟĬȮȮĞŉŗĚĪƞŅĬěŃĨƟŀĚŏĸŊŀĔȮŐĸŃĔŖĪņĔŅĶěńħĪńŘĚľĴħĬňŘȮľĸŅĵĽœĸħƢŏĸĵȮŒĝƟŏĺĸŅŏĵŀŃĴŅĔ 

 

ħŇĜńĬĴňŏĪėĬŇėľĬŉŗĚȮĪƞŅĬěŃĮĶńĭȮFonts ĪńŘĚľĴħĬňŘ ĪňŏħňĵĺıĶƟŀĴĔńĬĪŋĔĽœĸħƢŒľƟĮĶŅĔĢȮFonts ŒĬĶŌĮŐĭĭ

ŏħňĵĺĔńĬœħƟĵńĚœĚȮȮĬńŘĬŏĶŅĴŅħŌőėĶĚĽĶƟŅĚȮĺƞŅŒĬȮ1 ĽœĸħƢȮĴńĬěŃĴňĨńĺĪňŗŏĮƦĬȮTitle ŀńĬĬňŘėŊŀȮFonts ĪňŗŏĮƦĬȮTitle  
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ŐĸŃȮFonts ĪňŗŏĮƦĬȮĽƞĺĬĪňŗŏĮƦĬĨńĺȮOutline ĕŀĚĴńĬȮ 

 

 

ĜĬńŘĬĺŇīňĔŅĶěńħĴŋĴĴŀĚŀńĬľĬŉŗĚĔŖėŊŀěŃŒĝƟȮView ŏľĴŊŀĬŏħŇĴȮ 

 

  



 

25 
 

ŏĴŊŗŀĽńĔėĶŌƞŏĶŅĶŌƟěńĔȮView ĨƞŅĚŕȮŐĸƟĺȮĩńħœĮŏĶŅĴŅħŌŒĬĽƞĺĬĪňŗŏĮƦĬȮMaster View*ȮMaster View ĬňŗĔŖėŊŀ

őėĶĚĽĶƟŅĚľĸńĔĕŀĚȮPowerPointȮŏĸĵȮȮĜĬńŘĬŏĶŅœĮĪňŗȮSlideȮMaster  
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ěŃŏľŖĬĺƞŅŀńĬĬňŘėŊŀőėĶĚĕŀĚȮPowerPoint ŒĬőėĶĚĬňŘȮěŃŏľŖĬĺƞŅĽœĸħƢŐĶĔĽŋħȮĪňŗŒľĠƞĽŋħȮĴńĬěŃėĸŋĴĪŋĔ

ĽœĸħƢĪňŗŀĵŌƞŒĬœĲĸƢĬňŘȮȮ 

 

 

ĬńŘĬŒĬȮPresentation ĬňŘĔŖėŊŀȮ1ȮœĲĸƢȮĨńĺĽœĸħƢľĸńĔŒľĠƞȮěŃŏľŖĬĺƞŅȮClick to edit Master title ĨĶĚĬňŘėŊŀȮ

Title ȮĩƟŅŏĶŅěŃĪņĔŅĶŏĮĸňŗĵĬĽňĕŀĚȮTitleȮĭŀĔĺƞŅĨĶĚĬňŘŏĶŅŀĵŅĔěŃœħƟȮFonts ŒľƟħŌŏħƞĬĝńħȮŏĬŊŗŀĚěŅĔĴńĬŏĮƦĬľńĺ

ŏĶŊŗŀĚŏŀŅŏĮƦĬĽňŀŀĔĽƟĴŕȮŐĸƟĺĔńĬȮ 

 

  



 

27 
 

Fonts ĪňŗŏĶŅěŃŒĝƟ ĩƟŅŒĝƟŏĮƦĬĳŅļŅœĪĵħŇĜńĬŐĬŃĬņȮFonts œĪĵ-ŀńĚĔķļĪňŗĴńĬĴňĨńĺŀńĔļĶĪňŗŏĪƞŅĔńĬȮĔŖěŃ

ŐĬŃĬņŀĵƞŅĚŏĝƞĬȮLeelawadee ľĶŊŀȮTahoma ĔŖěŃŒľƟĶŌĮŐĭĭȮFonts ĳŅļŅœĪĵľĶŊŀŀńĚĔķļĪňŗŏĪƞŅĔńĬȮ 

 

 

ĔņľĬħĕĬŅħĕŀĚȮFonts ľńĺŏĶŊŗŀĚŀŅěěŃŏĮƦĬȮFonts ĨńĺŀńĔļĶŒľƟĴńĬľĬŅȮŏıŊŗŀŏĬƟĬŒľƟħŌĝńħŏěĬ 
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ȮĽńĚŏĔĨĺƞŅŒĬĕĦŃĪňŗŏĶŅĔņľĬħĪňŗ SlideȮMaster ĨńĺŒľĠƞĽŋħȮĴńĬěŃėĶŀĭėĸŋĴŒĬȮLayout ĕŀĚĽœĸħƢȮĨĶĚ

ĬňŘĔŖėŊŀȮLayoutȮŏĺĸŅĪňŗŏĶŅŏĮƕħĽœĸħƢĴŅȮŏĶŅĽŅĴŅĶĩĔņľĬħœħƟĺƞŅŒľƟĴňŐėƞȮTitle ŀĵƞŅĚŏħňĵĺœľĴȮľĶŊŀŏĮƦĬĽœĸħƢĺƞŅĚŕȮ

ıĺĔĬňŘėŊŀĽœĸħƢȮLayout 

 

 

ěŅĔĬńŘĬŏĶŅĸŀĚȮClose ŀŀĔĴŅħŌȮĨĶĚĬňŘŏĶŅŀĵŌƞĪňŗȮMaster View ŏĶŅĮƕħȮMaster View ŀŀĔĴŅȮĪňĬňŘŒĬ

ĶŌĮŐĭĭĕŀĚĽœĸħƢĨĶĚĬňŘȮ 
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ěŃŏľŖĬĺƞŅĵńĚœĴƞŏĮĸňŗĵĬȮŏĬŊŗŀĚěŅĔĺƞŅŏĶŅĴňĔŅĶȮCopy ĴŅȮPaste ŏĶŅœĴƞœħƟĽĶƟŅĚĽœĸħƢĨńŘĚŐĨƞĨƟĬȮ 

 

 

ĺŇīňĔŅĶŀńĬľĬŉŗĚĔŖėŊŀŏĶŅĴŅħŌĴŋĴĴŀĚĪňŗȮSorter View ĪŋĔĽœĸħƢȮľńĺŏĶŊŗŀĚľĶŊŀȮTitle ĬňŘėĺĶěŃŏĮĸňŗĵĬŏĮƦĬĽňĽƟĴ 
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ŏĸŊŀĔĪńŘĚľĴħŏĸĵȮȮĪńŘĚľĴħĬňŘŏĶŅěŃĪņĔŅĶȮReset ėƞŅȮŏėĸňĵĶƢėƞŅĕŀĚĴńĬȮŒľƟĴńĬĨŅĴȮTemplates ĪňŗŏĶŅ

ĔņľĬħœĺƟŏĴŊŗŀĽńĔėĶŌƞĬňŘȮ 

 

 

ŏľŖĬœľĴĺƞŅĨŀĬĬňŘȮTitle ŏĮĸňŗĵĬŏĮƦĬĽňĽƟĴŐĸƟĺȮȮȮ 
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ŏħňŚĵĺĴŅĸŀĚħŌŀňĔĶŀĭľĬŉŗĚȮȮĩƟŅĩńħœĮŏĶŅěŃŒĽƞőĸőĔƟŒľƟĔńĭĪŋĔĽœĸħƢȮȮŐĨƞĔƞŀĬĔŅĶŒĽƞőĸőĔƟŒľƟĔńĭĪŋĔĽœĸħƢȮ

ħŇĜńĬŏĝŊŗŀĺƞŅľĸŅĵĪƞŅĬėĚěŃĭŀĔȮŀƟŅĺ,,,őĸőĔƟĴńĬŏĮƦĬĶŌĮĳŅıȮInsert Picture ŏĸĵȮŒĝƞœľĴȮŐĸŃĔŖĪņœĚȮŏŀŅĶŌĮĳŅı

ĴŅěŅĔȮDevice ĬňŘȮŏŀŅĴŅěŅĔŏėĶŊŗŀĚĬňŘ Insert  

 

 

ŐĸŃĔŖŀĵƞŅĚœĶȮěńħĔŅĶĵƞŀȮĺŅĚĨņŐľĬƞĚȮCopy ŐĸŃĔŖœĮȮPaste ŏĮƦĬȮ10 ĽœĸħƢ 
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ĜĬńŘĬĨŀĬĬňŘŏĶŅěŃœĴƞĪņŐĭĭĬńŘĬȮĔŅĶŒĽƞőĸőĔƟŒľƟĔńĭĪŋĔĽœĸħƢȮľĶŊŀĺƞŅŏĶŅěŃĴŅŏĮĸňŗĵĬȮFonts ĨĶĚĭĶŇŏĺĦĪňŗ

ŏĮƦĬľńĺŏĶŊŗŀĚĵƞŀĵȮŒľƟŒľĠƞĔĺƞŅĬňŘȮŐĸŃĔŖŏĮĸňŗĵĬȮBullet ŒľƟŏĮƦĬĽňĽńĬĴŅĔĔĺƞŅĬňŘȮŏĶŅěŃĪņıĶƟŀĴĔńĬĪŋĔĽœĸħƢȮěņœħƟœľĴȮ

œĮĪňŗœľĬȮœĮĪňŗŀŃœĶȮViewȮŏĸŊŀĔȮSlide Master ŒĝƞœľĴ 

 

 

ȮŐĸƟĺŏĶŅĔŖŏĸŊŗŀĬœĮěĬĽŋħŏĸĵȮœĮĪňŗĽœĸħƢĪňŗŒľĠƞĽŋħŏĸĵȮŀńĬĬňŘėŊŀėĸŋĴĪŋĔĽœĸħƢȮ 
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ěŅĔĬńŘĬȮŏĶŅĔŖĴŅŒĝƟĔŅĶȮInsert ŏĸŊŀĔ Picture  

 

 

ĶŌĮĳŅıŀĵŌƞĪňŗœľĬȮěŃŏŀŅĴŅěŅĔȮInternet ľĶŊŀŀĵŌƞĭĬŏėĶŊŗŀĚȮŒĽƞĶŌĮĳŅıŏĕƟŅĴŅȮŀńĬĬňŘėŊŀĳŅıőĸőĔƟȮ 
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őĸőĔƟĬňŘŏĺĸŅĺŅĚœĴƞėĺĶœĮĺŅĚŐĭĭĬňŘȮėŊŀĴńĬěŃœĮĪńĭŏĬŊŘŀľŅ 

 

 

ėĺĶěŃĺŅĚŏĸňŗĵĚĔĶŀĭĕŀĚĕƟŀėĺŅĴȮŒľƟŀĵŌƞĴŋĴŒħĴŋĴľĬŉŗĚȮĭĶŇŏĺĦĪňŗŏĶŅĮŃȮŏľŖĬĨńĺĮŃĨĶĚĬňŘȮŀńĬĬňŘėŊŀĔĶŀĭĕƟŀėĺŅĴȮȮȮ

ĜĬńŘĬėĺĶěŃĺŅĚŒľƟŀĵŌƞĪňŗĴŋĴȮĴŋĴĭĬȮĞƟŅĵĕĺŅȮľĶŊŀĸƞŅĚĔŖœħƟ 
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ĩńħœĮœħƟőĸőĔƟŐĸƟĺȮŏĶŅĭŀĔĺƞŅŒĬĭĶŇŏĺĦĪňŗŏĮƦĬľńĺŏĶŊŗŀĚĵƞŀĵĬňŗȮŏĶŅěŃŒľƟȮFonts ĨńĺŒľĠƞĔĺƞŅĬňŘľĬƞŀĵȮ

ŏĮĸňŗĵĬŏĮƦĬȮLeelawadee ŏıŊŗŀĪňŗĺƞŅœĪĵ-ŀńĚĔķļěŃŏĪƞŅĔńĬȮ 

 

 

ŏĮĸňŗĵĬŏĮƦĬȮLeelawadee ŏĽĶŖěȮœĞĽƢĕĬŅħĽńĔĮĶŃĴŅĦȮ24 ŀĵƞŅĚĬňŘŏĮƦĬĨƟĬ 
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ŏĮĸňŗĵĬȮBullet ĬŇħľĬŉŗĚȮBullet ĔŖŀĵŌƞĪňŗȮHome Bullet ŒľƟŏĮƦĬĽňŗŏľĸňŗĵĴȮȮŐĸŃĔŖŒĬȮBullet ĨĶĚĬňŘȮBullet ěŃŒĝƟŏĮƦĬ

ĶŌĮŐĭĭĽńĠĸńĔļĦƢŏėĶŊŗŀĚľĴŅĵĩŌĔĨƞŅĚŕȮĔŖœħƟȮĨĶĚĽňŗŏľĸňŗĵĴĨĶĚĬňŘȮĴňĔŅĶŒĽƞŏĸƞĬĽňĽńĬĬŇħľĬŉŗĚȮŒľƟħŌŏĮƦĬīňĴŏħňĵĺĔńĬȮ

ľĶŊŀěŃŒĝƟŏĮƦĬĶŌĮĳŅıŏŀŅĴŅĺŅĚŏĮƦĬȮBullet ĔŖœħƟȮŏĶňĵĭĶƟŀĵŐĸƟĺ 

 

 

ėĶŅĺĬňŘŏĶŅĴŅĸŋƟĬĔńĬȮĺƞŅőĸőĔƟěŃĮĶŅĔġĪŋĔĽœĸħƢœľĴȮŐĸŃĔŖŀŃœĶėŃȮBullet ěŃĴňĪŋĔŏĬŊŘŀľŅœľĴȮŒĬŐĨƞĸŃ

ĽœĸħƢȮŏĶŅĨƟŀĚĔĸńĭœĮĪňŗȮSlide Master Tab ĔƞŀĬȮŐĸŃĔŖœĮȮClose Master ViewȮȮ 
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ĴŅħŌĴŋĴĴŀĚĨńĺĪňŗŏĮƦĬȮSorter  

 

 

ĨńĺĬňŘĔŖěŃŏľŖĬĽœĸħƢŏĶňĵĚĔńĬȮŏľŖĬœľĴĺƞŅĴňőĸőĔƟĮĶŅĔĢĪŋĔĽœĸħƢŐĸƟĺȮĚƞŅĵœľĴȮŐĸŃĔŖŒĬĕĦŃŏħňĵĺĔńĬȮŏĬŊŘŀľŅĪňŗŀĵŌƞĕƟŅĚ

ŒĬȮľńĺĕƟŀĵƞŀĵĔŖŏĮƦĬȮBullet ŐĸŃĔŖŏĮƦĬȮFonts ĨŅĴĪňŗŏĶŅĔņľĬħȮ 
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ħńĚĬńŘĬŀńĬĬňŘĔŖėŊŀŏĪėĬŇėĪňŗŏĶŅěŃŒĝƟŒĬĔŅĶĽĶƟŅĚĚŅĬĬņŏĽĬŀŒľƟŀĵƞŅĚĚƞŅĵȮŐĸŃĽŇŗĚĪňŗĽņėńĠŏĸĵĔŖėŊŀĺƞŅŏĺĸŅĪňŗ

ŏĶŅěŃĬņŏĽĬŀȮŏĶŅěŃĨƟŀĚĴňĔŅĶĴŅĨĶĺěėĺŅĴŏĶňĵĭĶƟŀĵȮŏĶŅěŃĨƟŀĚĴňĔŅĶĮĶńĭŐĔƟȮœĴƞĺƞŅěŃŏĮƦĬȮFonts ĮĶńĭŐĔƟȮ

Bullet ľĶŊŀőėĶĚĽĶƟŅĚĨƞŅĚŕĬňŗȮŏĶŅěŃĪņœħƟĚƞŅĵĔŖėŊŀĨńĺȮSlide Master ĬńŗĬŏŀĚȮ 

ĬńŘĬĽĶŋĮȮŒĬĽƞĺĬĪňŗŏĶŅěŃĪņĔŅĶěńħĔŅĶĬņŏĽĬŀĬňŘȮȮŏĴŊŗŀĽńĔėĶŌƞĬňŘĔŖėŊŀŏĶŅĪņĔŅĶŐĪĶĔıĺĔĳŅıőĸőĔƟȮŒľƟĔńĭ

ĪŋĔĽœĸħƢȮĪňŗĽņėńĠŏĸĵĔŖėŊŀĨƟŀĚľŅĮŋƙĴȮSlide Master ŒľƟŏěŀȮěŅĔĬńŘĬȮŀĵƞŅĸŊĴŏĸĵ!!ȮĨƟŀĚœĮėĸŇĔĽœĸħƢĪňŗŀńĬŒľĠƞĽŋħȮ

ĭĬĽŋħŏĸĵȮŏŀŅŐĶĔĽŋħŏĸĵȮŏıŊŗŀĪňŗěŃŒľƟĴńĬėĶŀĭėĸŋĴĪńŘĚľĴħȮěŅĔĬńŘĬŏĶŅěŃŒĽƞĳŅıőĸőĔƟľĶŊŀěŃĮĶńĭŏĮĸňŗĵĬȮFonts 

ŒħŕȮĔŖĨŅĴȮŐĸŃĔŖĔĸńĭĴŅĪňŗȮNormal View ĔŖėŊŀȮClose Slide Master ŀŀĔĴŅȮĪŋĔĪƞŅĬĔŖěŃœħƟįĸĚŅĬěŅĔĪňŗœħƟ

ĽŅīŇĨœĮŏĴŊŗŀĽńĔėĶŌƞĬňŘ 
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ĔņľĬħėƞŅĔŅĶĨńŘĚėƞŅĔŅĶıŇĴıƢĽņľĶńĭĚŅĬĬņŏĽĬŀ 
ĩńħœĮȮŏĶŅĔŖěŃĴŅħŌĔńĬĺƞŅľĸńĚěŅĔĪňŗŏĶŅĔņľĬħıĺĔĨńĺŀńĔļĶĨƞŅĚŕȮŏĶňĵĭĶƟŀĵŐĸƟĺȮœħƟőĸőĔƟŏĶňĵĭĶƟŀĵŐĸƟĺȮ

ĔŅĶĽĶƟŅĚĚŅĬĬņŏĽĬŀĩńħœĮĔŖėŊŀ ŏĶŅěŃĨƟŀĚŏĨĶňĵĴĬņŏĽĬŀ ĽŇŗĚĪňŗĽņėńĠĔŖėŊŀŏŀĔĽŅĶĮĶŃĔŀĭȮľĸŅĵĪƞŅĬĔŖŏŀƠŃ,,,Īņ

ĵńĚœĚȮěŃĪņŏŀĔĽŅĶĮĶŃĔŀĭȮŏŀĔĽŅĶĪňŗħňĔŖėŊŀĨƟŀĚœĮŒĽƞŒĬȮWord ľĶŊŀŏĮĸƞŅȮĪņŏĮƦĬȮPDF œĲĸƢĵńĚœĚ ŀńĬĬňŘĔŖėŊŀĶŌƟĽŉĔ

ĺƞŅěŃĵŋƞĚĵŅĔœľĴȮœĴƞĵŅĔŏĸĵĩƟŅĪƞŅĬĶŌƟěńĔŏĪėĬŇė ŒĬĔŅĶĽĶƟŅĚŏŀĔĽŅĶĮĶŃĔŀĭȮŒĬĪňŗĬňŘĔŖėŊŀŒĝƟȮPowerPoint ŏĬňŗĵ

ŐľĸŃėƞŃȮŐĸŃŏĶŅĔŖœĮħŌĺƞŅŒĬĽƞĺĬĕŀĚȮView ŏľĴŊŀĬŏħŇĴȮ 

 

ŒĬĴŋĴĴŀĚĕŀĚȮHandout ĬŃ HandoutȮĔŖėŊŀěŃŏĮƦĬŏŀĔĽŅĶĮĶŃĔŀĭŐĭĭĬňŘȮȮŒĬȮHandout View Őĭĭ

ĬňŘȮŏĶŅěŃĴňȮHeader ĔŖėŊŀŏĬŊŘŀŏĶŊŗŀĚĪňŗŏĮƦĬ,,,ŏĕŅŏĶňĵĔĺƞŅŏĮƦĬľńĺŏĶŊŗŀĚȮĴňĺńĬĪňŗĬņŏĽĬŀœľĴȮĴňŏĸĕľĬƟŅĵńĚœĚĭƟŅĚȮ 
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ȮĨĶĚĬňŘĔŖėŊŀĽŇŗĚĪňŗŏĶŅĽŅĴŅĶĩıŇĴıƢŒĽƞœĮœħƟŏĸĵȮŀńĬĬňŘŏĶŅĽĴĴĨŇĺƞŅľńĺŏĶŊŗŀĚĕŀĚŏĶŅĔŖėŊŀȮŏĪėĬŇėĔŅĶĬņŏĽĬŀ

ħƟĺĵȮPowerPoint ŏľŖĬœľĴȮĺńĬĪňŗȮĺńĬĪňŗĴňœĺƟĔŖħňŏĶŅěŃœħƟĪĶŅĭĺƞŅŏŀĔĽŅĶĨĶĚĬňŘĕŀĚŏĶŅŏĮƦĬŏĺŀĶƢĝńŗĬĺńĬĪňŗŏĪƞŅœľĶƞȮŐĨƞ

ĩƟŅľĸŅĵŕȮĪƞŅĬĭŀĔĺƞŅĚŅĬıĺĔĬňŘȮőĝĺƢĺńĬĪňŗĬňŘȮŏħňŚĵĺĪŋĔėĬěńĭœħƟŏĸĵȮŏĶŅŏįŅĽœĸħƢŐĬƞĬŀĬȮŏıŇŗĚĪņŏĽĶŖěĶƟŀĬŕȮŏĸĵȮ

ŀŅěěŃŏŀŅĺńĬĪňŗŀŀĔĔŖœħƟȮ 

 

ŐĸƟĺŀŅěěŃŒĽƞŏĮƦĬŏĸĕľĬƟŅȮĮĔĨŇŏĸĕľĬƟŅŏĕŅěŃĴňŒľƟŐĸƟĺȮŀĵŌƞĨĶĚħƟŅĬĸƞŅĚȮ 
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ŐĨƞĪňŗėĺĶěŃŒĽƞĔŖėŊŀĨńĺőĸőĔƟȮŏĶŅĔŖěŃŐĪĶĔőĸőĔƟŏĕƟŅĴŅȮ 

 

 

ŀńĬĬňŘőĸőĔƟĕŀĚĚŅĬıŇĴıƢȮěŃœĴƞŒĝƞőĸőĔƟĭĬĽœĸħƢȮȮŏĮƦĬőĸőĔƟĪňŗŏĶŅıŇĴıƢŀŀĔĴŅŏĮƦĬȮPDF œĲĸƢȮľĶŊŀĺƞŅȮ
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45 
 

ľĶŊŀŀňĔĶŌĮŐĭĭľĬŉŗĚĔŖėŊŀȮĩƟŅŏĶŅœĴƞȮPrint ȮŐĨƞŏĶŅĨƟŀĚĔŅĶŏĔŖĭŏŀŅœĲĸƢŏĬňŗĵĽƞĚœĮŒľƟįŌƟĲƤĚȮŏħňŚĵĺĬňŘŏĶŅŀŅěěŃ
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ŀŀĔĴŅŏĮƦĬĶŌĮŐĭĭĬňŘœħƟ 

 

ŏħňŚĵĺŏĶŅĴŅŏĶŇŗĴĪņĨńŘĚŐĨƞĔŅĶŐĪĶĔĳŅıĔńĬŏĸĵȮĬńŘĬĔŅĶŐĪĶĔĳŅıȮĔŖŐĬƞĬŀĬȮInsert ĶŌĮĳŅıĭĬȮ

PowerPoint ȮĔŖŏĸŊŀĔĴŅěŅĔȮPicture ĔŖœħƟȮľĶŊŀěŃŏĮƦĬıĺĔĳŅıȮıĺĔĶŌĮĪĶĚȮShape ĨƞŅĚŕȮľĶŊŀĺƞŅŏĮƦĬıĺĔȮ

Icon ĨƞŅĚŕȮıĺĔĬňŘȮȮŏĶŅĔŖĽŅĴŅĶĩĪňŗěŃŒĝƟŏĮƦĬıĺĔĳŅıȮĽńĠĸńĔļĦƢȮ 
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ľĶŊŀĺƞŅŏĮƦĬĳŅıĪňŗŏĮƦĬıĺĔȮSticker ľĶŊŀœĮħŅĺĬƢőľĸħĴŅěŅĔȮInternet ĔŖœħƟȮıĺĔĬňŘĔŖěŃĴňŒľƟŒĝƟ 

 

 

ĮĶńĭŏĮĸňŗĵĬĳŅıĬŇŗĚȮ 
ĕŀĔĸńĭĴŅĪňŗ,,,ŏĶŅěŃŏŀŅŏĮƦĬĳŅıīĶĶĴħŅȮŏŀŅŏĮƦĬıĺĔĳŅıĪňŗŏĶŅĴňŀĵŌƞŐĸƟĺȮŏŀŅĴŅěŅĔŏėĶŊŗŀĚĬňŘľĶŊŀœĮľŅ

ĴŅěŅĔŀŀĬœĸĬƢĔŖœħƟȮThis device ĔŖėŊŀŒĬŏėĶŊŗŀĚĬňŘȮĬńŘĬŒĬŏėĶŊŗŀĚĬňŘŏĶŅĔŖœĮȮFolder ĪňŗŏĔŖĭĳŅıȮěŅĔĬńŘĬĔŖŏĸŊŀĔ

ĶŌĮĳŅıĴŅȮĶŌĮĳŅıĬňŘȮŐĸŃĔŖȮInsert ŏĕƟŅĴŅȮ 
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ħńĚĬńŘĬĳŅıĪňŗŏĕƟŅĴŅȮĔŖěŃĴňĕĬŅħŒľĠƞȮŏĶŅĔŖĪņĔŅĶĵƞŀĳŅıȮĮĶńĭĕĬŅħĳŅı 

 

 

ŒĬĕĦŃŏħňĵĺĔńĬȮĩƟŅŏĮƦĬŏĺŀĶƢĝńĬĕŀĚȮMicrosoft 365ȮĴńĬĔŖěŃĴň Design Ideas ĨĶĚĬňŘȮĴŅŒľƟŏĶŅěńħĔŅĶ

ĺŅĚĨņŐľĬƞĚĕŀĚĶŌĮĳŅıœħƟĚƞŅĵĕŉŘĬȮĔŖėŊŀŏĶŅœĴƞĨƟŀĚėŇħŏĸĵĺƞŅŏĶŅěŃħňœĞĬƢĵńĚœĚŒľƟĽĺĵȮŏĕŅĴňĴŅŒľƟŏĸĵ 
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ŐĨƞĩƟŅŏĮƦĬŏĺŀĶƢĝńĬĔƞŀĬĬňŘȮĔŖŀŅěěŃĨƟŀĚĴŅŒĝƟĺŇīňĔŅĶĮĶńĭŐĨƞĚĔńĬĬŇħľĬŉŗĚȮőŀŏė,,,ĬńŘĬĕŀŏŀŅĳŅıīĶĶĴħŅ

ŐĸƟĺĔńĬȮĮƕħŏěƟŅȮDesign Ideas ĬňŘŀŀĔĔƞŀĬȮĬńŘĬěŅĔĳŅıĨĶĚĬňŘȮŏĶŅĽŅĴŅĶĩĪňŗěŃĮĶńĭĕĬŅħȮŒľƟĴňĕĬŅħŏľĴŅŃĽĴŒĬ

ŏĬŊŘŀľŅĪňŗŀĵŌƞĭĬĽœĸħƢȮŐĸƟĺŏĶŅěŃĪņĔŅĶĮĶńĭŐĨƞĚĳŅı 

 

 

ŒĬĕĦŃĪňŗėĸŇĔĪňŗĳŅıěŃŏľŖĬĺƞŅěŃĴňȮPicture FormatȮĕŉŘĬĴŅȮ 

 

  



 

53 
 

ŐĸŃŏĶŅĔŖěŃŏěŀŏėĶŊŗŀĚĴŊŀĪňŗŒĝƟĽņľĶńĭĮĶńĭŐĨƞĚĳŅıȮĬńŘĬŏėĶŊŗŀĚĴŊŀľĸńĔŕȮŏĸĵŏĬňŗĵȮĔŖėŊŀŀĵƞŅĚŏĝƞĬĔŅĶȮCrop, Crop 

ĔŖėŊŀĔŅĶĨńħĭŅĚĽƞĺĬĕŀĚĳŅıĪňŗŏĶŅœĴƞĨƟŀĚĔŅĶȮŐĨƞŀńĬĬňŘėŊŀȮCrop œĮĪňŗȮPicture Format ĴńĬěŃĨńħĳŅıȮŏĮƦĬ

ĸńĔļĦŃėŊŀŏĮƦĬĔŅĶĭńĚȮĭńĚĳŅıĪňŗœĴƞĨƟŀĚĔŅĶœĮ 

 

 

ĔŖœĴƞŒĝƞĽŇŗĚĪňŗŏĶŅĨƟŀĚĔŅĶȮĬńŘĬŏĶŅœĴƞȮCrop ŐĸƟĺȮĬńŘĬĽŇŗĚĪňŗŏĶŅěŃĪņĔŖėŊŀŏĶŅěŃĪņĔŅĶȮRemove Background ĬńŘĬŏĶŅ

œĴƞĨƟŀĚĔŅĶȮBackground  
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ıŀŏĶŅŏĸŊŀĔȮRemove Background ŏĽĶŖě ěŃŏľŖĬĳŅıĬňŘŏĔŇħĭĶŇŏĺĦĪňŗŏĮƦĬĽňĴƞĺĚȮĽňĴƞĺĚĬňŘĔŖėŊŀĭĶŇŏĺĦĪňŗěŃĩŌĔĨńħ

ŀŀĔœĮȮľĶŊŀȮCut ŀŀĔœĮȮ 

 

 

ĬńŘĬĩƟŅŏĶŅĭŀĔĺƞŅȮŏĶŅȮKeep Change ľĸńĚěŅĔĪňŗŏĶŅȮRemove Background ĮŋƛĮȮĴńĬěŃĴňŏėĶŊŗŀĚĴŊŀœĮŏĸĵĺƞŅȮ

őŀŏėœľĴȮĩƟŅŏĶŅőŀŏėȮŏĶŅĵŀĴĶńĭĴńĬĔŖěŃĨńħĨŅĴŀņŏĳŀŒěĕŀĚĴńĬȮĞŉŗĚĴńĬœĴƞĨĶĚĔńĭĽŇŗĚĪňŗŏĶŅĨƟŀĚĔŅĶȮ 
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ĜĬńŘĬĔĸńĭœĮŒľĴƞȮUndo œĮĪňŗ Picture Format, Remove ŀňĔĶŀĭľĬŉŗĚȮĜĬńŘĬĨĶĚĭĶŇŏĺĦĽňĴƞĺĚėŊŀĽŇŗĚĪňŗ

ŏĕŅěŃĨńħȮŏĶŅĨƟŀĚŏŀŅĽňĴƞĺĚŀŀĔȮŀĵƞŅĚŏĝƞĬįĴĕŀĚįŌƟĝŅĵėĬŏĬňŗĵĵńĚėĚĨƟŀĚĴňŀĵŌƞȮĴńĬěŃĴňŏėĶŊŗŀĚĴŊŀŒĬĔŅĶĪňŗěŃĪņĔŅĶ

ŏĕŅĭŀĔĺƞŅȮMark areas to keep ŏĶŅěŃŏĔŖĭĨĶĚœľĬŏŀŅœĺƟȮľĶŊŀŏĶŅěŃĸĭĨĶĚœľĬŀŀĔœĮȮ 

ĬńŘĬŀńĬĬňŘĔŖěŃŏľŖĬĺƞŅȮĔŖĨƟŀĚŕȮPhotoshop ŐĨƞĴńĬĔŖĝƞĺĵŏĶŅœħƟĶŃħńĭľĬŉŗĚŒĬĔŅĶĮĶńĭŐĨƞĚĳŅıȮŐĨƞŀŅěěŃ

œĴƞœħƟŏĬňĵĬŏĪƞŅĔńĭŒĬőĮĶŐĔĶĴŀŊŗĬŕȮĬńŘĬŏĶŅĭŀĔĺƞŅŏĶŅěŃȮMark areas ĨĶĚĬňŘȮŏıŊŗŀĪňŗěŃȮKeep ıŀĺŅħœĮĨĶĚįĴ

ŏľŖĬœľĴȮįĴĴŅŐĸƟĺȮ 
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ŐĕĬŏĽŊŘŀįŌƟľĠŇĚėĬĬňŘŏĔŖĭœĺƟŒĝƞœľĴȮĨĶĚĭĶŇŏĺĦĽňĴƞĺĚȮĴńĬěŃĩŌĔĨńħŀŀĔœĮȮŏĶŅĔŖěŃĪņĔŅĶĮƚŅĵȮŏıŊŗŀŒľƟĽňĴƞĺĚĨĶĚĬńŘĬ

ľŅĵœĮȮĬńŘĬĴńĬĔŖěŃŏľĸŊŀĭĶŇŏĺĦĽňĪňŗŏĮƦĬĽňěĶŇĚŕȮĪňŗŏĕŅěŃŏĔŖĭŏŀŅœĺƟȮ 

 

 

ıŀŏĶňĵĭĶƟŀĵŐĸƟĺŏĶŅėƞŀĵĪņĔŅĶȮKeep Change ŏĶŅĔŖěŃœħƟĳŅıėŌƞőħĵĔŅĶĨńħȮBackground ŀŀĔȮ 
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ŏľŖĬœľĴėŃĺƞŅȮħńĚĬńŘĬŒĬĔŅĶĮĶńĭŐĨƞĚĳŅıŒĬĭĬȮPowerPoint ŏĶŅĽŅĴŅĶĩĪňŗěŃŒĝƟŏėĶŊŗŀĚĴŊŀĔŖėŊŀȮPicture Format 

ŒĬĔŅĶĮĶńĭŐĨƞĚȮĴńĬœĴƞŒĝƞŐėƞŒĬĽƞĺĬĕŀĚĔŅĶ,,,ŏĕŅŏĶňĵĔȮRemove Background ŏĪƞŅĬńŘĬȮŏĶŅĽŅĴŅĶĩĪňŗěŃĮĶńĭŐĨƞĚ

ıĺĔőĪĬĽňȮľĶŊŀĔĶŀĭĕŀĚĶŌĮĳŅıœħƟ 

ĴŅĵĔĨńĺŀĵƞŅĚȮŀĵƞŅĚŏĝƞĬĨĶĚĬňŘȮŏĶŅŏĶňĵĔĺƞŅŏĮƦĬȮEffect ĪňŗŀĵŌƞĭĬȮPicture Tools ŏĝƞĬĶŌĮĳŅıŏĶŅœħƟŏĮƦĬ

ĳŅıĽňȮ 

 

ŏĶŅĨƟŀĚĔŅĶěŃĮĶńĭŐĨƞĚŒľƟŏĮƦĬĽňĕŅĺħņŀĵƞŅĚĬňŘȮĴŅħŌĬŃȮĔŖěŃĴňıĺĔȮColor ŒľƟŏĶŅŏĸŊŀĔŏľŖĬœľĴȮěŅĔĽňĽńĬ

ŏĮƦĬĽňĕŅĺħņȮľĶŊŀĺƞŅŏĮƦĬĽňŀŊŗĬŕȮ 
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ľĶŊŀĺƞŅŀĵŅĔŒĽƞĔĶŀĭŒľƟĔńĭĬƟŀĚľĴňĨńĺĬňŘȮĕƟŅĚĸƞŅĚŏĬňŗĵŏĕŅĴňĔĶŀĭĕŅĺŕȮŒĬȮPicture Format ĔŖěŃĴňĨńĺĪňŗ

ŏĶŅŏĶňĵĔȮPictureȮStyles ĞŉŗĚȮStyles ěŃĴňĪńŘĚĔĶŀĭħņȮĔĶŀĭĕŅĺŒľƟŏĸŊŀĔȮĨĶĚĬňŘĔŖěŃĪņŒľƟĳŅıŏĶŅħŌŏħƞĬĝńħĕŉŘĬ 

 

 

ľĶŊŀĺƞŅœĮŒĽƞȮEffect ŒľƟĔńĭĳŅıȮĔŖěŃĴňŏĮƦĬıĺĔȮEffect ĬŃȮěŃŏĮƦĬĳŅııĺĔŒĽƞŏĚŅœľĴȮľĶŊŀŒľƟŏĮƦĬĳŅı

ĴńĬŏĮƦĬĲŋƚĚŕȮŏĮƦĬŏĚŅĽŃĪƟŀĬŀĵƞŅĚĬňŘȮĔŖŏĸŊŀĔœħƟȮ 
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ľĶŊŀŏĮƦĬıĺĔȮSoft Edge ŏľŖĬœľĴėŃȮŒľƟĴńĬŏĮƦĬŏĚŅĲŋƚĚŕȮŏĕƟŅĴŅěŅĔĶŀĭĬŀĔŐĭĭĬňŘĔŖœħƟ 

 

 

ľĶŊŀŏĴŊŗŀĽńĔėĶŌƞŏĶŊŗŀĚĕŀĚĔŅĶȮCrop ĔŖėŊŀĔŅĶĭńĚĭŅĚĽƞĺĬĕŀĚĳŅıĪňŗĴńĬŏĔŇĬėĺŅĴěņŏĮƦĬœĮȮŏıĶŅŃĺƞŅ

ĭŅĚėĶńŘĚŏĬňŗĵŏĶŅŀŅěěŃĨƟŀĚĪņĔŅĶŏŀŅĳŅıŏĬňŗĵĺŅĚŒľƟĴńĬıŀħňĔńĭĕƟŀėĺŅĴĪňŗĴńĬŀńħŐĬƞĬŀĵŌƞĭĬĽœĸħƢȮŏĶŅĔŖȮCrop 

ĭŅĚĽƞĺĬĪňŗœĴƞĨƟŀĚĔŅĶŒĝƟŀŀĔœĮȮŏľĸƞŅĬňŘĔŖěŃŏĮƦĬŏĪėĬŇėĕŀĚĔŅĶěńħĔŅĶĳŅıȮĞŉŗĚěŃŏľŖĬĺƞŅĳŅıĪňŗĽŊŗŀėĺŅĴľĴŅĵĔŖěŃ

ĝƞĺĵŒľƟĔŅĶĬņŏĽĬŀĴňĮĶŃĽŇĪīŇĳŅıĴŅĔĵŇŗĚĕŉŘĬ 
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ŐĪĶĔŐĸŃěńħĶŌĮŐĭĭĕƟŀėĺŅĴȮĶŌĮĶƞŅĚȮ 

ěńħĶŌĮŐĭĭĕƟŀėĺŅĴ 
ĩńħœĮȮĬŀĔěŅĔĳŅıŐĸƟĺȮŏĶŅĴŅħŌŒĬŏĶŊŗŀĚĕŀĚĕƟŀėĺŅĴȮĕƟŀėĺŅĴĪňŗŀĵŌƞĭĬĽœĸħƢȮĴňħƟĺĵĔńĬȮĔŖėŊŀĕƟŀėĺŅĴĪňŗ

ŏĶŅıŇĴıƢĸĚœĮĭĬĽœĸħƢěŅĔȮLayout ŏĴŊŗŀĪŋĔĪƞŅĬœħƟĪņĔŅĶěńħœĮŒĬĨŀĬŐĶĔŐĸƟĺȮŀňĔŀńĬľĬŉŗĚĔŖėŊŀĩƟŅŏĮƦĬĮĶŃŏĳĪ

ıĺĔĕƟŀėĺŅĴĪňŗŏĶŅěŃŏĽĶŇĴĬňŘȮŏĶŅĔŖĽŅĴŅĶĩĪňŗěŃŐĪĶĔĴŅȮŐĸƟĺĔŖŏĸŊŀĔĺƞŅŏĮƦĬȮText Box ĨĶĚĬňŘ 

 

ŀńĬĬňŘĔŖěŃŏĮƦĬĕƟŀėĺŅĴŀŇĽĶŃȮĪňŗŏĶŅĽŅĴŅĶĩĪňŗěŃŏŀŅĴŅŐĪĶĔĺŅĚĨĶĚĨņŐľĬƞĚœľĬĔŖœħƟĭĬĽœĸħƢȮŏĝƞĬŀńĬĬňŘĔŖ

ėŊŀȮŀŅěěŃŏĮƦĬĭŀĔĺƞŅĕƟŀėĺŅĴȮŐĪĶĔŀĵƞŅĚĬňŘȮŐĸŃĔŖŒĬĽƞĺĬĕŀĚĕƟŀėĺŅĴĨĶĚĬňŘȮĴńĬĔŖěŃŏėĸŊŗŀĬœľĺŀŇĽĶŃȮĞŉŗĚĨĶĚ

ŏĬňŗĵŏĶŅěŃœĴƞĽŅĴŅĶĩœĮěńħĔŅĶĪňŗ Slide Master œħƟȮ 
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ěņœħƟœľĴĔƞŀĬľĬƟŅŏĶŅĭŀĔĺƞŅȮŏĶŅĨƟŀĚĔŅĶĮĶńĭȮFonts ĪŋĔŀńĬŒľƟŏĮƦĬȮFont Leelawadee ĨńĺľĬŅŐĭĭĬňŘȮ

ŐĸŃŒľƟĪŋĔĽœĸħƢŏĮƦĬŏľĴŊŀĬĔńĬȮĜĬńŘĬĨńĺȮText Box ĬňŗȮěŃœĴƞĽŅĴŅĶĩĮĶńĭœħƟĨŅĴĕƟŀėĺŅĴĪňŗŀĵŌƞĭĬȮLayout ĕŀĚ

ĽœĸħƢȮ 

ŀňĔŀńĬľĬŉŗĚȮĔŖėŊŀĕƟŀėĺŅĴĮĶŃŏĳĪĪňŗŏĮƦĬȮWordArt ĔŖėŊŀĨńĺĬňŘȮĨĶĚĬňŘěŃŏĮƦĬĕƟŀėĺŅĴĪňŗěŃĝƞĺĵŒľƟŏĶŅŏĬƟĬėņȮ

ŀŅěěŃŒĝƟŏĮƦĬŏĶŊŗŀĚĕŀĚľńĺŏĶŊŗŀĚ 

Ȯ 

ľĶŊŀĽĴĴĨŇĺƞŅŏĮƦĬĔŅĶĨĸŅħĔŖŀŅěěŃĭŀĔĺƞŅŀńĬĬňŘŏĮƦĬȮPromotion ŀĵƞŅĚĬňŘȮľĶŊŀĺƞŅŏĮƦĬĔŅĶĸħĶŅėŅȮĲĶň

ĨƞŅĚŕȮıĺĔŏĬňŗĵȮĔŖěŃŏĮƦĬėņĪňŗŒľƟĴńĬŏĬƟĬȮŒľƟĝńħĕŉŘĬȮŏĶŅĽŅĴŅĶĩĮĶńĭŐĨƞĚœħƟőħĵœĮĪňŗȮShape FormatȮŏĕŅĔŖěŃĴň

ĶŌĮŐĭĭĕŀĚĨńĺȮWordArt ĨńĺĬňŘȮŒľƟŏĶŅŏĸŊŀĔŒĝƟœħƟŀňĔľĸŅĔľĸŅĵĶŌĮŐĭĭŏĸĵ 
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ĩƟŅŏĶŅĭŀĔĪņŐĸƟĺȮĭŀĔĺƞŅŀĵŅĔŒľƟĴńĬľĬŅȮĴňĕŀĭȮĴňŏĚŅȮĮĶńĭŏĮĸňŗĵĬĽňĨƞŅĚŕȮĩƟŅŏĮƦĬȮPromotion ĔŖŏĮƦĬĽň

ŐħĚŒľƟĴńĬĝńħȮȮěŃŏŀňĵĚĕƟŀėĺŅĴĨƞŅĚŕȮŏıŊŗŀĺŅĚŐĸƟĺŒľƟĴńĬħŌĝńħŏěĬĕŉŘĬȮŀńĬĬňŘĔŖėŊŀŒĬĽƞĺĬĕŀĚĕƟŀėĺŅĴȮ 

 

 

ħńĚĬńŘĬŒĬŏĶŊŗŀĚĕŀĚĔŅĶĮĶńĭŐĨƞĚŀńĔļĶȮŏĶŅĴŅĽĶŋĮĔńĬŀňĔĪňľĬŉŗĚȮĺƞŅĩƟŅŏĶŅěŃŒľƟĕƟŀėĺŅĴĕŀĚŏĶŅȮĴňȮEffect 

ľĶŊŀŏĬƟĬĵŘņĕƟŀėĺŅĴȮěŃŒĝƟĔŅĶœŁœĸĪƢľĶŊŀĺƞŅŏĸŊŀĔĕƟŀėĺŅĴĬńŘĬŕȮŐĸŃĔŖœĮĪňŗȮTab Shape Format ěŅĔĬńŘĬŏĶŅĔŖěŃ

œĮŒĝƟȮWordArt ĝƞĺĵĔŖœħƟ 
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ľĶŊŀĺƞŅŏĶŅěŃœĮŒĝƟıĺĔĔŅĶĮĶńĭȮFonts ĮĶńĭĽňĽńĬĕŀĚȮFonts  

 

 

ľĶŊŀĺƞŅĔŅĶĮĶńĭıĺĔȮŏĕŅŏĶňĵĔĺƞŅŏĮƦĬĔŅĶĮĶńĭŏĪėĬŇėĨƞŅĚŕȮĭĬȮFonts ŒľƟħŌŏħƞĬĝńħĕŉŘĬȮľĶŊŀĔŅĶĔņľĬħȮFonts Ȯ

ŏĺĸŅĪňŗŏĶŅĪņȮFonts œĮŐĸƟĺȮFonts ĕŀĚŏĶŅȮĨƟŀĚĔŅĶŏĮĸňŗĵĬěŅĔĨńĺıŇĴıƢŏĸŖĔŏĮƦĬĨńĺıŇĴıƢŒľĠƞȮıĺĔĬňŘȮĔŖŒĝƟıĺĔȮ

Fonts ĪňŗŏĮƦĬŏėĶŊŗŀĚĴŊŀȮFonts ĔŅĶĔņľĬħıŇĴıƢŏĸŖĔŏĮƦĬıŇĴıƢŒľĠƞŏĬňŗĵėƞŃȮĔŖŏĸŊŀĔŏĮƦĬȮUppercase Ȯ 
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ľĶŊŀĺƞŅŏĸŊŀĔıŇĴıƢŏĸŖĔĪńŘĚľĴħȮıĺĔĬňŘĔŖėŊŀŏľĴŊŀĬĔńĭĪňŗŏĶŅŒĝƟŒĬȮMicrosoft Word ŏĸĵȮľĶŊŀĶŃĵŃĕŀĚ

ĨńĺŀńĔļĶȮĩƟŅĶŃĵŃĕŀĚĨńĺŀńĔļĶȮĴńĬœĴƞıŀħňĔńĭĽœĸħƢȮŒĬȮTab ŏėĶŊŗŀĚĴŊŀȮFont ŏĺĸŅĪňŗŏĶŅėĸŇĔĪňŗĮŋƙĴȮFont Options 

ĴńĬĔŖěŃĴňŏėĶŊŗŀĚĴŊŀŒľƟŏĶŅĔņľĬħœħƟŀňĔĺƞŅŒĬȮFonts ĨĶĚĬňŘȮĽŅĴŅĶĩĪňŗěŃĔņľĬħȮCharacter Space ĺƞŅŒĬĨńĺȮ

Character Space ŒľƟĴńĬŐĬƞĬľĶŊŀĺƞŅȮŏĕŅŏĶňĵĔĕƟŀėĺŅĴĴńĬĔĶŃěŅĵŀŀĔœĮŒľƟĴńĬĔĺƟŅĚĕŉŘĬȮŀńĬĬňŘėŊŀŐĬƞĬĕŉŘĬȮľĶŊŀ

ĺƞŅŒľƟĴńĬĔĶŃěŅĵŀŀĔœĮœħƟĔĺƟŅĚĕŉŘĬȮŏıŊŗŀŒľƟĴńĬŏľĴŅŃĽĴĔńĭĔŅĶĺŅĚĭĬĽœĸħƢȮCondensed ľĶŊŀĺƞŅȮExpanded ĔŖ

ėŊŀĨńĺĬňŘŒľƟĴńĬĕĵŅĵȮľĶŊŀĺƞŅĔĶŃěŅĵĕƟŀėĺŅĴŀŀĔœĮȮĨńĺŀńĔļĶŀŀĔœĮȮŀńĬĬňŘĔŖėŊŀŀňĔŏĪėĬŇėľĬŉŗĚ 

 

 

ľĶŊŀŏĶŅĨƟŀĚĔŅĶŏĬƟĬĺƞŅľńĺĕƟŀŏĬňŗĵĽņėńĠĬŃȮĕňħŏĽƟĬŒĨƟȮĬńŘĬŏĽƟĬŒĨƟĨĶĚĬňŘȮĔŖœĮĔņľĬħœħƟŀňĔĺƞŅȮŒĬĨńĺĪňŗŏĮƦĬȮ

Font Options ĺƞŅŏĽƟĬŒĨƟĪňŗŒĝƟȮěŃŏĮƦĬŏĽƟĬėŌƞȮŏĽƟĬľĬŅȮŏĽƟĬĪŉĭȮĽňŀŃœĶȮĨĶĚĬňŘȮȮĔŖĔņľĬħŒĬĽƞĺĬĕŀĚĨńĺȮFont 

Options œħƟľĴħŏĸĵȮ 
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ŐĸŃĪňŗĽņėńĠŏĸĵĔŖėŊŀȮFonts ĪńŘĚľĴħĪňŗŏĶŅĪņȮĩƟŅŏĶŅĭŀĔĺƞŅ,,,őŀŏėĪńŘĚľĴħȮ20 ĽœĸħƢȮȮŒĝƟȮFont Leelawadee ĴŅȮ

ŏĮĸňŗĵĬŒěœħƟœľĴȮĕŀŏĮĸňŗĵĬŏĮƦĬȮFont Tahoma ĽĴĴĨŇŏĶŅěŃŐĔƟœĕȮFont ĪńŘĚľĴħĪňŗŏĔŇħěŅĔȮText Box ľĶŊŀĺƞŅ

ĪńŘĚľĴħŒĬĽœĸħƢĬňŘȮœħƟĵńĚœĚȮ 

ĜĬńŘĬĔŅĶŐĔƟœĕĶŌĮŐĭĭŀńĔļĶŒľƟĔńĭĪŋĔĽœĸħƢŏĸĵȮĨĶĚĬňŘĝƞĺĵĪƞŅĬœħƟŏĵŀŃŏĸĵȮĔŖėŊŀœĮĪňŗȮTab Home ŐĸƟĺĔŖ

ŏĸŊŀĔėņĽńŗĚȮľĶŊŀĮŋƙĴȮReplace ĨĶĚĬňŘȮĞŉŗĚŒĬĮŋƙĴȮReplace ĴńĬěŃĴňȮReplace Fonts ěŃĝƞĺĵĪņŒľƟŏĶŅĮĶńĭŐĨƞĚȮ

Font ĪńŘĚľĴħœħƟȮ 
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ŏħňŚĵĺŏĶŅĴŅĸŀĚħŌĔńĬȮĵĔĨńĺŀĵƞŅĚŏĝƞĬȮěŅĔĽœĸħƢĪňŗŏĶŅĺŅĚőėĶĚœĺƟŏĴŊŗŀĽńĔėĶŌƞĬňŘȮěŃŏľŖĬĺƞŅȮFont ĪńŘĚľĴħĨĶĚ

ĬňŘŏĮƦĬȮLeelawadee ŏĶŅěŃĪņĔŅĶŏĮĸňŗĵĬȮFont Leelawadee ĨĶĚĬňŘȮĪńŘĚľĴħŏĸĵȮĪŋĔĽœĸħƢŏĸĵȮĪňŗŏĮƦĬȮ

Leelawadee ŒľƟŏĮƦĬȮTahoma ȮŏĴŊŗŀĔňŘŏĶŅĭŀĔĺƞŅœĮĪňŗȮHome ŐĸŃĔŖœĮĪňŗȮReplace, Replace Fonts ŒĝƞœľĴėŃȮ

Font ĪňŗŏĶŅŏĸŊŀĔŀĵŌƞȮĦȮĨŀĬŏĬňŗĵėŊŀȮLeelawadee ŏĶŅĭŀĔĺƞŅœĴƞŏŀŅŐĸƟĺȮŏĶŅěŃȮPcnj_acȮJccj_u_bccȮugrfźȮ

ħƟĺĵȮFont ĪňŗŏĮƦĬĶŌĮŐĭĭȮTahoma, Tahoma ĔŖěŃŏĮƦĬȮFont ľĬŅŕȮĬŇħľĬŉŗĚȮ 

 

ıŀŏĶŅĔħȮReplace ŏľŖĬœľĴȮĶŌĮŐĭĭĕŀĚȮFont ŏĮĸňŗĵĬœĮŐĸƟĺ 
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ŏĶŅĸŀĚĴŅħŌįĸĚŅĬĪňŗœħƟȮěŃŏľŖĬĺƞŅĨŀĬĬňŘȮFont ĩŌĔŏĮĸňŗĵĬŏĮƦĬ TahomaȮŐĸƟĺȮĪŋĔĽœĸħƢŏĸĵħƟĺĵȮŏľŖĬœľĴȮ

ĪŋĔĽœĸħƢŏĸĵȮĪŋĔȮFont ĪňŗŏĮƦĬȮLeelawadee ěŃĩŌĔŏĮĸňŗĵĬĶŌĮŐĭĭŏĮƦĬȮTahoma ŏľŖĬœľĴȮĺƞŅŀńĬĬňŘėŊŀėĺŅĴĚƞŅĵ

ŒĬĔŅĶěńħĔŅĶĨńĺŀńĔļĶŒľƟĔńĭĪŋĔĽœĸħƢȮĞŉŗĚŏĮƦĬŏĪėĬŇėĪňŗŏĶŅėĺĶěŃŏŀŅœĮŒĝƟȮȮŒĬĽƞĺĬĕŀĚȮFonts ĔŖœħƟěĭĸĚœĮŐĸƟĺ 

 

 

ĪňĬňŘŏĶŅĴŅħŌěŅĔĚŅĬŏħŇĴĪňŗŏĶŅœħƟĺŅĚŏŀŅœĺƟĺƞŅȮħŇĜńĬœħƟĪņĔŅĶĽŅīŇĨŒľƟħŌŐĸƟĺĺƞŅŒĬĶŌĮŐĭĭĕŀĚĔŅĶĪņĽŊŗŀȮ

Marketing ȮŒĬŏĶŊŗŀĚĕŀĚĔŅĶőęļĦŅľĸńĔĽŌĨĶȮŏĴŊŗŀĽńĔėĶŌƞȮŏĶŅĔŖœħƟĶńĭėĺŅĴĶŌƟĺƞŅȮŏĶŅĺŅĚĶŌĮĳŅıĵńĚœĚȮěńħĔŅĶĶŌĮĳŅı

ĵńĚœĚȮěńħŀńĔļĶĵńĚœĚȮ 
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ėĶŅĺĬňŘŏĶŅĴŅĸŀĚħŌĔńĬȮĺƞŅŀńĬĬňŘėŊŀĶŌĮŐĭĭȮĨńĺŀńĔļĶĪňŗěŃŒĝƟȮĽƞĺĬŒľĠƞĳŅļŅŀńĚĔķļȮħŇĜńĬĔŖěŃœĴƞŒĝƟȮ

Angsana ŐĬŃĬņĺƞŅŀŅěěŃŏĮƦĬıĺĔȮSegoe ľĶŊŀȮFont ŀŃœĶĪňŗĴńĬħŌĸńĔļĦŃėŊŀħŌŒľƟĴńĬŏĮƦĬĸńĔļĦŃőĴŏħŇĶƢĬȮ

Segoe UI ŀĵƞŅĚŏĬňŗĵȮĔŖěŃħŌőĴŏħŇĶƢĬĬŇħľĬŉŗĚȮľĶŊŀŀĵƞŅĚĨńĺȮFont ĳŅļŅœĪĵŏŀĚȮĨĶĚĬňŘȮĔŖěŃŒĝƟŏĮƦĬıĺĔȮFont 

ŀĵƞŅĚŏĝƞĬȮKanit, Kanit œĴƞŒĝƞȮDefault Fonts ĪňŗĴňĴŅȮŐĨƞĬňŗŀŅěěŃŏĮƦĬȮFont ĪňŗĪņŒľƟħŌŀŀĔŐĭĭźħŌŐĭĭȮĚŅĬħŌ

ħňœĞĬƢĔĶŅĲĲƕĔĬŇħľĬŉŗĚȮ 

 

ĩƟŅľĸŅĵĪƞŅĬĭŀĔĺƞŅȮFonts ĪňŗĴňĴŅĔńĭőĮĶŐĔĶĴȮĴńĬĵńĚħŌœĴƞőĴŏħŇĶƢĬıŀȮŀĵŅĔœħƟĸŌĔŏĸƞĬȮFont ĪňŗŏĵŀŃĔĺƞŅ

ĬňŘȮĔŖŐĬŃĬņŒľƟœĮĪňŗŏĺŖĭœĞĨƢĬňŘŏĸĵėƞŃȮwww.f0nt.com ȮĭĬȮf0nt.com ĬňŘěŃĴňĶŌĮŐĭĭĕŀĚȮFonts ŒľƟŏĶŅŏĸŊŀĔ

ħŅĺĬƢőľĸħĴŅŒĝƟœħƟŏĸĵȮŏĕŅĔŖěŃĴňĶŌĮŐĭĭȮŀĵƞŅĚŏĝƞĬȮěŋĿŅĳĶĦƢĸŇĕŇĨȮŏľŖĬœľĴ 
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ŏĶŅĔŖĨƟŀĚħŌħƟĺĵȮĺƞŅĩƟŅŏĶŅŏĽĬŀĨƞŅĚĝŅĨŇȮŐĸƟĺŏĶŅĴŅŒĝƟȮFonts œĪĵŀĵƞŅĚĴńĬĔŖěŃœĴƞœħƟŒĝƞœľĴȮĔŖĨƟŀĚħŌ

ĶŌĮŐĭĭȮıŀŏĶŅħŅĺĬƢőľĸħȮFonts ŏľĸƞŅĴŅȮŏĶŅĔŖŏŀŅȮFonts ĪňŗŏĶŅħŅĺĬƢőľĸħȮĴŅŏĔŖĭœĺƟĪňŗŏėĶŊŗŀĚĕŀĚŏĶŅȮĔŖėŊŀŀĵŌƞ

ĳŅĵŒĨƟȮDrive C Windows ŐĸŃĔŖȮFolder Fonts ŏŀŅĴŅĺŅĚŏĸĵȮŏŀŅĴŅĺŅĚŏĽĶŖěȮȮŀĵƞŅĚŏĝƞĬȮFonts ĪňŗħŇĜńĬĺŅĚĬňŘȮ

ĔŖěŃœĮĪņĔŅĶŏĶňĵĔŒĝƟœħƟěŅĔĨńĺőĮĶŐĔĶĴȮPowerPoint ŏĸĵȮĔŖėŊŀĪņĔŅĶħŅĺĬƢőľĸħȮFonts, Copy ĴŅĺŅĚŒĬȮ

Folder Fonts ĪňŗŀĵŌƞĳŅĵŒĨƟȮWindows ŐĸŃĔŖȮDrive C ŏĪƞŅĬňŘȮĔŖěŃĪņŒľƟŏĶŅĴňȮFonts ŒĝƟœħƟľĸŅĔľĸŅĵȮŏıŊŗŀŒľƟĪņ

ĔŅĶĽĶƟŅĚĚŅĬĕŀĚŏĶŅœħƟħŌőĴŏħŇĶƢĬĵŇŗĚĕŉŘĬ 
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ŐĪĶĔĨŅĶŅĚȮŐįĬĳŌĴŇȮSmartArtȮŐĸŃĽŊŗŀȮŐĪĶĔŐĸŃěńħĶŌĮŐĭĭĨŅĶŅĚ 
ėĶŅĺĬňŘȮĬŀĔěŅĔȮFont ĶŌĮĳŅıŐĸƟĺȮĵńĚœĴƞıŀȮĔŅĶĽĶƟŅĚĚŅĬĬņŏĽĬŀŀňĔŏĪėĬŇėľĬŉŗĚĔŖėŊŀĔŅĶŒĝƟĨŅĶŅĚŏĕƟŅ

ĴŅĝƞĺĵŒĬĔŅĶĬņŏĽĬŀȮĔŅĶŒĝƟŐįĬĳŌĴŇȮľĶŊŀĺƞŅĔŅĶŒĝƟȮSmartArt  

 

 

ŐĪĶĔĨŅĶŅĚȮȮ 
ŏĶŅĴŅĪņėĺŅĴĶŌƟěńĔĔńĬŒĬŐĨƞĸŃĽƞĺĬȮŏĶŇŗĴŐĶĔŏĸĵȮŏĺĸŅŏĶŅĬņŏĽĬŀĕƟŀĴŌĸŏĬňŗĵȮĩƟŅĕƟŀĴŌĸŏĶŅŏĮƦĬĨŅĶŅĚŐĭĭ

ĬňŘȮĔŖěŃħŌœĴƞĽĺĵĚŅĴŒĝƞœľĴ 
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ĔŅĶĽĶƟŅĚĨŅĶŅĚȮĽŇŗĚŐĶĔŏĸĵŏĶŅĨƟŀĚĪĶŅĭĺƞŅȮĨŅĶŅĚĪňŗŏĶŅěŃĽĶƟŅĚĴňĔňŗȮRow ĔňŗȮColumn,ȮRow ĔŖėŊŀ

ŐĬĺĬŀĬȮColumn ĔŖėŊŀŐĬĺĨńŘĚŐĭĭĬňŘȮȮĜĬńŘĬŒĬĨŅĶŅĚĬňŘȮĩƟŅŏĶŅĬńĭħŌĨŅĶŅĚĬňŘŏĶŅĴňȮ1 2 3 4 5 Rows ĴňȮ3 

Columns, Column ėŊŀŐĬĺĨńŘĚŒĝƞœľĴȮ1 2 3 ĴňȮ3 Columns ĬńŘĬĩƟŅŏĶŅěŃĽĶƟŅĚĨŅĶŅĚĨĶĚĬňŘĕŉŘĬĴŅȮŐĬƞĬŀĬŏĶŅĔŖȮ

Insert ŏĸĵȮŐĸŃĔŖŏĸŊŀĔȮTable ĴńĬĔŖěŃĴňŏěƟŅȮCell ŏĸŖĔŕȮĬňŘŏľŖĬœľĴȮœĸƞĸĚĴŅȮĨŀĬĬňŘěŃŏľŖĬĺƞŅĴńĬėŌĦȮ4, 4 Rows 

ŐĸƟĺȮ5 Rows ŐĨƞĵńĚȮ1 Column ŀĵŌƞ ŏĶŅĔŖĸŅĔŏĴŅĽƢœĮȮ2 Columns 3 Columns ŏĽĶŖěŐĸƟĺėĸŇĔȮŏĶŅĔŖěŃœħƟ

ĨŅĶŅĚȮŏľŖĬœľĴȮ 

 

 

ŀńĬĬňŘėŊŀŏĶŅœħƟĨŅĶŅĚĪňŗȮĨŅĴĕĬŅħĪňŗŏĶŅĶŃĭŋœĺƟ 
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ŒĬĕĦŃŏħňĵĺĔńĬȮĩƟŅŏĶŅĴňĨŅĶŅĚŀĵŌƞŐĸƟĺŏĮƦĬĨŅĶŅĚĪňŗŏĶŅȮCopy ĴŅěŅĔĪňŗŀŊŗĬȮŐĨƞŏĶŅĭŀĔĺƞŅŏĶŅŀĵŅĔŒľƟ

ĨŅĶŅĚŏĶŅħŌĽĺĵĚŅĴȮĬƞŅĽĬŒěĴŅĔĔĺƞŅĬňŘȮŀńĬĬňŘŏĮƦĬĨŅĶŅĚŐėƞŏĮƦĬŏĽƟĬĕňħīĶĶĴħŅȮŏĶŅĔŖœĮĪňŗȮTab Table DesignȮ

ŏľŖĬœľĴȮŏĕŅĔŖěŃĴňȮTable Style ŒľƟŏĶŅŏĸŊŀĔĺƞŅĽœĨĸƢĕŀĚĨŅĶŅĚĬňŘȮŏĶŅěŃŏŀŅŏĮƦĬŐĭĭœŁœĸĪƢœĸƞŏĜħœľĴȮĽĸńĭĽň

ŏľŖĬœľĴȮ 

 

 

ĨĶĚĬňŘĔŖěŃĪņŒľƟŏĶŅħŌĕƟŀėĺŅĴœħƟĚƞŅĵĕŉŘĬŒĬŐĬĺȮRow ľĶŊŀŒėĶĝŀĭĽňŐĭĭȮHigh Color ŏĸĵŀĵƞŅĚĬňŘȮĔŖĽŅĴŅĶĩŏĸŊŀĔ

œħƟȮ 
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ĔŖĴňȮ2ȮŐĭĭĔŖėŊŀŏĶŅœĮŐĪĶĔĨŅĶŅĚĴŅŒľĴƞŏĸĵȮŐĸŃĔŖĪņĔŅĶŒĽƞĕƟŀĴŌĸĸĚœĮȮľĶŊŀŏĶŅĴňĨŅĶŅĚŀĵŌƞŐĸƟĺȮŏĶŅœĮ

ĪňŗȮTable Design ŐĸŃĔŖœĮĔņľĬħĽœĨĸƢĕŀĚĨŅĶŅĚȮĬńŘĬĪňŗŏľĸŊŀĔŖěŃŏĮƦĬŏĶŊŗŀĚĕŀĚĔŅĶĔņľĬħıĺĔĔŅĶĮĶńĭȮFont 

ĨƞŅĚŕȮĬňŗĔŖėŊŀŒĝƟŏĪėĬŇėĪňŗŏĶŅŏĶňĵĬĴŅŐĸƟĺȮĺƞŅěŃĔņľĬħıĺĔȮFont ėĸŇĔĕĺŅĔŖœħƟȮėĸŇĔĕĺŅľĶŊŀĺƞŅěŃœĮŒĝƟȮTab 

Home ŐĸŃĔŖȮFont ĔŖœħƟȮĔņľĬħȮFont Size ŀĵƞŅĚĬňŘȮŏĮƦĬĨƟĬȮŏĶŅĔŖěŃœħƟĨŅĶŅĚŐĸƟĺŀĵƞŅĚĚƞŅĵȮ 

ĩńħœĮȮĕƟŀĴŌĸĩƟŅĬņŏĽĬŀŒĬĨŅĶŅĚȮőŀŏėĴńĬĔŖĴŀĚħŌĝńħŏěĬĔŖěĶŇĚȮŐĨƞĺƞŅĴńĬœĴƞȮŏĕŅŏĶňĵĔĺƞŅŀŃœĶȮœĴƞĽĶŋĮȮœĴƞ

ĽŅĴŅĶĩĪňŗěŃĨŀĭőěĪĵƢȮĴŀĚĮŋƛĮŐĸƟĺĪĶŅĭŏĸĵĺƞŅĨĔĸĚȮŀĵƞŅĚĕƟŀĴŌĸĕŀĚĔŅĶĕŅĵŒĬŐĨƞĸŃĳŌĴŇĳŅėȮĳŅėœľĬȮ

ĵŀħĕŅĵȮœħƟĽŌĚĔĺƞŅŏĮƚŅĪňŗĨńŘĚœĺƟȮėŊŀĩƟŅŏĮƦĬĨńĺŏĸĕěŃŏľŖĬĺƞŅȮŏĶŅĨƟŀĚĴŅĬńŗĚŏĮĶňĵĭŏĪňĵĭĨńĺŏĸĕȮŐĬƞĬŀĬŏĸĵĔŅĶŒĝƟ

ĔĶŅĲĝƞĺĵĪņŒľƟĕƟŀĴŌĸĕŀĚŏĶŅȮħŌœħƟĚƞŅĵŐĸŃĔŖĝńħŏěĬĕŉŘĬȮĜĬńŘĬľĸŅĵėĬĭŀĔĔĶŅĲȮĴńĬĔŖĨƟŀĚœĮĪņȮExcel ľĶŊŀŏĮĸƞŅȮ

ĩƟŅĔĶĦňĕƟŀĴŌĸŏĶŅœĴƞœħƟŏĵŀŃĴŅĔȮŏĶŅĽŅĴŅĶĩĪňŗěŃĪņĔĶŅĲĭĬȮPowerPoint œħƟŏĸĵȮ 

 

ŐĪĶĔŐĸŃĮĶńĭŏĮĸňŗĵĬŐįĬĳŌĴŇȮȮ 
ĺŇīňĔŅĶĔŖėŊŀŏĶŅĔŖĪņĔŅĶȮInsert ŀĵƞŅĚĬňŘȮŐĸŃĔŖŏĸŊŀĔĝŅĶƢĨȮĔĶŅĲĕŀĚŏĶŅ ěŃŏĮƦĬĔĶŅĲȮPie ĔĶŅĲŐĬĺĨńŘĚȮ

ŐĬĺĬŀĬȮĩƟŅĨƟŀĚĔŅĶŏěŅŃĸŉĔŒĬŏĶŊŗŀĚĕŀĚĔĶŅĲĔŖœĮħŌŒĬľĸńĔĽŌĨĶĕŀĚȮMicrosoft Excel œħƟȮěŃĴňĔŅĶŏěŅŃĸŉĔŒĬ

ŏĶŊŗŀĚĕŀĚĔĶŅĲȮĞŉŗĚŏĮƦĬŏĪėĬŇėŏħňĵĺĔńĬŏĸĵȮ 
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ŏıĶŅŃĺƞŅŀŃœĶȮŏıĶŅŃĺƞŅĽĴĴĨŇŏĶŅĭŀĔĺƞŅŏĶŅŏĸŊŀĔĔĶŅĲȮColumn ĨŀĬĪňŗŏĶŅŐĪĶĔĔĶŅĲŏĕƟŅĴŅȮŏĕŅĔŖěŃ

œĮħŉĚȮFeature ĕŀĚȮExcel ŏľŖĬœľĴȮěŃŏľŖĬĺƞŅŏĶŅěŃŏľŖĬĨŅĶŅĚĕŀĚȮExcelȮĨŅĴĴŅħƟĺĵĺƞŅėŋĦĨƟŀĚŒĽƞĕƟŀĴŌĸȮŒĬ

ŐĬĺȮRow ĔńĭȮColumn ŒľƟėĶĭȮ 

 

 

ŒĬĪňŗĬňŘħŇĜńĬœĴƞıŇĴıƢŒľĴƞŐĸƟĺĔńĬȮŏıĶŅŃĺƞŅħŇĜńĬĴňĕƟŀĴŌĸĪňŗŀĵŌƞŒĬĨŅĶŅĚŏħŇĴŐĸƟĺȮĔŖėŊŀȮCopy ĴŅȮCopy ĴŅȮ

ŐĸŃĔŖŏŀŅĴŅĺŅĚĪńĭĔńĭĕƟŀĴŌĸĪňŗŀĵŌƞŒĬȮExcel ĬňŘȮŏĶŅĴňŐėƞȮ3 Columns ĬńŘĬĸĭŀŀĔœĮȮ1 Column  

ŀńĬĬňŘĔŖėŊŀĕƟŀĴŌĸĪňŗŏĶŅŏŀŅœĮĺŅĚŒĬȮExcel ĪňŗŏĕŅĴňĴŅŒľƟȮėŊŀȮExcel ĨńĺĬňŘȮĴńĬěŃĩŌĔİƤĚŀĵŌƞĭĬȮPowerPoint 

ŏĸĵȮőħĵŀńĨőĬĴńĨŇȮĜĬńŘĬȮľĸŅĵĪƞŅĬĪňŗĭŀĔĺƞŅĩĬńħŒĬŏĶŊŗŀĚĕŀĚĔĶŅĲȮExcel ŀĵŌƞŐĸƟĺŏĬňŗĵȮĔŖĽŅĴŅĶĩĪňŗěŃŒĝƟœħƟŏĸĵȮıŀ

ŏĶŅĺŅĚĕƟŀĴŌĸŒĬȮExcel ĨńĺĬňŘŐĸƟĺŏĬňŗĵȮľĬƟŅĨƞŅĚȮExcel ŐĸƟĺȮPowerPoint ĔĶŅĲĪňŗŏĶŅĪņĔŅĶĽĶƟŅĚĕŉŘĬĴŅȮĔŖěŃœħƟ

ĔĶŅĲĨĶĚĔńĭĕƟŀĴŌĸĪňŗŀĵŌƞŒĬĨŅĶŅĚȮȮ 
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ŀńĬĬňŘĔŖŏĮƦĬĔŅĶĬņŏĽĬŀŏĮĶňĵĭŏĪňĵĭĵŀħĕŅĵĔńĭŏĮƚŅĪňŗĨńŘĚŏŀŅœĺƟȮěŃŏľŖĬĺƞŅĭĶŇļńĪĬňŗ Sales ŏĔƞĚĴŅĔŏĸĵȮŏĕŅ

ŏĶňĵĔĺƞŅŀŃœĶȮĵŀħĕŅĵȮĽňĽƟĴȮĪņœħƟĽŌĚĔĺƞŅŏĮƚŅĪňŗĨńŘĚœĺƟĪŋĔĳŅėŏĸĵȮŀĵƞŅĚĬňŘŏĮƦĬĨƟĬȮŏľŖĬœľĴĺƞŅĕƟŀĴŌĸĪňŗŏĶŅŏľŖĬĔŖěŃ

ĝńħŏěĬȮĩƟŅŏĶŅőŀŏėŐĸƟĺȮŏĶŅĔŖĮƕħȮExcel œĮȮExcel ĨńĺĬňŘĔŖěŃŏĮƦĬȮExcel ĪňŗĩŌĔİƤĚŀĵŌƞĔńĭȮPowerPoint ĴńĬĔŖěŃĩŌĔ

ěńħĔŅĶĮƕħœĮȮŐĸŃĔŖěŃŏľĸŊŀĔĶŅĲĪňŗŏĶŅĽĶƟŅĚœĺƟĺŅĚŀĵŌƞĭĬĽœĸħƢŒľƟŏĶŅœħƟŒĝƟĚŅĬ 

 

ľĸńĚěŅĔĪňŗŏĶŅĪņĔŅĶĮƕħȮExcel œĮȮŏĶŅĔŖěŃœħƟĕƟŀĴŌĸĕŀĚĔĶŅĲȮĪňŗŐĽħĚĭĬȮPowerPoint ŐĭĭĬňŘȮėĶŅĺĬňŘ

ĴŅħŌĺƞŅȮĔĶĦňĪňŗĔĶŅĲĪňŗœħƟȮŏĶŅĭŀĔĺƞŅŀĵŅĔěŃĮĶńĭŏĮĸňŗĵĬĨƞŅĚŕȮĔĶŅĲȮ  
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ĜĬńŘĬĺŇīňĔŅĶĔŖėŊŀȮĴńĬěŃĴňŏėĶŊŗŀĚĴŊŀĪňŗĝŊŗŀĺƞŅȮChart Design ĨĶĚȮChart Design ŏĶŅĽŅĴŅĶĩĪňŗěŃĪņĔŅĶ

ĮĶńĭĶŌĮŐĭĭĕŀĚĔĶŅĲȮľĶŊŀĺƞŅĽœĨĸƢĕŀĚĔĶŅĲœħƟȮŏĕŅĔŖěŃĴňȮTemplates ĴŅŒľƟŏĶňĵĭĶƟŀĵŏĸĵĺƞŅȮŏĝƞĬȮŏĶŅěŃőĝĺƢ

ĕƟŀĴŌĸȮĶŌĮŐĭĭĔĶŅĲŏĮƦĬĶŌĮŐĭĭŀŃœĶȮŏľŖĬœľĴȮőĝĺƢĨńĺŏĸĕœľĴĺƞŅŐĨƞĸŃŐĪƞĚŏĬňŗĵȮĽŌĚŏĪƞŅœľĶƞȮľĶŊŀĺƞŅěŃĪņĔŅĶ

ŏĸŊŀĔŒľƟĴňŏĮƦĬŐĩĭĪŉĭŐĭĭĬňŘĔŖœħƟȮŏĶŅĔŖěŃœħƟĶŌĮŐĭĭĔĶŅĲĪňŗħŌĬƞŅĽĬŒěĴŅĔĕŉŘĬȮ 

 

ĽƞĺĬĕŀĚĕƟŀĴŌĸŒĬĔĶŅĲȮŒĬȮChart Design ŏĴŊŗŀĽńĔėĶŌƞĬňŘŏĶŅŏĸŊŀĔĶŌĮŐĭĭĸƞŃȮĔĸńĭœĮŏĮƦĬĶŌĮŐĭĭĪňŗīĶĶĴħŅ

ŀĵƞŅĚĬňŘȮőĝĺƢĨńĺŏĸĕĕŉŘĬĴŅŐĸƟĺ 
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ıĺĔĕƟŀėĺŅĴĨƞŅĚŕȮľĶŊŀĕƟŀĴŌĸĨƞŅĚŕȮıĺĔĬňŘȮȮœĴƞĺƞŅěŃŏĮƦĬĨńĺŀńĔļĶȮŏĶŅĔŖŒĝƟŏėĶŊŗŀĚĴŊŀĪňŗĝŊŗŀĺƞŅȮTab 

Format ĨĶĚȮTab Format ĔŖěŃȮFormat ŒĬĽƞĺĬĕŀĚĨńĺŀńĔļĶľĶŊŀĕƟŀėĺŅĴĨƞŅĚŕȮĨĶĚĬňŘŀĵƞŅĚȮChart Title ŏĶŅ

ĭŀĔĺƞŅȮĽĶŋĮĵŀħĕŅĵȮĵŀħĕŅĵĮƖȮ2563ȮŐĸŃĔŖĪņĔŅĶŒĝƟŏėĶŊŗŀĚĴŊŀȮFormat ĨĶĚĬňŘŒĬĔŅĶĮĶńĭŐĨƞĚȮĽňĽńĬĕŀĚȮFontȮ

ľĶŊŀĺƞŅěŃŒĝƟıĺĔȮWordArtȮĨŅĴĪňŗŏĶŅŏėĵŏĶňĵĬœĮĔŖœħƟȮŐĨƞĩƟŅŏĶŅěŃĮĶńĭĽňȮĮĶńĭĶŌĮŐĭĭĕŀĚȮFont ĔŖŒĝƟȮĺŇīňĔŅĶėĸŇĔ

ĕĺŅĔŖœħƟĶŌĮŐĭĭȮFont ĪňŗŏĶŅěŃŒĝƟȮėĺŅĴľĬŅȮFont ĨƞŅĚŕȮľĶŊŀĽňĕŀĚȮFont ĔŖėŊŀŏĸŊŀĔěŅĔĨĶĚĬňŘŏĸĵĔŖœħƟȮŐĨƞŀńĬĬňŘĔŖ

ěŃŏľŖĬĺƞŅȮĴńĬĔŖěŃĚƞŅĵ 

 

ĩńħĴŅȮŏėĶŊŗŀĚĴŊŀĪňŗŒĝƟŏĴŊŗŀĽńĔėĶŌƞĬňŘȮŏĶŅĶŌƟěńĔȮChart Design ŐĸƟĺ ħňœĞĬƢŏĬňŗĵȮěŃŏĬƟĬėĺŅĴĽĺĵĚŅĴȮĽňĽńĬŒľƟĔńĭ

ĔĶŅĲȮľĶŊŀĺƞŅĮĶńĭĶŌĮŐĭĭĕŀĚĔĶŅĲĪňŗŐĽħĚȮľĶŊŀŏĶŅĽŅĴŅĶĩĪňŗěŃĪņĔŅĶĔņľľĬħĶŌĮŐĭĭĔĶŅĲȮěŅĔĔĶŅĲŐĪƞĚ

ŏĮƦĬĔĶŅĲȮPie  
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ŐĪĶĔȮSmart Art 
ŀńĬĬňŘĨƟŀĚħŌȮĺƞŅĕƟŀĴŌĸĪňŗŏĶŅĬņŏĽĬŀȮĴńĬŏľĴŅŃĽĴĔńĭĔĶŅĲĝĬŇħœľĬȮĬŀĔěŅĔĔĶŅĲŐĸƟĺȮŏĶŅĽŅĴŅĶĩĪňŗěŃ

ĬņŏĽĬŀŒĬĶŌĮŐĭĭĪňŗŏĶŅŏĶňĵĔĺƞŅŏĮƦĬȮDiagramȮľĶŊŀȮSmartArt, SmartArt ĔŖėŊŀĨńĺȮDiagram ĜĬńŘĬŒĬĔŅĶĪņȮ

SmartArt ĬňŘȮĴńĬěŃĴňĕńŘĬĨŀĬĔŖėŊŀĺƞŅȮŀĵƞŅĚŏĝƞĬŏĶŅĭŀĔĺƞŅȮŏĶŅĨƟŀĚĔŅĶĪňŗěŃĬņŏĽĬŀŒĬĸńĔļĦŃĕŀĚȮProcess 

ĕńŘĬĨŀĬĔŖėŊŀȮĳŅėŏľĬŊŀȮĳŅėĔĸŅĚȮĳŅėŒĨƟȮĳŅėĨŃĺńĬŀŀĔȮŐĭĭĬňŘŏĮƦĬĨƟĬȮħŇĜńĬěŃĪņĔŅĶĽĶƟŅĚȮSmartArt ĸńĔļĦŃ

ĬňŘŒľƟħŌȮ 

 

ĺŇīňĔŅĶėŊŀȮInsert ŐĸŃĔŖŏĸŊŀĔȮSmartArt ŒĬĮŋƙĴȮSmartArt ĔŖěŃĴňĶŌĮŐĭĭĕŀĚȮSmartArt Graphic ŒľƟ

ŏĶŅŏĸŊŀĔȮĕŉŘĬŀĵŌƞĔńĭĕƟŀĴŌĸĪňŗŏĶŅěŃĬņŏĽĬŀȮŀĵƞŅĚŏĝƞĬĸńĔļĦŃĕŀĚĕƟŀĴŌĸĪňŗŏĮƦĬȮList ĔŖėŊŀœĸƞĸĚĴŅŏĸĵĺƞŅ Step 1 2 

3 ıĺĔĬňŘȮĔŖěŃŏĮƦĬȮSmartArt ĪňŗŏĮƦĬȮList ŒľƟŏĶŅŏĸŊŀĔȮŏĕŅĔŖěŃŏĮƦĬȮGraphic ŒľƟŏĶŅŏĸŊŀĔŏĸĵ 
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ľĶŊŀĩƟŅŏĮƦĬĸńĔļĦŃĕŀĚȮProcess ŐĭĭŏĴŊŗŀĽńĔėĶŌƞĬňŘȮĔŖėŊŀȮ1ȮĨƟŀĚœĮȮ2 ŐĸŃœĮȮ3 ȮŀńĬĬňŘėŊŀȮProcess ĔŖěŃ

ĴňĸŌĔĻĶĝňŘŒľƟŏĸĵȮŐĸŃĔŖŒĝƟĨńĺȮSmartArt ŒĬĶŌĮŐĭĭȮProcess ľĶŊŀŏĮƦĬȮCycle ľĶŊŀŏĮƦĬĸńĔļĦŃŏĮƦĬőėĶĚȮ

Hierarchy ŀńĬĬňŘŀŅěěŃŏĮƦĬıĺĔȮOrganize Chart ŀĵƞŅĚĬňŘȮȮŏĶŅĔŖŒĝƟŏĮƦĬĸńĔļĦŃĕŀĚȮHierarchy œħƟ 

 

ėĺŅĴĽńĴıńĬīƢĴňėĺŅĴĽńĴıńĬīƢĵńĚœĚȮŏĮƦĬĸńĔļĦŃĕŀĚȮMatrix ĪņıĺĔȮSwot ĨƞŅĚŕȮľĶŊŀĺƞŅŏĮƦĬĸńĔļĦŃ

ĕŀĚȮPyramid ŐĽħĚĕƟŀĴŌĸĮĶŃĝŅĔĶȮŐĽħĚĕƟŀĴŌĸĵŀħĕŅĵȮŏĮƦĬĶŌĮĳŅıľĶŊŀœĮħŅĺĬƢőľĸħŏıŇŗĴŏĨŇĴĴŅěŅĔȮ

Internet ĔŖĴňŒľƟŏĸŊŀĔŏĵŀŃŐĵŃĴŅĔĴŅĵŏĸĵȮěŃŏľŖĬĺƞŅŏĵŀŃĴŅĔȮŒĬĽƞĺĬĕŀĚĨńĺȮSmartArt Graphic ŏŀĚȮ

ĵĔĨńĺŀĵƞŅĚŏĝƞĬȮŏĴŊŗŀĽńĔėĶŌƞħŇĜńĬŏĸŊŀĔŏĮƦĬĶŌĮŐĭĭĕŀĚȮProcess ŏĮƦĬŐĭĭĬňŘȮŏĮƦĬŐĭĭȮBox Box ŐĭĭĬňŘȮŏĽĶŖěŐĸƟĺĔŖ

ĔħȮOK Ȯ 
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ŀńĬĬňŘėŊŀȮDefault SmartArt ĪňŗŏĶŅŏĶŇŗĴĽĶƟŅĚĨńŘĚŐĨƞŐĶĔȮ 

 

 

ěŅĔĬńŘĬȮŏĶŅĔŖĪņĔŅĶıŇĴıƢĕƟŀėĺŅĴĸĚœĮĺƞŅȮŏĶŅěŃŒľƟĴňĕƟŀĴŌĸŀŃœĶŒĬȮSmartArt ĭƟŅĚȮŀĵƞŅĚĬňŘŏĮƦĬĨƟĬȮŐĸŃ

ĔŖıŇĴıƢȮĔĶĦňĪňŗȮBox ĪňŗŒľƟŏĬňŗĵȮ3ȮBoxes œĴƞıŀ ŏĶŅĨƟŀĚĔŅĶĪňŗěŃĪņĔŅĶŏıŇŗĴȮBox ĕŉŘĬĴŅȮŏĺĸŅĪňŗŏĶŅėĸŇĔĪňŗĮŋƙĴ

ħƟŅĬĞƟŅĵĕŀĚȮSmartArt ĨńĺĬňŗȮĨĶĚĬňŘěŃŏĮƦĬĭĶŇŏĺĦĪňŗŒľƟĪņĔŅĶŏıŇŗĴȮĔŖėŊŀŐėƞȮEnter ĸĚĴŅŏĸĵȮŐĸŃĔŖıŇĴıƢĕƟŀėĺŅĴ

ŏıŇŗĴȮŏĶŅĔŖěŃœħƟȮBox ŏıŇŗĴŏĕƟŅĴŅ 

 

  














































































































































