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Create New | Create from File

Ohject bype:

:

A
Bitmap Image
DecoType Maskh

DecoType Rug'ah

Microsoft Equation 3.0

Microsoft Graph Chart

Microsoft Office Excel 97-2003 Worksheet
Microsoft CFfice Excel Binary Worksheet [V] [ Display as icon

v Inserts a new Adobe Acrobat Docurment object
Em into your document,

i [o]4 ‘ [ Cancel

Object -

. Create New

.Word
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Word

Paste Home
Paste . Paste Special

(- ) .Special

Source:  Microsoft OFfice Excel Worksheet
Sheet1IR1C1

As:
(%) paste: Microsoft Office Excel Worksheet Object
i, | Formatted Text (RTF)
O paste ok: UnFormatted Text
Picture {Windows Metafile)
Bitrnap
Picture (Enhanced Metafile

Unformatted Unicode Text

Inserts the contents of the Clipboard as HTML Format,

i Ok i [ Cancel

Paste Special -

Ok Paste As

Object

Object Text Insert
.Object

Create From file
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Browse

Link to file

Object Text Insert

) Object Object
|'I| 2%

Create Mew | Create from File L

File pame:

FribookiICDLY, S ol Ex-01 i ol b ndlixls

[ Link ba File
[ isplay as icon

v, Inserts the contents of the file into your
Em dacurnent so that you can edit it later using the
application which created the source file.

. Object -
Create From File
Browse

.Ok Link to File
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Ctri+T
Ctrl+Shift+l
.Home
Borders " " All borders
.Paragraph
Shading

Visual Basic For VBA
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(- ) Record Macro
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Record Macro

Macro name:

Macre2

o

Button Keyboard

Skore macro in:
|A|I Documents (Mormal . dotm) Bl

Description:

I Ok I [ Cancel

Macro name "

. ¥
Store Macro in " !

" All Document

) Macro_ed.docx

."Normal.dotm"

" Description

Assign macro to "



Ok

/ Ctrl+B
.Home Bold " 4
Home Font
Word
Word
Ctri+B
.Home Font
VBA

UsingFontDialog



Word 2007

bold font

Sub usingFontdilog()
Using FontDilog
With Selection.font
.Name = "Courier "
.Size =10
.Bold = True
Jtalic = False
.Underline = wdUnderlineNone
. UnderlineColor = wdColorAutomatic
.StrikeThrough = False
.DoubleStrikeThrough = False
.Outline = False
.Emboss = False
.Shadow = False
.Hidden = False
.SmallCaps = False
AllCaps = False
.Color = wdColorAutomatic
.Engrave = False
.Superscript = False
.Subscript = False

.Spacing=0
.Scaling = 100
.Position =0
.Kerning =0
.Animation = wdAnimationNone
End With
End Sub
Font

UsingBoldButton

Ctri+B

Sub usingBoldButton()
UsingBoldButton Macro
SelecTion . Font.Bold = wdToggle
End Sub
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Quick
.Access

Quick Access toolbar

.Word Option .Office Office

.Word Options
.Customize
Choose Commands From

. - Macros



wDrd Options {=aff+ 4}

Fopular
e @ Customize the Quick Access Toolbar and keyboard shortcuts.

Display

Choose commands from: i Customize Quick Access Toalbar: (i
Proofing
— Macras [vl Forall documents (default] [vl
Save
Advanced +«Separaters = save

2 HormalNewMacros.Macrol ¥} Undo »
Custamize 2 HormalNewMacros.Macro2 ™ Redo
T o Normal NewMacros, s iz &5 open

& Mormal.NewMarros. iz s

Trust Center E

Resources L LaJl Jleis ] [Caenoe .
wo 9,5Wll, [Caemore ] sl Az 5,5kl

| f

[ Show Quick Access Toalbar below the Ribbon

{efpoard sporteuts:

n n _Add
. .Quick Access Toolbar
Word Options Ok .

.- Quick Access

Record

. Keyboard Macro
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.Word Options .Word Options Office
.Customize
Customize Word Options

Customize Keyboard "

|' ustomize Keyboard 2%

Commands:

Normal. kewr:

Current keys: Press new shortcuk key:

Sawe changes in: | Mormal | s

Close

Customize Keyboard -

Macros Categroies

. Current Key
Press new Shortcut Key
. (Alt+M )

" Press new Shortcut key



Press
Customize Keyboard new Shortcut key
Current Keys Assign
Word
Ok Close
.Word Options

" "Memo &5 Ctrl+M
M

! ! Word Ctrl+M .Memo

Tab



Word 2007

Quick
Access

Macros Code Developer

" " Macro Name Macros

(- )" " Macro Name

acrus E@
[Macro name: y

b milapn Run

A

Organizer. ..

Macros in: | All active templates and documents [v]

Cancel

! " Word ) Run
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[ 2 -

“licrosoit Yisual Basic

Run-kime error '5941"

The requested member of the collection does not exist,

End Help
VBA VBA
VBA
End
VBA
Debug (VBA) Visual Basic Editor
VBA Word

- VBA



MICrosort Yisual Basic - Normal [break]

i File Edit View Inset Format Debug Addins  Window

W ] - 3 5@ in7, conn

Praject - Normal

& Normal (General) T
(2] Microsoft Word Objects

=5 Madules Sub kgl al)
o NewMacros i
-8 Project (Document2) ! syl Macro
(=15 Microsoft word Objects Uoalaas Jla Lgmegg By deai 5,38 g1 Julail 4 usia
) ThisDocument .
-[7] References Tindows ("DocumentZ ") . Aetivate
[ indows ("Macro") . Aetivate
Windows {"Document2 "] . hetivate
Windows {"Macra”] . Aetivate
Selection.MovelUp Unit:=wdParagraph, Count:=1
Selection.MoveDown Unit:=wdParagraph, Count
With Selection.Borders (wdBorderTop
.LineStyle = Options.DefaultBorderLineStyle
.LineWidth = Options.DefaultBorderLineVidch
.Color = Options.DefaultBordscColor
End With
With Selection.Borders (vdBorderLeft
.LineStyle = Options.DefaultBorderLineStyle
.LineWidth = Options.DefaultBorderLinelidch
.Color = Options.DefaultBorderColor
End With
With Selection.Borders {wdBorderBottom)
.LineStyle = Options.DefaultBorderLineStyle
.LineWidth = Options.DefaultBorderLinelidch
.Color = Options.DefaultBorderColor

sLiaoll 591

Extend:=wdExtend

Word -

Reset El Reset
. Run Reset VBA
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General

Save As Office
.Save As
Tools Save As

.General Options Options

General Options @

General Options

File encryption options for this document

Password to open: Iy

File sharing options for this document

Password to modify: e Ee

[ read-only recommended

Protect Document...

Macro security

Adjust the security level for opening files that might Macra Security. ..
contain macro viruses and specify the names of —

trusted macro developers,

OK. ] [ Cancel

Password To Open

.Password to Modify
Ok
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.0k
Save
.Save As Save As
General Tools
(- ) General Options

)

Save As

Office
Save As

Options

.(Delete
.Ok

Save



Read

" Properties

n

" Atributes

Save

( -

.Properties

General

=7 Comment_ed Properties

General |Details

Previous Versions

Type of file:

Opens with:

Location:
Size:

Size on disk:

Created:
Modified:

Accessed:

Attributes:

Comment_ed

Microsoft Office Word Document { docx)

[fw) Microsoft Office Word

F:\book\word2007
21.6 KB (22,139 bytes)

32.0 KB (32,768 bytes)

Vet 10, Lo V1 ELET

Ve petiew 107 e 112

[ Hidden Archive

OK ] [ Cancel pply

Open

.Ok

) .only
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Protect Document Protect Review

Protect

| Document =

Restrict Reviewing Options

Restrict Formatting and Editing
Restrict Permission
v | Unrestricted Access

Bestricted Access

Manage Credentials

Restrict Restrict Formatting and Editing

( ) Formatting and Editing

v
Restrict Formatting and Editi ¥ X
1. Formatting reskrictions

[ Limit Formatting ko a selection of
styles

Setkings. ..

2. Editing restrictions

[ allaws only this bype of editing in
the document:

3. Start enforcement

Are you ready to apply these
settings? {¥ou can turn thern of F
later)

See also

Restrick permission. ..

Restrict Formatting and editing -

Restrict Formatting and Editing

Formatting Restrictions



Formatting Restrictions

Formatting Restrictions (

n

" yes,start Enforcing protection

- start Enforcing protection

art Enforcing Protection el 4}

(%) Password

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

Enter new password {optional):

Reenter password ko confirm:

L oK ] I Cancel

Editing Restrions :

Word

Stop protection

Word Restrict Formatting and editing
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E-Mail
. Word
oo
Prepare &
Mark as Final

Word .Ok

Word

Word
.docx Word 2007
Word
Word 2007
Prepare office
Yes Inspect Document

.- Document Inspector



Document Inspector

To check the document for the selected content, dick Inspect.

Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks
Inspects the document for information in headers, footers, and

Hidden Text
Inspects the document for text that has been formatted as hidden.

Close

Remove All Inspect

. Close
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