
 

Page: 1 
 

Microsoft Word 2010 

 

  
១.        Ms-Word 2010 

 

 ១.១.                  Ms-Word 2010 

 
- Microsoft Word 2010                                    Microsoft 

                     Microsoft Word 98, Microsoft Word 2000, Microsoft 

Word XP, Microsoft Word 2003 ,Microsoft Word 2007     Microsoft Word 2010 

                                                ។ 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

- Microsoft Word 2010                               

-                               ,        ,            , 

              ....។ 
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២.                 Ms-Word 2010 

  

 ២.១.          

 

១)                 Microsoft Window XP, Window 7     Vista 

-        Start button (1) 

-       Programs (2) 

-     Microsoft Office (3) 

-       Microsoft Word 2010 (4) 
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២)                 Microsoft Window XP, Window 7     Vista 

-        Start button (1) 

-      Run (2) 

-       winword     (3) 
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៣.                  Ms-Word 2010 

 

                                Ms-Word 2010                                   
                                                    ? 

                                      ។ 

                     
-        File button  

 
 
 

 

-        [X] Exit 

 

-         Keyboard (Alt + F4) 
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៤.                              
 ៣.១.                 (Save) 

-        File button (1) 

-       Save   Save As (2) 

-        Keyboard (Ctrl + S)   
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-                        Save button 

 
 
 
 
 

 

 
 
 

 

                      Dialog             

 
 

 

-      Save in :                                              Drive   Folder 

                                  

-      File name :                               

- Save as type :               File                   

-              Save          ។ 
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                 Save as type                             Word Document 

(*.docx)                              Word 2010   Word 2007 

                  (docx) 

                                                            Microsoft 

Office Word 2010   Word 2007                       Microsoft Office Word XP     2003 

       ។ 

                                                     Microsoft Office 

Word    XP, 2003, 2007   2010                                   Save as type 

          Word 97- 2003 Document (*.doc)។ 

 

៣.២.               (Open) 

-        File button 

-       Open 

-        Keyboard (Ctrl + O) 
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                  Dialog              

 

 
 

 

-      Look in :                                        

-      File name :                                  Word 

                                                 
- File of type :                All Word Documents 

-              Open         ។ 
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៥.                                           

 

១. Copy (Ctrl+C) :  Command                                           Object 

                      ។ 

២. Cut (Ctrl+X) :  Command                                         Object 

                                ។ 

៣. Past (Ctrl+V) :  Command                           Copy   Cut      ។ 

 

               Command Copy     Cut                       Keyboard   Mouse 

             Select                            ។ 

 

                                       

 

 

 

 

 

         Command Past                   Command 

                                   Command (Copy & Cut)     Command 

                                           ។ 
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៦.                  
 ៥.១.              

-                                               

                        Limon S1     ២២     Limon R1      ២២ 

              Times New Roman      ១២ 

៦.២.                     Menu 

-                           ,        ,         ,         .......... 

  
 

 

 

 

 

 

៦.៣.                      Key board 

 

- Select       (                ) 

-    Home Tab           Font Group  

-        Key board (Ctrl+D)  
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-             Font 

 

 
 

         1                        
         2                         ,      ,     .......... 

         3                        (            6     74 ) 

         4                       
         5       Effects 

 

៦.៤.                 Macro Font 

 Macro Font :                                                              
                     ។ 

 

             

-        View Tab           Record New Macro… 
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      Macro Group  

          Record New Macro… 
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         1                      Macro 

        Macro :                                               
                 ។ 

         2       Key board 

                                                      

 

 

 

 

 

 

 

 

 

 

 

 

 

         1       Press new shortcut key :      Key        
                     ,     ,        , 
        …..                   Ctrl               (         Key 

board           )។ 

      : Ctrl+1, Ctrl+2, Ctrl+3, Ctrl+Num 1, Ctrl+Num 2 

         2               Macro                  : 

- All documents (Normal)        Macro                              
- Document1 :                        ។ 

     Assign 

     Close 
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-    Home Tab           Font Group  

-        Key board (Ctrl+D 

-             Font 

 

-         1                        
-         2                         ,      ,     .......... 

-         3                        (            6     74 ) 

-         4                       
-         5       Effect 

         1                        
         2                         ,      ,     .......... 

         3                        (            6     74 ) 

         4                       
         5       Effects 
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៧.                     

 ១.               (Check Spelling and Grammar) 

 

- Check Spelling:                       (              ,     ..) 

                                      Dictionary ។ 

          
                       
     ReviewTab 

       Spelling and Grammar……. 
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       Not in Dictionary (1) 

+              (         ) 

       Suggestions (2) 

+                        

        Ignore All (3)                                 

        Add to Dictionary (4)                  Dictionary               
        Change (5) 

+                                    Suggestions (2) 

+       Change               
        Change All (6)                          

        AutoCorrect (7)                                             
-        Close ។ 
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៨.            Styles 

 ៨.១.           Styles 

- Styles        Macro                               Font        Key board 

                   Mouse ។ 

             Styles -        Home Tab       Change Styles -        Dialogues Box 

Launcher    Change Styles          Key board (Alt+Ctrl+Shift+S) 
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-            Button New Styles (1) 

-      Name (2)       Styles                                   

-      Formatting (3)            
          
         ,            ,         ,               .... 

-      Fromat button (4)                     Shortcut key                      

Shortcut key (5) 

-      Press new shortcut key     key          

-      Save changes in:                                  

-     Assign,     Close,     Ok 

-             Styles     Formatting…… 
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៩.                     

 ៩.១.                   

-     Home Tab -       B, I, U                     

 

- B (Ctrl+B) :                 
-  I (Ctrl+I)  :                  

- U (Ctrl+U) :                        
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១០.                                    

១០.១.                (Symbol) 

- Symbol:                                 Key board       

          

-     Insert,       Group    Symbol              More Symbol 
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១០.២.                        (Bullets or Numbering) 

                                                                       , 
        ,         , Paragrah…….      ។ 

                     

1. Mac OS 

2. Window7 

3. Linux 
4. Window XP 
5. Window Vista 
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- B (Ctrl+B) :                 
-  I (Ctrl+I)  :                  

- U (Ctrl+U) :                         
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១១.                                          

 ១១.១.            (Find) 

                                                     

        ,        ,       ........។ 

           

-              

-     Home Tab,       Group    Editing,       Find 

(Ctrl+F) 

-            Find 

 

        Find  

 Find what:            /                      Find Next 

 More 

-                    /                        

១១.២.                         

 Change and Replace:                           ។  
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-                   

-     Home Tab,       Group    Editing,       Replace (Ctrl+H)  

 

-           Find and Replace 

           Find what 

            

           Replace with 

             

      Font, Font color, Font style         OK 

 

        Replace All                          ។ 
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១២.               

 ១២.១.               

-     Insert Tab – Table – Insert Table….. 

-           Number of Columns:                 Columns 

-           Number of Rows:                 Rows 

-     OK 

 

 

 

 

 

 

A B C D 
1    

2          Row =      ? Columns =        ? 

3    
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១២.២.          Cells 

- Select Cells          
-     Layout Tab – Merge Cells 

 

 

១២.៣.          Cells 

- Select Cells          
-     Layout Tab – Split Cells 

- Number of Columns:            Columns 

- Number of Rows:            Rows 

-     OK 
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 ១២.៤.                           

- Select Columns   Rows                

-     Layout Tab 

 

 

 

 

 

 

 ១២.៥.                         

- Select Columns   Rows                

-     Layout Tab 

-           
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១២.៦.             

- Select Cells            

-     Design Tab 

 

 

 

 

 

 

 

 

 

 

  

ជ្រើសជ ើសមូ៉ដតារា 

ដាក់បន្ទា ត់និង
ពណ៌ផ្ផាតារាង 

ជរើងកំរាលនិងពណ៌បន្ទា ត់ 
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១៣.                    ,                    

 ១៣.១.                    (WordArt) 

-     Insert Tab – WordArt  

 

 

 

 

 

 

 

 

 

 

 

 

 ១៣.២.                    (Clip Art) 

-     Insert Tab – Clip Art – Go   

  



 

Page: 30 
 

១៣.៣.                 

-     Insert Tab – Picture  

-           Folder              

-                      
-     Insert  
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 ១៣.៤.                     

-     Mouse                                 Format Picture  

-     Layout 

-           Wapping Style                ។ 

 

 

 

 

 

 

 

 

 

 

 

                                   ។ 
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១៤.                     

 ១៤.១.                     (Organization Chart)  

                      Smart Art Graphic                   Smart Art 

Graphic។ 
                                       

- Subordinate:                ឬ             
- Coworker:                 
- Assistant:         

        

 
  

្បធាន្កុម  

សមារិក សមារិក សមារិក 

អនុ្បធាន 
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 ១៤.២.                    

-     Insert – Smart Art    Group      Illustrations  
-                   
-     OK 
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១៥.                           

 Equation:                            
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-     Insert Tab – Object    Group      Text 
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-        Create New 
-           Object          Microsoft Equation 
-     OK 
-            Microsoft Equation 

                       (             ) 
 


