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@H� Start) � ��3)ก Send To � ��*ก
��3)ก Desktop (create shortcut) 

View button Status bar 
Horizontal scroll bar 

Ruler 

Document Window 

Ruler 

Vertical scroll bar 

Task pane 

Title bar Menu bar Standard toolbar Formatting toolbar 
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Formatting 
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Backspace �&4$�)$กN�/�(�#@%���ก (cursor) ))ก2
��$:'�� 1 4$�)$กN� 
Delete �&4$�)$กN�/�$'#@%���ก (cursor) ))ก2
��$:'�� 1 4$�)$กN� 
Enter 7-:�&���$%"/�5 �45�%�����/�����(��3)ก��7-:��5)/�(�"/�5 
Spacebar ������(����� " (�.�/�$&��(�������/�5�'4$�)$กN� (1 ���� ��5�ก$& ����/5�' 

1 4$�)$กN�) 
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ก��2A��FกCDE<��ก/��  
1;:���� 1 ���G9��/A�$ 
1. ��3)ก���1 File � �.��$�' SaveJ 
2. #�
��กh/�(�45�' Save As (ก�8� �
��ก��&$��-ก'����$:'��ก) ก.�/�%������)��%

%$'��: 
2.1  5)' File name: 4$:' 3�)�)ก��� 
2.2  5)' Save in: ��3)ก�/�5'�ก>&�)ก��� 

3. ��*ก
@H�  
 

1;:���� 2 	L2�9�=��$�=� 
� ��*ก���3�)'�3) Save 

 
1;:���� 3 9� <EAB 
� Ctrl + S 
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 1;:���� 1 ���G9��/A�$ 
� ��3)ก���1 File � �.��$�' Close  

 
1;:���� 2 �?@�9129?�5�,�- 
� ��*ก��� Close Window       �@�7��&�7)'#);�+ 

 
1;:���� 3 9� <EAB 
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� Ctrl + F4 
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� ��3)ก���1 File � �.��$�' Exit  
 

1;:���� 2 �?@�9129?�5�,�- 
� ��*ก��� Close Box        �@�7��&�7)'#);�+ 

 
1;:���� 3 9� <EAB 
� Alt + F4 
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