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1. Connect Word 2016 to OneDrive (Part 1)
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a. After opening Word 2016, click File

b. Click Account

c. Click Sign In
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1. Connect Word 2016 to OneDrive (Part 2)
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d. Type your username:
<IC No>@penang.gov.my

e. Click Next

f. Type your password

g. Click Sign in
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1. Connect Word 2016 to OneDrive (Part 3)
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h. Word 2016 is connected with OneDrive
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2. Protect Word 2016 Document (Part 1)
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a. Click File

b. Click Info

c. Click: Protect Document

d. Click: Encrypt with Password
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2. Protect Word 2016 Document (Part 2)
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e. Type a password

f. Click OK
g. Retype password

h. Click OK i. Your document is protected
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3. Using Tell Me Function
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a. Click inside the box

b. Type: word count*, and press Enter

*You can search anything and Word will give you best match function

c. Word count appears
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4. Using Smart Lookup Function
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a. Type: Bill Gates and highlight them

b. Right click and select: Smart Lookup

c. The search results appear on your right screen
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Tamat
Terima kasih
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Youtube:

http://bit.ly/2LaRVYP


