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1. Connect Word 2016 to OneDrive (Part 1)

a. After opening Word 2016, click File

Sign In
gA

c. Click Sign In

b. Click Account
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1. Connect Word 2016 to OneDrive (Part 2)

B® Microsoft
Signin

saiful@cepul101.onmicrosoft.com

Mo apcount? Create one!

Next

d. Type your username:
<IC No>@penang.gov.my

e. Click Next

Enter the password for saiful@cepul101.onmicrosoft.com

ﬁ

Sign in with a

Forgot my paspword

bther account

Privacy statempnt

f. Type you

r password

g. Click Sign in
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1. Connect Word 2016 to OneDrive (Part 3)

G)

Info
New
Open
Save

Save As

Account

Feedback

Options

Account

User Information
Saiful Nizam Jamaluddin
saiful@cepul101.onmicrosoft.com

Change photo
About me

Sign out
Switch account

Office Background:
Clouds

Office Theme:
Colorful

Connected Services:
‘. OneDrive - Cepul Corp

saiful@cepul101.onmicrosoft.com

B> Sites - Cepul Corp
saiful@cepul101.onmicrosoftcom

Add a service ~

h. Word 2016 is connected with OneDrive
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2. Protect Word 2016 Document (Part 1)

a. Click File

b. Click Info

Protect
Document -~

Encrypt with Password
} ﬁ } Password-protect this document

c. Click: Protect Document

d. Click: Encrypt with Password
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2. Protect Word 2016 Document (Part 2)

Encrypt the contents of this file

Password:

sssneee
A

Cautjon: If you lose or forget the password,

recowvered. It is advisable to keep a list of pa
thein corresponding document names in a s3
{Remember that passwords are case-sensitiv]

QK

e. Type a password

f. Click OK

Confirm Password

Encrypt the contents of this file

I Reenter password:

Caution: If you lose or forget the password, i
reqovered. It is advisable to keep a list of pag
thdir corresponding document names in a sa
(Remember that passwords are case-sensitiv

g. Retype password

Protect Document

& A password is required to open this document.
Protect

Document -

h. Click OK

i. Your document is protected
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3. Using Tell Me Function

Help 5 Tell me what you want to do ﬁ 15 o o Word Count ? X
" Best Matdh ﬁ Statistics:

‘ ABC Ward Count et

i Words

Characters (no spaces)

Characters {with spaces)
Paragraphs
Lines o

d. Clle |nS|de the bOX Include textboxes, footnotes and endnotes

=T = = = B

b. Type: word count®, and press Enter

c. Word count appears

*You can search anything and Word will give you best match function
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4. Using Smart Lookup Function

3 A Font.

}D Smart Lookup

Synofyms ’

a. Type:

Bill Gates and highlight them

b. Right click and select: Smart Lookup

c. The search results appear on your right screen

LOFind ~
DD AABBCcDD AaBbCcDa AaBbCcDd ob
Sac Replace
f... Intense Re... BookTitle T ListPara... = [} Select -
s Editing
Smart Lookup v

Explore Define

httpyyenwikipediadrg/wiki/B... ; \ g See Al Images

Bill Gates
William Henry Gates Il is an American business magnate, investor,

author, philanthropist, humanitarian, and principal founder of
en.wikipedia.org Text under CC-BY-SA license
More

Explore Wikipedia

_m Bill Gates - Wikipedia
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Tamat
Terima kasih
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