CARA MEMBUAT SIJIL DENGAN MUDAH

Bahan keperluan:

l. Senarai nama murid dalam format MS Excell atau MS Word. Sangat digalakkan
menggunakan MS Excell. Seperti di rajah 1. Pastikan nama ditaip dalam satu column

yang sama.

2. Format sijil yang dah siap dalam format MS Word. Seperti Rajah 2.

Perincian yang ditunjukkan adalah menggunakan MS Office 2003.

Langkah 1.

Buka format sijil (dalam format MS Word — seperti di rajah 1). Pastikan cursor berada di mana
nama hendak diisi / di taip. Lihat contoh rajah di bawah.
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Latileah Yalantilean

Adalah dengan ini diperakukan Dahduea

M AMA MURID

dilantik sebagai
FENG AN AS SEEOLAH
bagi fahun 2008

sermoga dengan pelantikan ini akan dapat membantu
meningkatkan diziplin 3K Taman Universiti 4 ke arah yang lebin
tergilang

Rajah 1

Microsoft Excel - 6-1
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i 1 ABDUL MUHAIMIM BIM ABDIL JABAR Lo 47 L M

L 2 AHMAD AMZIAR BIN AFHAR AFET193 L M

i 3 AHMAD FIRDAUS BN AHMAD JOHARI LO20651 L M

i 4 AHMAD SHAFIK BIM ROSLI LO01 705 L M

L S GAMESH MOORTHY &0 WADNELOO AES1743 L |

| 8 |5 KaNGWE kAT frosaozasoes L

i 7 MOHAMAD ASYRAF BIM SAZALI Ka44753 L M

ﬂ G MOHAMAD Y AFIK HTISY AM BIN Y AZID AF16306 L M

l 9 MOHAMMAD FAKHRUL HAKKIM Bt MOHARAD HALIK AES2340 L M

£ 10 MUHAMAD S AHMI BIN MUHAMAD MOOR: K25696 L M

ﬁ 11 MUHAMAD LWAIS BIM MOHD SOFRI AGT0193 L M

1 12 MUHAMMAD ARIF BN AHMAD AZHAR LOG4E57 L M

£ 13 | MUHAMMAD HAFTY BN MOHD SAIFUL AF13621 L M

ﬁ 14 [ MUHAMMAD HAKAL BIN HUSIM AF43T44 I L .IM

i 15 MUHAMMAD ZAIM BN ROSLI AF39234 L M

ﬁ 16 | SABIG SALIHIM BIM ROSLI D031 2911 L M

Rajah 2

Awas : Nama murid yang dihitamkan seperti rajah 1 hendaklah dikosongkan (delete). Cursor

hendaklah berada di situ.
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Toals | Table window  Teacher Tools  Student Tools  Help
Langkah 2. '\'5' Speling and Erammar. .. F7
L PResearch,.. Alc+Click, £ t= .| 1= i= = 8 L b
° 1 = Language 3
Kl%kTOOIS . =i Sl 2 e e S B
* Kilik Letters and mailings Word Count... : :
¢ Klik Mail Merge 4| AutoSummarize. .,
Speech
Lihat rajah 3 Shared Workspace...
1+ TrackChanges (trl+5hift+E
Compare and Merge Documents., .. B_—'&D_—‘. N ]"-:ENG‘_!‘ V
Protect Docurnent. ..
Online Collaboration 3
sw.lu.g
Letters and Mailings 3 || Mail Merge. .. “_
Macro 3 Show Mail Merge Toolbar =
Templates and Add-Ins... =1 Envelopes and Labels. .. \E-:
=+ AukoCorreck Options. .. Letter Wizard. .. i
Customize. ..
Optiars... SIs TAMAN U
JOHOR
Rajah 3
rail Merge
@@ | &
Langkah 3: Step 1 of 6
Select document type
. are wWhat twpe of docurnent are wou working on?
Pastikan pilih Letters
'C;_:' Letters
) E-mail messages
() Envelopes
() Labels
G Direckary
Letters
Send letters to a group of people. You can
personalize the letker that each person receives.
Click Mext ta continue.
Rajah 4

Step 1 of 6

= PMexk: Starkting document
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Mail Merge

Langkah 4: Step 2 of 6
Klik Next : Starting document select starting document
How do vou want bo set up vour letters?
Pastikan klik Use the current document (&) Use the clrrent documant
() Skart From a template

() Start From existing document

Use the current document
Start from the document shown here and use the Mail
Merge wizard to add recipient information,

Step Z of 6

% Mext: Select recipients

# Previous: Select document bype

Rajah 5
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Langkah 5: Step 3 of 6

Klik Next : Select recipients

Pastikan Klik pada Use an existing list

Klik Browse

¢ Pastikan sudah ada nama murid dalam
format MS Excell.

Browse File di mana anda simpan senarai nama
murid tersebut.

Jika anda simpan file senarai nama di pendrive juga
boleh.

- Double
klik file
nama
tersebut.

- Klik OK
Rajah
7

- Klik OK
Rajah
8
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Mail Merge -

Select recipients

(%) Use an existing list
{3 Select From Outlook contacts
) Type a new list

Use an existing list

IJse names and addresses from a file or a dakabase,

Browse, ..

Step 3 of 6
S Mewxt: \Wrike wour lekter

4 Previous: Starting document

Rajah 6
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Select Table @

Marne Description  Modified Created
'R SEMARAT PELAJARS' 17/01/2009 04:08:16 pr 17012009 04:08: 16 pr
< | @
First row of data conkains column headers | QK | [ Cancel ] :
LU EATA R)'l.l)’l L% L mil])’l LI -
Rajah 7

Mail Merge Recipients

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a specific criteria,
such as by city, click the arrow next to the column heading, Use the check boxes or buttons to add or remove
recipients from the mail merge,
List of recipients:
- F1 - F2 - F3 - F -l F ~
T—— I
1 AEDUL MIUHAIMIM BIN ABDUL JABAR LO31417 L M
z AHMAD AMZAR. BIN AZHAR. AFE7195 L M
3 AHMAD FIRDALS BIN AHMAD JOHARI LO20&51 L M
4 AHMAD SHAFIK BIM ROSLT LOO1705 L M
5 GANESH MOORTHY a/L YADIVELOO AES1743 L I
] EAMNG WEI KIAT 970529235043 L C
7 MOHAMAD ASYRAF BIMN SAZALT K944763 L M
g MOHAMAD YAFIK IHTISYAM BIN YAZID AF16306 L M —
9 MOHAMMAD FAKHRLL HAKEIM BIM MOH...  AES2340 L M
10 MUHAMAD SYAHMI BIN MUHAMAD MOOR K9Z5696 L M
11 MUHAMAD LWALS BIN MOHD SOFRI AiE70193 L M
12 MUHAMMAD ARIF BIN AHMAD AZHAR LOG4637 L M
13 MUHAMMAD HAFTY BIM MOHD SAIFUL AF13621 L M
14 MUHAMMAD HAIKAL BIM HUSIN AF43744 L M
15 MUHAMMAD ZAIM BIN ROSLI AF39234 L M
16 SABIG SALIHIM BIM ROSLI DADI12911 L M
17 WIMAL RAJ AL SURIYA MURTHY LOGOSE0 L I .
|| 1 nATOL A T OIBITT Rl L 1 4 o na
[ Select all ] [ Clear all ] ’ Refresh ]
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* Pada paparan rajah 8 ini, anda boleh lihat bahawa senarai nama murid ialah pada column
F2.

* Pada column F3 pula ialah ruang untuk nombor sijil lahir.
* Senarai maklumat adalah bergantung pada kehendak anda.
* Rajah 8 ini ada kaitan dengan rajah 9 di langkah seterusnya.

Langkah 6: Step 4 of 6

: Mail Merge -
@|®| A

Klik Next : Write your letter Write your letter

If wou have not already done so, write your lekker

. now,

Klik More Items
To add recipient information bo wour letter, click a
location in the document, and then click one af the
iterns below,

=] Address block. ..

Insert Merge Field @ ;_1 Greeting line...

Klik Database Fields

1 .
R —+ Electronic postage. ..
() Address Fields (%) Database Fields
||_|| Postal bar code, .,
Eeldsic mmi s e e
1 ﬂ More items. ..
Ei W'hien you have finished writing your letter, click
Fs Mexck, Then wou can preview and personalize each

recipient's letker,

Makch Figlds. .. ] I Insert ] [ Zancel

Rajah 9

Pada peringkat ini, pastikan anda tahu dan
faham di column mana nama murid berada.

Katakan nama murid berada di column F2. Step 4 of 6
(Rujuk rajah di Langkah 5: Rajah 8)

@ Mext: Presview wour letkers

@ Previous: Select recipients

Klik F2

Rajah 10
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Klik Insert

Paparan seperti ini  <<IF2>> akan keluar di format sijil diruang nama murid yang anda
buat tadi.

Langkah 7: Step 5 of 6 : Mail Merge v

@1®|a

Klik Next : Preview your letters o el g

Cne of the merged letters is previewed here. To
. . . preview another letker, click one of the Following:
Anda juga boleh klik << atau >> untuk melihat

nama murid di format sijil yang anda buat et

tersebut. 3, Find a recipient. ..

Make changes
You can also change vour recipient lisk:

Nama murid akan terpapar.
% Edit recipient list..,

[ Exclude this recipient

‘when vou have finished previewing wour letkers, click
Mext, Then wou can print the merged letkers or edit
individual letters to add personal comments,

Step 5 of 6
% Mext: Complete the merge

W@ Previous: WWrite your letber

Rajah 11
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Langkah 8: Step 6 of 6

Klik Next : Complete the merge

Pada peringkat ini, anda boleh print terus atau
menyemak terlebih dahulu.

Jika mahu cetak terus, klik “Print”

Namun anda tidak digalakkan untuk print terus
kerana jika nama murid terlalu panjang, maka
setting akan berubah.

Katakan anda memilih untuk menyemak:

Maka Klik Edit individual letters.

Merge to New Document @

Merge recards

() Current record
) From: | Ta: |

[ ok ][ .Cancel l

Rajah 12
Pilih All

Klik OK

: Mail Merge

Complete the merge

Mail Merge is ready to produce your lekbers,

To personalize your letters, click "Edit Individual
Letters." This will open a new document with wour
merged letters, To make changes to all the letters,
awitch back ko the ariginal document,

Merge

33 Print...

] Edit individual letters..,

Step 6 of B

@ Previous: Preview wour letkers

Maka akan keluar semua sijil berdasarkan nama murid seperti yang ada dalam format MS Excell

tersebut. Rajah 13
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Anda boleh menyemak hasilnya. Apa yang penting ialah anda tidak perlu menaip satu persatu
nama murid.

Jika tidak ada kesilapan, anda boleh mencetak sijil tersebut.

SELAMAT MENCUBA !
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