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When you save a file, you can save it to a folder on your hard disk drive, a network location, disk,
CD, the desktop, or another storage location.
You need to identify the target location in the save list.

DS Fawly 2 S 3 4 ie 4 4395 b
1. Where can you save your file?
a) In a folder
b) In a network location
¢) In a partition
d) a and b are correct

2. What do you need for saving file?
a) Target location

b) Source location

¢) Network location

d) Folder location
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Barrier analysis (BA) is an analysis technique for identifying hazards specifically
associated with hazardous energy sources. BA provides a tool to evaluate the
unwanted flow of energy to targets through the evaluation of barriers preventing the hazardous
energy flow.
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Use the Ribbon
When you first start of programs in 2007 Microsoft office system, you may be surprised by what you
see, the menus and toolbars in some programs have been replaced with the Ribbon.
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The Ribbon is designed to help you quickly find the commands that you need to complete a task.
Commands are organized in logical groups, which collected together under tabs.
03 Foly o) o 2 & e 4 ax 55 b
1. The menus and toolbars have been replaced with.......
a) The commands
b) The taskbar
¢) The Ribbon
d) The access bar

2. Which version of word you use in this book?
a) 97

b) 2003

c) 2007

d) 2000

3. Which toolbar helps you quickly find the commands?
a) Ribbon

b) Task

¢) Command

d) Toolbar
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Create a one-level bulleted or numbered list

Word can automatically create bulleted and numbered lists as you type, or you can quickly add
bullets or numbers to existing lines of text.

Type a bulleted or numbered list:

Type * to start a bulleted list or 1. To start a numbered list, and then press spacebar or the tab
key.

Type any text that you want.

Press enter to add the next list item.

Word automatically inserts the next bullet or number.

P w0 DR

To finish the list, press enter twice, or press backspace to delete the last bullet or

number in the list.
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1-we use ......... for creating alist.

a) bullet b) numbering c) tab d) a and b are correct.
2- Word inserts next bullet by typing.........

a) Enter b) Tab c) Space Bar d) Backspace.
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Page margins are the blank space around the edges of the page. In general, you insert text

and graphics in the printable area between the margins. However, you can position some

items in the margins - for example: headers, footers, and page numbers.

Headers and footers are areas in the top, bottom, and side margins (Margin: The blank space

outside the printing area on a Page.) of each page in a document.

1. Itis the free space around the edge of the page
a) Page

C) Header

2- Printable areais.....

a) Text and graphics

c) Area between the Margins

3- Which one couldn’t be positioned in the margins?
a) Header

c) Footer

4- Where can you see header and footer?

a) Top of page

c¢) In margins of a page
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b) Page margins
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b) Page Margins
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b) Page Number
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b) Bottom of page
d) All of the above
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Learn about template

A template is a document type that creates a copy of itself when you open it. In Word 2007 a

template can be a .dotx file or it can be a .dotm file.

A .dotm file type allows you to enable macros in the file.

You can find word templates for most kinds of documents on Microsoft Office Online. If you

have an internet connection.

S Gl o) BG4 e A da s b

1- Which format is used for saving template files?

a) .doct
b) .docx
c) .dotx

d) .dot

2- A .dotm

file type allows you to enable ............

a) Library in the file

b) Macros
c) Style in

in the file
the file

d) Theme in the file
3- You can find kinds of word templates on ............

a) a book
b) a file

c) an style
d) Internet
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a document.
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1- Which part of document will show us the number of words?

a) on the ribbon b) on the statuse bar

c) on the access bar d) on the menu bar

2- When you type in a document, Word 2007 automatically counts the number of.............
a) pages and words b) books and words

¢) pages and books d) columns and rows

3- You can count the number of words ina ..............

a) notebook b) world

c) selection d) botton




G 5iwd 5 ol Bl ) i K JS a5 32550 Ledb a3 L) olSel ¢yl Spelling And Grammar =8

S8 Db e b 0T 03 393 50 SIKEL 5 3403 VS Gw)p )50

)I.\C,_n s oS Jools glisedol o ol Slaed) w4 eogus 33l 95 50 Sdw o ol s DS
~obiis 03 s (yie o) 03 juw Jldz g ka5 (Ml dale o i3l odud ol k) 50) 0 je S
Dbl 50 S giwS bl osias

DS 0 ol B b8 a0k b plaesl sl gs 50 AutoCorrect (5 e s Jl oslaiwl b

1 (9 s (BLTDL ks aislo) Siaw S ite molic Sl suilgs 5o Word Count 5 55 jl oslaiuwl b

A4S oaalie Word Count e yoxiy b 5 wamid s Jlgs § b I




Add
AutoCorrect
Automatically
Bilingual
Change
Check
Count
Document
Display
Dictionary
Ignore
Grammar
Pages
Proofing
Rather Than
Revie
Research
Review
Replace
Selection
Search For
Spelling
Suggestions
Status Bar
Translate

Translation

Workspace
Word Count

aoliojlg

WS S aslal
PLETEN Taas
PLLETEN

odub Al gd b)) 93 4 Asb) 93
O3S yuuss
O35 )2
O3 ol

S

w3l Hisles
wle) Ko
085 0,3l

S 9iwS
A=

oub bl (ol
Il aols T3
29 )0- )b
o)l 53 (5 gzmima
b

)8 SRk
ol




Ignore 6ol o jly 8 ble I Bl sl -

Ignore Once o) o x84 (el @) o 5 aslal -Y

Ignore All A J5 03 o)ls s o8 bale jl Bl juasl -Y
Add To Dictionary

S Spelling And Grammar (s ,=i; )» Check Grammar saiy 35 s )8 -

el bl muzuas (o R (530 BIIAS sy (sl

Gogiws bale ,15 I leal 93,5 Sa (o ool bale ,b5 )l aessd 03,5 S (g
Temmline 43 & Db 034lS jo p3 VISZ 90 bod lojly o) ST -0

Sl 69w ble (o )1 Mol e (sl

sl o $)giws pkas I (> sl o el pbas Jl (g

T3 g 50 oslaimwl Silo 33 ax Jl Mol slabale mizuas sl -7

Check Grammar (— Check Spelling (all

Check Spelling And Grammar (s Spelling And Grammar (z
Tl )3 &b plas vs Spelling & Grammar gylo 55 -Y

View (o Home (sl

Review (s Insert (z

S Word Options e =iz > Check spelling as you type sai 35 5 ) -A
395 mmas (o el 3l (sl
O 590 SIS o) (o Spelling & Grammar L35 y3,5 )b (7

Y KT ST S— 05,5 )» Spelling & Grammar ylo 5 -4




S50 Sl
S 5o olaiml . 5a3L) Jl dan 53 Sl eabis plil sl e -1Y

T35 ZMol IS (s 3 D) S5b) vgimws 9 (el slaolabl lgs e 4595 -1E

Tl (5 piudus 3 )8 Sle) ax AutoCorrect 5 549 -10

Do 9 ojly Mol wr Slm o LT bl Jled jue S5 ssa Tmas w)p S e S1-\7
TS 39n9 0L)

£3,5 oslawl Add To Dictionary saess jl 3oL (Sle)j ax 1Y

D403 m6 95 ploial &g ) JSb )3 0ai pestine slaai 35 -1A

[ S ey Fogl liped Bifwinen ey .lr-|:-.'-d_

¥ lu W=

[T (Y TR -

=T Sl i T
| e o istion Soreena
U'L“CC)?").T

TS Jled ue I))lf.)j; émmuf)'.:p -\
webaial Islamic Republic Of IRAN = )le & 1) IRIB ws) AutoCorrect S 555 Jl oslaiwl b -V -

VTN

S (Sl Bl g 9 03,8 b )y e -Y)

Your Microsoft office  program can meke your werk easier
by automatically correcting capitalization errors.




(12) 6)B8) slacsse

A 3550 MBIl 018 Sl Juad ol sasilon Sl
S5 sl Joas @

A5 ALl s Joaa 4 Jolw 5 wgimw 9 rlouw Sdlgiy @
A8 B3 3oa Joaa Sl Jshw 5 gl 5 plows ilgiy @
Sales plesl ;5K L D Joaas Sl Jolw 3y @

S pawss Jobw Six 4 b Jsan Sl ol S @

A B3a ) Josa @

..A.ifr;.,.b.isl) Joas K slaygiw 5 W pdouws sojlasl @
VACRVENN L) PRYPRCNNL O

(eelbw) o) ‘
Shee )58
Y 1110




.H’s_
'ﬁ“.

O 3uad Hiules b Sasslejlw 5 Ia_]a.!.o wygo & ) wledbl $3b) Jladie bl bl &5 (Srg0 V>
oadlen i 5 oyl @ mawl Joaa Jl eolaiwl (o) (o plie bl aibls I (HUlod mhow ¢y p30L aS slas o
..)))T wawdas u.QlS'T}.;:Lc)U:ﬂ O e glo) ¢y 30658 VS J.d,.;u.c

(Table) Jgaa s skl V-

k)u.\LAJ ol (sAbddb 9 ﬁb.m )90 & 9 i (G ) wledbl g Wodls a5 wwl [o)lj Bl b
Jloslaiwl b Juad ¢l V> J.__u;,.nT wleMbl lnbu: Saaab sl s Tab Sas L P> Juod 03 s
Sujsel oo b wsledbl g S phie Gby) (Table) dsas

G3g90c Slacas) 4 9 (ROW) jlouw a8l (slacis) 4y ol oauh aidle Yoiw 9 plows galass Jl Jsaa
(V=) JSb) 2T 50 39a9 4 (Cell) Jokuw wysim 9 pdaus 3093 53 1.5 b 50 a8 (ColumN) ¢ giuw

O 9w Jolw
J &

s slinl V-1 s
2300 8 G b ) slagbay Jl SR s skl sl
(Insert saib) jl oslaiwl) Jol gy o
s
Sl S T 0T s eub b w59 Tables o5, JI Insert saib) os )

(V- JSib) auiS )8 398 olgls yoiuw 9 ploaw Slass 4y g b el )
2o Slass sae sl S g 50 0318 Hiules wuud YL VS 0uh sl Joda slay s 9 & pdouw slass ¥

323 50 YUl ) Yo AsB S (193 9
DS ) b esle 3ulS lass oo Joan skl Sl pue &




S S T 0T e b i 55, Tables o5 I Insert sasbs s )
(Y=Y JSib) awS bl 1 Insert Table (sai 38 osub b o s ¥

Jo3a 6l o Slass yuss \\
 ———

Oy Slig 355 Jlade oyuss I\
—

((Table yols jl eSlaiwl) p93 by ©

—

(Y=Y JSb) S 9ub 50 JL Insert Table slo)slxo pols Y

My o e K]

Saber of b |8 &|
—ranter of s 2
AL [mlies
T Foind cohan et [aro (3]
13 Mol b conkents
11 BateF R, b o
[ Aewmember dimergons for new bables

DS SIS OK (sa08's (590 plass)ge woimw 9 o Slass yuss Jl pus €

Insert Table (sl sleo sols V-1 JGi

(U9 ) g yivg)



VT g vily EI 0%l 6ol e 9 Tables og,5 jlInsert saslbj ys .
(V=Y JSib) a8 ol | Draw Table sai; 35

W ylous oS 1aa boba Gumw 9 Jsaa 093 Ll 1okl .3 5 50 0393 Slawe & JSb &y yusle ySoplil .

S8 e b 0T sldg g 5
a3 Lid b ESC auls (Lol JSib &y (wsle 5o Ll gails 3550 sl obl )s

) S Glo s oauzn Sladss 383 pw) Gl Suslie by Draw Table : LV Y] é

el awlie S )lastuwl ).a_m 9 odlw d).)._} ) oW

LS o) VXY J9oa Sy Tables 05,5 5 Insert s asl) jlostianl b V= \ya p03 @
S o) o V- 5 0giw £ b o Insert Tableslo pslxe o5 jlostianl b V= Y ¢y 503 @

S o) Draw Table Sl b1 s dsas V= rw)m@

——————————————————

\Y

‘J

?

oS S8 ) JSb 1 3lgise Joaa ool ) Sl ipleidl

7

Tl

g

7

Glopl & aan Al 93 S LIS Jsaa sladshe Sl % s Akl jaze 4 : AR é

A4S 5o &SI s Hinl 29 9 (b sl (L)l il a5b) 95 pl .23 g 50 paUS Layout s Design




“

J932 )3 o3I yuss 9 Zzod Y-V

Sales inlas ol PIH D g0 )3 5 38 )y ol sladslw )3 b e dwlgdise WJoan skl Jl e
O35 Dl 4 go b w9 3w Sl Jol5 Hsb 4 b kis)ge Joaa lanl vl jip a5 auiS w8y
D9l J.M,i ).‘uLwT UTL_\)[S,J)A._; uh._\l)._g) VLR u.gld.\é.g.\Loa ()T sosls

1348 ol ) SIS Jl awilgs 5o Jsan slad sl oy S )a sl
B3 50 Juil sas Jolw a3 ) laiglle Tab ol @
B3 5o Jll S8 Jolw 4 L) LesplSe Shift + Tab suls e

wmsanl il 5 (YU (sam (S Bl sk & S sn sl st 5T 5 5 Jlsena sloadls o

b lsyle Tab aus (ol o s Su)ld S0 pomels Wb) AT s s AisS é

S e Jitie canl) cews Jols 43 1) Lesple bl oY ol ST 5 38350 JUsl o wows Jok

CLHYy) \_{") L 9 J,A..; 093 238 ,Jl.uo le).! ..)}.db lal:u| d,_\..; < S9) uil).us.\ aS ol [o)ll \;\L§3| umlf
A bl 1 Joaa 30l sl ol i iz 03 30k juss o
300 08 b ) sy Jl SR Joaa ol sl »

(U9 obxisl ST Hl oslaiawl b) Jgl yhgy @

a0 )18 515 S50 Jsan s b pusle

Al SIS GOT o) (Usas o o b) 93 wal) cows YL saibsS )s Y
(S3)p9s yhgy @

J9aa Jskw o aT b 4y ) 9T (pusle ($aaSd 03,5 ) 09y 9 3wl SIS Jsaa Jokw sl 690

(Ribbon ,lgs jl o3laiwl b ) pgmw i) ©
S S Jas slodshe S SR 6o




S ol Layout sasb ) Il Table Tools aiy 38 ¥

Db Jb o Ssio b oS SIS Lr Select = a8 LS sebb sl 0 Table 05,5 s ¥

sl oub 031 7 b V-1 J93n )3 gie ol slaai 35
(V=€ JSib) auiS ol ) Select Table sai 35 €

Tl
- Famy B Pegeisymd Reenamaon Eipag Fwaes W Tieagn (LR

e LR

[k hates 3 | W rn boee. | Bl ety o H e 2 S owmte fomn
¥ Lot £ell e :::lr A e e il e Cren oy e 2
B1| Eeseg Cotmmn ke Tt Bighi g Tabig . bl D OE gy AN Todumn
= | Meswn § Codamen T S i e ]
. Tt Tulshe plog AN R R TN ERTRG TR - LRI TE T N B L B Hg W

Layout aibj il oslsiw! b Jssas ulstisl V- b

Select Table slodu i V-1 Jsia

T ) el
D103 OT )3 Lesylfe a5 gl sl Select Cell
1 03 GT )3 Lesylo &S (5 o sl Select Row
D103 OT )3 Lesylse &5 3 g ol Select Column
D )13 o ) Lesple a5 Jsan ol Select Table

los sl L o Jsl G Heslasml b 5 38 ey b V-0 b Jsaa V= &gy pod @

+

TS G GT Caf b Jos sl V-0 JGi

A.uf o.)L&.'hd)._g)' le&(_)j),))" .A.g.\l,.\u.o J)A;)Jaa»mb-_:\-_tbdb' g_sl)._‘




£

(ougl.n SIS )l o dlaiwl b) Jsl u"‘»g) °
S SS9 3 DS pdas 3 )90 slows JUS ) (ol Joas )d) axio wawl) e saubls V> 1) wsle
(.)}.A'bL’o oalawl SR o &u’bl} )| k’uul:ﬂ d)..\; )é)

AT B o sl Sl usle b Jsaa JUS sambls )3 (Sllgio souw sia wlssl sl 4RSS é
DS ) 558 )90 plows

(Ribbon ylgs jl oslaiwml b ) 9> gy o

S IS 55 )50 s slad sl Sl S5 s
S IS Select saeS's (59 Table Tools 05,5 Jl Layout sasb) ys

o

(Y-& JSib) auiS bl 1) Select Row sai; 33 oaub b s gie

V-Doues D

- oo wbxil Jsan Il nlad shw oS (ol o=xo a) dwles b=l )y f}.)).b.»u) S Sl D V-7 JSb Jsan
.(.\J.Yk,‘o[c.ﬁl)él)e).uaé.\i?\,dﬁounlﬂéé;w)ﬁw}p\_:%,f)l)gl)l,.i.\i}ﬁ

[ralfod [ -IN 4" Ar
(B 5 WY AN

(uugl.n SIS )l o dlaiwl b) Jsl oi:g) °
2SS S5 ol GRS 5 sosalie Sl us 5 0318 Jy3 s ge st Vb s by Gusle o Ll
(V=Y Jsi)




Osiw ol V-V G

olus (yiald soxblie Jl Guy Jsan Vb sasbls )3 (Sliste wgie Mp il sl 1435 éi

S )5, g0 gt (AT B g s sl Sl usle b « )

(Ribbon ,lgs 3l o3laiwl b) p93 Y9y ©

S S 153 ) 90 0 gt s sk S 5 s )

A4S S Select saeS's (55, Table Tools o5 ,5 jl Layout sasb) ys
(Y- JSib) auis bl ) Select Column sai, 35 osuib b (s gie

X =

Ctrl oS’ G 348 Dbl D g giww Sl % 1ail o Sleie e o giw S bl sl 14353 é

LSS Dlsl D Ly giw sasdy 9 310l b )

Slr G3lge pain 0> 3uas elmil Joan Jobw dix 690 b S e wlides wawl oY wlisl a8

Sales Jleel 1) S pitie sl giawd a9 3 olxisl ) ks 3) 90 slad shw sl wle) )S (9348 y0

sl o3ub 031 7 b Y=Y Joan )s Johw ain b O Dbl slabsy

Jobw din b G Slil slobe) V-F o

oLl b &5%50
Al SIS 585 S 90 Jodw )
AuiS SIS Select sansss (590 Table Tools o5 ,5 jl Layout sasl) ya Jolw

(V=€ i) auis” olswsl 1) Select Cell sais 33 oo S (s 9io




&9

S )3 1) 1390 5039350 Jsks (paT B Jskus (sl Jl (wusle b

Sl S8 b il 590

LSS Sl Jolw o._g)';T 69 9 315 olS wb ) Shift suls

o9lze Johw 3in

J932 slaygimw 9 W ydowws ddJoduw (y3g90i BIa 9 adLAI V-Y

Do S (50 3 Joaa a b Jodw 5 wsiw « plows 35 Bia 5 adlal sl

2355 oalaiwl 1) SLGbs) I ulsise pow ia b < w3 S aslal sl

J93> ule )3 ploaw S5 93,5 AsLSI
QS sl S 5 348 18 S Z)3 0T ol LYL LS D s jlows Suble &S (5 b )3 ) Lesplse
(V=R S )3 sab 5o palb e 5 0T ka3 .awis bl L INsert sai 357 oaub b & sie Jl
S bl b ) sleai )5 )1 %
AU e Sl =8 sl YL Gl S Insert Rows Above

AU 5o Sl =8 slouw (b odous S dINSert Rows Below

- N

ECH

fwte

e

Dt Comi

Ryl Coliy._

Berder B Whasng
Ersl Buipetean_

CFl Byl
daefa

o

Tabh PIOC4viaFL.

Bn ey Ravees. gl
Brrispe] My, (R
it Crll

YR

ps

e —t =

v Cosumni § o tha [
Triisie? i pilipimrri A o U g

J93 )3 Houw iy Y35 AdLal e
DS bl pdoaw golass )




5 b )3 s z)3) Insert Above slaai ;5 I S5 Rows & Columns o, I Layout sasb) os ¥

Sl o Slass 4 &5 3uiS 5o oddlie (V-9 JSb) uiS Dbl D (Gub o> pows zos) Insert Below

Db 50 Sl Seaa jdouw 0aub ol

H :'_1 w:] il _Eﬂ S E 'ﬁ' _I—"—I Th | ¥ gkt aiom [ | Owenouts Rown
Deire e | et e bk [ TR S Rpein humefd j vhmfy LEScm F:J Erefeimife L gkgmng
# Abawr | Beliey  LiT1  Highl (] Cily  Ealile L
Erw & o irhamini ] Aldrge Lol Ligw T

Layout (sailj b das raw zoos V-9 JGib

23 95 Jslw o Gwils Hs)esls L3 Joas Jelw AT s b Lyl 51 Vi) é
S gub 50 ALl Jgaa 4y jlouns S a2 HLES 1) Tab 3uls 5 (Jslw ¢y piemanl) uulSl

S adlal Joaa 4 goiw dia b K 3wyl e pdous 70 alie slaby) &
U932 03 Yo S Y35 AdLSl e
PRSP PW- PR gy A Ol @b b o wew 03 b 3vaa Ui udled 5o &5 (Seiw 3 ) lesplle )

S el SIS
$ (V=N JSb) 2w ol ) o) saip S 90l % Y
Db e ZIS SR Vi oy e )S g S dINsert Columns to the Left =
Dbz ZIS SlRs Yo wawl) wrew )3 Y S dnsert Columns to the Right =
U932 )3 ugiaw Jda 935 adLSl e
DS Sl @ g pdbs S)ge Slass a4y L)
(P e > Yy Zd) Insert Left slaaiy 35 Jl S Rows & Columns oy ,5 Jl Layout sasl) os ¥
Slass &3 S 34 50 o3dline (V-9 JKib) 38 olsisl ) (ol wews > s z ) Insert Right 5

Db 5o Sl 3aaa Y giw D DIl sl gius

138 oslaiwl o) by Il Joda LS Jolw SO o S aslal sl 5
Sales ) S OT 90 9 3w bl e o 7S 233a Jslw T OUS )3 dualsd 5o a5 ) ol N




£

Insert Colls 2 1 Insert uws s INsert sai ;5 osb Jb oo I ¥
O Cna ot bl 235 G (V-A JSib) awS wbksl 1) Cells

() i cels howen| (V=10 S )39 Jb 0T & bgs o sloyslxe

10 insert eiie Low 23 8IS 7 b & dags by S ol slaainsS ¥
(3 et entive, o

Lo J[ comel |

Jslw z3 sloyslxo s30T V-1 - JGis

Jslw 703 I3 23 39350 5Lo 4 I V-F Jsas

THb ay)S el

B Qgub o Jaide o wew & a0 Jl o slad sk 5 oaubh bl Jsdus

Shift cells left
(S8 (b aly) 3o sl 333n Johw Sl p sl O sojlasl & (HLas

B S gubipe Jiiie b wew & Gl oG T Jl asy sladshs 5 oasb bkl Jeku

Shift cells down
(B350 Lalsy) 3o Sl Saan Jslw e ol K sojlasl 4 (Hlad

s Sy 9 Spbse e by ar SIS VLS OT U eas Lkl Jskw & spbws | hoart entire
Doibpe ol 9T YL s s row

(oSl Joaa )d) wanl) cwews a5 S)ls )lHs ()T 0 odubh wl=wl d,l.ua as S 9w Insert entire

..),Juu.o Sl UT\?L_._}M).) RERCN U,uu‘_f.\).),ahu.odiiu.c column

A sll ) i dsas Y- ?ua).u@

Y Y \
N 7 1
\- q A

DS Sl 7 J odaws caawl) coun 03 Joduw K @
DS b D 0 sae Jolw el V> @
a8 Sl sae YL S Yok S @

DS b ) o sae Jolw pl > @

WSS Joe g2 Obe) & Jodn S JelF B e




Sl Dbl ) Jgas JS o Rl s Sl

V-V JSb) S0l S8 et T 65000 vl 59 Tables o5 ,3 JlLayout saibj s .Y

Enge Lajuen Bafrancey Mafmgs  Rrees Ve Drmgn  Ragwd

A B el B L S =) 55| ] B €| St

i Iacd aefl  aeeA Kopr Lol ol dupt e ..':: i - E._-.."m' Cm )
¥ Abhied BiEiosy LFN  REGSE PR [l EEbie ¥

i 4= [puieie Com.

s Blrige Call gw -

=
#'  Duietr Crismny = il e S e e ol il

4% Dalahs Poran
Layout s4ibj ss Delete cud V-1 JGb

AuiS ol | Delete Table saiy 35 ¥

7 A
D Jsaa S wlsize badd S axan Delete s s oo s a5 spubl aubls Hbla & 14355 é

iloze 3L Usaa sliales 9 AiS e B3a
. J

- N

I ST Az ) 3 gl 50 B3 oauh bl ysiw byl Backspace S O3 s b 24553 é
i 0ub bl slag siuw 9 1 ybus AS (uas LIS 1) Backspace auls 5 aws bl ) Jeaa

Do 50 B3 Joan JS

. J

348 oslaiwl o) sy Jl plow 3ix b SO B3 sl 0

Jsl by o
.Jﬁw.;ml)JblfL@TLs,),_nggLéwll))bsA),»\sLm)bwlﬂ)m A
A4S bl 1) Delete ROWS (saiy 35 oaub Jb ssie Sl Y

PSP °
Al bl ) ks 3 )90 6l plows b s )




S gab 50 JL Delete Soio . VtigNivily |;|.|;|,|-|'.|- L)QT 6,m)bhumﬂ6))Tab|e Q)): JlLayout sasb)y os ¥

(Y=Y )
AuiS olwl ) Delete Rows sais 35 Y

38 oslaiwl o) slyboy Jl wgiw din b SO B ¢l
Jolohgy @
Sales wanl) SUSUST 590 9 3w bl ) b5 3) 50 SO s b i )
A4S bl 1) Delete Columns sai, 35 oaub Jb sgie jl Y
PSR °
DS il pas sy sy s b ygiw )
Cighiter
Ssib e b Delete sgio 2w S5 ¢+ KT $sibJb il 9, Table o5 ,5 Jl Layout sasb) oy ¥

Y US)
S bl 1) Delete Columns sais 35 Y

b Lad ol als s 5 ool & 39ib 0T 020 3k Jslre Bladshw Jl Yol O S B3a 1) Jolw ST
OB G Jolw K B3 sy Aigidb s Liasls ook b slad e 4 (Jolw K o)lail 4 (Jyan sl
WS o )

S8 el SIS OT o0 5 3 Dbl ) ks se Jslw
(V-1 JSib) s eib 50 JL Delete Cells )als .aws bl 1) Delete Cells sai, 35 oaub Jb sgio0 jl Y
S olssl ) cuslie a5 V-8 Joas )3 a5 z b aass b ¥

Delete Cells so pzi (slodis iSV-& Joia
Doube B3 I U3 T ) oaud Dlwl Jelw aF s pbows S Delete entire row

Doube B3 I V3 9T ) oaub Dbl Jsduw a5 g J§ Delete entire column




A Sl i dsas V= Vg pes @

A B C
D E F
G H |

(ol coww JSbaisle) 3 eib 0T o35 H Joks a5 3w 83a osb DE Jolw o
(o ows JSb 3isle) 3o 83a WS T jdoww &5 3w 33a 5 5b DB Joko @

] B F|
] = = 1

b e i £ d i

J93a slddohw s 9 plesl V-¢E

ilosds sl s Jodw din b 9o Pleal Jlas’ 3uiS 5o 3055 o (pladshw b wduz sladssa abhb )s
,;wl..;uulo_\.&ro._;_.m.a.\')s._i___;,f,J,Jm‘_gslg.vsa._»._T))'A_J,J.w\_:gafs,.&uaué._pusu)\;dbO.glu.u.(c
S Y ) Split 5 (plesl) Merge « Joc

R slagbsy Jl (S (;,.d;uo [alqdl 29lxe slad gl sl bass o3 8 I4=L:':;I) 29lxe Jodw sin |nL:':.)I sl

Dol

(alae (990 Jl o3laianl L) Jgl yisgy o
Ales wawl) S LT 590 5 S Dbl uls ) YT plesl 3w as ) soslze sladshs )
(Y=Y JSb) oS bl ) Merge Cells saip 35 oaubs Jb sgio I Y
i SE-
E'-.l ]
!,n Faate
| = .
{sinte Coon
B L Grl
L] perters snd ihadng.
Bl Trp Derectian.
CFl Bignmenk

Zutotd "
| Tavie Aopet..
o ol (sloJsduw ol s] V-1 P Y




Z

(Ribbon ,lgs jl osliiml b) e9> ybg) o
S ol ) ks 3)se sadshs )
Y=Y JSh) auis Sus” Merge Cells saes's 50 Merge o5 ,5 Jl Layout sasb) s .Y

Vaw  Beiws il
ﬁ' = Hrwgw omie [ | el S
e L 15 Dottty Sty
L] u
s ke LK1 O [ i [ ﬁ El i =

Layout s4ibj s Merge Cells (sau if” V- 11 JGs

-0 038lie V-1 € b disle 0 elesl Joduw 5 3 gubs 50 Jlod jut Merge sans's dadshw plesl Jl
- g

odub ples] SLLB i (sldisoi V-1& i

348 oslaiwl ) ya) slaybsy dulss 5o d,l.w_\.ukd.\d,lw\_i\[nuwél)a
(H8be 9o Sl oLl L) Jgl by o
Swlos cawl)y SIS T G690 9 3lS bl ) pas 3pg0 Jolw AN

(V=10 JSii)s o JL Split Cells (slo ) slro pals b suis” lssl 1) Split Cells sai 357 0aib b ssie Sl Y




:J.ﬁ.if.))bdb}._x).nksLQ).)lf).)béauk?&_ifﬁ*uﬁuW))bauAiw;qbd}lwoﬂm_)bm .
345 3B OK (saeSs (59 SIS L ) osubs 3)lg slael .

i Erwirm

_:ﬁ

Urigr

E
i

Lo sl jorandsi sl v Split cells Jst V=10 i

W

e

|

L
fakite

(Ribbon ,lgs jl e Slaiuwl L) P9S VP9
.A.g,if\_:_glf‘.),g)bl)uTo.))medfuj,Lu)é .
(Y-17 JSb) aws s Split Cells sai 35 590 Merge oy 5 Jjl Layout sasb) s .

Durigm Lapeed

Tr | il veight 083om T Ditnoute Kown

kald | =3 gty = TH butsenge {otemni

Ll hiiw L]

Layput sl b Lo Jolw MV— ¥ gyie

L

e A5 3wl 5o LT Q\

T35 885 ixo J9an 93 4 ) o K ulgsi oo

s 3 03 1) 6 pkaas O s 5 Jlie sl
3 )3 o gun ylous sladghw Jl (5% 03 b lesglse

A4S s Split Table sasss 59 Merge oy ,5 Jl Layout sasb)j )

G ¥ J9as 5 s b ¥ Jsan S35 50 Juobs Jsan 5o

A
Y
Y
£
sl @35 J9a Sl Usl phasws 0535139393 0313 )3 0T )3 1 LesglSe &5 (s s /

A48 Jo35 B Usas b ol pupe 348 slml DA Usas - V=A u-')o-‘@

B Jsas

Adsas

s

s




£

S8 Joaws B Jsan 4 b 0T Gugws 3 sl D A Jsaa v_c‘oﬁ)'&@

B Jsas

Adsas

(U935 panats) 34 Jo33 B sla sas 0 b 0T G 3l 3l DA Jsas V=Ar g9 p03 @

B ooub ka5 sladsas

Adsas

—_

\u

~| |

3

Jalaio sladgda sl Y-

) oau=w 6Lmd,4;45;,abua el OB gl auiS skl 6% Joaa Jalbs oa J,A.;_Qggl,supw

sl ) 7 b 43 OIS (yho) S ) G &
DS sl cauiwd Jole a5 Sbo) )2 Al S dsda )

Do ) ol Ja SIS Usaa suiwe Jalo a5 3003 )13 Joaa Jl slasls o b les e Y

DS ool D Glals Jeaa Y

S Sl g5 J93s V-V oS @




rosaxs L) V-7

Move The Table

In the print layout or web layout, position the mouse pointer over the table. A handle ( i)
appears in the upper left corner of the table.
1. Position the mouse pointer over the handle.
2. Drag the table to a new location.
3. To copy the table, perform these steps but press Ctrl in step 2.
S Fawly ) SBGIMw 22 4 Hie s dagi b
Select The Best Answers For These Questions
1. What is the title of this text?
a) Print Layout b) Move The Table
¢) Table Handle d) Print Layout or Web Layout View
2. Which one is useful for coping the table?
a) Drag the table to a new location
b) Press SHIFT while dragging the table to a new location
c) Drag with right button of mouse
d) Press CTRL while dragging the table to a new location
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You can add the shading to cellsfor calling attention to them.

1. Click anywhere in the cell to which you want to add the shading.
Click the design Tab.

Click shading. the shading gallery appears.

Position the mouse pointer over a color.

A S S

Click a color. word applies the shading to the selected cells.

Fill These Gaps:

1. To call attention to cells ,You add the --------------- to cells.
2. To add the shading click the --------- Tab.

3. Word will add shading to the ------------------- cells
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To play sound and clip in Microsoft clip organizer or in your documents, you must have the
Microsoft clip organizer in windows media player on your computer. Media player are typically
Installed with your Operating System your Browser or with other software.

To play sound and clip you can:

1- click the clip you want to play
2- click the arrow to the right of the clip
3- click preview / properties
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1- which software do you need to play sound or video clip?
a) Organizer b) Operating System
c) Media Player d) Browser

2- you can not play sound and clip when you ....
a) click the clip b) click the arrow to the right
c) click preview / properties d) click go button
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Create A Hyperlink

What do you want to do?

e Create a customized hyperlink to a document, file, or web page.

e Create a hyperlink to a blank E-Mail message.

e Create a hyperlink to a location in the current document or web page.

e Create a hyperlink to a specific location in another document or web page.
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True Or False
1- You Can Not Create Link To A Mail Without Text.
2-  Hyperlink Is A Text Or Picture That Moves You To Another Document Or Web Page.
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You can also perform a mail merge by using the mail merge task pane, which leads you step
by step through the process. To use the task pane, in the start mail merge group on the
mailings tab, click start mail merge, and then click step by step mail merge wizard.

A data source is a file— for example, a Microsoft Outlook Contact List— that contains the data
that varies in each copy of a merged document.

S by ) BRGIm »2  Hie d dagi b

1. Toperforma............. You can use mail merge task pane
2..UsiNg ..o Leads you for step by step mail merge wizard.

wles sl el ol (5asb Hlod (T a33s a5 S 5 5 Aol YB35 08 wlbasie wand Jold o )51 o
Pl b w5 @ b LT 5 aples plesl ) Jobs 55 oT (Mail Merge) iy plesl sl b sslss e
S Jlw )l

S50 S5 Aol ples )3 YT whgize 5wl aol S e (yie (FOrM Letter) e s saols o

SIS )13 0T )3 4wl YB35 18 wliastive wad &Sl Sbls (Data Source) Lesls gie Jols o

Agles Sloml OUtlOOK (yusdoliee woawad V3 Ly 5 EXcel , Word o ) duilgs 50 1) 9 35 08w Jols o

el s slate —aliske Slaal )3 YT o &5 Siiud osub plesl slasds Merge Field o

T 1) o ue 9 oddmgs [aL; S Ol gie (i skl C_.)b Siile SileMbol 395 Sdw Jl o & V> Suilgs 50 @
D98 5o s wileMbol pl 4 .35 g 50 90 VTS eA =) g0 & wileMbol (yl L3S

m»ldas)léhs._ﬁub)fc)l;)aulpé.ﬁlfctﬂ+Sh|ft+Fll).é.hsu.)):d.nS).\uLmJ._a‘KCtr|+Fll .




Data Source

Duplicate
Envelope
Form Letter
Individual
Label

Merge Fields
Mail Merge
Next
Previous
Recipients
Sort

Step by Step




W—-

s
—

G295 w9 )T

35 oslauwl Table sai 33 dnsert sasb) )3 ulgsoe ol miie b skl sl

g 5o 0l iy plesl plxil sl 5 Insert sasb) Jjl.Y
woawl uwlie aus O T L5|)._s Insert sasb) ¥

Individual NN VR 4
Previous JCRCIN,)
Label o8 7
Recipients GBlas Y
Merge Field o plesl alys A
Sort S elesl A
Source Data o3ls e ) -
Mail Merge 08 e N
Next

Sl ) ) sloaiy 35 )l S elas” Start Mail Merge (9L« )s Envelopes Label slaai 35 1Y
28 5o

oo plesl S5 80l SLyply — osub plesl asls (il

o lesl )3T (Slacun ud — o plesl slacaus i («

o plesl slacums po = odub plesl wdT lawws s (z

o plesl sl j — oaub plesl sladel =Sl (>

TS 5o Lasdie ) dol gl a6 )8 wliasuie Jobd ilwoe judd J=o aiy 35 r:LAf.\\"

Recipients (— Data Source (sl

Form Letter (s Merge Field (z

39050 I YlF 25,08 e JAlS ) ))SS 38l 93 )8 law e ) slaaiy 35 )l plas AE
Filter (— Sort (all

Find recipient (s Find duplicates (z




Szl iy 35 plaS 0 83T Slaensly I ) shie 1D

Envelope (— Letter (all

Directory (s Label (z

§303 50 plmil Slec ax Edit individual letter sas 35\ ¢

Aol SIS il e (o aol 5 S5 Gl s (sl

Wosls zie Jold inlrs (3 P8 el pinls (7

S Form Letter Jl ) gbaio N Y

o plesl sael (o o plesl o o (I

asb ol (sa335 G0 1S pu s Jobd (o OB 2508 gl (5025 505 2 05 b (7
31> 0 Ll Sty SIS 3t 5 s JolB LT wledbol aF ol I laiowd &3 aiy 35 plas VA
Al )l yE , slacele Jals a5’ plaes)le (o Mail Merge (—all
Z o= Mlss (s Merge Field (z

Taigi ols Seleal sladels JI (Hle3)95) da 35 s ulsise Slos glxe VIS plas Vs AR
Select Recipient (— Print (—al

Select Data Source (s Edit Individual Letters (z

T awlio ol YB35 )08 o S we pnd sl Jb 95 plas A

Word (— Excel (<l

Outlook ys uysT san yiss (s Access (z

Ta83 50 plil Slec a3 Find Recipients sai; 35 .\

sl S ) )3 BT pb aF S35 8 3,5 Loy (I
0Pl oS Sia b S ws)S g (2

sl pols psib T o35 )8 aS Glasl v )5 o (7
3032 Al (s S S wlaskiie g3 5 )l (o

T35 503 J9) A V358 )50 & ) Dlge JI K plas ¥Y

Qs s (o Sloe w4 (el

s Sl (s Lads (z

RS P Rr— Gk Il olssse ) i sl 7))l 9 0sdun 93 disle (5 puolic TV
Date and Time (— Properties (sl

Field (s header and footer (z




Email ) l9iSs a3 launS il Sy 9340 0 5 Juaie (&l

M-&_q&&.;:i)m;éué)flau:é|(g

bl Sla Jale (z

aok wls Jalwe (s

DS e asiie ) Sliol asas Jb Gy plesl Jale )3 iy 35 plas YO

3 4ol 5 (o O3S i S (<l

b Shol asay Jold plsic a3 Silgs 50 SRI9S a0l ja (s Lau.u)sT 9 sl jlosls L (C

S (Mail Merge) b i plesly -

S U s (599 00 iy plesl Joe pll sl a5 GL1s 95 ¥
Taubly dils3 50 5o 95 ax I (Data Source) laosls giuie Jols Y'Y

T3 9o To» b SileMbl ax Wosls ) Bl Jsl ) oo ¥Y

Saubly ileMbl ax sola Ayl p 55 saels YE

Sy (Merge Field) olesl slaadis jl ) gbie Y0

§3,5 703 o plesl sanl Vs b oy welw 5 &)L wlgs o0 43555 Y7
T383 50 plmil Slec &y Select Recipient saes's Y'Y

T s 20 590 Sl elesl ) shaie YA

Saam s 35 s D) el 9 35 08wl plsise LT L A Hbs) aw Y4
Sagis 2 28 Aol 93,5 law Sl Ghs) aw £

TAigub 50 J9) & s Sy )3 o z)d slaadsd plaple) an )
S s O 9,5 8B Jl ) slaio EY
Samgh ) ald <O Zos Jal e Y




A

Y
Y
£
o)

Olles Ol Sles U3 5 S Sl ) Sbasubio b aeda edT cand b elred Suan iy plesl S
Auas plis

bl Country 5 Last Name First Name sloadid Jolids iy plesl ol

S G935 Sl o COUNtTY ulil o 1) oaud sl iy ples]

SOl D sl 3)55) Y s &5 i eubsis )b L o Skl i plesl

Sl 703 1) el Jlws)l &b 5 waclw Field z 2> Jl oslaiml b odub Sl iy plesl )s




(I12) 5)B8) sladsa

A5 5950 Jil 5155 Sl Juas ol sasiliae Sl u
205 el gy ls @
SIS ks Ginles Gl b @

IEVIgRIFEN I, PDF B e

slas Word s 1) Fax Juw)l S e

e il ) ol gSLQ'A-.I.b-B °

S Py o 9 4l @

a5 ol ) i @

Shee )95




Swles Jlacl 0T & b ssimdls gloil 5 3w slool 393 olgss & 1) i K 4555 a5 it 50T S b

as _\ﬂ),.oTvp Juad ol 3 L3l abls HLEAL ) osuh Dl W) A 1) S Judlgy AF il HSews Jb

Sules Sl 9 oaalie Ginles i w0 A 1) (S3iuw 45958

& ol 1=y

Frrgeran gt paerd P im e d

au-:-u,.i -
] b=

doh Prawl
= St b i, rarmbety oF (e, el
i s L | wthp grnbeg cpbsim o porfieg

!,i_in-ﬂnu

2l Cangen .ﬁ S e L e Ta DR Bl
l'_:"i'- | (S R LTI TR S Pl

= | 3 il Py
H -— | LIk, Pervire mad i thangin bt pag bhelent

FreTIEEg

Hu;;:i
g

Quick Print ay i lil ) -- ) JGb

Sdaw I itnles i 03alive ¢ wawl jls S8

PioualS & Sl ST Jldl Sl slm b T

Jes ) Ohso @ g ol Gl sl Juaie

oy

S Suls” Office (saeSs 550 -\

LSS bl ) Print a5 Y

JSib) swles Suls Quick Print a8 90 ¥
QRN

Sz ol ol S Al ey KL S

G aws Sl L QUICK Print (sai 357 e pus (s piaws Jlgs 6,ah)hw6p)-_(515h:m é

2SS o3lanwl @ ols Sl 3wilgs oo 43S al (590 S LS S DS =y o piasS Jlgs )

L Sleisl slaSialeal 5 olmbl suilehn b awif oxalive ) 0T Il iles i i Sl Sl Jud cowl g

DS Joe ) b & Dl pinled Gl sosRlie Sl auiS S )b s Dla Jl Gl

S s Office (a8 550 .\
S bl L Print saip 35 Y




osabive oy Ginles i o pzmiy S Ledb i () --) JSb) dwles SIS Print Preview sai 35 o) ¥

S e

LsLQ)l).ﬂ L).i).)lp.;‘o .)}m\_’o PRV 9N wb.)} [EIVIEN dL&h)b.ﬂ L o|)A.Q Print Preview by Jou=xo U"I PR

Print Preview @l sto Lol il 53 0 |- 1 Jsaa

oawl 03Ul ool C).w Yo=Y Jsaa s asl) oyl

3)Slac SKigSa S bl
Sb wllec g5 0 =l Print

(GBI b B3 90c) 3L wua (yuss oy Orientation
&l slal yiles I3 Size

0203 Dl jl oslaiwl b sisw (Hles S ) js [{ (yr2003) Magnifier
O iy ) axmduo K badd il || Gk Fage One Page
o iy )3 axmio 9 Hiwled | 1l Twn Pages Two Pages
Ssy a=iio Glwled | L ext Page Next Page

8 axio Giles

_i Fievn Fegn

Previous Page

2l Olalesphy =l Sl zs s %] Close
S\
A 30l58 Sl 3 e 03alie Sla Gislaiiag )3 4T G550 Olad &) Siss 14X é
Y

=

L

...d.f.).pl.)uol._»_-l'ﬁ}

L o sdaws 0183l 93,5 a5 b ulgiso AeSa 3 ul sla by dxiio K S S AT 550 S

e
) adws (e Aplss e Review il i (Shrink One Page) 1 saafs o) G5 L gl
Ai%»@oufwﬁmlm&u)w;wl.;ﬂfle;mh:!)abgﬁu_fv;,fﬁ)lm
.mleoml_;l;w\_g).soT);TU

\

T3l by a=aio S S

323 3 Ols Gleles i wlls )3 b oT aus jLiyozon Jos Y=\ U-‘)‘-’@




2 paldis 9 lsl VY

o p1) Ubsy & Sl bl sl ' oT 38l e s s 5 x5emels & Sila w3 Juate I olisebl I uy

)

S s Office (saeSs 550 )

S S Print sais 35 50 Print saiy 35 sacsome j0) Y

(V=Y JSb) S g 50 S PNt pols Y
Sl sl ps sl ol eums s

E
= L 0 e 5 7D - l_-l--'l_] e
] "= & e
Sl S g rae o L e o e
[ e e
| p—r [l st iy
P T
2N Jlesl o) 45 3 S o . | -
Loy gl
I: .H‘ ] LR [ ﬁ @
Fopd Al mustes] T e
l'll-_hnl:l'i:h-!lh
B, T s e i L
W EHL et § -]
i Fe— - -
mar [YTe—ryy— m o iy | g »
Sl R e -
== = ][ oo ]

Print (slosslzo ool | -~ F JGé

22350 wlis I s wwas LT Glaciws glsil Name o )38 V3 ol Jjl Printer sanb ps &

DS il D s o a5 90 S () --Y JSb)
-
e o e ] b 5T E
[
=l
=y

1 . TN SR

N l-_
=)

"'—leh-ﬂm

Gl bl | - G

\
ol 0aubh ols k)i;),.oT Alvé [EN7-K} \_,L,ﬁv J.n'.c lauu.un QNI DD




il Juaie Ledb y3auels 4 LSl dia aF cuwl s Sl bl 4 o) 1AXSS Ej

PDF Jobd <5 ) oy =€

9 S osalie ) LT auilss e bais a5 siumd e Jols Portable Document Format L, PDF sla Juls

DS Sl T )3 (6 puss 4555 it Juilgs S0

&an S

1 frm e 4oy o e e Lt

Y e ':_l‘[ ‘.qnq-'r'\-l O LT B T B B P
] H

e 7| W Lanplsis

= o 1 v TRl G ILEATE da B CFmpuai s T e

j ey B e 5 16 P e Nuflaie Siehirerdy
‘ied 97 M08] Do i

H ey ﬂ_j Leve a copy ol Ba Soruoman® Thaf n Faby

Do B e el W Y

H L | - Pt add v e b B oty
._n.uuﬁuui-uuu-rb-u
formath 1uih da POF o PS5

ky
"'Iﬁ‘ i § o ] Driver Foswmain
Opres the Tuee A suHEg oaE 19 L hies
4 o panifklr o Yrpri
'-I_rrl FppEw &

PDF Lls 503 | +-& JGib

=o sldaxan & 1) siw PDF Ll v 9 disbogo el SS8LS slaJsis 5 e PDF sla Jbb Hs
‘LQJJleJL)J .\)SO-\.QLAMub.)k’o Mwo»sﬂl)uulw;‘ube)s .\.Jk’o\_{&m
S)las u.vb..;; .;‘,Lm Word )i_\_.) k_sLQd._gLS

3,8 Gl 9 3905 L Word )s ylssses ) PDF Jb S 145535 é

Word » g3 ,5 Fax \--

)l b 9 ra.)’.o Iyily .JJA.}QL'\\_,Q ula.)’.c / u.uSé" 5) C)T and 3wl oL & Lmla.)’.c ASL,»LQ)
8 =3l 5 Jwl 9 03 S slaaSub b bls)l )l 53 »




S JWs D ) ooy eSS Jw)l (sl 0
S s x3euelS 55, 1 ' Fax Services lawl .\

S Jb Print ,als b agis bl 1) Print saiy 357 Office saess I
(V=¥ JSb) auwiS bl ) o —uos Fax Name (s 5 3l wad Jl

m o =

iS5 1) OK aws's

S8 Jlas)l L a8 algis 0T Ko &5 6 Sgabis0 Jb sy yusd a0l 2

2Nl suile Jodisy (yusd Lol bl anblas )K:;lv;ibol Sawl Fee a5 3ubl ALblS 4 g5 14353 é
b Salsn Jlw)l Gusd JSib 4 3w Sl 0T 690 as )2 5 3,5 salsd Joc Silxe

VY \_»la\_tfb\_s,)bui.&f)b u»).)T}JA}:G u»).)TJ.yéﬂ u.\laaauhoé.vb d.oLn-inT\L; g5|)._‘
28 Joe ) o) 4 Sk S Dl sl
A8 s Mailings sasb) s -\

() =0 i) Swles ozl Create o5 ,5 jl 1) Envelopes sai 35 .Y

Bt

'J Hms JL P_*l.hl Bafpeptilan. Lisngl | Ao Wi

W, 5 =y -y J B
] = g
—l J -J 3 L . - 2 st Wbl

Prealoges akah Sl Rimi Lswcd [ F ] ingpengpy  higs Glvpeng beart Chge I.'
/ ARGy © - Rgigeen) T Tpgpmm 5 Urgs Paidp By |mn 1 o Ul cafi Bl
| Cowule st Wk g Wt i kst Fatid

Envelopes il | --0 G

() =7 JSi) auis s Envelope saib) 50 - 5450 JL Envelopes and Labels sl ¥

L LulS L woaT Return Address sanb s 5 oaiud sl Delivery Address sanmb ps &
() =7 JSb) 3 a1 o yd

\

.é,.a“uu.o osls L)'b)}.nT Fax Services —aas L}.ol.c M QRIS DS T




o_Li).g_.f Uu)bT |.

ok pd T l—

[ e s st
F.I‘h_-

——

e Do
—— e 4
P iy S il i

ey B s s ading Lefes prrirg

| T |

l_-'.plm 1r' ri_m#ql- .- ]

¥

[_oma ]

oiiw 25 9 O-.LJ'/L_{J’L)U)JT’ '—fULGf:

A SIS Print (saeS's (590 9 a3 D3 )L s asl wSL D

(V=Y JSib) S5t ze sl oxiss 33 ()3T Ob (B 290k 2 e ol

\'z,.' [ s v 10 B T8 s 1D S5 6T a1 e Sl e, pikdrns?

Loves J m |

ot x8 JusST b i b oS T o o 43 iw plo |-V JGb

0w [ A 5 A SIS Yes sasSs ) F

235 > Options saess Jl o 38 (wosT 9 0ai S (sl cxigh juss ol 14ISS é
.auiS oslaiwl Envelopes and Labels

cnamd )3 D 398w Jxe usT .o osleT oy sl 1 lasl w5y V=Y 33 03

Saled wublasl 0358 s plsie @ 1) Juass Joo (T 9 0w y8




NETENS PN ) Y- PR vy | vy ST Lol ml Loy o o 3wl g3 50 WOrd (586l o Lol Jl oslaiwl b
S 2 SRS St )3T 5 L Sl L RRwp 2 Sl Sl 2 / ?

T meme e Rgeles Bteeiss | luany | Rekew v

(V- =A JSh) aws SIS Labels sais 35 59, Create oy ,5 Jl Mailings asbj »s

===

38 Joe 2 Gbo) & puosT
A

L By

— x =5 =

-ﬁ 3 i | o 1 Whaarn Pt
Ingrasgper  iehigni Glrgmng Besart By e

et Rl et L]
Elpigey = - Rapigaeniy = Ty ool

(BT ] Fuiifl -8 U ehs i

Varie b Bk Fatidi

Ly Fapigly  Blpi

et Wk Lisiga
Labels =il ) --A JGi

(V- =9 JSib) 3o o0 Jb wmanl Jlod T s Labels sasb) a5 s s Envelopes and Labels yals ¥

AuiS SUs Options (saeS's s9)

Envelopes andLabels

| Envelopes | Labels

Address;
A

Label
Microsoft, 1/2 Letter
1/Z Letter Postcard

O Single label
Row: Column: D

Eefore printing, insert labels in your printer's manual er.
[ Brint ] [ Mew Document ] [ Cptions. .. J [ -postage Properties.‘.]

Cancel

Print
() Full page of the same label

s Szl sl Envelopes and Labels ost7 ) --9 LGé
(V=) - JSb) S gub 50 JL Label Options sloyslxo yals ¥




St et

T ey g el vy

gy e Dl bt Toiet) S8
ol Y

Lk g ETSTEIT -

L
it e | r———

o slzwl Label wilelbl [_- T, | e e
::;- g e
paa o T
el LT T RSl
e =
[ ) (e | =

Label Options ozi | -1+ JGé
V=V JS0) auilS Sl b s e ol 32 £95 5 Kk £ o5 Printer Information wews )s &
D Lacuws 0 Soage slaz b glssl Sl S5 9 aws SIS Label Vendors it )3l (5l w550 0

(V) JSib) ol bl

-

Lahel -:'.Iprl-.-n-.

FPrikes inlorsalon

() ek sfood printers
Eibgoaprts  Iray: [Defak tray (Actomatcaly Select) |

Lkl brf carmiabian,
Tyoe: 152 bebter Popcand
Heght: 2159w

Wit 1397 e
Page e 1387 om X 31,59 gm

[ o || caxd

S bl ) 393 uwa s 95 soless Product number el )s
23,5 L Envelopes and Labels )sls & b os )8 s OK (saeS's (59,
o3ly Ginles A5l V3 T U sy a5 JB Slaxis .auS SIS New Document saeSs (s9)

OV i) S s




;Ea.lﬂ_:.j_l"}-.u.l Lattia2 - WAsroton Werd ——
= Home | Wrned  Pageliyosl  Eefémori Madegn Besew  View Gdide  Densgn

= ik i;ml-l-ﬂ rIL'||='I= "prq'lﬂ-. &r& ﬂ:

— g e -i-:khl-‘ll-l:'.al |IE-I~I-'-|II'I

=3 } o
Wik -gh,.l.‘--ll‘ull Y t.. 2 e “"?—Ih"l ﬁ"fm wting
{-(hmtiaiindl 3 foml . Funpaps WA
+
1
YL DR AL TR “ " o —

s Sl |- 1 P G

DS b Lo 32 690 b olgds wileMbl 4
LAasles wlxwsl 1) Print LSM_):}JJ.J\_:*KOﬂ:lce GaeS D (59) thuu_h).) ul_; LSI)-.’ A

s Envelopes and Labels »sl5 53 swlbw ol & 1) o p 5 aas &S pl (sl 14353 é

S ol | Single label sai 35 Print aab

AV VY JS8) 38 Sl 0T G 9 Sl JSb 03 0340 (a5 dls L sy Vo= ¥ 92,005 €C08)




_ [

o
T i Pk O
1) Cprtiramandued grimn
) P pE et Ly TPy P —
| el il

e g 2

Luberl vargioric.  Mizrosit

L] el i e s
Prosic, oy A U
| L LTl A T aal
15T Lt 'm.'
Heght: 2%dem
11 Lo
P i L T i iry
T e — . s bl - e i
-
ot sl 3
e R T s = S s ] i} it e = Jobnit e e o B i s b g

A.iw._:‘..T;l,;\_sl).,.a.g:.flval);,';_\.i.wJ.,_sl,su.o.g.,_ifo&”I)UT,mb&mMulﬂl)q)ﬁvle)ﬂ

DS Jos ) b)) A
Swles ozl ) Print saiy 385 5 auis s Office saess 90 .\

Db Jb Print ,sls b oS S Print sai, 35 650 Y

(V=18 JSb) 3uas el |).Lh».?:l=>¢?by)nks&f#ﬂ_\9|}iua o iy oyl 0> ¥

Frerem

.
T
tew
s N
T

Now

[l gt e

S slaa=xis als ol

o L 200 Dereps S

ol L e | 005 T R R

ey

L E |

Gl asus Slass (yuss
N

I_’
0P il amao Ll r

FE

L z9) wlxiwo yuss

TR

g T - e
- [ p——— - Ve i cam

e el ]
Lo | =

Jl plda=in Slass s

2590 b a5 i

Soib s S

A

o ]|

Print o sy 1 - 1& G




S SIS OK (58053 (59, vl &) bgy ro 5L asksis wlnil I uy PNt )35 )s £

e &

e &S AWl 5o LT -

Tl ol & b siuw Jl (Sl bass ylgs 5o 395
Page range sanb Jjl Selection sai 35 s Print Hsls ) G awiS Sl b pais yee (yie

(V=1 E JSh) s oo ol & bl i glod bodd L3S S

L J

A5 5osbay 3w osleT ila sl b s \o—E )3 )03 @

bl Ad 325 o1l (o A O DYLO sY 5 Y slaaxas bas (wall

- eemobs

Preview a page before printing

Click the Microsoft Office button, point to the arrow next to print and then click print
preview.

Click the buttons on the toolbar or ribbon to preview the page or make changes
before you print in one note, in the print preview and settings dialog box, select the
options that you want before you print.

S by ) RG22 4 pie s dagi b

1- Where is the preview command?

a) Ribbon bar

b) Office button
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