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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.

5
| e e
| | mea | et (RPN T e "]
e et 3 AR B S e e T ] dumits AaBbC DT
Sainlolhn | dui gt
"'";I-I'I de o WA EEWE Bl 1 i N g
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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.
a3 sl o) Sl & e a5
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.

A w DN

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

number in the list.
a0 Zwly ) S 2 4 i 4 axes b

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.

3- You can quickly add bullet to your document by typing .......

a) + b) & c)* d) #
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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.
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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

¢) In margins of a page
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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 in the file
c) Style in 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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Count The Words As You Type

When you type in a document, Office Word 2007 automatically counts the number of pages
and words in you document and displays them on the status bar at the botton of the
workspace.

You can count the number of words in a selection or selections, rather than all of the words in

a document.
a0 Zwly ) S 2 4 i A dxei b

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

c) pages and books d) columns and rows

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

a) notebook b) world

c) selection d) botton
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Move The Table

In the print layout or web layout, position the mouse pointer over the table. A handle ( < )
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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Word 2007 jIs 5 0jly
WLy L)L (Allgs ;pian Juad

Specify sai 35 590 ROW saslyy s Table Properties sloyglxo )5 )s W plouw glasyl puss sl @

Sl sl 1 paws sl 1) plas 3 )90 glas)l 5 3wiS S 1) Height

D usim e 5 bl |y Preferred Width saiy 35 Column sasl) oo Ly siw slig opuss slype @

S )l

(Pen ba &, 5 (Line Weight) ba wsolsus « (Line Style) ba g o3 suwilgs 5o Draw Border oy ,5 s o

S yuss | Color)

S5 Shading saes's 4L s 550 Table Styles oy ,5 Jl Jssa K sladslw ) juss sl @

A4S oslaiwl Borders and Shading sl s Shading sasb) Jl Jssa sladsle v3) vsild sl @

S gy 50 03l WOrd slaStyle jl Joaa g s 3l sl o

4ol o ly
Border ol bl
Design 03 b
Direction EIVEN
Gridlines S aSub slaba
Height Jsb « glasl
Line Style bi )
Line Color by )
Line Weight ba saelsus
Properties (- Y g ¥
Specify U S askine
Shading v
Width wo e L



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
Y—EY/YE/N/E HoiaS S1adya 9 (i i igeT Yo Juw slastianl o loss @

S8 wge )T

S gib 50 plil Design asb) )3 Joaa sladshs ) vsila .\
S 203 U9s Usl Ushw 03 Vgeso Jsan K olgic ¥
wmanl Joaa slaba 93 yuss sl e Line Weight sai 35 ¥

Line Style ba melbus £
Specify e D
Width Soals §
Properties by Y
Shading Le A
Borders s A
Direction S5\
Height b Jso )
Line weight

Shading (w Color (wall

Fill Color (s Borders (z

$383 e planil Gloe 4y Ugaa oul absS s O T AY

Joaa bw 03,5 S8 (o Joaa ol 93,5 ) 5 (&l

- oal(o Jsaa bl (z

T3 guls 50 o3laiwl aiy 35 P18 Ol dsas o ol sl pows ¢ )8 &Lﬁ.'i)'f.ﬁ sl &
Distribute Columns (— Table Row Height (sl

Table Column Width (s Distribute Rows (z

S el uslio ady 357 Pl g siw (o re ol uss sl 1D
Distribute Columns (- Table Row Height ()l



Word 2007 jIs 5 0jly
W s b IS blgs jeiad Juad

Table Column Width (s Distribute Rows (z

Semanl a4y 35 elas” Distribute Rows (saelS pgiae N7

s o glas )l (s sl (- s o (S bl (ol

Ly siw Sliag Golwoluss (s Ly g IS (7

Sl uslie aiy 35 oS (Joan slaba ¢35 bags sl \Y

Line Style (w Pen Color (-l

Borders (s Line Weight (z

Sl ulio Joaa slabs ) ouss sl aig 35 plas A

Line Style (— Pen Color (i

Borders (s Line Weight (z

T3l bl plgsses b Sles an Border and Shading (slo)sl=xe yal5 )5 .14

Jsa sladshw vsbld ¢ 95 s (o Joaa sdize) Sy s (all
doaa Jals e ) yuss (s Ao )93 ) s (7
25 g 5o a3LSI RibDON &, Laasl ) PSS Joan ) Jl oy Y-

Format - Design (— Design — Developer (2l

Layout - Design (s Layout — Format (z

3,5 oaaline b Jsan < o s olsize aipsS plas L .Y\

Row And Column (w Alignment (I

Format (s Properties (z
L el se s o8
S il ) aslio B3 € 95 cxouwd S a9 Sl prus slabs s )sbiio & XY
S 50 3L b S aliie )9l &3 1) e Jsas oub s O T vy

Su03 7 b lads3s ps 1 Style s )8 YE

S8 7 b ) Joan Jl s o ) gbly sog=s YO



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

Sales Jlael ) o) slapaais woleMol 3,8 )l Jl Gug S eus) ) p2) Jgs -)
S o e o ) Lo g gies (<l

S ja pgabla ) Jol poww aise) G (o

2 Sl s S5 b 9 sloww dise) (7

a8 By j5gb pbuw d 4l Joaa (o

k)ullf).)d.g.'\') © )0l k):u).)lol.i J.)l’jl'a r0l.'\ [oL'»
o ‘A Y Sde=o Se

\- \Y )< [E SQoxo




(I12) 5)B8) sladsa

:a§ S9) 50 PlEYH] ).Lﬂ)s Jl ;L}Jaé L)"l Sazlloo )IL)‘“'v‘

Aslag h Word Art 5 ise slasls b J sl
23lay L Clip Art 5 W s 505 b I Jgoal

S8 155 ) s b K J ol
slay 1 Ctrl Alt, Shift slasuls bl J sl

See )95




=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

I
g,

ST a9 Jl Word 2007 saxel py .S 5o Joc ailbss 5 cyio Jl y5bsS 5 15 350 ugai wlbsl Sl
ol Vs s S8 EYEN slasiw (sle) & A»l}.\u.o Ufkﬁ o2l Il eslasiwl Lumawl )|.))3'A)._) wlie éﬂ)f
..\.AbJ.A.N}ALuuT.Tulfj|..hol.xo|).m&)J)Ja3&|y|C).)me

LWord Art g (ke s sl L Hl A-\

bl e Word 81,5 Uikl jl aWord Art 5 ke sla)sls

SIS )18 azmas Jlolgws sabais 32 )3 b 0T 53,5 Zo3 b Gite 0T )3 Vlsie &5 wuwl I (ke YL
BB IS sles 5 Web Layout Print Layout slales »s lais 5 sssibse Sbml SSols & dasls oyl
i 03 bie

S b b ) Jabie i 4 Glie )3 S5 039581 sl

SuS Js ) Insert sasb)y A

(A=Y JSh) 35 9ub 50 ol ik 5l )3l (sac gazo . SuiS SIS TeXt BOX (saiy 35 59 T€Xtog 8 ) ¥

Text BoX iio (slo sl sl A- ) JGis

S S (il Side polS oS SIS UT S0 5 wlxul ) e VI8 sladsw Jl 5K o Jb wad I Y
S8 50 )3



Word 2007 I3 5 0jlg
@ GSBLT Slubl b IS 1lilgs ity Juod

S gl LRIl B 3wiS SIS yio (gl (590 -3 g 5o 032 Abg S JAIS (yile S oduh Sl Sie VI S &
Do (200 e 020l B S ool S8 B 3) 50 i D
S8 S e Al 2o (pbad s wbb s #

sl Format saib) 5 5 gui 5o sl )alS awiS S o ) e I 9 BURL¥iY é

(A=Y JS8) S9bioe ol ol s 3 ol yuss Jlecl

[ T S ey S —— [ S
™ B da " -\-: Q@ R L] .|.._... [ e -

BEEERE o ol Jole 2300 .
s PRk B i et St s |

ra— i P

Text Box J/Format sd4ibjA-F JGb
cee A 3uilS 50 LT ‘Y’;:T

olg=s )3 S Suilgs S0 s &Bly Joud )50 (e Sl o &SI sadswe Jl S e Nl

S o)
Soib ol yT sladse Ssie b auiS S Text Box saes's o Insert sasbj oy .\
(A=) JSib) ouiS <S5 Draw Text Box ai 38 (59, wmd ol oo .Y

k S ) olg=xls (5o Il b D Soa 1155 3 ) g0 (Sie I Sulel 50 Ao (590 usle SUS L b \"j

N\ J

690 i aa 53 ala e vlsise T Il 5 wunl 3duw V3 6 Jid lagyie Z23 Gl lda =alls Word Art
13w odlamuwl j) by 3l Word Art il oslaiul (sl 3,5 oslaiwl (ola slayie

S Jaiio S g Sl s 0T »s Word Art suiuwd Jolo a5 l=o &5 1) Lesplfe .\

(A=Y JSib) awiS s Word Art saeS's 590 Text 05,5 JlInsert sasb) ps ¥

um Py | spp BririrraT Lo e e B

=N T e P e

hl-' [ ] L -.—l. R | : i
[ =2 [t 1] SRS LR MEiE " wasn | oo
[T [ EA " " 1|»:=-| T T ' i Corat -
=2 T Lo L e

WordArt Ll A-V JGi
(A-E JSb) 3uiS SIS 398 ol g Jaw (590 S g 50 ol La Word Art (sac gooxe Jl (52950



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

Al s (TS

i P e
Bt ot s, Worase] Wocart
L WoedAnt Wondlet =aiiier el 2
| e i Wl ol '
Wordict i Mrdlet Ml it |
] gl

WordArt s ™A=& JGis
JSii) Sgubb 50 b Edit Word Art Text yals ¥
(A-0
"Your Text Here" yio oaub Jb o =iy o3 £
b ol Bl @ b 353 hie .0 Sualen |y
S bl b T SBlg3se yie b Jl w0
5 JSib Size 5 Font cuwd )l oslaiwl b 5
2 s b @l ol
Edit WordArt Text sl slxo sols A-0 JSGs (A-7 Jsib) 3u5 S5 OK sanS's 550 7

Welcome

WordArt i/ sl goi A-5 G

03 e Shbl )3 ol ) & Rl S (pusle bowss YT Dbl w)sio s WOrdATt z)s I (e
DS 3595 b )5S 50 b e Sulgsise Z OB 9 JAIS saews 4 LOT 03 S SO L &S Seib 50

oy ,5 Jold asb) oyl Ssbse Jld Format aily) dae uSiws g ol s Word Art bl b
(A=Y i) sl 50 Word Art Style 5 Shadow Effect Arrange Size Jus Jl ) siuws —alixo



Word 2007 I3 5 0jlg

@ GSBLT Slubl b IS 1lilgs ity Juod
a4 Ly Bylyresn RRpkng W= e Pl
I = ", o A i 1
Shapelie! | WordAn | Wordhet wrerdr o Wanllil < . W Shace Dutmng -
" i TRiage Thagd ¢

R FLLIT WIpFL

WordArt _i/Format &b A-V i

DS S0 ashl Word Art uf.ul).)} LSI)-.’ 5] L,JLQ)|).)| J.Qo’} U"I Pl 2

r N
el GO .3, Jloel w5 ooub ol Jud Jl a5 Lise 4y lgsae 1) Word Art 5 5us 4355 (d

L34S S (Insert sasbj)s) Word Art (sanSs (59 (w9 Swles bl L ¢yio 1ol
J

4 )

Edit (54,35 0 Jb s sie Jl 2w el S5 T 550 Word Art yio juss sl 14555

7

) Song0 e Juilgi 5o e 9 Soib 50 Jb Edit Word Art Text e p=iy swles bl |y Text
S ol e

L J

Clip Art 9 & y39005 L )l A-Y

Cllp Sl 03,8 O).A;.))J}Lbalf).) S 29905 duls\_ﬁ_u)}lohl) LQUT el ro)y LQ)J,JQJ)| oslatwl sl o

5 a8 50 D3 e piawsd 3 WOrd (58l »3 cuas b aF wouwl o3leT (sl 42 5105 Jl (slac gaxo Alt

i o o) g0 & e by jsuas 3,5 a8l sl
2483 )13 S 73 0T L3 D) pgias 3ualed 5o S e )3 b lesplle )
(A=A JSb) swles bl | Picture sai, 35 lllustrations o5 ,5 jl 9 sws S Insert saib) sy ¥

--""I Ll T (AT FALF | T WITFIPTEFL LETES ]

o) O el |88 02 5 ol
Chnld Binem  Pags bk | Mutuer | D5 CRaped madie TRAA
Pag = rlilr Brrai " A -

g Ry, tmarrh whimrn

Picture zs A-A G&




=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

I3 0T )3 W jguas &S 1) (S sume LOOK iN (554 3L ) .3 5ib 50 Jb INSETTE Picture (sloyslxe pals ¥
L ol LOOK iN coamd )3 )l D3 (6,505 e 03 L J 33 50 pgus HF1 .33 50 gl a5)ls
(A= JS) 594 031 Hinles S92 90 (Sl y 905 b auwiS ostiie

Insert Picture (sl slzo ool A-9 JGi

S Insert saeSs 59 o paguas Jl o ol Sl gy

Ol Shbl )3 9 odib z)d aAxbo )3 gl LSS

33,50 wbles i a9 oINSl s sl (oo juSiws
-\ i)

ﬁ}w‘;%oﬁudu&i}/\.@w/(—" ULGuu

Jolis a5 oyl S o 50 Jlzs Picture Tools sasl) T slae pufiws b Jlgsy 9 psas ol b D
A-VY JS6) aiblbigo paguas Giulpes e ) siws aliske slaog 5

[T} Eylp-immri Limrreg) Erims B P

iéaaﬂ_nnmen-“

B ER e

ﬁ;ba.i'alm.z'ww/\:c__a'i'/f—) |yiv



Word 2007 I3 5 0jlg
@ GSBLT Slubl b IS 1lilgs ity Juod

gt - ' Slas puss sl Adjust o5 ,5 s Contrast yl sl Jie lsic 4

-
[
1
I._'

(AN JS0) 39050 OB &y yu9005 0> )

Delete ads O s 9 s il b -Vie] é

5%

" PO Vewewww

-y ay e g

rouar G Contrast s A- 1P fGo

Ly JSub @y » Alt, Shift, Ctrl 3 p)ls” A-¥-\-\
Joaa 0 a8 )by Sl )l b eus) P s Alt, Shift , Ctrl slasds Jl PlaS s ibls a5 b
ol oaub odls TH p2)

J.Gi;,a.w//.) Lals s A= Jsaa

JBGbl gy 3 345" 3 )8 s ol

J.ZAQ.;Dragt_}.o.c&}).ﬂ:d.zoﬂﬁﬁ.\.g_)b&oﬁkbctrlAﬂlf‘ﬁ[oau)lam).\)f|
.S g 50 ) Drag uybb

Ctrl

Al g .;))}.-od._‘uugl.n )fo)l.ﬁbl .;:S)A 5._\._'_)|.)c\iio,_-=3|.._g |)A|t.3.ﬁlfsdiaix [n.w) rOl:uh PA )fl

.)’.wu.o

Alt

23 psbe )5 o )libl oS ya a8 S5 i 50 acl Drag plis s Shift sl ubls a8 b
oS )a Shift s ls goan e Pl an)s €0 el Jl ol b 53 g0e b a8l slimly Shift

wmawl a3y Ol S )R VS wsbe

Lo 394035 Format (gdils) A-Y-1-Y
o> Format saslb) « 35 a8 50 VI3 jmgias S50 a5 Vb p8 S 5o 7z Ao ) S pges &S Sl
(A=Y




=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

- W e
[LRER] bmiad Pajgsd Lagiai Pl pasadi Uit g BpriFe e CarHigF By=m

o Erigraran - Sl Comgerin Pty = ' Paturn S L LUl R Y|
I e Fj rnasgs miterd .‘ 1 .‘ B Pt Bt r..r.l-lt-'l'u.-lln.u " .
Iny B "r-.r [ ST ] - Py EFpt d-._-_ L

b ysas 4 bgspo FOrmat sl A- 1V JGo
sl ool 03ls mub 93 ) o 03 Leeulsis ol
p5d & Lo po slopiii A-F Jon

S)Shos aig3S
rypas i) Ul e puldis Brightness
Y a5 03 K55 LS Ol jue uliis Contrast
229005 K3) 30 9 b9y 9 S Ol jre eabiis Recolor

»oas Sowoes pid | Compress picture

S8 pa9u0s Bla A S Huguas YISI S Change picture

WO DI @ gas sl i8S 9 (Rl Ul jre v S 0 Reset picture

229405 (539) 03ub iy =5 Ju8 Jl sl s3I Jlocl Picture style

ooy ju9ua5 b dpan b walw Picture shape

225905 )3 g9 5 eliud K5y eabiis | Picture border

225905 S5 2ba S Ol e 5 Al eulbis Picture effect

SBlybl (yie Ay caums paguas S 818 Jxo oy Position

SAuds Ls;))._;d&ulﬂ,@‘wbwﬁ)lﬁﬁmks;)ﬂ}w..\J__;ASU:S),.@)A

) Bring to front
S8 50 I3 e S50 L 8y g5

64"'9")")U“l'z”l)"}‘o"‘Mbw;)lﬁ‘nﬁg))d}mmﬁd)}@)é
S8 50 )3 i ) b e o 5uas

Send to back

Qalgsi e a3 ol L) sl juguas Bhbl sladibes SKuwsh Jxo s

) Text wrapping
{35048 D)3 08 590 29005 93 &5 S euldis

Axo ) JSib ($a0 J )5 S0 9 (yuss Align
L2 529403 (53209 35 (509 (yuss Group
2123905 QA x> Ol jae puldis rotate

sl 9005 Slaabds ¢y p3cpba) 5 (30 p5 e sles CONtrast Jl ) sbie




Word 2007 I3 5 0jlg
@ GSBLT Slubl b IS 1lilgs ity Juod

229405 S&i0) g 9 Labod K5y uss A-Y-1-Y
1348 oolaiwl o) o) Il pagas S5 93 LI L bobiy ) s sl m
A Dbl ) s 350 sguas -\
S SJS Format sasb) s, -¥
S s Picture border (s o5l wawd 55, Picture styles og),8 I -Y¥
) (Dashes) ,igm3)95 b £95 5 (Weight) Hsl5 wolus puguas V93 LI ) osb Jb e s =€
(AVE JSib)auiS aubiis
F'u.j.l!.urlnm
Formal
L Picture Shape - i
& Prcture Border - ;
“Themecilon.
H EEEEEERD

h I|'
SEended Lodory

[ 1 rEFEREN
Ho Sidline
o Mose Oulline Calgis...
= Weight E
Daphed ¥

Format dubjbﬁ}d,v;a/.\ﬁgmﬁw/(—lf e

S o 32 b)) & peas S5y s sl e
S bl ) Format picture sai, 357 9 3w cawl) S 505005 590 -\
A0 JSib) S SUS” Picture sasb) 59, osub )b slopsle pals ps =¥



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

Fagmad Flctura

e Picture
Lne ol R [ Oy
Line Syl ; i
Frighiness: i L -
= ik
ST EEL % =
300 Farmat - o
§01 BomaBen [Ef'i:ih_'_l
- Fre
Ty B

format picture (sl slxo IS0 b s suai (sdisoJ pu -_6'),4_._‘5.5/(— 10 JGis

wmawl 03T ju) Joaa o3 ail) ol slaai 33 -Y
Formatslaai; 557 > )Sloc A-Y Jsan

3)Sdos S
S 5 3 S S L ade) Recolor
D e uss ) Al g aadladd ol je Brightness
SIS 5o s ) S5 3Las ol jue Contrast
U KU RSNV PEN BN PRSPVL Reset Picture

a2\
line s Line style slaail) @b I Format picture slopslxe H3l5 s a5 Sl wads 1 AKSS é

REVT- Y [alaul 5] 229905 )9S PRI PV Jo,._‘).o GLmﬁ;b» "\““IDS\J" color
J

2533 5B p39005 9 (e Ay il S 5 S IS Jxo uss A-Y-1-E

Text wrapping s 0sition slaaiy )3 Jl sulssso rguas o Shbl )3 yie (458 3513 o9z Jpiis Gl 0
P AuS uss ) Jabe Gubo yie & s 1)y 9ua5 (5 513 Jme POSILION 54y 35 b 1ol .auiS o3Laiwl
Al olsxisl [ a5 3 )90 s guas -\

.S S Format sasb) s, -Y

LAuiS SJS POSItioNn (sanss (594 b wad 590 Arrange o ,5 I -Y



Word 2007 )13 5 03l9
G GBLF Slubl b )L (HUlgs piiady Juad

LA S0 )auis bl 1) yie s cus pa903 S 8 D18 o oo Jb wawd DS -E

Halune lonk
[ Foamak |
.;?Hﬂlﬂw' %k Firimn 1o Frnnd h-
EZ Ficture Border = ; iy Send in Bacic = . JH
wd Piddure Blects = | | s ) [ Teol Wispging = Sk~
h | in Lime with Tewt -
A
! With Texd Wrapping
2| @ &
- o -
TERE T EET .

ﬂ BAFIFS | NN CATRAAA...

O B O GBs) ) 03 IS 3308 pagues o Syl Do e SSiwsih sl jw text wrapping sai 35

)90l 50 ) aiy 35

LAY JSb) auis s Text wrapping sais 35 50 Format sast) Jl 5 bl ) s guas lasl -\



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

Poctude Tools

Format
[ .I"' Flctiare Shape = - 1 i 1 L L:' 4 E
& Ficture Border - =2 4 I 10 Ba Ti] fﬂl
=t Pochuare FHects = s [I:I':l:l"- ___Jlﬂ i"-ﬂ Weapping - | ji' s

[ Line with Tk J
Sfjuare L
Tight

Bening Tex

In Front of Text

Tgp and Boltom
TRraugh

EREEEEE

-
.j Plare Layoul Oplions.

Text Wrapping s i b _wsai G bl 13 (pio Tl (505 4y Loy ro ‘5&#&3/1—) i

VTN [olz.d b el oswT RIdsaa ).)C\fu._gl.mlp.!bﬂ RV A Ry PREIvI i) -y
rguas Sl )3 (yio (piwdlh & bgs o (slodi S 3 ploc A-& oA

S 5o Kb Slhbl )y s o) gody L yio Square
A 0 p3A3 5 pgeal & 1) e Tight

Water (sl y 905 (sl m Yg—aso Siif 505 oy $3La5 s 00 b (e 5 s
S)ls > 8 mark

Behind text

S8 50 D3 Waaibgs (590 ygs In front of text

Ao Rgas onb 9 VL U3 b e | Top and bottom

Sga 0 JISID 5 p29005 Ay 5 I (50 (59 My PR 9003 AID) 55 Sla e 4 e Through

a0 LTl plas )2 S)H3 b as Sgibse ol S 98 Slag ro paguas Sl bl )s

_ . ) ) Edit wrap points
Do 50 5335 ol LS il i (JAIS L uo e




Word 2007 I3 5 0jlg
ST bl IS allgs it Jiad

A\ ua)mé

WSS Skl 0 pls 9 wdie 5 Juboiiwe JSSb A
D313 )55 sl g3 (550 b wlie JSi Format sasb) jlarrange oS slaai 35 jl oslawl b o
3403 D3 ol iy ) wlie S0 e

Y\Y

03 DS L pgual (sdudy po) ) alie JSb @

GIwlsa 9 530,58 A-Y-\-0

Aot 590 Vle)pd w90 & s B a5 S DS 09,5 K0S e b JSib ain aF sl @)Y sl Sals
g plosl LT

rsanl o) 7 b 43 W 903 (S0 )5 by

S Dl ) 35 s )3 095 K s ualsa 50 a5 o x 905 ples Clrl ayls -\

SuiS ST Format sasb ) s -

(AT JS50)awS SlS Group (s 940 )b el (59 Arrange o ,5° I -Y

gib 09,5 kil L 3503 b 3uiS S Group (s o palls (59ib )b ol ) -

S Sl b Ungroup e S o)l Sl )% )L ST -0

I8} Group g 50 Z I 09,5 wlls Iy 9i05
It Ungroup 23 55 6l n3ia5 Oled 0 L53 Spib eIV LS 4 & AT 59 )3 —F
&7 Regroup Sl ) Regroup saisS sl cuuy) Jl i I3 05,8 5
Lo guai sapos I A=A St (AVA JSb). s

. ]

A=Y Gues

32 D3 N0 LS ) 9 S Sl b ) sla Sk
DS 09,5 KA a9 05,5 Dbl ) jugues A @
LSS LS lw ) b aw plo jod s )gay @

SaiS T ) JSb s ) plo jod s pguns @
.AJ_EJ\J?A;I)&_‘).Q °



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
Y—EY/YE/N/E HoiaS S1adya 9 (i i igeT Yo Juw slastianl o loss @

A 205 D

Al sz S 9 38 L ) g5 $o Il G Sules 203 0T VIS B s 9SS sl bl

23S Joe 1) o) & Clip Art VS, aslal sl s
(AR JS6) 3w S Clip Art sawS's (59 lllustrations o5 ,5 I Insert sasb)y os .\

. jmms mm | espeimmer  Gveenoe  massge
- s
B T s
ﬁ J 15} | ,-'ﬂ '4..P ]:~| “
(4 T T inbdr  Putwer| [Bp |Shaph el CRsn
Page = lagr  Bersk = art '
Fagre Rty Wearhadinem
ClipArt zo3 A-19 G
Do so ralb WOrd (sasl js wawl) wow s Clip Art o piy Y
) Goslxe ol .aws bl Iy 8] organize clips... a5 Clip Art sanb b caowsd )3 ¥

g0 4 1) asl jy slaClip Art o y=iy ¢l .35 50 L My Collections-Microsoft clip Organizer
A2 50 iules Collection List sauab ) osub (s3iaiws

Aulgiso wmede pl 590 SUE L .)ls HIL3E Wakgy VLS )s (+) wwde K Collection List wewd ys

(A=Y JS0) dsian b Ak gy 090 slgixe

DT o0 03 Ginles & 0 iy ) waews sanl s Clip Art Sl ja 905 2SS Wadb gy Jl S 690 £
(A=Y JSh)

Clip Art il plodigai A-F- JCb
SS SH dhaw (BaA=o e A sle S L ) bas 3y g0 ClipArt b



Word 2007 I3 5 0jlg
@ GSBLT Slubl b IS 1lilgs ity Juod

as Format sasb) Jl Guaw > gib bl b oS s 9T 50 Clip Art Ginlys (sl o 143535 (\é

A4S odlaswl C)T L)u.d).)} 6|)._: ‘.)}Afbu.o Jkd ol w| PA

s gb) A-Y

Picture and Clip Art can be inserted or copied into a document from many different source
including download from a Clip Art web site provider, copied from a web page, or inserted from

a file where you save pictures.Pictures and Clip Art are available in the Tab insert.

320 Zwly ) S 2 4 e A axei b
1- There are pictures inthe ................... Tab.

a) Home b) Insert c) View d) Review
2- The Clip Arts can be inserted intoa ....................

a) web page b) Pictures ¢) document d) Page

S 1S s slamowd plos )3 ) LT wlgsize 5 Jiblbse e Z3 Gl HLDIB Lite slasls o

03 aags ola bolda 5 L) slagyie skl sl S 5o skl ke 0399 sldosls a5 LaWord Art I e
S g 50 o3laiwl (ols slayie

Olsie b $333n Gab) 3uiS 5o olsil b diw )3 seww 5 la s Jl 5% Word saeb » s 8y @
S g 50 a8LSl 4ol yo Shol slaasl 4y Format

Saubb oo (gif,.pex, Jpg, Aif, .png, .omp,.. Joli 6 pmgas slacme yd 5zl o

o 3 Sl Sib J3Is ) sl gie sulgs 5o Insert sasb i)l Text gsuips g8lsText Box jl oslausl b o
VY TS 3

Sples Gabaiws 0o b ) JKb pain duilss e Arrange o35 Jl Group sais 35 Jjl oslaiwl b @



= B —10/V/\ (oMl Sl )l 9 Kidd 35 )l j9 313Ul o )losis
Y-EY/VE/N/E pouisS 5188 9 (id b igeT Hlojlwd lsbissl o jloss .

| I
5
0
o
\V]

Available

N
\g,

Clip Art

¥
:

Contrast

b
3

Different

Effect

o
X
\o
G
5
°
\g_

Illustration

¢

Cr
£

Including

Picture

X
t

Shadow

&
2

Source

%

Tools Il

Word Art S0 slraols



Word 2007 )13 5 03l9
W GBLF Slubl b )L (HUlgs piiady Juad

SI95 w9 )T

9 50 0315 inles (5 i BB p2 905 S3la (slaak 9:Clip Organizer s =iy jiCollection Listewows )s .\
Al Dbl 1) Edit Text sai 35 s 5 38 bl 1 oT Word Art o5 83a sl ¥

J-AJL’O o3latwl S5 oluw g_sLQO)ﬁmbﬂ).\yaS‘_:‘_&LQoﬂ..\J)um\ﬂ)a Ay

e LS Word Art .£
Sl3a 5 6 a0 ol Text Box b
Sl3a 9 5 0 slaanih e Clip At #

T35 Joe b a5958 (0 10 i el Jl oslaiwl ysas site YIS ) sl ¥
Sales bzl 1) ke sl gloil S S uams 2w WS Text Box saiy 35 59, (il
Sales bl I Draw Text BoxX (sai; 38 juuw S SIS Text Box saiy 35 5. (=
Swles ol 1) Save Selection sai 35 uuw Juis S Text Box sai 35 ) (z
S ol | Drop Cop sais 35 (s

T35)ls )8 Insert saib) Jlos 5 plas ys LClip Art A

lllustrations (s Text (z  Header & Footer (- Pages (all
auiS 5o oslamwl aiy 35 elas jl e b bls)l )s ST JSb G 03,8 aslal sln A
Picture (s Text Box (z Word Art (— Clip Art (2l

Tasloss @dly asb) plas’ )3 ite sla)sls .\ -
View (s Review (z Home (— Insert (all
Sl gm0 335 plas Word Art gyie uss lpe V)
Home sasb) — Edit Text (o Ok ) wuwl) SIS — Insert Text (—al
Home sasL ) — Insert Text (s Ok 89 wawl) SIS — Edit Text (z
93 gib 7o 03latsl Yol @IS Sl 9005 K5 SLaS mabsis sl A Y
Style (s Position (z Contrast (—  Brightness (I

R VLIPS [ J— S OIS Ages e i Sike P S Y



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

BUUT, SO ¢ | p— G35 690 Text BoX sacgazo )3 (yusle Jl oslaiwl b yals’ ) sl NE
B R U —— sasb) s Ly Word Art .\ d

PV g €77 — 4, Clip Art & )3 5505 Copy Jl e 7

34D X a5 Tl p3) sl i 3 4
T35 Lol b (5 p 9005 Ulgs 50 43985 Y
Seasn (Collection) acgoz=e N A

T35 Linlas L Word Art S, ylss 5o 455 .14

S )L 1 Doc2 Juls ¥ -

Suled 703 axiuo by > pugias S Ag!

Sales ol oT Jals ) Welcome (saelS 5 3uiS sl sdaws )3 ide )35 5 Y'Y
SaoTos Word Art o) su0 a5 ) Welcome saels Y'Y

Sales ol T L3 1) Word ArtsClip Art &y bogs o (sliy ps5 9 2uiS sl Shs Y€
a3 )3 i wawl) @ew s Clip Art 5 YD

Ruwles ol Clip Art oS5 pa) )3 ) (Siite YIS oy y=5 Y7

Sy iy Word Art slaes ) gio Sl (S 43 1) Word 2007 (saels axiio busg )s .YY




( I)8) 5)B8) slocdsn

Ry d9) 50 )LEJ.':' ).Sl)s )| A\}Jaj L)"I Ls&le.buo )|uu.\

Sslas b Smart Art b s Jseal

- 35130 1) Wl ges b IS Jguol
5135 b o LIS gl

Sl 1) S Sl 5 5535 LS ol




=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

I
g,

oslaiwl b b Slejle slaw)ly 534S oslatwl HIs gos ) ) Lsac Jl 43955 as J._»)}.nTun ouS ol s

Smart Art 9 by Jsob L )5 A-€

SRS 50 )|)§

Ol Ll )3 ) alad 5 Lae lis L yiads Juus I Calise JISbl 7,3 =aglils Word

S5 o pe) b & i &y JSib 53 035 48Ul (sl

(AP JS5) awles bl 1) Shapes sas 35 lllustrations o 5 Jl 9 swis s Insert sasb) s -\

--.I"' A T FERE | T EATEIRTEEL LETE=n L]

i1 } Ll | Eil .-w.'
w0 ) O kel BY 0P
Etinie  Biasd PG iabdsr  Pulwrs (g | hapei EAsiE CRaA
Page = Pagr  Berad = art -
Fagru Ty by i

Insert sl b JLGs! zos A-F) S

kel @ % cilizo slaos 5 )3 &F Sgb e ol B JSh dcgezme ¥
s e el i Lsies
A i e ol 69 5 Swles wlxul ) S O .Sslodsdh GIdbdiws
A £~ (A=Y JSib) 2SS
| —
-|I-|— Lkl W - G9) dgibso Al ogMedy K Kb a4 ke oolal ¥
A RSALeS X Do @a) 53 )50 el 4y JSb b auiS )3 axino
B A Bl & aT Sogo 0> IS B e ol S JSb
LS L
SRR S0k o)l b S oS SUlS Ao $9) (S S
Qoo Sodbse pas) (P )3
- IS (slo puls slae puSiws oT SBhbl )8 (JSib ) Jdow &
el
Lo puSiund ol 03,5 SO L .3 g 50 palb o)l juss sl e
g~ . L 5SaeS b ol dslgsse JSb zoB 5 JAIs wow &

A e My | s

VY JS8) 35 5505

Shape s J5 A-FF JGb



Word 2007 I3 5 0jlg
@ GRS Sl L IS Uilgs ity Jood

Shape /bl sloo sufws gl sdlb A-FPF JCo
Bl giws a4 3o 50 palb Format sash) wjlasl uss slao ,uSws gadb pals 5 JSb ol Jl pw D

BRSSO b Ginl »s
ra.uf.TuLv oT).) |)W‘W)bdﬁu._iaa))b[o¢h|};un :,Jlio a

td> Ubso

LA-YY JS6) auis bl ) JSb 5 Olsea [ojslc) Block Arrows sla JSib sacsoze Jl .\

DS S)d axmiwo s ) JSk Y

JSib) auiS bl 1) Add Text sais 35 Insert Shapes o5,5 Jl 9 swS s Format  sasb) ss) ¥

(A-YE
T— .
- BRAN . l - et
.- | ]
S

ol SIbl slao puluns gt roll 5 JGb 590 G A-PE JCb

S ol 0T ) Swlgsse e VI diile 5 el oaubs ol JSib )d b slesylie K .E
Ga—cg0zo Jl 5 38 SIS ) Shadow Effects sai, 35 Format sasl) Jl coawl Jlsd JSi a5 plimod D
(AP0 i) awles wlssl [ S5 daasl



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

Fpmgr

—— m [ T
e - i I r il
- - LLFLEEY J i 4 »
o DREE Lligis = gy - I grapny it
P gk AP

B Bei L i
b (5L ol floil Sl A-FD JGs

3 50 Jloel JSb 4 sl 7

Jsd Jis slayie a3l ) shaie 4 (Sshape Jl oo ,5) Callouts slaJsib a5 HlsT I 14555 (é
L3515 ol jod & 55 ol Blespylie S5« T IOLQ.Q Sdlosds Al b

A oes €D

S8 L a9 dwles b ol sl Siio .dwles g ol »3 1) Callouts Sy b Jl (S5 5 auis sl SLB
S8 (5 5ue 1) 1) JSib Format sasl

S oslaiwl JSb 035 ) sl e Shapes Fill sais 35 )l loidly



Word 2007 )13 5 03l9
W GBLF Slubl b )L (HUlgs piiady Juad

S o) eTL3 b Sile Sl lals e Suilgs 50 SMart Art i oslaiwl L

23S Joe ) o) & Giledlw Blaslsses ean) sl e

DS S S o ) I3 g0 saled 50 a5 (oS )

(A-PY JSb) aws ool ) Smart Art sai 35 lllustrations o )5 Jl Insert sasbj ys .Y

leils Glals 905 Jl slac gazo o pomiy o woew sanl .3 9ib 50 JL Choose a Smart Art (so p=iy Y
(A-Y7 JS5) auiS SIS aac gozxo Sl S5 690 303 50 wlis 1)

-——E--- FI;E-

dsa B
BEE -
[ lII - b & P
- =, -
& Feaa
o SE a B .. 2 i
S W - T AT T R

o e e L L
e Sl aew! o b e oy
[ J

- [r—— e
s B ==
*

il sl I gi Elsil A-PF Ui
L Lyl Jl GR Mg 50 031y Yl Acgoe=e ol & bgs yo SIS g0i 0 pziy awl) ows sanl )y L
LAYV JS0) awis” ol

Smart Art ilo jlw IS g0 Jl s146 g0/ ~ PV JGis

. gubs 50 A8LAI i &y IS 905 . 348 S OK (saa85> 590 D



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
Y—EY/YE/N/E HoiaS S1adya 9 (i i igeT Yo Juw slastianl o loss @

O3S a3Lal sl o pziy ¢yl Jl .3 50 0395 Type your text here o =iy (Slojls Jlsges JUS Ys 2

(A-YA JSb) awiS” oslaiuwl JIs g0i &y (yie
rlr--r-— 0
L
+ [Tnkl]
w [ Taer]
& [Tk
& [Tl

i S R

L e L e
SEEEETE AT T
i P Wi T LR Rahging

bt 5 e s B i

inmt e kel i 0% L B eh
ol I3 g0s s pio 93 NS aSLsl A-FA i
SaiS oo b oT e 5 Swles SIS b sl 590 < Type your text here e y=iy )s .Y
I3 Dlsges (590 03 S)ly Slagyie duiS b b o a bgs o yie 5 Jules Sl L1l olw 90 A

(A-YA ) 35,05 o

IS 505 23 0ib 3 l5 (sl ko A-PT JCh

Pl D Jlsges il s wls3 o0 ol SoS a4, a8 S50 palb Format sasb) Slejlw Jlsges Dlxml b 4

(A=Y JS6) sl

QEEEEEEES A A ES 2]

frgs [ e 1



Word 2007 I3 5 0jlg
@ GSBLT Slubl b IS 1lilgs ity Juod

Format &b b Silo jlw I3 905 il ass A-F- JCis

4 TS

F3,5 ol b Sl G 03 ) e VIS 908 SLALSE HS Ylgs 50

SlBaaSs 93 b 4 i) e sl i Jl 3w lgise dad % Sl Gl ol Sl s by
aaa Hals 6 agas Hlis  Hlas & b Enter auls 51 . (A-YY JSh) suas plis e b Shift+ Enter

-3 gl 50 A8LAI IS 905 &y

K 50 SIS JBIS pio g3 S 93 A=K JGb /
A-D apes (:él

Sapled 0 pun 3 9 30iS ean) s JB SO D Al K Slojle =l

Graph g 13903 b )i A-D

39050 N a3 el 5 ST Jusd Sl SileMbol i 85I sl &5 cuanlosls LS8 inles (Chart) Jls ses

DS Jas ) o) A A 3 IS ges S 7S Slm
a3 S S gub ) 13 903 3aaled 5o &5 i Jl s V3 D sl A
(A-YY JSb) aws WS Chart (saeS's (59, lllustrations oy ,5 jlInsert sasb) s .Y

o nllJ
i i FERE | BT T FIFTUEL LETES L]
| Y~ } ]
F= i i i,
- i ) m) Y A “
Ednh BIEAE ~ gF L Pl Lh§ “hapis "SRy O Fbil
Fage = Fagr Berai - sr -
Fagr LR Eem gy e

M 50i 703 sl Chart dass A-FF G

) weaws S 1) £ D e s [EEC NIV XY D) )|.)9.¢cu' &9 .é,fbw JL Insert Chart PR iy
LA-YY JS0) awis” ol 9 caslie



= B —10/V/\ (oMl Sl )l 9 Kidd 35 )l j9 313Ul o )losis
Y—EY/YE/N/E HoiaS S1adya 9 (i i igeT Yo Juw slastianl o loss @

it W
Eﬂ [IT[ of| 4] 0w o9 22 20

€= | i) o8] 0] B il k] L0
o ] )

e
P | e fedeod (Fa e |
W -

) [ S (T o | -
[ e} [ s s o | ] (==

3905 £95 pmei sl Insert Chart sl slxo JSEA-FF o

Joaa oyl slaeals Gulwl jg )1 s el A5 g05 J9da K sols A5 3 gub 50 b EXCEl (580l p3 50 pmiy £
(A-YE JSB) auiS 3l b Jsan slacals .o g 50 )

5 s i g g e

=i T

=

T ETR AN

B

T & bgyro s3s0i b ol rad EXCEl ST lS 0 pmiy A-FE JGib

7
Excel LSLQLJ,L» 03 G puss ) &Sl ksld.\}y 4 Aol o 93 ol blipl ads jo oyl VS Vi d

33,5 S0 Word (saebs js )3 JlS g0 yuss aacly

\

suilgse o ULl I oaliiwl b a5 3gib eyl Design sails . oF wlbwml b ols sas Jukiis jl pu D
(YD JSib) 3405 s D 0T £95 4 9 i Ginl s b Jlsges



Word 2007 I3 5 0jlg

@ GBS Slubl b )L (blgs spibisdy Joad
-y
- H oy fLIE L] Frga Lpas! Fplpigmias L) gk P, e s e Loyl Egrmal
i _1 vl - -
¥ - LR em [ 1 - §
“ qi = = gy mid ma |
Tharge Lmwria feiml Nl ' raan - . -
bt P Templaln Dili Dl 5
Ty i L Part | mruy

I3 g0i 4y gy o DeESIGN Ll A-FD JCib

9339 9130 L HS A-7

Ol @b g re SLOHHT 550 SulS L 5 23S a8Lsl 353 S & ulS 5 500 il g o Sdaw Wb olda Sl

Swbes ally

GBAaol jy SaS a3 ) VS (pl 5 )1 L) (2s539 5 Figo Bl s shal w)ad Sl & Word (sael s

sl Media Player Jsaig )3 w g0 034 sty 5ol po o 5zl 32350 Pl g0 iy

23S JWS ) ) by w03 5399 9 1w 703 sl

S bl ) Clip Art sai 35 dllustration oy 3 Jl Insert sasb) ) .\

sl 1) Organize Clips saiz 35 .5 g4 50 JL Clip Art o y=iy Word (saeb 5wl wiouw ol )s Y

9 S SIS b s9ie 590 I (pl U3 g 50 JL Favorites - Microsoft Clip Organizer o =iy ¥
JSib) aws ol ) On My Own ... saiy 3§ =ols s 5 Add Clips to Organizer sai 35 s
(A-Y7

Microsoft Clip Organizer o s=iy A-¥# Gé

(A=Y i) > sib 50 JL Favorites - Add Clips to Organizer ysls £



=2 B3 10/V/\ (GeMuwl SUis )l 9 i 38 )1 j9 S 133Ul 0 ylosis
VoEY/YE/NV/E »gibsS 51a85n 9 A i igeT o w1 33kinsl © Loss @

Add Clip to Organizer o ,=i A-FV JGé

.\.uLu|)}J_\45L>|_\Jo dulshby).o).ml_ook |n,,u.n 25 )0 b
d__;i_b}_»).o J=U awles s Add 548 s G890 9 S o=l |)US;).:}J<»L‘3L\JO sy b yle JI 7z
(A-YA JSis) > 54 50 asLsI Collection List

Collection List st A-FA G

D)8 i ) 95309 L 9 18u0 2wl St Ao wew 43 1) Jobd 4 bgy re KT (pusle SaS LY
(A-¥ JSib) 3 01 o

=

AFronnes, oy
| i I ]



Word 2007 I3 5 0jlg
@ GSBLT Slubl b IS 1lilgs ity Juod

JSib) 3 5o Dal ) 4o 5 3550 Lral 0T sk 38l x5« o 203 55539 b oo 590 S Juls by A
(A-E-

S b oo iy s Media Player oz A-£ - LG

KV SRRV EPUPXRVE [ ) Wav s MP3 sl (390 slacso 8 glssl 1A05S é

Swles 703 0T 03 6 a5 oulS (5 3uif slrl 393s Jlb S A-F u-»)-mt;"__ﬁ)

_ eesobAY

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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What do you want to do?

e Create a customized hyperlink to a document, file, 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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Select document type =
Wehat bype of document are you Select starting document
working on?
Howe dio wou wank to sek up your
(®) Letters letters?
() E-mail messages {3} Use the current document
O Envelopes O Skart from a template
() Labels () Skart From existing document
O Directory Use the current document
Lektters Skart From the docurnent shown

here and use the Mail Merge
wizard ko add recipient
information.

Step 2 of 6

Send letkers ko a group of people.
You can personalize the letker
that each person receives,

Click Mext to conkinue,
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Write your letter

If wou have not already done so,
vrite wour letber now,

To add recipient information ko
wour etker, click a location in the
docurnent, and then click ane of
the itemns below,

|3 Address black. ..
| Greeting line...

_ +] Electronic postage. ..

Eﬁ More ikems. ..

When vou have finished wriking
wour letker, click Mext, Then wou
can preview and personalize each
recipient's letker,
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Preview your letters

Cne of the merged letters is
previgwed here. Ta preview
another letter, click one of the
Following:

Recipient: 1

) Find a recipient. ..

Make changes

‘ou can also change vwour
recipient list:

T Edit recipient list...

Exclude this recipient

When vou have Finished

presiewing vour letkers, click

Mexk, Then you can prink the

merged letkers or edit individual

letters ta add personal comments,
Step 5 of 6

& Mext: Complete the merge
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Complete the merge

Mail Merge is ready to produce
wolr letkers,

Tao personalize your letters, click
"Edit Individual Letkers," This will
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the ariginal document.
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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.
320 Zwly 3 S 2 4 e A axei b

1. Toperforma............. You can use mail merge task pane

2. UsiNg ....oovevinnnnnne Leads you for step by step mail merge wizard.
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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
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1- Where is the preview command?

a) Ribbon bar

b) Office button

c¢) Toolbar

d) Access bar
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b) Print

c) Print preview

d) Office button
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