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II‘ Learn in English

The menus are context sensitive. This means that those menu items are
available that are relevant to the work currently being carried out. If the
cursor is located in a text, then all of those menu items are available that are
needed to edit the text. If you have selected graphics in a document, then you
will see all of the menu items that can be used to edit graphics.

File

These commands apply to the current document, open a new document ,or
close the application.
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Edit
This menu contains commands for editing the contents of the current
document.
View
This menu contains commands for controlling the on-screen display of the
document.

Insert

The Insert menu contains commands for inserting new elements in your
document. This includes sections, footnotes, notes, special characters,
graphics, and objects from other applications.

Format

Contains commands for formatting the layout and the contents of your
document.

Tools

Contains spelling tools, a gallery of object art that you can addto your
document, as well as tools for configuring menus, and setting program
preferences.

Table

Shows commands to insert, edit, and delete a table inside a text document.

Window

Contains commands for manipulating and displaying document windows.

Help

The Help menu allows you to start and control the OpenOffice.org Help
system.
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23- To protect the cells from being changed / viewed / printed according to
your settings in the Format Cells dialog box, choose .............
a- Tools = Shared Document
b- Tools = Protect Document - Document
¢- Tools = Protect Document = Sheet
d- Format = Sheet—> Hide

24- Which Menu contains spelling tools?

a- Format b- Insert
c- Tools d- View

25- For Inserting new elements in your document, use ........ menu.
a- File b- Edit

c- Tools d- Insert
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II‘ Learn in English

Use the Unfiled Notes section when in doubt

When you don't have time to think about where your notes should go, just
click Window logo key + N which immediately launches OneNote and
creates a new page in the Unfiled Notes section (click the button at the
bottom of the Navigation Bar to jump to it later). It's okay if this section gets
big. You can drag the pages to other sections later, or just use search to

find them in this section.
Unfiled Notes section
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10- When you don't have time, where should your notes go?

a- All Notebook List

b- Unfiled Notes Section
c¢- Personal Notebook

d- Work Notebook
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II‘ Learn in English

Open a site from Office SharePoint Designer 2007

To open a SharePoint site, you must have at least the View permission for
that site. This permission is included by default in the Full Control, Design,
Contribute, and Read permission levels. If you don't have the necessary
permission, contact your server administrator.

As an alternative to the following procedure, if you have recently opened the
site, you can point to Recent Sites on the File menu, and then click the site

that you want to open.
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1-  On the File menu, click Open Site.
The Open Site dialog box opens.

By default, the Open Site dialog box opens with Web Sites selected on the
My Places bar and displays all sites that have been opened by using Office
SharePoint Designer 2007.

2- In the Open Site dialog box, do one of the following:

e In the large list box, click the site that you want to open, and then
click Open.

e In the Site name box, type the URL of the site that you want to open,
and then click Open.

For example, you might type http://My_server/My_site.

Note: No folder or site names appear in the Site name box until you either
start typing or click the arrow.

3- If there is currently another site or file open, the site opens in a new
window.
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Tables

Tables are the core database objects. Their purpose is to store information.
The purpose of every other database object is to interact in some manner
with one or more tables. An Access database can contain thousands of tables,
and the number of records each table can contain is limited more by the
space available on your hard disk than by anything else.

Reports

You can display the information recorded in your tables in nicely formatted,
easily accessible reports, either on your computer screen or on paper. A
report can include items of information selected from multiple tables and
queries, values calculated from information in the database, and formatting
elements such as headers, footers, titles, and headings.
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10- Which object do you use to store information on Access?
a- Table b- Query
¢- Macro d- Form

11- Which object do you use to print information on paper?
a- Table b- Query
¢- Report d- Form
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II‘ Learn in English

e A table is just one of the types of objects that you can work with in
Access. Other object types include queries, forms, reports, pages,
macros, and modules

e Tables are the core database objects. Their purpose is to store
information in Database.

e You can display the information recorded in your tables in nicely
formatted, easily accessible reports, either on your computer screen
or on paper.

e You can use the Report wizard to get a quick start on a report, but
you will frequently want to modify the resultant report; you can do
this in Design View
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8- Which object is used to display the information recorded in tables on screen
or paper?
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II‘ Learn in English

Create a basic diagram
1- Start Microsoft Office Visio.

When Visio starts, several windows appear. For now, all you need to
work with is the window titled Template Categories.

2- In the Template Categories window, in the list of categories, click the
General category. All the templates in the General category appear in
the central window.

3- Double-click the template titled Basic Diagram.
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II- Learn in English

Connection points

A connection point is a special point on a shape that you can “glue”
connectors and other shapes to. It looks like a blue x ( ). When you glue a
connector or shape to a connection point, they stay connected, even if one of
the shapes is moved. Use connection points when you want connectors or
shapes to stay connected to specific points on a shape. If the shape you want
to glue a connector or shape doesn’t have a connection point where you want
it, you can add one.
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Attach devices

To attach devices to the Ring Network or Ethernet shape by using the
shape's built-in connectors:

1- Click the Ring Network or Ethernet shape.

2- Place the pointer over a control handle <. When the pointer changes
to a four-headed arrow, drag it to a connection point = on one of the
device shapes.

When the device shape is correctly connected to the Ring Network or
Ethernet shape, the connection point turns red, indicating that it is glued.
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II‘ Learn in English

Set a primary key

Relationships use primary and foreign keys to map rows in one table to
corresponding rows in another table. At least one of the tables in the
relationship must have a primary key in order to establish a relationship.

1- Double-click the table in your diagram.

2- In the Database Properties window, under Categories, click
Columns.

3- Select the PK box for the column for which you want to use a
primary key.
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7- Select the for the column for which you want to use a
primary key.
a- Req'd b- Primary Key  c¢- PK Box d- Data Type
8- To establish a relationship between two tables ........ccceceercunenes must have a
Primary key.

a- both of them  b- none of them c¢- no one d- at least one of them
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Use Case Diagram

A use case diagramis a diagram that shows the external actors who will
interact with your system and how they will use it. The diagram consists of a
system boundary, actors, use cases, and use case relationships.
(communicates, uses, and extends) In a use case diagram, the communicates

relationship "= defines how an actor participates in a use case.
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5- Office Visio 2007 step by step, Microsoft, 2007
6- Office OneNote 2007 step by step, Microsoft, 2007
7- www. OpenOffice.org
8- www. Office. Microsoft.com / home
9- Microsoft Office Access 2007 Help
10- Microsoft Office Visio 2007 Help
11- Microsoft Office OneNote 2007 Help
12- Microsoft Office SharePoint Designer 2007 Help

13- Debbie, walkowski. Visio 2003 For Dummies ¢, New York, Wiley publishing,
2007





