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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.
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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.

43 Tl o) a4 e 44355
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 D

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

number in the list.
S0 Fawly ) Sl 3 & yie 2 ax 55 L

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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c) Footer
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a) Top of 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.

SuS Fwly o) S 3 4 e & a3 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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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 ( 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 Citrl in step 2.
S Gl o) G 2 4 pile A da i b
Select The Best Answers For These Questions
1. What is the title of this text?
a) Print Layout b) Move The Table
c) 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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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.




Sgib e 70 b s 8 (Table Of Contents) whgixe Joaa ) @

sl oo s pud VIS o3 (sans 4y sl Word e

39050 VB Ay i il slaeuln 9 i G b o odw e vb biasls sl (LINK) lassey @

3 gy 50 03laiwl s K SBowd I asy s )I3S aslis sl )2 Bookmark I e

@ po )90 5 Al o busd &5 il 1) 5w 5 ke 3 I Slacs—ozme Jolibs 5,5le Sy @

S g 50 Dol s 3

doliojlg
Available Style 39350 SO S
Assign ol olosal
Bookmark oS (o lAF asLis
Current PN
Entire Table Joaa Js
Existing Files Son g0 sla ol
Insert O3S 7o
Level T - ax)s
Link Sgw
Option Lo euddis
Pause o890 4895
Record O bws
References lagol
Remove [SRPLE-REN
Run 03,5 Lal
Table of Contents ol paie Joaa

Unassigned ol 03ls Lozl




W=
_

SI955 U9 )T

D)5 Sl o ksLQ-LHLmd.)JJﬁ\_Qubik’olnsert abyLb A
39050 5 Joan K pilw) oo 5 Liml s« skl sl Table of Contents og 5 .Y

References

‘.\J
Level 0 ): Dal &
Link ays D
Settings Sdw I @Gl 7
Run Bgw Y
Assign laghol A
Unassigned [CEPLRERCU)
Remove wals olesal N -
Bookmark

39050 M B9 5l Jansd Jac cadge gbad (sl &iy 35 plas ) )

Pause Recording (- Record Macro (sl

T o= Mlss (s Stop Recording (z
T3 g 50 Sl IS )3 5,5l K & bgy yo sa0SS Y

Olsie Jlgs (o Developer sasb ) (all

Quick Access Toolbar (s Ribbon (z
£ g 0 o3liiunl a3 plas Sl g ySle b IS (sl A

Insert (— View (all

Developer (s References (z

Fabl 03 SIS 9,5l (8l b 55 pole S5 AT 383 5o L Al 3T plas N E
Currently Assigned To (sl
Unassigned (—

Current Keys (z

bl es pausits JolB (5




?\;u.uhTuuU.nLQ).'ifl)lf):..po|).A.QLQ3)fLa).30LkoA._A_lf._é..g)sjg_sb.))..g)'LSLQA_uK)'L_ﬁ_[olJ.\b

Alt (w Ctri(al

sl mazo @iy )5 A pB S 3 (S Shift (z
Sl uslio wlgize Joaa sl sln a8 plas ¢

References (— Remove table of contents (_all

Table entry field (s Table of contents (z

References (w— Remove table of contents (all
Table entry field (s Table of contents (z
S 0idsglis Style )& ssla ) oo 3)ly slasac Table of contents (e yxiy )s NA
Style saiax)s (o Style (so losis (2l
Style ,a slass ( S8 95 ul e (7
T390 s aiy 35 elas Table of Contents (so p=iy I Tab Leader wsouws »s 14
Style i ax)s glssl (o Style glgsl (2l
Style (sai ax)s slass (o 03 Joos slaba elgil (7
T3 8 50 I3 s SIS s Bl psie Joas V-
S oo (o S (slasl (all
bl andls )3 Lesplle a5 sy (s s bl (g
39050 U @ s K IS aslis sl s a5 elas Al
References (— Hyperlink (=l
Table of Content (» Bookmark (z

Tl ulie 4l 35 @IS D ol K 4 350 sl 0w TY
Existing file or web page (all
Place in this document (—
Create new document (z
E-mail address (s
TS 50 Jo s b wlspaie Joan JS a3 plas vy

Update entire table (w— Table of contents (_all

Remove table of content (s Update page number (z




.................... 6o Insert sash) ) oo S sl sl s YE

PP N 5 270 I— iy =5 sl o Bookmark I .Yd

R PNV I/ —— 690 b aess Ol aubl 03,5 a5 slaass 9 5 S sl sl ST.Y7
KLY

PP IR N 170l U g U L Cp— e Run saess JI VY

JEVT. NP1 /T3 5 S )._)Ql.g.a.L&K.L')}gQT&})‘&%\_:!)A):QAMQC}B:)le).g.VA

T35 sl ) ol paie Joaa ulssse s ¥4

SpaS D90 & b wbpsio doan b Glo) ap Y-

T35 50 I3 i SL=S )3 Ygwso wila paio Joaa X

SowS cayyss ) 9 Sk XY

T3483 0 plxil Slee ax Stop Recording s Pause Recording s Record Macro slaaes's Y'Y
(3090 Y) 35w pL b 9,5l K iy 23 lo jo VE

(350 ¥) 3003 7 b HWord )3 3590 slas )5 X0

Db 50 03w 3 gac dalS IS5 I mos)f)'blal.{mja,)[olﬁb Ys

.A.A.J\_ul.vb).v)wo

Jos oMl jgal e I
Jed Jlozie pls b 3> s
D3l 535 eazus 1) Jsl SLSIL a5 3w slul My Macro ol &y 5,5 Le S i Dbl 1) Jsl g wae @
s Heading 1 <Suw sbls 5 Jole
Sales Dal pss BLSDL 50 1) My Macro sy 5l @
S8 8 Word apas Jos S s oT lypize Gups A4S sz 355 i 90 Readme.Txt Jols ¥
Syl ys5 Page2 el ay aslis K ol pos samao slp @
S iy ps5 Page3 pb 4 aslin K ol pow samaw sl ©
95 ol B9 uaws uiS b 1) "Go To Page3"” 5"Go To Page2 " w)lie 93 5 3u9 5 Jduw slanl &y o
Pow 5 P9 Slaazio & i )3 4 Les e o )R (590 SUlS L &5 (5 gbody 2S5 SS9 95 wm)lie

S



23 Ouw e Jeaws Heading 2 L Headingl S 4y ) Readme.txt Jobb &y bgs yo slaglsic ¥

Saples 3ol T Sl wls )3de Joan o dus slawl




(318) 5)B8) slacdsa

A5 39 )50 YUBul 158 Sl Juod oyl sasllos JI uy
Solao b Gl plesl Jalyo @

S plestly Mall List & @

il b Field os )5 aslsl Jool @

See TP




aol T YB35, wlosive aisl Jds 4 s S Sl wlus i b laael Subled oo 3uS (b )6
@55 ol el Sl 613355 sl Swles Dls 5 3l @ubiis S % b Lasl 0T Sl e sl
ol S sl AL wmalols yal Sl o3l b .283 e a3l 1) iy elesl caghyls WOTD aels s 5155 slals
03 a8 )23 &S i K 9 (5 puo3T - F3lgls b - el Sisle) ael YU 35 )8 wliaskine ) =) g0 &
L Jobs 53 T (Mail Merge) i plesl sl b 35l 95 50 WOrd oS T - suwles sl wanl aols o pidio (yio

A8 ol 5 5% b LT auilss e Lads s 235 3uls5 1) Laasls 5 03505 pléal

(Mail Merge) (i plesl b )ls 4-A

sl S S)ge o) Jold 93 Sl [oLé;I lnl:;.il sl

sk ples 3 OT whgize 5wl VT VS Aol Shol yie & el bl ((FOrm Letter) e, saol .\
Sy IS

SIS )13 0T )3 ael YIF 33 1S wlastive v & il Skl (Data Source) Wosls guie Jols ¥

S slmyl Outlook yudoloee oy V3 L 5 Excel, Word bu=e s duilgise ) ol 2508wl Jold

Sl b oadds plesl slacun 0 b ladel silgs 5o ol sasay Jlb L Jold ol v s pleal b Word sasb

S b s

25 ek 4 Aol 5 JI) bl ol aslh ples )3 T whgixe &5 Soib Eabis sb b pd sael

ales Joe )50 93 4 3uilgs e oab elesl sasl bzl (sl (bl e slate

buzmo )3 = s pu) LWOT bauze )3) 03l giie 5 (WOrd oo )3) )8 (saels s Jold 53 8 )1
S oo laiwl Ly T Jl Selesl sael skl Jalro )3 5 Swles Sl (Outlook 2007y ysT ax yiss »s -Excel

Swles slonl 55 D osls giuie 9 8 aol Sl Jsld (S plesl Jal o plxil (ua ) @

SIS S9n 9 0sub InL:':;I G4l Skl sy oo 9

P & oS sy )

Mailing sasb) Jjl oslaiwl Y

(Step By Step) pliaspls by & (ol saol Slxsl 4-A-1-\

(S o yie) 2uiS a1 o33 (saels wilysize 9 2uiS b uda il G




W=
-
e — |
. [
S )3 .80 S Start Mail Merge (s 9L wad (9 Start Mail Merge o5 ,5 jI Mailing sasb) s
&Sl o pue 9 (soled] Blaas i (solesl sladol oSh sl o OJLQM): Aol IOLé.)| 644.»)3').) o9Me o b
SRS 50 C).uu 5] 9o L)"I GLQM): -y d}..\; (Q—VY ng) sl oaub

] .__-. Y - -I - o ey

3 i = ol o ) # 4 iy Fepid
r Sl [ ] Fegnbore  daiay |y Giering wee Llags

Mirge + | Rty = fecpsend (il Uers Flabdl ok Lt Frriat i Upaate Latas

rnita B bt fusag

sy olés] = UlCol I-FV G

Start Mail Merge (ssio (stodag S 9-F o

THb &y 8

I 9 38 5o plesl 313 )13 T )3 YB3 puS wlasuie a5 1) Lol aie 9 @3 b

Letters
D) 5o like Ylblxe sl aslie slaaol LQUT 90

Email 59 8l Pl wogo el ol 535 s plesl ) osls gie 5 p )3 Jold
Email Messages

S)lw 5o 0 a3
._\.ifuoo)..._sbu:m.‘g\;dlia)wc\gg_\ifup[ousll)moalseio;fo)édglé Envelopes
03 .38 5o Sl ) )3T Slaun 2 5 Jales o plesl ) Losls auie 5 08 Jold Labels
S 03 bimsl Wy ol 1 Sl 530 bl aile yoxo Lo (slaasls &5 5050
Solos oo Sl w )3T Slacas ud 5 A5 S0 plesl ) osls guio 5 8 Jold Directory

S s Step By Step Mail Merge Wizard sais 35 550

sl 03T aolsl )3 AT 39 5o plomil Al jo 7 )3 o plesl Sladel il

(oledl (Slaaels (ol el anua o) Do Szl b (Sl £g5 A AT IS so s s o ol V3 19l Ay
(A-PA JS0) auiS S NeXt (59 G 9 38 bl ) Letters asy 357  olesl saol skl sl (.

bl alsize b bl Gl (A-Y4 J6) oS ol b ' e sasl il als yo ol )3 1093 ala jo
2203 plxil 4-¥ Jsaa slomus o5

B b el b sl




Mail Merge

Select document type

working on?
(%) Letkers
) E-mail messages
) Envelopes
) Labels
{:} Direckory

Letters

What kype of document are wou

Mail Merge -

Seleck starting document

Howe dio wou wank o sek up waur
letters?

() Use the current document
() Skart: From a kemplate
(" Start From existing document

Use the current document

Skart From the document shown
here and use the Mail Merge

Send letkers to a group of people.

You can personalize the letker

wizard ba add recipient
information.

that each person receives,
Step 2 of 6

Click. Mext ko conkinue.

Step 1 of 6 & Mext: Select recipients
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Mail Merge -

Write your letter

If wou hawve not already done =,
wiribe wour letter now,

To add recipient information bo
wour letter, click a location in the
docurnent, and then click ane of
the items below,

2 Address block, .,
3 areetingline. ..

_4 Electronic postage. ..
| 5 mare items. ..

When wiou have finished wriking
wour letker, click Mext, Then wou
can preview and personalize each
recipient's letker,
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Insert Merge Field

Inserkt:
() Address Fields (%) Database Fields
Fields:
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Flease choose a field ( Field properties

Categories: Click the button bettw to sek advanced field options
(all w |
Field names:
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Database b
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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.
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