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’ﬁ Header & Footer Group 4aduall Julis ol & ganall L& Insert g3 qusill ide i o
Header 4aiall Judi ¢l dadaal) (ul ) 352 411 o

Blank (Three Columns) C’A "‘ i ‘js UJ; "‘ i “ &:ﬁ Ji u-ﬂiJ G‘JJ! e::‘ -\-J\): Lﬁﬂ‘ “ 'i n d.-.l:\h Ji uﬂi) " v JHS&‘ °
. Aiieal)

Geadil) il LA aladi) g palll aad g b oo dadal) Judi o Gl (B Galll (Gl iy o
aal) & gl Jay p Cpanda B3 g gal)

Facet (Even Page) &JMS‘ ‘-’J! LG-EAAJ w‘ dﬁ:ﬂ Ji UﬂiJ ‘“Jé QLAJHJ Ji ‘_)é:l G‘JJ! .2

V Sl of daduall (ul 5 (398 R dadial) Juliy Gl de ganall A ()3 quaddll Adle B o

Facet {Odd Page) - “
.

‘ Jud g uly Badad cila gy 9) i @12k a8 Sl a3 o) Gl Edit Header s 352 &5 o
: 33 wi)é&hﬁj\Ji oalll daa cdadall d#lﬂj\ uabcﬂb\ﬁi@ﬂui\l.@m\gﬂ\umﬂ

@' More Headers from Office.com . ) . . 5 . . e . .
o JndiS aaail) Bia o) aa (gl S daail) s g8 5 o3 cdadiall S

Gladall EMuX o (ugyy sadd e
Aadal) Juli gl dadall Gl (368 S8 dadial) Julli g ol jAe ghaall bzl gl Adle
Al atiiall dadial) Juldi gl (ul ) asanal paid (2 ] cedEEAl S0l o) Gl ) asenall 350 A3)

dadall @5) °

Al 1 (el i SiCay Aadaal) Juli o) Gl (8 palll i LS Lol Wy it liSey ciladidl) ol ) ddlia) aay dlld g ciladial) a8 i gaudid LA g

L gl aaal) o) adll g ciladial)

Top of Page

| Bottom of Page \3\ 1 Jha dadall ﬁgﬂ&d\)*w °
Page Margins N o pani (a9 gD g ciladial) (gl 5o L)yt aiiual) cilabua san) Janli ol Gl (353 L 923 185 80,1
S Poston Lt g cilaiuall( 97 Ao 3a3ll B caraa cu gl Aadle o LDyl g cilakiall gy <l g3l a2

Format Page Numbers... . . P
Remove Page Numbers ,M‘ ) L.”ﬂ Jﬂ.‘°3
okl ol )i i (gsd A a3 4
(854 (398 R ol o yil) Jaad (558 I ¢ a8 Y Gaali g sl (A5

Page Number Format. L% aaa g Cladiall a@j bi 2t e
Number format: | RETER I v |
7] Include chapter number dadall aBJ aaa g Lgdial g8 gl Leludi gl aliesal) cladia gaa) Gl (348 Lo g3 e 185 83,1
Chiapter starks with style: |Heading1 |~ | | b Laa sl ad cddaal) dadial) aB ) 68 ey AN haall il ga¥) Jay yd a2
B ol 3 il ) (gsb il ) il A
ok Len ol o oo it g it} paa il B

Page numbering

@ fontinuefromprevi?us section CTRL+SHIFT+> Jax sl 33 hﬂ\‘)ﬁﬁéﬁﬂ\ cuaﬂ\M .C
(| Start at: = 5 " s e . ¢ e
i . CTRL+SHIFT+< kil g Usill (il ggd jiil (pail) yiuall D

[ OK Cancel

Ciladiall ad 5 g2 33lS) o
1 pdy dadally dltaal) pay &y 5 38 Lalali A0 dadal) o 2 a8 g aly cciladia ald )i 4y dlteiad UDE dadia cidia) 1)
Alieall a8 5 gl B8 A1
Aadal) o) 548 R dadiall Judiy gl ) 48 gaall A )3 qusdl Adle A2
cladeal) ald )] Gali 558 433
L Jaal o ab il o0y g sall g

Ciladal) Al ) 4)3) o

Alal) (e Loy aa) g dadia o8 ) A1) ) dic of cladual) a8 5 41 3) (598 AL wie Lulali Lgdda gf ciladual) o8 i 4) 3 ashy

w\ngéﬁJﬁ‘ ‘w\‘jﬁmwbkwt‘;‘cuag ‘.a.u,ﬂ\a.nﬁ-ﬁgé,l
Sladal) a5 A1) 368 0.2
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9. Text Group

=

AutoText

[E’-J Document Property

§ Building Blocks Organizer...

Cate

Save

Opti

Create a Great

AutoText

gory: General

Description:

in: Narmal

ons:

‘Building Blocks Organizet

Building blocks:

Name
Works Cited

Gallery
Bibliegrap...

Bibliography Bibliograp...

References
Ion {Light)
ITon (Dark)
Whisp
Facet
Austin
Sideline
Semaphore
Grid
Motion
Trig Identit..

Expansion o.

Quadratic F...

Pythagorea...
Taylor Expa...
Trig Identit...
Fourier Seri...

Bibliograp...
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Caver Pages
. Equations
Equations
... Equations
Equations
Equations
Equations
Equations

Area of Circle Equations

Category
Built-In
Built-In
Built-In
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-in
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In
Built-In

n.

Template

Built-In Buil... |=
Built-In Buil... !

Built-In Buil..,
Built-In Buil..,
Built-In Buil...
Built-In Buil..,
Built-In Buil...
Built-In Buil...
Built-In Buil...
Built-In Buil...
Built-In Buil..,
Built-In Buil..,
Built-In Buil...
Built-In Buil...
Built-In Buil...
Built-In Buil...
Built-In Buil..,
Built-In Buil...
Built-In Buil..,
Built-In Buil..,
Built-In Buil...
i n.

e T

Click a building block to see its preview

Motion
Shaded title with contrasting shaded sidebar containing

Close
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(textbox ) paig e

OBl i ey ) Bl Ay AUSY Ay Gaedil) (Bl el gase 1Y) DA e OSag
uothall JOAN quua (58 A dle bl JB) (S pal e ay BA e il
Aliusal) B Adeuas 3 all g

(quick parts) 4sd &) 32 o

ey g yalaall A L JA0 a3 AN gAY atial) o1 gl aladiuy) Bale ALY (s giaall &) Jal A
LAl aa Lgay gt sLEY) JiS Jada Lyl liSey LS g o (A Lgaladind) Bale) g LAY) JIS 1) J g sl
Waladind B o 5 clagay gl pai Gu Al cLEAN) JiS £l gdl aaf ga 9" ALY patli aladic) liSay

A3 e

(Great new building block )afadiuy) saey ALd ¢ L&) ALS L&)

alaAilY) Bale Y ALLS elis) ALSS Ady 340 & 5 M) an ) gl all) 3aa ]

() ) Bada g8 ) A day s £ 3K (3D ) i As ganall B ) 43 qusil) Aadle B2

ALT+HFE3 bl gf day yud) ¢ 3281 i e
(P9 Bl s L) JIS e LA ) gad) aasa B e glaal) Aiaty 08,3

(Name ) sLady) Akt Tay b Lo GiiS) a)

(Gallery ) 4@ sLady) AL jlgh) & 5 s&) G al) daa (2 peal)
(Category ) sas 4id pLiily ad ol fauaa g ale Jia 4idl) saa 4adl) |
(Description ) stady) ALt lia g iS) Cia gl)

(Save In ) Haciall Laildl) cpe ulld o 23 8 Jads

(Options ) iy <ija |

O wm>

MmO

Adaiia dadia b pLady) AUS h g (laal 43 Aaldl) dadiall B (5 giaall JAS) 332 @
BRAN Jamu g (B addiieeal) pdipe IS 1IN AT B8 (e S (168 O A Y M) (o siaall 4y Aaldd) 5RAN A z) ) o e

LAY Gl giaal) BT JaBd g giaad) 7153 3a @

(Building Block Origination ) Wladiul 5 sLdd) 4L oo )

Alical) A LAY ALS ) 43) & 5 Gua i) ]

aliia (398 S af daypu £ Ja) (358 I Gai de ganall B 7)) qusal) dadle (102
Building Block Origination 4=Lady) daaa i Jist)

(o A Lgauda g 30 sall (Sl B el B pdilaa LgBgh AN o LAY ALS anad L jad S 13,3
‘Jjé Albal)

( Edit Properties) sLa¥y) AL s gisa juisi o
&) padl) ¢ a9 ;wd‘g\mJgasgeéu\m\lhuiﬁ el AL ¢ giaa yus iy

(S LAY ALS 1530 308 o ) aad) ol Ll o5 Ay gl sal

Modify Building Block.
Name: Motion
Gallery: Cover Pages
Category: Built-in

Shaded title with contrasting shaded
Description: | sidebar containing prominent date,
photograph, and author information block

Save in: Building Blocks

Options: Insert content in its own page EI

OK | Cancel |
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I

>
1l

1]

Drop Cap Options...

Dropped

In margin

.Signature Setup.

|| Suggested signer [for example, John Doe):

M.aboelela|

Suggested signer's title (for example, Manager):

Suggested signer’s e-mail address:

Instructions to the signer:

Before signing this document, verify that the content
you are signing is correct,

[] Allow the signer to add comments in the Sign dialog

[Z] sShow sign date in signature line

OK | Cancel |

iDat aod Tive

Available formats:

0/21/2012 S
Friday, September 21, 2012
September 21, 2012
9/21/12

2012-09-21

21-Sep-12

9.21.2012

Sep. 21,12

21 September 2012
September12

Sep-12

9/21/2012 7:10 PM
9/21/2012 7:10:50 PM
7:10 PM

7:10:50 PM

19:10

19:10:50

Set As Default |

Language:
English (United States) B

Calendar type:

Western E] 0

= | [C] update automatically

OK I Cancel
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WordArt e
Al A A e gl 7108 WA Ga ey (Al Llal¥) (e A gana C JLEAY) Lgda (S

WordArt

(Drop@ap ) Biuy) i aY) biiu) o

aﬁ‘}#y‘wgujm\@M%&JSJ&MM%WS%J}QQU&\ s DA e Sag

f you like the look of this template, grab the'matching€ brochure and postcard
templates to get a professional, branded legk imjalmost no time.

(signature line) a5l shu e

Sac | 4y ) gV AELAY gl g Al g Ar 65 JOA (e dllal) (8 J gianall ciliby L) a3y 43 g
2 5l 4 pllaal) cilidanall JLA) g 130 ) Lgs aty ST 2B gl

_
M.aboelela

(data & time ) <dgll g il o

21 58 gia il Bae (o (pa JLIAY) liSay g cpntlad) < gl) g G L) 7)Y addiiey
Aiwal) A (S (s A ekl g < gl
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10.

Built-In

i
Create New | Create from Eile. |

Object type:

Adobe Acrobat Document

Adobe Acrobat PDFXML Document

Adobe Acrobat Security Settings Document
Bitmap Image

Micrasoft Equation 3.0

Microsoft Excel 97-2003 Waorksheet
Microsoft Excel Binary Worksheet

Microsoft Excel Chart 2

Result

. Inserts 3 new Adobe Acrobat Document
object into your document.

[~] Display as icon

Symbols Group

Area of Circle

A=mr?

Binomial Theorem

n

(x+a)"= Z (:)x"a-""‘

k=0

Expansion of a Sum

nx n(r;-— 1)x2
1+x0)"= 1+?+T+'"

Fourier Series

nmx _ nmx
flx) =apg+ z (ancosT +b, sm—)

L

n=1

Pythagorean Theorem

a®+b2=c?
v

T

T

24

Insert New Equation

[2][=][=][=][~][x]

ir G omires (DRI DA EE
e

Tools

Symbols

Symbols

Symbols [Sgeoal Characters |

Font: | AGAAfabesqle

€]£]¥]

Unicode name:
AGA Arabesque Desktop: 32

1 AutoCaorrect.. Shortcut Key... | Shortcut key:

Character code: 32

©|®|™|+|#[<|=|+[x|o|u]a|p]

from: | Symbol (decimal) B

(e ) [ ]

Microsoft Word 2013

(object) oSzl e

el ) cila gl gal )3 g diaal) ga Gadaa LS ) 43 DA e (S 9

( Equation ) dasal) e

A gl Aol Aalea ) ) Ao Jaidally Ll M £ ) o) dale dpdaly ) Aslaa 71 3) oy g g

Az Lguld) o gllaal) Alalaal) ALUSI asadiall GlSal) ga g dliual)

“Type equation here. .

sin O
tanQ = ——
cos 0O

X

X '\~ ‘/._. X I
y e ’\I\ L\ ,z

Ualealhdebua o colsl) e boy Las BaY A il g s 5 A SN ) o gl Jay pi S Ay LaS
AN Gamadal) GlSall b il ghild) jdat Alalaal) LS die 5y 9 A ggous 4 gllaal)

O sme ¢ fm A [

Large  Bracket Function Accent Limit and Operator Matnix

Operator ~

Structures

Leg~ v %

(Symbols ) Jsas .2
laMas Lgaliin) (sSay s A1 jgay 9l © Sdll) cladle Sga ol ® 4 ladll ciladlall ga) Sl goilial) da gl B Bagaga s Jga) gl (B andiad g

Jsasl) s e e L Lo pual) (e g ol

More Symbals..,
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Z Design Tab g

= _ e w mmm o, - . me = Eaz=" [ &D0

[@] Effects -

Colors Fonts Watermark Page Page
@ Set as Defautt v Color ~ Borders

Document Formatting Page Background

338 a3 L geur g A (Guulal) Aand) JS&I) dlae) g aticwall Themes claw il awaia s 9 Design ) cu sl 13a ila) 28
Page Layout Tab cuss b Al fewd b3 3l

1. Document Formatting Group

Title Title — ) - n A = Paragraph Spacing ~
' @] Effects ~

—| Colors Fonts
% € Set as Default

Document Formatting

(Themes ) <law o
Adasly afioee (Gaedi LIMA (e (Sas 9 il a5 cdagladd) g ¢l o) aladiialy attoeall | jedia g3 LilBAA gall araall) jualic (1 A gara (A Clou
Gl Gaaadll) il JLIRN (10 A gana (oA 9 dileall daw (Guakilhy Chas g ) ia) selia dglanil (g g gy S
(Colors) daull igli o
(Fonts ) (k) gaill g o)) ginlls Lalil) Ja ghaidl) diaaia) Aol Jaghai o
Paragraph Spacing </ _adl) sl e
( Effect) (il gdaghill ¢l pil dlacaia) dacd) <l 50 o
Set AS Default (a8 (s o

Office
Aa

Office Facet Integral

\E N8 !:.

Ion Board... Office Th.. Organic Retrospect

M@Mo

a il Al Colatioeal) cilaw il daadie Al Bad giTitue 48 pa o AT Ao daw 3aa 3 )b 08 ol ) JS Lgldal a3 A1) i) das il SliSay
Cilaglad 43S guat cdaad (guadal e g Ae [panaS A A0 ghand Aiald) ABlucall g cdana g ¢ Jadd) Jia ¢ Gadil) Cliia (e Jayld ) 02 Jaadl) g BladY) o Lghdat
Jad) & aitaead) B Lgasdiod A (Al e gl A Jaall) D B 53 52 gal) auil]

dawdl sl @

Claw (398 A (Bawdi (o ananal ol ddle (e
o (358 AL Al of alis daw Gubill dlldg Themes
L AN Atteeal) Ao (S5 Al 13) Lgaladiad &y 5 Al Alieal)
Glawd) o Gay (al piud) (598 LRI Bagaga Lgmaladin
el Aaldl) jigaadl) o Lgie Gl

Save as g New Style Set..,

Al daw (avadld o
Cad Al Blai¥) o Ll abs a gl Al Cul i) 5 g daddieeal) diiil) g Jo ghadld) i) 50 o) Ja ghadld) gf ol o) ety ¢ aul) liSay cATiiis Ao pamadi!
Aanaiia diliie das Lghiia dliSey By Cildiiua o cil puadl) o8 (dadad i ) 13) g Jlad) & Jadidl) atieial) B Lgdadaiy
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(Color) oslll U Ao Jaiudall aly Adald) dacd) o)) ol il @
L) ol ol Gammads dliCay L i 5 Al 1 1Y) 352 g ate Ala g aliewal) o 168 3 jUidal) dacd) o)) ol gkl atd Adaiaal) dand) 0 gl il clicai g
Laa Uigl 12 deacad) o)) ol Cpaniaii dand) 0 8l pasadsi JMA (e Customize Color 3aaa claw O gl sL&) Jo hially

Custom v(‘,reate New Theme Colors
H NN NEN mohamed abou elela
Office
N EEWCEE Office Text/Background -
HO NN C 0
BN EEeN G ¢
HONENEEN -BiueRed Text/Background - D;
ENEEEEN blue Text/Background - L
EC NN Biuel
H[ENWNENE BlueGreen
EOEECEEN Green ACCEE2 L_hd el o ol A
HEEENEE G ow Accent 3 ] )
T O
B[ EEENNE VYelow Orange

Orange Accent 5

Theme colors

Text/Background - Li

Accentl

Accent 4

Orange Red Accent &

Red Orange . Mﬂ\ QU:MJ‘}U O-\s}l

Red Hyperlink

Red Violet Followed Hyperlink
Violet
Violet 1T Name: Customi
Median

EC NN Paper

Customize Colors...

5 Custom

(M MMEMNE mohamed abou elela
Built-In

cildals Y1 g Jual 9ill o)) o Jiai Al g dacal) & 9d amad il W5 A ) 611 it g Alad) Bultald) 5 i) ol ol dacal) o gl 50 (A B3 52 gl ) oY) Jial Las
O il cuila ) 8393 gall dadl o)) ol 30 (B pgda AN O oI i G g Uy Aal) Ciland] ) ol £ LAY () 1Y) 03 (e (o iy Al dad) Al Al
Lial llaa it (Say LaS udil) U W Lacdl)

(Fonts ) clawd) bghd nail o
ot R CSay (Al g Aladaal) Ja ghadl) (a de ganna Ul gl cilacal) haghd o 83 o5 el clasd) Jaghd il

S| (TR Sude 7T, s L) o Jaially Miall b glad (el Uiyl ¢Sy LaS afiunall 1o 3 pailia (gaadail) il Lagis Lo JLARY)

JSAlL Las Saa Claw bghad

Custom

Office
E;:Ll:irl Light (Custom) dawdi Jaghi (auads o
Office 2007 - 2010 Laa g g Jalail) oy (Al cilall Ja glodl) ha (e 98 dacad) o ghad (pandal

Cambria ol G 5

Calibri ‘ Olsis bd A
Calibri g-*-“‘-*-“w 4)4-"-“-5i .B
Calibri
Calibri

W

Bl E E

.'Cmate?evah:_me Fonts
Arial — —
Arial

l Latin text
Arial

Heading font (Latin}: Sample

Aa

Century Gothic E] Hecnding

Body font (Latin): Body text body text body text.
(Century Gothic E Body text body text.

Corbel
Corbel
Corbel

o

mohamed abou elela

Complex script Brusk Sm;«%?

Heading font (Complex script): _Sample FrowallioUpC

Candara
Candara
Candara

Body font (Complex script):
Trebuchet

Trebuchet
Trebuchet

je¥)

Name: |Customl

Franklin Gothic

Franklin Gothic M...
Franklin Gothic Book

>
o

] B E E

Customize Fonts...

LaS Aol Ja ghad i) Jiaf Ao Jad JSI adilial] it} (alll Jad g ) siadl ok a2 0 Ay A0 Aaad) Jaghad )5 (390 AL Mic aatd ol da (amadlyg
oaada g ) B el Lgtand p ol Laldl) dacd) Jaghad (e Ao gana o LAY Jaghadldl 0da (pa US yuis dliCay
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(Paragraph spacing) gasaill G ddluall o
O ABlall panti LA (e AliCaid aiiial) & (o gaail) (p CilBloval) 2as) g Gagad B addiud A g
Loty BlEGAY) ga 48 1) s (o guail)

Nao Paragraph Space

Compact
) _ . _ if you like the look of this template, grab the
S=| Tight if you like the look of this template, grab the matching brochure and postcard templates
- _ to get a professional, branded look in almost
’; . matching b emplates )
4 '..}[_"cl‘v 4[0) tlme.

|

in almost

1

to get a pro

Relaxed

F_l'_l
«|

L

no time.
Double

4]

|

Custom Paragraph Spacing...

Office

’Tﬁ W ‘ ’H (Effect) dawl) <l 4l (e 4o gara yy2ai o

Office Subtle So Banded E... Smokey G.. ubﬁ e ’ - | szau JJM é‘gé Jﬂ\ o ... ‘. A1) Q\\»Sl.“a\g.h Bl o Z\.G : & | «:\#SL“\ e

( E‘J I(E‘ ’ .‘ ’H MY\bnua‘g‘)a.d\eu‘)l\gﬁw\Q\ﬁﬁﬂbwt}na&wdﬂLM\MUJﬁ\Q\Jgiu

Glow Edge  Office20... GrungeT.. Frosted G.. J,-.‘zm‘ Jlr.\ﬁ‘ ciuSA:\ “ﬁé M&‘ w‘ ‘;"J:\f‘i:‘ CJ'A a.GJAM. ;m! ‘J"S'“j i = Y 4-'.3 L}‘ ?.9)1‘ u"; ) ru“" ‘;'\J.'.‘:i:'
_ —~ el daldl) atiowal) daw B daladin) & 5 )

Top Shad... Inset Milk Glass Riblet

Reflection ExtremeS..

( Set As Default) (e (i) 3alxiu o
Ao AL A RIS 4 pdal BMU Al jeda g A} 038 B g AT SR a5l £ a0 JB Galll ) 58 el aa il o) &5 O) Adla B aadien g
Alicall M) AuaY) Gandil) 3 9oy 38) g0

=

:'Microsoft Word

Set the current Style Set and Theme (including Fonts, Colors, Effects and Paragraph Spacing) as your default?

These settings will be applied to all new documents based on this template:
Business flyer

I Yes | No
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2. Page Background Group

LAY g dulal) cladlal) & La o Ghjail) o Y g dadial) 4dlA de gana
o T
‘_] 2 |_| Ua Gl gl Bisdd jale ciual le WIS A allwa) gai WA jeli Hsa g gal o8 5k Luilal) cladlal)
Watermark Page Page - .- . " oy N “ . w % - 5 . % -
. Color~ Borders MasLbal) Jadadi (i gal) ARy (8 Ailal) Gledlad) Ay, li€ay Bagua Jia cdlia o Adle pday Jia caiieal)

Page Background .&Jgka Atlea gé j LPIRARA( st eb\g gé S;UH\" ua)ﬂ\ ;\:ig\)hj

H=5

sdal 3 gall gl ¢ jouall gb (i gRI g ccla Al ) S5 o) cailad aly LRI Jal (e 3 gall i cdualldl) o) oY) i ¢ g gual) i (OEgRI g (il jail) aladiag SliSay
e (Microsoft Windows (2 alall) agm) cila Gaudi g2 9 JPEG cililaS cily jail) g 3) gal) il aly o g daduas i) Jdas Ladie dadial)
A 2 g gl jguall Sl Bamaiall ) sl¥) il ) gual) (A daladind) Jadl g Lgdy 345 5 A1 2 51 68 ) guall ki Jaf a8 shaallu i) jaiesd gl (1 yand) g
i) ASud o A pgdadl o L cila g ) G2 et asdien (Windows o galall) agu) cile gawil 9 GIF QLT il Jias (L g Aa gaaal)

(ilal) laida Ais 5 ) el (pa il 2B Y A dmay ()8 () g3 Unild andlinyy SV o Uigl 256 aaling g Asallal)

Hiad lal andind Cu€ ) alial) ol e JAIAE Y Cuag Lpdand ol Lgaidl dliCad 3 gua addiud cuis |}
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oAk b gl iy JA) gasall (B 352 sall palll S cdly Galdd) palll ardiey iy ougdl JA) £LATY 3
i) o) Gl (g gheal) (o JR) g1 (5 53 SR £LES) Bk G JAY) Gasads dliSay (ld i 13) 4
Al JAy) ) 88 8
2530 JA) gl & palll i) ¢ ol JUA) LAY 5
O JAY) Gl ) ol g (1) il 1o gl (g ) JAY) Gl S) () (5 ghanal) a JUha) (el 6
Gl g ghawal)
Lol B AN JAN) el QS ol Gl LA e (B8 0 alf (398 ) AT JWA) ) (A8 5 ol e LAY 7

Gmaill) Jiad Jila JLEAY) DA o) 3ale JLEAY) DR 2o (gl 2 jediin AN cladial) B i ol o
Lladall a8 )

BN e &Il g ¢(5 sl SN g1 (s 1 A 2 salf (A QA s ¢ gl paldd) alll Gaudll o
Jgaladind i el <l LA aaa bl 6 RN A3 el

DA caiiaal) & (ail) 138 @l ) S5 481K dadle pulagh, dadle auda g (398 LRI cd pgdl) JANY dadle g9l @
S dade puda g (348

Cancel

(Insert Index) wus¢d z) o

2 Aristotle |

Jupiter See Asteroid belt

Atmosphere

[] Right align page numbers
Tab leader: |

Formats: From template

[ MarkEntry... | [ AutoMark.. | [ Modify.. |

Alaeal) A g8l 735 (gl asanal LEAY Jala cull (VAN Adle puda g a1

o) ALz b 5 s 892

)3 B8 A a5 pgd eL) (558 A pgd e ganall (B caa) pa ugil) A (A3
B

Type: @ Indented () Rup-in

Columns: |2

Language: |English (United States)

Ol Gae) Y sl 0B g

gl Clasanal aaf aladin cilfdi g jall B 3 93 gal) Cilazaall) 32 (38 A3 A
B A gl

i (g dabadl el

aad (398 BRI oS (B (e (368 A ccliadi ag pall (A1
(S (568 3N a5 o il b 5 (o A) G gl Jaad (360 SR chaad ) gad) g e (.2

| OK | Cancel J

LA 0 A Gl LAY A ¢ Gl Qa3

(o) Balicual) cilaliceal) B8 (58 JEI) ¢ B L) Jaadl) o L3l ) a3 A il yul) ALY 4
e

(O pa (38 90 (352 RIS

6.Table Of Authorities Group

L
=

Mark
Citation

Table of Authorities
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L7 Insert Table of Authorities

(Table Of Authorities) sbaadl Jglia de gara o
el Jgaa A gai o) ALl DA e (S L1
Al ) jalaally daild 4Ll 2

Mark Citation
I —
' Selected text:

»| | Next citation |

Category: | Cases IZI

Short citation:

Long citation:

. Jrew

[ Category...
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Mailings Tab

=1 &

Envelopes Labels  Start Mail Select
Merge = Recipients = F=cj

e
= Lgs

Create Start Mail Merge Write & Insert Fields Preview Results Finish

1.Create Group

Cililiall Aald g Wias) g dagthal) ) ¢ 5ad) \&gﬁé)hl\u\gu‘ﬂ.m\gl@.u:\syhd\ tahally g @l ol Gald Cuod oA g

Envelopes Labels (Envelopes) «lilia o
1oAY 13 dae) diSey (i) o Ju ol o) gis Ol < \Sjusghj(‘:gths:\ il Jia ) cilia s L) DA e (S
Aaladi) Bale) dliCay duay dlada 13S ¢ (Al luba SliCay 8 Al 43, Jlatly Calsal) sy o o8 Ladis g calrall o Jaald) sd Jd

Create

Syl @ gl 2130 Ay o

Options st il i File Tab s i1

Advanced 4ediia &l LA 55d 1.2

$a O giad) aasall (B Jesall ) gie st (General )ale ey Jiud ) i saill 433
Olsie 710 @) LalS daladin) liSay S ¢ gind) G 3A% Word asddd (381 e (358 A4

7 Ijhgfghjkl [=]

if createdin: | Microsoft Word 2012 [+]

(Envelopes Options) skl &l LA (e (38a3) o
05509 faa S daglal) <l LA dlae) af 4df (e (3al) dliSey ¢diiaal) DA (pa cililial) (o dads Jadid S

s
inting Options ‘ i
E;:'::e ) (#1/8x91/2in) il L_§$é' Al eplad) 2\53“%‘3‘ QA’ ) o g gl ddls gé ®
Delivery address - ‘;"Jl:‘i L_.é\’é JB‘ °
- = el LA gyl e 358 A o
Return address e@é &A Q\J%Y‘ C)A Lf‘ éel-h:\:\ ?S ‘3! (ﬂw‘ e@é éﬁ é,nl.kl} Q.S'B‘ Jl:\ﬁ‘ djé Jﬁ‘ L_M‘ a@é &IJAM ‘éé [
Font.. | From eft [ caal) cpmn all B calial) slay) i) Al (paada aaa (498 ) g daildl) Jiud o il 288 (Caliall
From top: % © e
LW Y

Preview

doldal) @l LA cugaill Adls 552 il @

(o Bpuall) g ALy ghat) ABlad) 4,05 alies S 13) Lo g (Jloss ciiacaiia ¢ppas) iliall s ga Aytal) Ady 2035 o
daall

Envelope Options.

Envelope Options

Printer: Send To OneNote 2010

Feed method

Cilkal) g aly g 4l () gind) delib aly o2 uilad) & dgal gl g Jiudl J;i L,bm calsal) dgalg Ss O oS < ——

a2 3393 gall Cilalac DU 88 g daylal) 8 5 i) ABLad) 4030 ally g Ao ) Lidaia cdga) o) Jiad ¢ jlaad) ) g
‘ngi GA.AJAS‘ J‘Jﬂ‘ ;‘e; from:

lf)efaurttray

Word recommends feeding envelopes as shown above,
If this method does not work for your printer, select the
correct feed method,

oK l | Cancel
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_.Envelopes and Labels

if
Envelopes | Labels

Delivery address:

[] Add electronic postage
Return address:

- ‘ Preview
4

Verify that an envelope is loaded before printing,

pint | | Addto Document

[aptons | |

E-postage Properties... 1

Cancel

_‘Envelopes and Lal

Envelopes

Address: [: b

Print Label
@ Full page of the same label Microsoft, 1,2
") Single label

Row: |1 Column; |1

Verify that an envelope is loaded before printing,

pint | [ AddtoDocument | | options.. | |

[7] Use return address

Letter

1/2 Letter Postcard

[

E-postage Properties... '

Cancel

2.Start Mail Merge Group

[E e

Start Mail  Select
Merge~ Recipients ~ Recipient List

Start Mail Merge

etters

-mail Messages

m Im =

nvefopes.,,

,_

3]
-
m.

Directory

Normal Word Document

mg Microsoft Word 2013

aada of dielida g Cilia cLi) @

Cililia gd 85 (pLE) de ganall A ccDlul pa sl ddle A1

w0l i) GiES) cAnd) S yal) O gl gl (A2

Cradd (368 A1) af caaaall alll (398 Cra¥) BN e g cpail) daa (pail) (Gaeadi cua ) 13),3
B_palidall daildl)

e A 65 o3 1) Jeapall O gl a2dian) gl Jeapall ¢ gl iSS) (Sl O gl @ sl B 4

cilial) o Adsadai &y i Y Gl ) cng Lagd daladin) aly (S Ju pall o)) giny BLEAYY Cia )i 13) @
Slia 4k ) 1) ¢ g RSN auldal) ) gaa o) lual g5 13) g JAlad JLEAY) gy e daa ()
JM\UJGMJMQSJL'Y\LAGSJ&JAK.A&QA

daddii BaleY adada g9 ciliall Aol i 1Y) @
Lk jall A i ga g LaS daglhal) A Cilia 7)oy 8,1
Aslb (gg8 A 202

daldiliaf saley calial) Bda cia ) 1Y) A
Allcal) ) Bl 58 43311
Al Lo GiiS) g analy Jada 398 j8319.2
:é.u:g Al i 13) 1 dadaal) 45 e S Alaall (Y ciliall ddLal Word asi.3
LAl Calhall aa g JAS5 a1 Cba) pall ALUST Atteial) (e A5 La aladiia) SliSay

Uil dslal B
LA qu otil) Aadle aadali a jal) B i ga op LaS dalhal) B Cilia 7)oy B ]
calzall Gﬂbl,\i J‘JAM &UA gé Sé\g@}d\ J\.c—l,xh!\
Aclb g8 i) a5 catiall ) L) 36d 41,2

(Labels) <lsaus,2
AailiTlada cliawdl bl ¢pe 238 G JLEAY) (Say g Lol g Clbsandd ¢ L&) A aadind g

s3al) Cpa dpand) ) Ll ) ally Asand gl Ay Jila cilaiisal) (e de gana £ L&) & 55 Ladie il jall grad addlicu g
O Sl (a5 giaall o)) e Cilaglaall £ 63 (i o dpand o) Al JS g giad O Sy O gind) Cilanii 43y 9 )
Jaes IS Aahliial Ay JS asads ¢iay cddal o 3hanl) ) Lgdlaa sl o985 (A Jile 1) (B cJlall Jsan (o Ty 8 01585

Step-by-Step Mail Merge Wizard,,

39

Aaiuily

(Start Mail Merge) <t yal) gad 4% yh, 1

oba) Alial) dlas) A
daatal) cilaiiovall JSI dpadlly Lgudi A AN Cila gl g pail) o pulul) aliuall g giag
Al gad Ay A Ll i Sl ) gie (JUad) o Ao

(Select Recipients) «lily jiaay sliwal) Jlail B
M\@Lﬁadd\ﬂ\&h}hﬂ\u}s ¢ 5 cala oo B jle alill) jdaa
A st g Al )l alices slad (U o Ao

(Edit Recipient List) salial) g ¢ppalival) daid 485 C
bl cila A Ja gl puais JS ulad) dilaal) (e Add ¢ LESL Word ash


ms-help://MS.WINWORD.12.1025/WINWORD/content/HA10081976.htm#2
https://sites.google.com/site/computerlearnbooks3/photo-gallery
https://sites.google.com/site/computerlearnbooks3/photo-gallery
https://sites.google.com/site/computerlearnbooks3/photo-gallery
https://sites.google.com/site/computerlearnbooks3/photo-gallery

Eng.M.Abou Elela m; Microsoft Word 2013

bl i) Jlac) o
L pal) gad ey (398 AT (Bl yal) gad £y Ao ganal) B il o cu gl Adle A

Olsis oS cililial) AB1S o 3 ga gal) Al g Jupal) O sis (98 O o cililie de gana ¢ L&) dliSay JUal) S 28 pLAS) & 5 o) il £ o3 (398 JII, ]
ddle (i o puaill (adi g cililial) anay Aaldld) CdLualil) aaa clilia 68 AL I (68 0 ) S pal) uua Cilia JS o 533 Ol sic g8 Aga gl
d&d\ﬁb\ﬁi)\‘gﬂ\@)ﬂﬂw’ﬁb%%ﬁﬁ‘

CBluadil) dan of biand (558 R G A U 58 dpand S o ) giadl g anal) (S (Al gie g (i) an) dpand JS g g (G ghiadl Ciliand A4S gana @
Landdl) @l LA ) o) & e (B Lpacdl) £ gy Aaldl

Ban o alicis JG dald cilaglra o (g giad Lgia JS O8I il pl) ABS B Al g usbiad) (s gianall (9 58 &y il ol Al gal Sy 48 a0 @
LColaiiaial) e £1 9631 038 pLARY (g SN Wy Jiley ol Jilaay (368 RI1, sAT e glaa A3f i o)) gind) ol an) Jia

Ca £ sl 10 LAY Jula (35h BRI Cpaa 8 U oSy diena IS (8 Lo gl g and) OS] cciua gl g and) S il glaall £ g5 (il Lgl) oty Jal gl z SIS o
Alal)

Gl ey diual) Juall o
0 yal) et Aglas £ 0 3Laki) eliSay ccilily cile Jadlly élial ¢ Al 13) il cila gl il jeaay diiceal) S qinyle abd) afiosal) B cila glaa el

<lile cale jltdl g
K5 TypeaNew List.. Oalicaal) ayan (568 A1) cciShual jal) zradipaf As ganal) & (Dl pa qu o) Aadle
] Usean Existing List..,
[&5] Choose from Outlook Contacts... .Outlook Juall cilga (sa Lans 4539 & «Qutlook gﬁ Juaiy) cilga dild NEEGW i 13 @
clile 0a AT £ 68 o Access il 38 ol Microsoft Office Excel das 485 ehal ¢\S 13 o
ULl) jlae a5 gadl ag sa (8 Calal) aB ga daa ol (3 g2 ga Aaild aladiin) (398 A3 cclilbyd)
cilibnl) 3ae & ((mdb) cileS daildl) Bda oy Aailll) pLATY 4t aly ) 3 gail) adhle) 0B aa daild 4US (368 S8 (V) s Cliby Cale hal 0 a1 13) o
Aalading) dale ) dliSay o)

"New Address List

Type recipient information in the table. To add more entries, click New Entry,

[ [T [None v[lostName Conpory Noe v [Addess e ~] alial) gf cppaliceal) daild 835 o
B Sl 53 g3 gall Cila glaal) JS g ) Fliad ¥ o8 (e cilily Ciley Jlai¥) i
b afioeal] (B Wua deal) (unsY) ) cillad) cila B 45 gaall g

o bl Cila & palial) (1 due b Ae gagea alddin) g (paliceal) daild paal ]
Bl pal) ad gy de gaaal) o Bl o gl e
— Ol pal) ol galices ) gall ex@M‘@@xﬁdﬁﬂ‘Z

NewEntry | | Find...
[ Delete Entry Customize Columns... I

A3 8 CNaw paal @

il 33 93 gall JLEAY) U el a8 g agiiacal &y 5 (s Cppabioaall quilag 3 g3 gall LEAY) LA a5 yuuad Aailll) cuils 13) Tag Basia 43y jhat) o3 s
AU & 5 ) Cpaalineal)

'Maﬂ Merge Recipients. ‘ . ot - R o ot W e e .- w e w wee (®
i A : : slal) liSay manl) dalas A o) (o Ja8d AL A gana Cprasal Ay i Gl alad i 1)
This is the fist of recipients that will be used in your merge. Use the options below to add to or change your list. Use the

|| checkboxes to add ar remove recipients from the merge. When your list is ready, dlick OK. hﬁ LA-\:I} ‘_’:\S‘ Q\M. \ ‘ﬁﬁ *M e:-" ‘u‘ijj‘ . ‘JA SAJ%JAS‘ J1 “.. - Y‘ Mu

Data Source [v | Last Name w | First Name « | Title +w | Company Name

sbou elelamdb Al | | mohamed abou eieies | ; )
Ly a8 a3 (ol ) a8 3 g2 gal) JLAAY) ASLA 20 (AWl aliaa el gl 1)
Jadl 5 Y Al alauadly dadl) JLmaY) alll

| | | o Aaill) 58 oty A3 BB g 58l ) ) puaiad) 3 gas O sie (398 AN CBlad) 8
DatsSource Refine recipient list éé*‘ #J:Ie j)ﬂ ‘SJi‘ sf JM‘ O‘Jb éJé Jﬁ‘ .(‘.5 L’J! ‘ C)A) g&w ‘54*‘

abou elela.mdb - | 'zl Sort... i o
‘ £ s (M 6 ) (A

{3 Find duplicates...
S| SHIE ol & 5 Y il alat cdlan o Al cgiaf 13 ada e 13 e lad) b

J/ Validate addresses...
o) ) el LAY LA aladin dliSey (Aailll) dydaati doy gadll B Lgisass
.W1 e ‘
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3.Write & Insert Fields Group

Al pualic Adli) 5 atteead] el U 30l ¢ oS cclilby Cilay o) Aical) Jluai) 22y
Ol Al jualially aliual) (pe A JS A 5o Al clagleall jeedh e ) ds
& (b Bagagall Jghal) (33 45 O A g Ol pall e JgBa pandd i il g

L3k oA L) cila 8 32 g gall aast) (i glis

() Aiaal) B Jia g sk (8 e slral) Bl bl Cilla (B 5 g gal) i gial) Jial o
Ol siad) ol anIS cad gall IS B el LS il glaal) (e A dib oy 5 ] ) i

]

n

sl o
¥ («») ol e Cp Jiad) an) pan st ¢ ualba) sl 8 COlal pa e Jia ) ) die
Alieaal) B 53 ga gall Jhall jusad o sl Jaih LgS) Abadalli@idiial) b (uliBY) Uadle ks

L) palll e )

[my}

[ |

¥l

ol ie Gitay 53 La o

= “ \E Atioeal] B 5353 gl Jgiad) Jagialy Cililbd) cile 8 352 gall J oY) Ciall (pe il glaal) gk (manl) Aic

e e glaall a6 () 6Y) gadal) Mhoeal) LENY i g (« ») bl e (s As gida gall g (i)
J3SA g ¢ AU geadall diial) pLEDY J gial) Jladuly clibud cile 8 3 gall AU Cial)

Jgial) aladiud

C}‘J-bj a-m.ﬂ\ ?’“’U dj‘i‘ @M\J\ S gA LA.I cdﬂa dast a.cw s le_.,g HO‘JM\ Z\.‘K" M‘.l
L) el g Adpaall g £ LAY

2aplyic BEss

x> g 30 LE R A Ll o ¢S] gl andl Mia ety o) Mema 3l Jaad) 2
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Insert Address Block

mg Microsoft Word 2013

Specify address elements Preview

[V] Insert recipient's name in this format:

‘Joshua 1 1
‘Joshua Randall Jr. i

[7] Format address according to the destination country/region

Joshua Q. Randall Jr,
Mr. Jash Randall Jr.

Q. Randall Jr,
—datlh. =
[V] Insert company name
[¥] Insert postal address:

" Never include the country/region in the address

Always include the country/region in the address
Correct Problems

@ Only include the country/region if different than:
If items in your address block are missing or out of order, use

(Address Block).Jsiadl gidd ) sall aq ye i

Here is a preview from your recipient list: dLﬂ C)-Q swiﬂ 0&\91-.0 J‘)»le eﬁ:\ M‘ ‘}9 %ﬂ‘\s O‘JM‘ ﬂu& é\)“ ?S'A.

(s i) Calal Gl 3 gand) Adlaay Lalali \Word ashy 5 sbud) Ao clibal)
i (JUal) S o s AY) jualial) dBUaa Word Ao i o1 Alilad) anl
Jaa it cila ¢ JgY) antd) diidaa Word e

G g oA il Cila (ha 3 gand) aaad dliSay ¢ gl o 3352 gall Aailll) b

United States E Match Fields to identify the correct address elements from M‘ ‘JJ; A‘Pﬂ\ ‘M‘
Oy T &A

your mailing list.

| Match Fieids...
oK [ cancet |

=

42

‘Match Fields

In order to use special features, Mail Merge needs to know
which fields in your recipient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component
Required for Address Block
Courtesy Title Title
First Name First Name
Last Name i.a;t Name
Suffix (not _rviafched)
Company Company Name
Address 1 | Address Line 1
Address 2 Address Line 2
City City
State State
Postal Code ZIP Code
Country or Region Country or Regian
Ootional information

>

m

O I8 O 3 O 0 O O |

1

Use the drop-down lists to choose the field from your database
that corresponds to the address information Mail Merge
expects (listed on the left))

[} Remember this matching for this set of data sources on this
computer

Insert Greeting Line
" A
Greeting line format:

Dear  [»| |Mr.Randall
Greeting line for invalid recipient names:
Dear Sir or Madam, E]
Preview
Here is a preview from your recipient list:
1

Dear Sir or Madam,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

[ Match Fields... |

OK I Cancel l

Jsdall A8l g (5 ginall 4SS

Lal_aly Jsial) LU de ganal) andiad J8ad) ) )3) & 55 Cua audagal) (398 SR ¢ i ) diial)
) gal) aitena ) Al ABLGL ABSa ) pa c sl Adle (e

VA Clbaglaa g o) 5o 9 am) o (5 giad ol gie ALSD

Ol gind) ALS 348 831
Wy 5 Al Clandil) Lgiradadr S Al &) giall alie aaa o)) gie ALS ) 53) ) gad) & o (2.2
Glsa (38 803

(Greeting Line) cxsa Al s 3

e il e 358 A3, 1

Aol (o3 i) g ana) Gaeali g Aadl) ey (o) cun ) o (el 3032
ok O o 8 sl alll aa 3

(31 sa 358 A4

First Name

Last Name
Company_Name
Address_Line 1

Address_Line 2

ZIP Code

Caountry_or_Region

Home_Phone
Work_Phone

Email_Address

dga 8 J sl 4

Alial) ) cilibl) cila cpa Jia d8LGY ¢ Ciilgd) aB ) o) J oY) amtLS (a8 J gia (ha il glaa 71 3] liSay

Al pal) B 3 jLgdal 3l pal) JEad) acad (38 JRIN g crad JEa )3 cuila 3 g2 gall agead) (38 RSN 1
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4.Preview Results Group

i< i€ 1) pranl) el el 1 JaLa () 9 ¢ pmalesll) dliaal) () J gia L) day grad) Adglas A gana
Slad zaal) dlas Jlas) J8 il yui £ g Aaadal) ifatioeal) Ajlas eliSey LaS BaY Juu ) of audall g Ajlaally

Preview Results

Bl o G gail) dadle Gpana gilisl) dijlas de ganall A b Laa sl ali Ajlaall ]
(Preview result) gt 4iaa (36b J3i) o
) Aijlae A gannall B Gibaad) Jaeall g I Janed) i) 31 AR50 grada diieua JS iy a8
(Find Recipient) .alica ¢ &agll 358 &) 3k (8 llwal) dllaay af o

5.Finish Group

&1y (Finish) sgd) 4s gana.2
L it gl Jadd Lgla de 3 de gana o Q\M\ﬁ&k%ﬂl&g,ﬁ&éﬁ%ﬁji@ﬂ\ Glaiieall dslida LeINA (pa dliSay g
(Edit Individual Documents)

Finish

(Print Documents) 4aaiall Clatial) delih,3
slgd) Ao ganall B Bl o qugiill ddle b o
(laiical) Aok (598 JRI) af (e sled) (350 Rl o
EAnt Documents.., e e gana’ gl Jath Llla duda g jreal) Adadl) o] ctfaticual) (pa ALalS 4 ganna pobiien i€ 13) L A o
Send Email Messages... ) ?EJ W T RPN Cfm ie ganall

Cr‘j Edit Individual Documents.,.,

(Edit Individual Documents) tiiaeall 433 8 oy 25,4
(Finish) sl 4 gaaall & (Mailings) <l s qu sl Adle b o
! (Finish & Merge) g2y sl¢d) 32 i) o
rent record (Edit Individual Documents) 433 8 cilaiica i ad g8 il af o
50 X dc b ic gana g Llla A g mal) AAaill) i cilaiional) (pa AdalS Ao gana o jad &y 55 i€ 1)) La 34 @
ok | [ cancel | Jaed) a8 ) s Waasd il A gagall

Merge records
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ABC Iﬂ
v I

Spelling & Define Thesaurus Word
Grammar

ABC

[123]

Count v
Proofing

1.Proofing Group

ABC

v B

Spelling & Define Thesaurus Word

Grammar

Count

Proofing

Dictionaries X

Install a dictionary from the Office Store to
see definitions,

Language: English (United States)

44

Dictionary - Merriam-Webster
Price: Free

Rating: 5

Terms & Conditions
Privacy Policy

Download
English Dictionary
Price: Free
Rating: 5
Terms & Conditions
Privacy Policy
Download
Bing Dictionary (English)
Price: Free
Rating: 0
Terms & Conditions
Privacy Policy

Download

Word Count

Statistics:
Pages
Words
Characters (no spaces)

Characters (with spaces)
Paragraphs
Lines

Language

a & A

Translate Language

|
MNew
Comment

Spelling
AddressBlock

| Ignore |
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2.Show Group
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Navigation Pane
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Navigation
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HEADINGS PAGES RESULTS

Create an interactive outline of your
document.

It's a great way to keep track of where you are
or quickly move your content around,

To get started, go to the Home tab and apply
Heading styles to the headings in your
document.
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Description:

Z Add-Ins Tab i

Bluetooth -

Menu Commands

1.Menu Commands Group
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Menu Commands

Welcome to the wizard

Click here to send to BlackBerry 9700 l

If this computer has not established a paired relationship with
the remote device, then the remote device must be
discoverable and connectable. If security is enabled, you
must know the remote device's security code, Refer to the
remote device’s documentation for assistance.

Prepare the remote device and then dlick Next to continue.

o
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