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Paste ¥ B 7 U ~abe X, X' 8. A~ 2=y | K fNarmal |7 NoSpadi.., Headingl

2ac Replace
g Select ~

Clipboard ] - ‘ Styles ‘ Editing

Show Ruler and hide

Work area and writing

Horizontal ruler appears
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Vertical scroll bar
l Horizontal scroll

characters {an approximate valug),

m

‘ward 20107 79,83

Status Bar

Cilidatl) A aladiu) Al g ) 539 aodally lld g Lgilaladin g gealiull dgal g il gSa 48 el dlld g Juadilly de ganay day pdi JS 7y ol L gy




Eng.M.Abou Elela EI Microsoft Word 2010

1. File Tab
At b (@) Oubsl 3 dae plis FILE st o i ol R b S S padiunal) Aga) g prana Bals) o

Microsoft WORD 2007

‘word 2010 [Compatibility Mode] = Microsoft Word

Home Insert Page Layout References Mailings Review View Add-Ins

| save

@ SaveAs ; ® Microsoft™
Microsoft Office Help ’ -le. I Ce

I/ Open Get help using Mic
i Close
Product Activated

Info Microsoft Office Professional Plus 2010

This product contains Microsoft Access, Microsoft Excel, Microsoft SharePoint Workspace, Microsoft
Recent OneNote, Microsoft Outlook, Microsoft PowerPoint, Microseft Publisher, Microsoft Word, Microsoft
InfoPath,

New

Print

Save & Send

[57] Add-ns - ¥ s o s
Sl ) Product ID: 02260-018-0000106-

Micro vare License Terms

:] Options
Exit
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3. Proofing

Gl Tl LS dd ADA (e (Say LA s
e DA e L) (S LaS A 0830 g DY) $UadY) (e a gaaal)
5 Laa Lgad of Audla) plhadl agag dia gl AN ciladlal) o2
dasaia L) (5 Al Gna ALUS alal) JSEN (e addiieial) ABLaa )
USLE&;%\;.::@M;SJ.*SSAS&LQJQ]Jﬁiyoﬂjﬁkhiitﬁwj

U sis

Microsoft Word 2010

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon

ss Toolbar

Quick Acce

Trust Center

General options for warking with

User Interface options

V| Show Mini Toolbar on selection

[¥] Enable Live Preview i

Blue E]

Show feature descriptions in ScreenTips IZ]

Color scheme:
ScreenTip style:
Personalize your copy of Microsoft Cffice

Username: mohamed

Initials: m

Start up options

| Open e-mail attachments in Full Screen Reading view

| [ cancel

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

| Change how document content is displayed on the screen and when printed.

Page display options

V| Show white space between pages in Print Layout view
[¥] show highlighter marks i
V| Show document tooltips on hover

Always show these formatting marks on the screen

| Tab characters
| Spaces
Paragraph marks
Hidden text
al Optional hyphens
| Object anchars
| Show all formatting marks

Printing options

V| Print drawings created in Word

|| Print background colors and images
| Print document properties

| Print hidden text

|1 Update fields before printing

| Update linked data before printing

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ABC| .
4 Change how Word corrects and formats your text.

AutoCorrect options
Change how Word corrects and formats text as you type: ‘ AutoCorrect Option

When correcting spelling in Microsoft Office programs

|¥| Ignore words in UPPERCASE
Ignore words that contain numbers
| Ignore Internet and file addresses
7| Flag repeated words
Enforce accented uppercase in French
Suggest from main dictionary only

Custom Didiongles_
French modes:  Traditional and new spellings E]
Spanish modes:  Tuteo verb forms only EI
|| Arabic Strict initial alef hamza

Arabic Strict final yaa

Arabic Strict taa marboota
When correcting spelling and grammar in Word

V| Check spelling as you type

[Z] Use contextual spelling

|¥| Mark grammar errors as you type
V| Check grammar with spelling

[ show readability statistics
Writing Style; | Standard E} [ Setf

‘ Recheck Document |

Exceptions for: @_J word 2010 ’3

Hide spelling errors in this document only
|| Hide grammar errors in this document only

OK ] Cancel |
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| Word Options

General

H Customize how documents are saved,

4, Save

Display

Proofing Save documents

» 5 - :w x . 2 T SES G I E—
i (A <) ) Jada (e LQJ)lA (&) US'AA,. Save Save files in this format: | Word Dacument (*.doog EI
Language V| Save AutoRecover information every |10 > minutes

Al KRy a!\ m; d\d. e:\:‘ 4.5‘31‘ "!'! ITS“ &Js .1 P el [V] Keep the last autosaved version if I close without saving
£ hee © o 3 AutoRecover file lacation: | C\Users\mohamed\AppData\Roaming\Microsoft\Ward\
(;"um‘ "“M\ hﬂ} Ols" 2 Customize Ribbon Defauit fite locat U PR— =
o e . v o e . - - o, o efault file location: sers\mohamed\Documents\
43)841 leia Aflecall SBKY B8N A D) Axia I Baal) 3 PORTT——
:te]“s“ .L.\Q J] g =. n a SS 7 a &Jh ZJLA ‘.’A : Offline editing options for document management server files
. - a . - _
atioeall ALt A 5 .ESA e Ldart Ll 1S cit Save checked-out files to: i
D&j * . ‘ & o . s "‘ - '4 Trust Center The server drafts location on this computer
k3 k3 H k3 & -
djé C)A u.'.'n J‘ 4:\13‘-\1‘ Qm‘ dj& ‘}A ‘LSJL\M‘ &Iﬁ DJ:\A!‘ @ The Office Document Cache
] Al a_.']"snj d.'.'""“J .é..’ ""“ ‘-’é aSJ] & ﬂ“ OSA."A aﬂy‘ é‘y Server drafts location: | C\Users\mohamed\Documents\SharePoint Drafts\ ’_gmwse |
Roo - . - 23 o 9 £ E
L;‘""‘L.'.‘a A L;ﬁ il Alical) "LG"‘ ‘U&é—“ u‘“ Ll Preserve figelity when sharing this document: ] word 2010 B

|| Embed fonts in the file

Word Options

General ; g

'& = Set the Office Language Preferences,
Display st
Proofing Choose Editing Languages

Save Add additional languages to edit your documents, The editing languages set language-specific features, induding
= dictionaries, grammar checking, and sorting

Language | Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)
Advanced Arabic (Egypt) <default> Enabled "5’ Installed

English (U.S) Enabled ‘5 Installed
5. Language Customize Ribbon
Quick Access Toolbar | o
AddIns [Add additional editing languages] E‘

Trust Center Choose Display and Help Languages

C’A . @Auﬁ K'GAJJ )55""” Uﬁi OA os'“-' JL-"A ‘95" Set the language priority order for the buttans, tabs and Help

Lyl liSey Las AS,dd) ghga o Upuaa ghpand o3y il B2 0y =

Fabial) dgal g Bliald) aa Jaid el cilaglaall jlgdal dad b asal) L - L -

Sl s A 5utady) dalily mali ) Agaly Jaa liSe Mab 5 Al Aaly e
L ) Ay ) ARl Lgmdda g g )Y elawd g <l f) gad)

Choose ScreenTip Language

Set your ScreenTip language Arabic (Saudi Arabia) [ae2l] B

i-‘_ How do 1 get more ScreenTip languages from Office.com?

OK |‘ Cancel ]

.Word Options

General

: 1 Advanced options for working with Word.
Display
Proofing Editing options

Save Typing replaces selected text

6. Advanced [7] When selecting, autamatically select entire word
Language =
i Allow text to be dragged and dropped
Advanced /| Use CTRL = Click to follow hyperlink
| Automatically create drawing canvas when inserting AutoShapes

Customize Ribbon
Use smart paragraph selection

&A d‘éw‘ C}A LGA.S.A: L;J‘J aﬁéu.‘y‘ QLA&‘ LM "‘94. uA Quick Access Toolbar [#Z] Use smart cursoring
C’A ]..s ..E l dALI:A‘J 4.‘5\4,1 L’é .n 1.'\3,'\:\5 43;“)23 @Au‘)gd‘ Addns :L!se‘;:::;:tr;::)rfnt:d;ontmlgvertype mode
Fdl) (@ohy placdly cBlanilly sal ¥) Gamy amadd LEDA e I Pt o e s

Use Normal style for bulleted or numbered lists

MJ@-&A S-\A L’J; e..\i:wm JSS @ﬁ (_._!:‘MJ w‘ uaﬁb é}ﬂ‘J | Keep track of formatting

Mark formatting inco

ML.\éJ ‘.AMA ‘a‘di:wh“ Updating style to match selection: | Keep previous numbering and bullets pattern EI
[¥] Enable click and type
Default paragraph style: | Normal B
V| Show AutoComplete suggestions
Cursor movement:
@ Logical
) Visual
Cursor visual selection:
© Block
1 Continuous

& Automatically switch keyboard to match language of surrounding text

Cut, copy, and paste

Dactin

| [ cancel
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7. Customize Ribbon
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8. Quick Access Toolbar
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e Address Bar

@i{d‘f)'U'\:

4 a5 9 geabiogl) BIU e 8 2o g g8 5 O gliadl Jay ydi

(phgad) day pdi B ALLAY qudag o) - BN yuillg pualll )5 — BEY) ) e
C."\ﬁ\&Mdgﬂ\uﬂd\w!%‘g@uy\w\w\@@é@x °

duisl) )83 )39 AU ¢ pal AN Jy ciladl Bds )5 Jha g AY) IOV G e lgr 2 e
Aadlad) o Cigh gl el g Ui Liahakiund omen (pal) g 53 30 L Jatal oy LaS Lgie il o3 200
Lus A Ga b o gind dag o B 0 gl i L e L5 g ALail) LY gl JSAN, A gl
JSAL A gall dadlad) JNA (1 gl Usudagg (Bam

word 2010 [Compatibility Mode] - Microsoft Word

Microsoft Word 2010

Word Options

General
Display
Proofing
Save
Language

Advanced

Quick Access Toolbar
Add-Ins

Trust Center

Customize Ribbon

EQ] Customize the Ribbon and

Choose commands from:
Popular Commands

Align Left

Breaks
Bullets
Center
Change List Level

3 Copy
Cut
Define New Number Format...
Delete

{ Draw Table

3| Draw Vertical Text Box
E-mail
Find
Font
Font..,
Font Color
Font Size
Format Painter
Grow Font

%, Hyperlink...

# Insert Footnote
Line and Paragraph Spacing
Macros
New
New Comment
Next

Niimharina

Keyboard shortcuts: Customize...

Accept and Move to Next

keyboard shortcuts.

Customize the Ribbon:
Main Tabs

£l [V|Home

| V] Insert (Blog Post)
7 [7] Outlining
& || Background Removal

Word Options

General
Display
Proofing
Save
Language
Advanced
mize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Ribbon and keyboard shortcuts.

Choose commands from:
Popular Commands

Customize the Ribbon:
Main Tabs

Accept and Move to Next

Align Left
Breaks
Bullets
Center
Change List Level
Capy
Cut
Define New Number Format...
Delete
{ Draw Table
Draw Vertical Text Box
E-mail
Find
Font
Font..,
Font Color
Font Size
Format Painter
Grow Font
., Hyperlink...
* Insert Footnote
Line and Paragraph Spacing
Macros
New
New Comment

Keyboard shortcuts:

| (V] Blog Post
| [ Insert (Blog Post)
7| Outlining
# [¥] Background Removal

Customizations: | Reset ¥

[import/Export ¥ | ¢

Customize Quick Access Toolbar

New

Open

Save

E-mail

Quick Print

Print Preview and Print
Spelling & Grammar
Undo

Redo

Draw Table

Open Recent File

Maore Commands..,

Show Below the Ribbon

Main Tabs
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Insert Page Layout References Mailings Review

Gugsil) Jas pd cpa AT Qugt JLA) die cle ganall ClIAS o) el (a9 (Group Bar ) <le saall Jag pd Sals Uali ) Jass o 138 G i) Jay p 0 3 g

e sanall $UAT 5) gl LA (a (SaTs )5 P AR Lyl 9 guali ol il 38 Ganal piinall qeana gl g 3o banall gt g Help BB 54y a0 09 Las
Y Lgnle i jaith Gl gau (Al g galiall Aa) jal) il gl (ya g Uswda g g (e LaS Options Aadlll DA cra oy gil) Jay pdi i g8y ¢Sy LaS

1.File Tab

2.Home Tab

3. Insert Tab

4.Page Layout Tab

5. References Tab

6. Mailings Tab

7.Review Tab

8.View Tab

9.Add-Ins Tab

> Group Bar <

Al o Jaad) Aads a5 Al o AY) Cile gaal) arag Lgtag ((Tab Al fcusalida pi paa padfy s 8 138 Cle ganall Jay ydi off Lale 38
Ll ga aaan 7y g o W jou ay g (Al 9

imes Ne : - [iA% [ g | B P it 3 y
Times New Rom / : - ey, = / £sBoCcDeEe  AsBuCeDéEe %DdEe  (eDdEe
B|JZ v I 7+ A~ v | = 0y v - T Normal No Spacing Headingl  Heading 2

Styles

|1 0f24- Clipboard

(24, Paste All | (3 clear AIIV‘
nenfan s fee : Clipboard 4ilal) o

) all Eiall g v J Format Painter

Clipboard
S Copy fesdl) 5 Past @uallly Cut gall) dua (e cilal) ga Jaladl ol L
Format Painter (il 3 ¢ 8LE 43

O (e ABaiall 9 3 jlidial) 3 84N o8 yaa b La 3480  Gacdi coma 4 giSall <l JEAl) JS Jad dua g Ui ) ol8)

hidallyg ()9 OF (A lagad aghudl alb addaad o Ll e Lgladd 31 yal) il 83N ) A ) g BLG Al LAl

| Options - foad (e Lgaa Jalail) a3 31 e guadll o @ ) cliadail] asan gy Aaild LD jgdas JCANL Las ALY 5 e
ey paly
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e Font Group
G (e baghdl) aa LEBIA (e Jaladl) alyg bl A gara @
Lal) ana gbdl) £ g3 it o paad ]
had ddac gy o [ Jad 4dial g | Jike ol B liaw ddea (e Jadd) JSG o cilindil) (gaudai )
ALA ol gl Adgl i 3
oaill o) Jadd) Jaud ol paill alad) i) o) 8 piua Cig A0l 4
ostlaal) Baaaill Gonen Lkl s 5l 3.5
B_ual) g 5 usl) b Al Ala 1 6
QJM\M\QAWJJLM\EMMEM\MJ

Ban) o) 388N & Cajal) (oLl CilBluca (8 aSal) (Say Liadl g (Gam La JS (bl g Jadl) B aSail) (jSay Ada g Jadd) ) ga au e gl badd) )5 e A Sie

3.Paragraph Group

388l dc gaza @
ClLLY) (g Jas aly lgda aly g Alial) & il Jidl) g Gageall Gl oo A gipual) 4 garall A
Paragraph &Jhdﬁ S @3:‘3 SJﬁ CS‘M

atioal) B 5 oY a5 ABL) Lgia (San g a8 Saadl) ]
5 Cildb) 548 aRLalYY (Say g Adlida JISE) (e JLEAY) San g alil) el 2
| Indents and Spacing | Line and Page Breaks | dalida i
General AARal) Blady) cpa Bae Cpm JLEAY) (S g iy giacall diaia add 33
S ‘fr% Al oLl ALecall 505 gf Lalii) 4
Y~ e O St hncn i s of ) o o) o 5130 andl b al likae 5
Indentation 5aal gll 5 _yadl) gé shad) eld paat 6
Before text: 0;75' Spedal: - : : Jl.ugl\ Ji M‘ o 3.31355\ ual DIA.:I\ 4,34;3 7
After text: 0 = {none) = st‘ Ji ua_m ;‘JJ m‘ M Ji &Jﬁ .8
Al i el ol Jglaadl (S yaad g Jgaa am) .9
Before: 0pt 2 Line spacing: At: ‘?J‘}u ‘si QS-‘QL‘AS J‘)é zﬁm\ﬂ dﬁ‘\i\ s udm J‘)é 10
After: 0pt = Multiple IZ] 115 |2 W‘ ‘ﬂw‘ Ji < Q\Jm\ BITY JL@H A1

[T Don't add space between paraaraphs of the same style

| Mirror indents

Spacng

Preview - - - . . . 0 FEETOR 5 - o W ol s . g o
ABS Gaaday LeINA (ha (Sl 95 )88 (0 glny Ay ) g ALLE gl 5 88 )5 o badallyg
s claiuall Jual gb g <l Y 2ol g Ayl ABlucal) i ¢y il A8 o il

SFE,ELAR 5=

] | Set As Default | I

4. Styles Group

JA  Style Set
n Colors
EI Fonts
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blail de gana @
A5 bshill 5 jals blail Ll LA (e diSe

wale Jad haai g

L8 M kel 2

Olgie bai 3

JSAll i gall (sl o Daiually L) Jua sl (Say s AT Blall 4

Save Selection a5 a New Quick Style... d&m 9 PR 293".;‘ O (e LAY (S Ledag oY) 33 5

bl i ol ARy  Bamail) 03 il ABNA g Saama Jaghad 5 (ol gl g
A gy Alisall ) A9

5. Editing Group
HATAS s o
34 Fing de ganall sy MR (ha Sy g dllcallgy Al Aaldl) 4o gaaal) &
¥ g na ~ =

2., Replace | el A dlaa gl dalS e Gl - 1

Ly Select *
Editing

Find and Replace

Find | Replace | GoTo |

Find what:

e Caadl) ) pal) Aall) i€

More >>

Alasly dfteal) A Ll g AalS (o ) b g JIaiad) -2
oalll ra Lgdlasiad 3 pall dalsl) (i

Find and Replace
d Replace GoTo \
7 T\

Find what:
Replace with:

| More >>

lsa Lgrida g 3 yal) dalSl) i€

select 4dde dyslhaa dxlas (o) £1 aY aliawall (8 £ 5o (oY w33 o1 jal Sy Lgday a3 - 3

O JEAY) (Sang
-_: Select All
W Select Objects dﬁ‘ J"*'h"‘l
Gl daad 2

Aldiall (aedil) 63 aill paas 3
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j ldl jﬂ ‘l_—]l _EJ, iLﬂ G g\o j R :I E‘} J U j}t (441 ‘ %Sl?nalureL|nE'

Table | Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark T Header Footer Page Text Quick WordArt L
v Art - v v Number~ | Box~ Parts~ "9 Object ~

Tables Dlustrations Links Header & Footer Text

Equation

Symbols

1. Pages Group
T DA (e ¢Sy (Al g ciladia 48 gana

— dadias Lgal ) Al Lgale Jabdal) 3 jaay (Gaeaill) ALalS LS dadia 7)) i A 9 @S dada o
Cover Blank Page a & c o .
Page~ Page Break l.gé.‘i QUL,HS\ 4aUS o d.}.\ﬁ CSa a8 atioiall gﬁ Aalay

Pages
Built-In

OSa! g JLERY) ol Al G ciladia
" “ ~\‘ LR

Alphabet

Waaad a8 Al Cidad) cilada 43y
Allceal) S ¢ gy Alial) Sl g

Aliecal) B ol ol B Buaa 48 b dadia 7)) il A & Bdaia o
Al a8 gal) (e Byaad) dadiall Lla Jee 52 g Gladall Juald o
2. Table Group —
X
. ) ) , ) N O |
g Mgy Jghaall (b asatl) g 1) L) Ao ganall 0da A (e (Saig Jsn de e | NI

PRSPPSO | | || [
O | [
Baga gall Jgaa Clay ya JA o AL 31 pal) Jgaall Brac) g iglaall 230 paaT o O CCICEEEE

Cigha § 953081 10 o) L) dliSay g A< Ailaia (3 LGS agan; ottty g (NN O
R

94 glhall Baac ) g i ghuall dae LAY AR, jal) o (e liSayg Joa zl Gk e ° = InsertTable.,
g ds guda gal) AR J gaaldls 52 ga gal) cila glaall huﬂuﬁgaﬁm\ &) giay) Gglud JLtd) CliSay Ly . Draw Table

Excel Spreadsheet

Quick Tables
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Insert Table:
Table size ‘é‘o' Alaaioly &33 A v‘ﬁ Jsa uj‘ BN e JSi JJA:‘.-.‘Q Josa (s (3:‘Jh s o
Number of columns: ) ) 4,ugl) adhia o J9> oy
JS ais Baas) ) palll asdly &lla g Joia A daaal) aill Jigal @

Number of rows:

Waie Juall) oy o) 35 Aadle gl i ja () gl Adaki g Juald
| 4l ddhie ) EXCEL gl (o dshaa g3 4D (e 0Say9 EXCEL <l Jsaa o
@) Fixed column width: |Auto g Sy Al 5 AL Clidil) (e Ao gana LA (e Sl g dag pudl Jglaad)
| AutoFit to contents ) Jelaadl e 3 pdlia Lgdudas

(") AutoFit to window

AutoFit behavior

Built-In
Calendar 1

|| Remember dimensions for new tables

oK ] Cancel ’

Quick Tables

3. Hlustrations Group

(a4 ganall 038 (18T g dpapeda 6 e gau 3 A8 gara

Clip Shapes SmartArt Chart Screenshot

At v - Janl) dadua ) cila (e B gea g1 03) WBA (e (S Buga-1
lllustrations ha gaa ) g il luabialll (1 JS 710 WD (e Sy 4y dalad-)

(b Aban sgias ol Alsma daglra Tl gy Allatiaa¥) ol g 481 2 g1 5dl) ) guaall g 2BV

| ATiecall

Recently Used Shapes . . o “ .
T SR T Syl B gl Jha el ) B Uisa Banall JLSEYN 3 A gana 100 DA (a5 Jsi-3

] §lede allda gl Jae Ll ¢Sy g il jladidl g o gaill g £ ) Jilau g g Alpnnd¥) cillabadiall g agaadd) JISES

eyl Tl @ BRIERS Sals M Léi.'?"‘ﬁ
i SmartArt -4

' "Smart Art Gl ge " sLdd) diCey oby Laldl) Y g claghrall A ja Jiad g ey iiny

S s gy JSy JSEY) i ey Aualid) (Jiua 1y D Adliie cilladads 530 (o (oo JLEAY) (31 sk 08
G g rap Judid g dadlae Jia £ o8 JLEAL cullaa cuild "SmartArt awy" sLidl a sl Latie Jdg
Adlids cilldads sas ¢ o8 JS o giag g «"SmartArt sl Aald Ll 4lia g g5 ey ABde

A==

-
=
—

Basic Block List

5] i
_.] Picture - ¢ i - Use to show non-sequential or grouped
blocks of information. Maximizes both
herizontal and vertical display space for
shapes.

Stars and Banners
o N

= Pyramid

New Drawing Canvas

OK | | Cancel
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0Odd Page
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> Mailings Tab <

Envelopes Labels = Start Mail Select Edit i lig 3 e 3
Merge = Recipients = o I & Fiz B Lit
Create Start Mall Merge Write & Insert Fields Preview Results

1. Create Group

Cililiall Lald g Wlas) g daglall ) ¢ 5ad) \&gﬁ‘jjhbuycﬂlﬁjwaz&gaui tehally g el jally ald cugs sa

=1 &

Envelopes Labels

Cldlaa o
Create g1y 1A dae) dliay Cilial) B il Gl e el i 13) el g ( aliladl) (i B e ) it o L) LeINA e Sy

Al aiing) Bale ) liSey Enay Alida 138 g Al L SliSay g i Al A8y plally Calial) Sl aclaedi Ladie 5 cilial) o Jaal) g0y 8

Suusall ) g 2130) Ay sk o

Asd Al a3 Ast 81

dadiia LA (58RI 2

oA (b Jeusall ) i) oo adag Jial ) jpyaily o8 3
g2 ) sinl

alibals Aaf ot dia; Euay ¢ ginl) ¢ A poial (38 9a (358 JBI) 4

Al tilen gl pand gl cilia (& Jugall ¢ gie )00

Microsoft Office Word 2007 | |

deldal) ¢ LA (e 38al) o

ISy Aagal) Ci) LA 1ae ) ol 4] (e (38l liSay caiiuall A (pa cililial) (o dads Jaadi J

Envelope Options "Amls 055 Coy
| rinting Optons | il (568 R (s L) Ao gannall (b Bl ja gl Aadle b o
Envelop ; (| Jl,.\i éjé Jﬁ\ °
Size 10 (#1/8x91/2in) | Cldlial) @l HLd cu gl e djé Al o
DERYEAY a0chs | Oa ) ey Al 1) clilial) aaa ae Gl 31 LAY (598 R Ciliall ana o pall A e
| Eent. | Froim left: : GS) 2 (anadia aaa (§gb RN g AaiEl) (il ) el 258 cCiliall aaa ga & LIAY)
From bop: : £ Y1 9 2 pad) (g sl (6 Ciliall sl
Return address kl—.‘”‘ le*s ‘.“:'3!‘3‘ Ljﬁ é&é Jﬁ‘ -
| Font.. | Fromfeft : ABLAY) 2,385 s S 13 Lo g (Lo ciuaiia ¢Cppag) iliall uda ga 4350 A8 e 203 o
g : dagal) 85 yaall gf ALy ghal)

Preview

Ol gindl Aol aly 3 Guilad) A dgal ol 9 Jiud o leBU Caliall dgal g 0985 O (Sas @
4l

-

Cancel | oo gt gl ol Jhad ¢ jlusd) ) olinh (oasda sl e 1 B 3 g gall ciial) g o @
Jeall [ e b ;} 592 sal) e S (i g daglal) (B 5 jpecil Aal) 3385 oy g e}
P - Y L) i gall
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Envelopes and Labels

adads g ddelidag Cilha L&) @

Delivery address: [ ~
Devicar Tab =] ililha ggd R cpldd) s ganall gﬁ Dl o w51l dadle gﬁ °
YViear Tab

Add - Tus Tab L) O gdad) GS) cAsd) G pal) ) gl &‘J"ng& °

7\ dd electronic postage wel & T AT ST . e . . - te o e
&e:madd,:ss; postag o QA ad canaal) alll (398 el BN )5 SR g (pall) daa cueﬂi el &3 ) \.\.j °

+| Preview Feed 3 )AAM\ 4ailaly 8% BLES Jjﬁ
L &5 ) Gyl ) 5 a3k gl Jau sl O s i8] < Juuyall )5 sl o

Verify that an envelope is loaded before printing.

Print ’ [ Add to Document | \ Options... ‘ IE-pos;ageProperues... |

Cancel [

) Sonash clial 36513 9 Jalad JLAAY) ao pa daa o Aladl Ciliall o Adpadai 53 Y Gl Y dny Lagh Aaldiin) ali oSi yal) O gy BLEIAY) cud 5 1) o
Ciliall o daidn g SliSay il SAN) Ao 552 ga AAR (pa Slia Ay AN 1] (g SN adal)

oo : : dadddi By adada (g Cilkall dsluba ca i 13) @
, s | L8 sall 8 g 9o LaS daglhal) B Cilha 7) 3l o3 @
Delivery address: @~ Aclda 3gd Ji) A e
Reoicw Tal 4
Yicw Tab i daladi sale Yy cilial) ada cayi 1l A
Add-Tus Tal Alial) ) A8l 55d A1) e
» Aall Lol 580 g aely s 568 8319 @
e T R e ALl e I 1 Asduall 4] e Mal) atical) ) cilial) AiLialy ashs o
' 2] Preview e L 30 Al A1) il jal) AUST Aiteial) a5 La aladin) dliCey (i
\ el Catsalf
L Al dslll B
Verify that an.envelope is loaded before printing: o il dadle Cpaa 485 &l (ﬁ Tase o LS dallal) uﬁ calra ) ol ?3 ]
) (Meneeest)  [oes) [Ererteees) cilial) S JLd fsad) & pa (A B g2 gal) Ao luhall ol LA
—_— Aclb 3gd &) A3 caticeal) ) Adl) 38 8319 @
Glrand 2
Ciladia Clrand! Jalaif (g 338 ¢ JLEAY) (S g Lo lda g Cilrand s LAY A addind g

2. Start Mail Merge Group

Oy ad) ) Ll ) oy 43and gad Al Jia ccilaiisal) (e de gana s LA 4 55 Ladie Bl jal) grad addicn g

=) 3 O s sinall O b cilaglaall £ o8 (il o drand gl Al JS s g3ad O Say ¢ gind) Cilrandi 48 ) g g) £5Lanl)
MErgse. Reciplants  Radipient i Al S Gzl (Say eyl p3land) ) Lo o o 685 A1 Jilea ) (b (Jliad) Jaas (e T8 d ¢3S o (8l
Start Mail Merge A.AMLJ L c ds a_.‘hu

sl all gad 48y ka1

Letters

e ) Alanal) 22 A

S i, el hafiadl) IS0 Aol Lgask & (00 e guall g Gl 15 pmibasd) ATianl (5 sl
Directory Aad gad Al (B Al ) Jausal) ) g Sl Jpu Lo
Normal Ward Document Uil ey Aliwal) Jlad) B
Step by Step Mail Merge Wizard.. Aiial) B Lgaad 3l yall Claglaal) o 5 giay cila oo B jLe clibyl) jaaa
g glie g Al )l aliis pland (Jliall Jasau Ao

palinl) i cpalicall Aail8 435 C

cilibnll Cila A Jaw gl e JS ol ditaial) e ddd s LAY asiy
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) el das) o

Ll pal) el gy (398 SR (il pall gad 54 Ae ganall B (Dl o cu gl ddle ]

B Type New List. Se o u.k-.‘:\tiﬁ_a 3:—‘94;9‘: L) Sliay JUial) qu.h.a. L) & 5 oA liewall £ o3 (368 A3 2
S e i Olse @ dgasl olse oS clilid) LS o asa el dudl g Jupadl o)) sis
Q&M\(QA.)LA&\ Colallll daa clilia §ed AL ) 590 A)  Juipall ua Cilia
ciliall LA ) gadl ao pal cililiall Gl LA qu gl Adle (aa (o gualll (daall g

JS o Ol giadl 5 ane) (S ) gis 5 padidd) ad Apand S griagi (p gliall Clliand A gana o
el e A el £ giy Aaldd) CBluadil) daa ol ccilbrand (398 AT (b U oS Arand
w\cﬂb\,’i

Jia daa o alicia J$ Aald cilaglra o o giad Lgia JS 080 Bl ) 488 b Al o ulal) (5 ginal) g 80 & g Jilay o) 43ad gai Jilay e gana @
LColaTieal) (e @198 0da pLASY (g SN & Sl 9 Jibaay B gd S s AT cilaglaa 4 gl 0 gind) 5 e

Allaall e £ 53l 138 LAY Sl (398 J&I) G B (L oSy ATieua JS B Clua gl g an) (ST cChia gl g ) Jia Cla glaal) £ g3 (udi Jlgda) sty Jula gl g SIS @

Use Bxisting List...
&8s Select from Outlook Contacts..,

Sy e bl Jlal) o

bl dila f by jiaas ttaall dlal) il pubul) diial) b Cla glaa aal

c

L) pal) zad Aglas oL o GUAH) Sy (CliLy Cala Jadlly dlaal 045 a1 1)

ey cila jLsd) ]

Oalieall aaad ggd R Sl Jal) &= quw\géuﬁﬁu\f%ﬁmhﬁﬁgé

Jlaa) Sl (e Haad LéJé Al Outlook gé Juaiy) alga Aqild e\dilu\ QAJ \3\ °
Outlook

633“ s A5 Bagaga A8 PKESIV G RN calil) clile cpa AT & SiAccess Uil 5228 s Microsoft Office Excel Jas 48,9 ¢lial 1S 1)) o
UL jhae a0 ) gal) 4 ya A Cilal)

3ac\al (mdb) cilaS daildl) Bda oy Aaildl) LAY AnS8al oA 7 Adgall) addin ol (Bayan daild 44US (368 A1) (V) ia cililby Cila dldl (S5 a1 1)) @
Al Bale ) dliCay 53 il

palinl) g M\M\ﬁ@u °
i) diall A Gaia daal) (unasY) ) cilibad) il 45 gaall g cidlaadly 33 52 gal) cila glaal) JS gad ) zliad Y 88 (e cliby Cilay Jaiy) dis

Qﬂub-d\@u}dﬁuu)bd\@f&W\uﬁﬁﬁéﬁﬂ\,z

Mail Merge Recipients. - .
> -
i > 4AQd 3 Sl Aaall @
This is the list 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 or remove recipients from the merge. When your list is ready, dlick OK.

Data Source w | First Name - | Title v | Company Name

JLEAY) U aa 5yl Aailil) cuilS 13) Tas Bauda A8y al) o3a a3
A LIS eladly aB g agisanal & 5 52 Gpabiual) cuilag 5353 gal)
AU b 5 ) Cpaliceal) cuilag 32 g2 gal)

dles (B ol (ra Jadh ALTE Ao gana (ppacdal 3y i elily alad S 1Y) ]
Data Source Refine recpientist Al paa &5 (Gl I Ciia A B3 g gall JLAAY) DA £lad) liSay el
| == 18 Ly 5 AN el
a8 53 ga sall JLAAY) LA daa i) alina Gpaal < i 1312
Lt b 5 Y AN ol Lalid) LaAY) GUA pladly a8 a5 ¢l M)
SRy AT 5 RN 3 jall jeain) ages Ol gl (38 RN cdlaud) 343
B e agandl Ol gie (3sd A (5 () T () gaelual (ganml qu iy dadldl
() 6 ) (IS g2l iy Gl 6 A
¥ il aled el o Al cigia) 13) ada ) 138 el daat 4
L) o) cdlad) cppadait JLEAY) CUA aladin) SliSay (dailll) ddual y gadl) B Lgdsaad o W) 5 of & 58

N _j Validate addresses...
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3. Write & Insert Fields Group

= & e 2 :::;'MW i Al pualic ALl g Afiuall (e A8 a0 ¢ Shan bl ey ( oabas) Tiunal) S} 22y
i e

IR, Adarets Gresting et EMetOE o coua il g o) giallS (ALY pualind) g Attecall (pe Al S uﬁ By Al il glaal) 5 9gds (Sa )

Wiite & Insert Fields 3aga gall Baast) cp glic e u.ﬁ B35 sall Jshad) 38 g ) AN g sl pall T Jsia e
3333 (o3} i) il

Aliecal) ) gLy o i Al JgBal) g cila glaall (pa cilid clibud) Cila B 3aec ) Jidi @
Ll A AL palie oo B be b

ol glyic
g g 5l e
4 Afieeall B Jia i g sk (8 Gl glaall il cilad) LA 38358 gall i ghual) Jidi @
= S aeIS cadgal) llh B jedat < il glaal) (pe Alna b &y SRl padia o eubad)
G .O\JM‘
iBada o

) Aade G JBad) and) s st ¢ i) iiiall B COLal pa gad Jia 7)) Ais
Jeial) Gl o dlae Lud Jasdelgly, Aamall cfaiiecal) B (ulaBY) Liadle ¢35 Y (« »)
el Gail) (e paladl) Atial) 8 53 52 gal)

@A.ﬁ\ dle draay ‘é..ﬁ\l.d °

3352 gal) J5AN Jlafialy clibud) cila A 3sa gal) J oY) Ciual) (ha Cila glaall a6 qmadll dis
SV gasall atiual) eLEADY Qi3 g(« ») GabiE®) iadle (s de gua gall g pubd) Alical]
Eatal) Aol ‘LAY Jghad) Jlatiuly bl cila A 3 5a sall G Chuall (e cila glaall o 685
Jia g cg.a'lﬂ\

Jsiall alain) o

ALilal) aal 9 J oY) ana) 1D B Loy (Jgia Band Ao gana (8 Bl 1l gl ALIS Jaa) ]
csal) Jallg dlaall g £ LA ) s
LA AN Aatl) ST 5l andl Sia ey o Mema i)l Jial) 2
waplyic Sen i

seepd B2 g Pie sl dadlal L)l Jgdadl ad.us K.GM\ gé Jsiad) é!‘w (.éJé Al (Jgiad) (il 3
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In order to use spedal features, Mail Merge needs to know
which fields in your redpient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field companent

Unique Identifier
Courtesy Title
First Name
Middle Name
Last Name
Suffix
Nickname

Job Title
Company
Address 1
Address 2
City

Qiate

First Name

{not matched)
Last Name

(not matched)
{(not matched)
{not matched)
Company Name
Address Line 1
Address Line 2
City

Ctata

=]
=
[
=
(o

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

oK

| |

Insert Greeting Line

Greeting line format:
snslsns]x] IEETEI - | |
Greeting line for invalid recipient names:
A0uSI it [ paySit LSA.._...[E
Preview
Here is a preview from your recipient list:
1

@035 aidew [ 0033 Siaw

Correct Problems

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

[ Match Fields.... |

| |

OK Cancel

Title

First_Mame
Last_Name
Company_Name
Address_Line_1
Address_Line 2
City

State

ZIP_Code

Country_or_Region

Home_Phone
Wark_Phaone

Email_Address
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4. Preview Results Group

e i€ ) graal) il Aiglaal T 3aLs () sSiu ¢ puabia¥) Aliaal) ) J gha AbLa) 2y granl) Aiglaa 4o gana
Slad sl Llas Jlas) Jd <yt #1500 9 Aatall i aliveal) Alas cliSay LaS BaY Jlu Y1 o aodall g Aislaally

Bl o Gy gl dadle (i giliil) Ajlas As ganall (B L Laa b Al Adjlaall o
(Preview result) gl ddjae (38 83,1

il Alea A ganall (A (ibaad) Jaaad) g (AU Jaaad) G 3 pladiedy ate dliesa S geiealy pb 2
(Find Recipient) alica ge dadl 398 A ik oo Aiaal) Ajleay 48,3

\‘b'

de B le gana g cilaiieal) ABS dolih dli<ay g baa e leliand gf daadall & shb diSay madg (Finish) elgd) ds gana @
idual Documents) W s of Jadd Lgia

5. Finish Group

o) Edit Individual Documents..

Print Documents...

g Send E-mail Messages... (Print Documents) dsaial claiicad) Aol o

slgd) ;\&J.A.ad\gé“h)\u\f o gail) Aadle gﬁ.l

il Aol 3gd A1 a5 cadg elgd) (390 SR 2

AV PURREWERTREES g P Y 8 A2 gana of Jadd Ldla L g jaal) Aacl) g claiivual) (pa ALalS Ao gana aodiics ciiS 13 La 540 3

Aliacall 430 8 feasi jyjad @

(Finish) skl de ganal) & (Vailings) bl s qu el dadle 4,1

(Finish & Merge) gy slgd) (G i 2

(Edit Individual Documents) 4338 ciaiiua y ol ggd jii) &5 3
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ABC .4

F 454
Spelling & Research Thesaurus
Grammar

Word
Count

Proaofing

1. Proofing Group

T4

Spelling & Research Thesaurus
Grammar
Proofing

Spelling and Grammar: Arabic {Saudi Arabia)

Grammatical error:

[P el glll g gal jall Cladd IS G Caall 23355 =l

Transiate Language

Language

Microsoft Word 2010

W
> Review Tab <

—'_'J Final: Show Markup

Do o ¥ Previous ]
o/
=] Show Markup ~ Z] P2 Next

New

Comment

Restrict

Accept Reject
- . Editing

Compare
- 2] Reviewing Pane ~ -

Commeants Tracking Changes Compare Protect

(Spelling & Grammar) /B3R 88155 D) (385 o
Aliecally 33 g2 gal) 4 gadllly Auidla¥) S USRY) priauail ardind

(Research ) &tayl o

LAY (a9 A dalSt day i (0 (usalgll) gaaigial) ciladd DA (e duall andind
dan il il Bae oy

Ignore Once ‘

ggestio

Dictionary language: | Arabic {Saudi Arabia)
V| Check grammar

i Options.. \

2. Language Group

8& vfii

Translate Language

Language

3. Comments Group

New

Comment

Comments

[ Next Sentence ‘

( Thesaurus ) <ldal yall (ugald o

) L) saudg ) iiaalgl L sl &y 55 AalSd Caal ja 0 0S5 (5 AT AalS ) 3BY aadiny
Aol “éés)m‘élﬂﬂd%&‘,—u 9@‘54335}\2.‘.\5

(Word Count ) «lalsl) sae o

iecall B ) 88 g g adl g jhaul) g cilalS) g riual) ddny 3 g W et A

(Translate ) 4as 5 o

i) & o ¢Say gl Sual difia 43 (usal 8 ¢y 685 O cpa AV (g 5 AN AR L) daaall Gaill das jit asdiod
Lay il o) diliatia 0585 ) (Ao i AN DA (1 dan Al el 58

(Language ) 4l ¢yzas o

DY) BB \Nord ) agid el g aticeal) B A0S gy a3 AN ARl JLES) A L g Al Bae (G LR A Lgdagg
5 Uaal) dall s34 s aticall

S Aaglial) die Aaadly ¢ & Lay Alecal) LS 4S3 g jaan (e Clilail) o3 aticeal) & ciliadet ) 0¥ A g
L (alail) Jas a3 A B j8dL ) dalsl) g Aland) oda 350 3

dadal) jedail atiial) 8 a3aa o o e Baa Gabad LBLGY aad5ld A g (New Comment ) S (slias o
A Jedd) e

C icomemtmib I

Chalatl) ((Asla ) 4igly Alicual) b A48 dada
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4. Tracking Group

’,'J Final: Show Markup
=] Show Markup ~

Track
Changes ¥ ] Reviewing Pane ~

Tracking

Page: 39 of 65

|: Formatted: Indent: Before: 0.7°
| Formatted: Indent: Before: 0.9°

|: Formatted: Indent: Before: 0.7

Formatted: Indent: Before: 1"

|: Formatted: Indent: Before: 0.7
| Formatted: Indent: Before; 1°

Final: Show Markup
Final

Original: Show Markup
Original

] Reviewing Pan

_Q Reviewing Pane Horizontal...

W

Microsoft Word 2010

A8 tpil) 48\< Lada Ji A.\A.Aé:\wd:\d R ( Delete) é#d:\a °

(e cida (398 R0 af ¢ Galail (568 I BN )y SR cag e S aa) g (Galat st ]

@98 A (cliyla de ganall 8 (daa) pa cu gl dadle Cpasa ,diliall B 39 ga (Balal (398 RN (A e JS ATiceal) 8 5352 gal) Cililail) 4818 CadAY D

Aliewal) (pe cilidail) 488 Cida (§gb i o Cila Jiad 3 g gall aged)

( Previous ) iiwall u.a Gl (alail) ) JUESY) o
(Next ) il ga git'd\ Gaadl) ) JEii) e

Jdl die ALRAS i) of ) i) Giial Jadd die & iy pdipe ABLGY Cila glaall Jay jd Ganads disay
o3a Jgdd Cilhy) die il o W3 a) Al Al ol ) ABS (daje SliSay (M) il qiadt 5 e

_J:AIELAUJGR.ANQ@JOJ#M‘&;ﬁ‘MQ‘ﬁ!M‘SM‘

( Trag@hantie) <l padl) el Jadd o

S i) Gaiai B gam (390 ) el Ao gadnalf B Mad] e Gupail) Ade B ]

( Status Bap)Aadiba; yé ) i sl el jhise 48LSY o
68 dadua’ hil dllad) By yd (398 Cra) uglall 32 BS) 1

ALRES Gl gl el i) Ciles Jadil AN Ja g o ) il Clad pdiise (38 A 2

Words: 16,726 | 0  Arabic (SaudiArablal | Track Changes: On

Comments

Ink

claayall Jlglil o

) clBadatl) o e A8y ph it LA (e Sy g S 3 Lladaad) cliaddl) of clidel) cilel8d of el gy Lald 2

dladae cleal sal) 88 jleds) 1
gl 8 cilaal jall jlgdil 2

Insertions and Deletions

Formatting

Markup Area Highlight

Balloons

Reviewers

Highlight Updates

Alial) 8 da jilal) cl pidll (2 e A8y jh il 203008 A g Al gdiall Adle o

Lle cdad () 5 o) S diteal) JleBl aghig ) jgdiall 1

alical) B da yilal) clpl aYl g cdlaail) AS LBl a gy g Algll sgdial) 2

( Show Markup) ctadal) jigk) o
Alaal] (8 LR g ciladlad) Jlgli) (B ASaTl puiinds A g

( Reviewing Pane) 4aal jall 5 32 o
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5. Changes Group

7 s 2 Previous
v,
4 D2 Next
Accept Reject

Changes

6. Compare Group

|

Compare

Compare

#=| Combine...
Combine reyisions from multiple
authors into 3 single document,

7. Protect Group

A

\J|)’

Restrict
Editing

Protect

Restrict Formatting and Editing v X
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