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Apply only to this picture
Delete cropped areas of pictures

Target output:
HD [330 ppil good quality for high-definition [HD) displays
Print (220 ppil: excellent quality on most printers and screens
Web (150 ppil: good for web pages and projectors
IC:] E-mail (96 ppi}: minimize document size for sharing
@ Use document resolution

44 S

:Change picture (f
309y e s 1 4 (R 3 69 6 il (3 94 sugead dia did gl g2 4

‘Reset picture (g
A S pdT (§ e 4y s ($ 290 43 JS ool s i 9 Sy 48T (9 Gsly 90 (S e g ladT o3
(519 dxin

‘Reset picture and size (h

Joh 6 Sl ol Ui 02 (9 alu odle 6o (el (§ (1S 3 palls g (r olpdd dia a3 gl o
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Picture style (2

shosld sl Se 5 (& pols 9)S (DLl 5h F5S (S S9d sl oyl (WS Al (& Lighalies dda S (o dgl g 4
o ¥ (9 4 (5395 4y 958 SIS Galiad 4y diugyg 45eS Glienl dl (S (il a0 02 (5,8

L# Picture Border ~
- F— F— -
pre_imr— ot | |~ | ¥ Picture Effects -
- E‘,—E Picture Layout -
Picture Styles s
45 S
‘Arrange (3
e S s (T7) USa (gui¥ &y pasbais (§ Ll 4y 65 (a5 939l 2 S b (3 8e did 5.8 (S 5 o
6
= wSe > 4ls o 4 :Potion (a
EE I ] - °
@ = .1 Bring Forward |{_ S a5 § o 4y Csnze
— — [ Send Backward - 1 54
Position Wrap _ _ .
«  Text~ DOliSelectionPane Sk~
Arrange
46 S5
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(S ly (#6555 9198 SIS 4gT 6o 4y (Wrap text (b

A |n Line with Text
= Square () bas 5 cuaBisgn & 5 53 4l (g0 i line with text
== Tight G5 0L g2 0
== Through S 5 4y oz uaBae (WS s a3 gl g 4 :Square
— . >l
| Top and Bottomn @9 T2
= Behind Tet (SAS G345 R g byun (o S CuaBge S 5 s (g 4 Tight
= |n Eront of Text 55093 4y ,Sa $5S HE a3 4y sigidal diygy 3 e |5 :Through
v~]  Edit Wrap Points Ol e dila 53 Gl TS Se gz S (0 gl
.J. ;ﬂnw&w-ith _— Jﬁgé&\gﬂdﬁg@q@yw&caﬁop and bottom

i 69 Y gl by 4

Fix Position on Page )

S 5 G¥sS ol g9 Wil (e 5 Cundge (wSe o :Behind text

T More Layout Options... '

35y (e Ay > e

Set as Default Layout
Gy Al o Gl 5 Cuadge (w&e 3 :In front of text

47 S
wrap uSe 3 9318 (& G5 (§ 9 442 44 :Editwrap point

9SGt bolas
(S wleul e ui_zn A ol s & S50 T ddils (Y ol (43590 SKe 3 8y Ll 4 (63 5 :Move with text
54 §¥sS JBnl 45 B0 Sra o ailalil 4y (uSe om0 olienil 4y (g3 5 :Fix potion on page
(S (@ SIS dian 4y (59 il 5y pgS Wrap text (zx 5yw bl 45 g3 5 :Set as default
:Bring forward
Al 3 335 535 S sy il 4 g3
:Bring backward
(Fh G s iguSe 93 5 uSe by liul 4y 05
:Selection pane
oy 8 258 (2 5 SS9l G ] giguSie oloi > (& gmedB]) ol 00 (5 193 b 4y oy el 4 o 0
9,8 B>y LoylSa
:Align
9,8 LAl 45 siguls Calies smiie 5 (wSe 5 g S dlawlg 4y 600
:Rotate
453 more rotate option 3 4S5 laea (250 VA« L (253 4+ Mo (655 iT 0w gWQ@gbau&Mﬁngéag

9)S (3 33 5l 5L sjlnil 4y (sig s >
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— Size (4
1 .-
- | 6 o 6 (3 Sy ] a5 b3 e 3
L'"# ) :Crop (a
EFDFI' ﬁ 2 74" : 9 $¥sS s oye ol Jsb S s ayls oo 4l
- ‘Height, width (b
Size o 98 ¥sS mabais 4ls o do3lil Jsbo gl ope o
:Online picture .B
48 Ji

S B 4 (§ Cudgrge 4 caisil oz 54 SAsS S G 4

loly uSe

49 ol g dia gligly (uSe s o A (2 G GUSS ol GmdS ) 0y 092 9)S9 SUS xS (il 4 (& AS
54 $¥sS lal (5 Lld 4y (uSe ol 958 Sl

:Shapes (C

@éﬁaﬁ.&b}uyaﬁMLQFormatabﬂ)jyjls@L’a‘édﬁ‘ﬁﬂd&&ﬁ@iﬁaj—&d}@s@‘.’a‘@ﬁulbuédg‘ﬁdggm‘ﬁéaé

S ol (3 0)L93 (& 88 G390 53 83 (L 53 85w giue Format s Picture 5

:Smart art (D

o 02 GUsS dss 9l pdd (9 el 4y 940 3 94 GUSS A8Lal (S 4y 45l (SL81S dhasly 4 g0 0
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-GS 85 gia Format s 4y ol Design » () s (& 3850 (§595 895 83039 % 48Ls| Smartart (§ Jald 4y IS 2 65 39 Joali s

4598 LB Gl 4y gie oSy o 4S50 dasa () giue Format gl 5 (Y8 @ulais He5 (wls ol 31l Gy conalius 53804 (81,8 5 dses gie Design o
9,8 sl sla (piss 3 5 63 (§ siue Design (> Add Shape s 34 (G¥sS ol didd Codgime asS (§ 51sS ddlial 4y 9iglSa 5 (2 9,09 0Ly

T)Add Shape ~ € Promate Move Up - ' E}
B

. [ N ] - [ | |
(-] AddBullet 3 Demote Gal " | 2= | = == ]

¥ Move Down 9 .
EEE BB 52 2 [Z Change HEEN e ~ Reset

T Text Pane ('.’RighttoLeft %Layout* M ! Graphic
Create Graphic Layauts SmartArt Styles Reset
50 JS
:Chart (E

Gy 00 Gl 53 01,8 95 Excel 5 6 ywy9 93 9,S olieisl chart gy (2 4S54 (Y5S 0)IS00 050 S (KBS 4y Slaglas Jys- dlassly 4 (5038 g3
oS 48l iyl (5 ild 259 4 iy dien 4 5l 58 (S it JuuST 4 Slaslas Jys

Chart Title

Category 1 Category 2 Category 3 Category 4

O B, N W & U1 O

B Series1 M Series2 M Series3

Chart in Microsoft Word - Excel

A B [ T | D E [ F [ G [ H [ I [
1 Series 1 Series 2 Series 3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 =
6_
?_
3_
9_
10 | -
4] [»]
51 JKd
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:Screen shot (F

o Juis | igatdid Gl qhgs i > dlawlg 4 Screen clipping s ol oS 43lal (§ Ll 4y ol 51 sugunt did (4,8 5 diiye 4y il 650
54 o GYS Ll (§ b 4 ol

:Add -ins (3
6 g
ﬁ Store Store A
SIS Ol (an) (& o 43lial ol 13 (S 9355559 (Y- VTV 1F) 4y
ﬂ M!I"' Acdd-ins «  Foraddsdiens sl o d dls 4 isSl s il Gpasl 9)S dilisl 54
9,S lsl oLk 4
. :‘My add-ins .B
Add-ins ; » . . s
955 Cupde (3 45 6o dd 958 ddlal (3 (§ hld 4 (& Ol 43
52 UK
:Media (4
$2v9 (S B U5 4y (2 03 4l 4y online video 5 (& 43S 93 (§ 9o Insert s ¢dal 13
Online .34 SY¥oS 43ls| 43 Searching 5
Video
Media Link (5
53 UK S pakdie 595 Lol 53sbls 5 LLE (S o b d51s s 4 duye 4 oyl 3 3
54 g¥sS
189§ Jlo 4y Ll Us s s sl (Gl g b dusal ) sl (2 52 (v S Jdag 950 990 45 (§ ild 559 43 b))
:Hyperlink (a

< [ [H
"E_‘-:_I,,b —-

Hyperlink Bookmark Cross-
reference

Links
54 S

95 I M (2 2 0 (i eS|y oy 2 3 43 (00) SS9 9,89 SIS sl hyperlink 4y (& 4
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Insert Hyperlink

Link to: Text to display:| | ScreenTip..
Look in: ||:u MNew Volume [E:) El I:l
A

Existing File

or Web Page A disk‘top Bookmark...
Cutent | | Microsoft Office Pro Plus 2016 | Backmart. |
| word program writing Target Frame..,
Place in This POF to Ward
Document Browsed @ ) o ror o .
Pages | [H| action and administrator tools.avi

|E| auto,date and time, default, desktop, device manager, printer.a

Create New S |E| backup and restor.avi

Document Files |E| display and ease access center.avi

\E| folder option fonts internet keyboard.avi

W
Q Address: El

E-mail

Address

55 S

b ol hyperlink 4 diug 59 9l 9,8 bl (ussai by (e ) puaie (he> i o,ld Llsyl s ST Lx,ijola 3
9,5y SIS
i 523§ U154 S90S 5 89 90 §)S il (& sugual by Gle diwesa 4 ol 65 o :Existing file or web page @
540 (§¥9S 59 bol)l oyu
digilgic) gpmlic (515 69 90 S Llatil (& yaguai i (e dia oy lienil 4 g1 g3 3 Place in this document @
540 J9yly blsyl s yw (bookmark L

Link to: Text to display:| | ScreenTip...
Select a place in this document:
Existing File i Info: ~
or Web Page
Target Frame...

Place in This

Cocument

Create MNew i.. Format Painter:

BB - 05 033 2lfan 218 olsis wlel

B aits pas 3 iolsic £adas
_ Lo Jigh tgleds g v
E-mail
Address

56 S

:Create new document ®
$9xy bLssl oyu oS by e oo bzl 5 Jslé JB oy bl 4y 605
:E-mail Address ®

5 d 9l oLyl gigunyal (i g AN 5 050 bl 4y 605
|
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:Book mark (b

sl bookmark 4; diwg y9 9,S olsens! tgLé-ﬁ@}.aatlS‘}_l‘_;}ngL'zulé&&gdfﬁwﬁg&«@jé;g
B 4 (0V) S s geds |y o)y 50 (2 955 SIS

Bookmark name:
Anmad|

Sort by: (® Mame
() Location

|:| Hidden bookmarks

57 Jd

e 839 L',Sg.ng 3 9,S ddlsl daa dlasly 4y (A Add 5 dig 9 91 9,559 45 G5 9-d il g ga il Spegd
94 Aiold by (5 p5i 4y 9559 pod 4 6> Go-
:Cross-Reference (c
15)S 4alllas oyl Caption giue Reference Juad apd 4y o5l (solagy 4 ¥ s (ol 69
:Comment (6
4 ol 9,8 olanl Ll L dlex b Gpogd cgplloatal o)l cdlal b ol s (maydd di ¥ s o b (oS 9000
Saly iy dhad 4y 05led slgais 5 o) 52 IS (§ 4 alaly s gmedlS ) 5y 50 9,9 SIS sil; Commeent
”S&LJS‘_';.\.'L’ Delete comment gl 955 SIS
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:Header and Footer (7

&YoS salatul oyl oJoS ddlinl oylads zmivo 3 @a by ol ST a3 53 (§ 53T L o 4y smiio 535 (§ sinainsert 4y bl s
b
:Header (a
FH s LSS 4§ e g smiie slsi 4y v onS polaial o)l o158 4Ll sagiaily SIS 4B 53 (§ s 4y (riio
5§ (0A) U g 4y 5 (698 ealasul 453 Editheader 5 95 9, yuly header igs s 5 998 Gaz 4S
5 SsS Sletil dia 5d (g3 50 52 5 (& 94 OIS Ligals Godb yly L header
Built-in -

Blank

Blank (Three Columns)

ITvee bare] iTwps Al [Teps kvl

Austin

Banded

I@ More Headers from Office.com 2
[ Edit Header

B‘.; Remove Header

58 JKd
:Footer (b
J92 5185 4y (§ 53T 4 smiio 515 4y (7 @S eolanud yld oIS dilinl yigiatly ST 43 50 (§ 55T 4y (mine
S

T

footer s § yiguas ¥ 4y g2 (Yo balatwl 453 EditFooter s o5 9,S 5 Footer qigs s 5 9)l9e Gz 4S

54 GYS el dia 9b (S 90 93 5 (3 5-h OIS igyls Sod b LS
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:Page number (c

Sl el g 4 93 9)S Bl o)lads (§ dmiio 45 9)ls8 (S o (oS solazul o)l o1eS 59 Srledt 0 4 (miso
(b 48Lial oylads (§ A5y dasS dy gmim 3 (3 958 Dl (il (ke it 5 9l 958 SIS

[® Top of Page »
[] Bottom of Page *
l+] Page Margins »
[#] Current Position *

E“E Format Page Mumbers...

E;'.; Bernowve Page Numbers

59 S

Jos ¥ 44 (& Gmedls ) sin So5 92 4l 4y Design 5 g5 9,85 SUIS sl Edit footer L Edit header 4y (& 45 ya
N5 ‘;5_9.270 EJ'&J

:Footer ) header - s Design .A

DHeader' F HﬁuickParls' 1 Previous Diferent Fist Page ) S
0 E : - @

1 Footer EPicturE [ Nt Different Odd & Even Pages =y
Date & Document hoto Goto , Close Header
] Page Number T e D@Dnlinepicturﬁ Header Footer 4.: inkto Previous ! Show Document Text A
Header & Footer Insert Navigation (ptions Position Close
60 i

:Header and footer (a
165 Olg siue insert s diea ( igidal s
:Insert (b
Sl (B g (o S oalinal oyl oIS d8Lisl 9,4nlic 5 (S Footer of header (» digidal Jo3 5 g3
:Date and time .|
5 G¥sS 4Ll (§ 5358 5l st 4 i ol Caeluo diaaye 4y il 63
:Documentinfo Il
5 JoS d8Lsl 595 guls o ‘aj.;LxS.;ng.;Js‘@J‘,L._léa&;,ughaqmaw)aﬁmiésa
‘Quick parts Il

‘bééjﬁéwitextﬂgw@‘XQﬁ‘@Lb‘&u;m&&)ﬁ;%o-&g&né

]
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:Picture AV

o oS 48lal (1uSe (§ 5398 9l soua 4y oy il 4y g

:Online picture vV
54 oS 48lal (S 598 9l susa 4y Se diS Cuiflil >

‘Navigation (c

[Ei4 Previous
:Go to header I
Llp Mlext
Goto Goto .%?ﬁﬁ&imﬁ(ﬂ;)wjubﬂg\iﬁ‘%ééﬁ
Header Footer #.: Link to Previous :Go to footer Il
Mavigation
61 Ui
:Previous .llI
9 salie 4y g0 (Lld solazul 4y 45 o4yl break 43 sigs layout s (§ LS 4y (2 g0 4S diunpe 4y o dal 600
G S A S G AR S g
:Next .IV
93 salie 4y g0 (Lld solazul 4y 45 o 4y] break 43 sigs layout s (§ LS 4y (2 g0 4S diunpe 4y o dgl 600
G S 45 S (Sl (A g9 g

:Link to previous .V
$33 S 89 OLd 92 (§ 95 s1sT 4y pa yisd ol Huua 93 Gy G Jdag 95 53 4y L 4ise) 9)S (2yd Gaz 4S
955 ¢nl3e Mo S (2 4550050 (2 52 J5S 95 9,8 Jlad AL (2 Gz 4S disuye 4y o

:Option (d
Different First Page

Different Odd & Even Pages :Deferent first page .|
7o 95555 5id 9l Hed (miie Gposd b8 3 oy olollad 4y g5 s
§5S Iy s 0w
Options :Deferent odd and even page I
62 S

v Show Document Text

(o dsS g 55 mive Blb ol iz (§ b 4y 0ym0 slsllad 4y 6o s
:Show document text AN
.JQJ.'b@b)&—@é.}wbjjidglééjijjs‘)kséﬁﬁj‘)v\.@@‘USBJ.MQL.ZL."‘Qrgs.).)
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:Position (e

[ ]

C
i
=
oy

L |

:Header from top A

1
L
=
oy

[

wﬁﬁ&mbbj‘ﬁ‘)wbw‘?ﬁéﬁb
, Close Header s oS lass
Eﬂd FﬂDtEr :Footer from bottom Il

‘.}ﬁg‘;JJYJ@aaajdﬂﬂjéawgﬁégg
Position Close 58 S elas s

63 S

:Insertalignment Tab Il
4 9 e 03131 9l Bylo JLATI S (Gay (659 Jos @l 43 9,S 59 5Lad 45 (s Tab 5 (2 S Ao 4y ol (3
59 SS9l ylsl @S
:Text (8
‘Textbox A
Se (g b (piss s 3 54 dsS9l 6nS oy S 52 Gpeslan (S psi s (o 4SG,5 4ST
9,5 sy text box gillas (g3lusl Lz 5 5 168 453 Draw s gl (63 39290 (s (1S5 292 58 45 ($ 2LS9m 009 44
‘Quick parts B
Auto text  (a
3 sl e olad sylads 48T (ot dimn 9SS 5 b9 0 5l Soita s (Aa o (S dex SIS 50 S o 4 (48
095 gl
Auto text 4 sslaiwl 4 453 Save selection to Auto text gallery diwg g ol wilstil dlex dia b o)Ll HE 635
S adlal dlis dlox dia 9l 958 SIS 4y 9 g s (4S9l 9,S 0033 (S
:Field (b
b ol s 48T 9 (oS ddlinl (§ Ll 4y oS AT g5 gl sy Hlas m glisy selic dlawly 4y g0
:Building blocks organization (c
9,5 @lais (§ 15 5 4y text box cheader and footer .cover page 4SJ jolic ;L daa 453 (50 g
:‘Word Art  .C

.5§)3Qg‘ﬁ.}4.7.¢.@)33\3§9\>.ﬁ\wwqufﬁﬁg@yﬂuggﬂm@:&d&m&u|4.;4.'7_56.}.)

:Dropcap .D

($9 4l 895 4y 9l G AS Jogs ik w4y 939, 9595 3 Ay Gpagd B1S Ty 5y bl 4 g5
:Dropped  (a
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$9 S B4y BIS1 0 By Gk vy il 4 950

Inmargin (b
(89§ odid 4y BLSTy 5 LBy ik oy ol 4y 600
Signature line .E
05 did 954 Guial ol 5 g Ll Jizmed (§ e 1S9y 209 4
ol Sldd (§ (Ao 4y d5S 540 yige Ly ol S JaB ild opue iy gty 9l 9,S ddlial b Liaal 5 (& 9 J5S yige
9 Jiaagly SlasT (K5 L 0)S et dhio Al Liasl (2 90 4SS
:Date and time  .F
9SS dBlial s ol dis (5 il 4y eolatul 4y dxd g
:Object .G
5 JoS 48lal (§ Jold 4y yolie (21> diupe 4y ordal g5
create from 4y diwg g 4 SulSs> usl object 53 ololy (3 (§ LS i 43 9yl9¢ 4aa 9l 9,1 lé 50 JuSl 5 Gnz 4S
995 SIS create new 4y o5 9,8 (M5 (Ll ($55 9yl98 Gz 4S ol 958 Glsn] paie 5 453 file

Create Mew | Create from File |

Object type:

EBitmap Image

Microsoft Equation 3.0

Microsoft Excel 97-2003 Worksheet
Microsoft Excel Binary Worksheet
Microsoft Excel Chart

Microsoft Excel Macro-Enabled Worksheet
Microsoft Excel Worksheet

Microsoft Graph Chart |:| Display as icon

Result

Inserts a new Bitmap Image object into your

Lo
Em document.

64 Ji
Text from file .H
995 SIS sy text from file 4y a5l L2l 5 IS (635 9 JoS ddlial (§ b Jus 44 1S (Lo s oyu olseiil 4y g3 3
éJQS@La‘é&lﬁ%ﬁﬁ“)uh@-ﬁéwj)jwulzb‘dibj‘
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:Symbols (9

:Equation  (a

o IS diglsasd (aly 3 (§ Jold g5 4 (2 03 455y equation 5 (§ p,S 95 259 4y 453 55LIS] 50 50
Built-1m -

Area of Circle

A=mri

Binomial Theorem

mn
(x+a)”= Z (:)xka“_k
k=0

Expansion of a Sum

nx nin—1)x?
A+0)" =1+ ———

Fourier Series

NTx . hmx
flx) =ag+ Z (aﬂcnsT + b, sin——
n=1
@ Meore Equations from Office.com 3

TC Insert New Equation
[#] Ink Equation

65 S

3 gl AT (£ diseg 9 o) 8L (§ b 4y oy LUl 4y 50593 58 (adly 5 oas 8y S S

o JoS 4dlal (S e 4y 558 0ol 5 Jao bl 4y 45 > &4 :More equation from office.com

design > 6y 59 (& 9,S 48l Jgaed (g h3 5 b oS ol sl o,y G939 05w mlietil 44 (63 3:Insert new equation
.ﬁéyﬁsaomﬂlﬁd_}&maﬂ%}bwﬁubdﬁ

Wlal (§ Ll 4 4855 gl 4 yigueS daa ol (oo Sy ¥ 4 Jgagd & dls 4 pals 52 039 Y17 259 5 :Ink equation
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:Symbol (b

symbols | Special Characters |

Ennt:|[nnrmal text) Basic Latin

~ ok

2

+

o
3
C
5

0
@
P R

Becently used symbols:

"1E| L | ¥ - M| o

Unicode name:

Character code: Unicode [hex)

Space

AutoCorrect... Shortcut Key... Shortcut key:

66 Ji
3 30 Gz 4S ol oS ABlal (§ Lo 4 5)S Llemil (3 52 50 (3 @S L) Dslaan 55 98y S il g 4y 2 48 (c
5§ A 5b GYsS ol 68 0)Saly diglgass 553 ding g did SIS gusly more symbols 4y 55 99 45 39254 Jytase gy
9S 48lal 3 (5 dald ol 9,8 il 4y Jsrews o295 A5
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Juad o 51a

Design six

443."1.‘@‘,\.443‘:)}15-

. R/
Document Formatting %*

Page Background o
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: i Design

S oalatal 0yl (plias 3 (5 si 4 gua |

@ Tl TITLE Tile Title TITLE The  Tile H _E,‘ParagraphSpacing' D @ D

s | EEEE : - [0]efects
Themes s e b UL [ Colors Fonts Watermark Page  Page
L ———— - oo OSaDdut * Color~ Borders
Document Farmatting Page Background

67 Ji

459 (ralee o o2 Ol dha 958 8Ll (§ Ll U5 4y siolic (2 4IS ya ol 9,S die 5 eulais griolic 5 b 5 by 495 SaS (§ Theme sl style 4,

(S e (i 4 S (2 (65 e 1aed 59 39 Gabai 5 9yilie doi 4 sloly BIART 43 (S Calad a5 4 AS o (xS ealinal o 4SS s
:Document Formatting

:Themes A

& 55 FS 69 Gah g9 Ak (Sa (2 00 degazma (s dha 5 (2 03 45y ipes] ik Document Formatting »
39y (5 wlnad lold s gl poi Jas (e « S5y 5 9l 9,S bl (5 000 1S SIS 4y

:Color .B
Sl Gy A2 589 &S ol b Ui.u & (cxal3es) I8 4aa o
:Font .C

ol diy ST A5 69 6)S il (quli (S5ea (& (Gal520) LB 43 s
:Paragraph spacing .D
(5508 ol ddliasl dliold (§ e 4y (o 3 LB
:Effects  .E
(G3S A3 4 Gy diguSs ol il Gnz 4S (5 Lli 4
:Setus Default .F
set us Default 4 (5% olsetil (Seo 4 (e B Uy 52 9)l98 4 10 4S 5l (60 office (B ($od bl 4 (S 4
998 SIS iy
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:Page background

‘Watermark A

Confidential

D%

COMNFIDENTIAL A

COMNFIDENTIAL 2 DO MNOT COPY 1

DO MNOT COPY 2

@ Mare Watermarks from Office.com
[}] Custom Watermark...
B'.; Bemove Watermark

68 S

9,5y ealatwl (§ dld gl VS @ 4t Shla ,ily ye2 L dda (2 IS (S 4
JSC& bl 4y (§ ile 4y watermark ggi j9> LS (e 94 S¥oS @ 444,k 4f more watermark from office.com s

.3§45l4a\
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:Custom watermark

Sila 519 4y a5 39 9l9oly 3. 9 SVsS ddlinl watermark gigs s 3 b ol oy gilagdais 535 4y 0y il 4y 605
ok GUSS 8L (LS 5l ) yuolic 533 (H1ss S
.égﬁ@bﬂbé&&g%@-Lm&gogNowatermarkéstﬁ)ﬁ@
:Picture watermark .|
IS S 5y ] 4 3 5
e ol 2 o oy oo 3 o 4
> 439385 0,35 1o (< 59l il
sslital sl 5lS 4Lal 55y
Select Picture.., &S
0316 wSe 5 8y wlxul 4y Scale

O Picture watermark

Scale: Auto v| Washout Sllas 4 washout 5| s SG
O Text watermark (etaS Cdlad (Ko 3 by
language: |English (United States) Textwatermark Il
S e ‘54’3‘“3""‘“ & eSS pyi o 4
Text: ASAP S b 4 K2 4 Sl iy
Font: Calibri $sS 48l
. :Language ®
Size: Auto
43 s Gle o (5 B g 4
Color: Automatic | Semitransparent g (¥oS Lz
layjout:  (® Diagonal | Horizontal S s g 4 Sl ily Text @
Apply ¢ diliwe 9 5 e o Font @
b doyln gl&
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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 checkboyes to add or remove recipients from the merge, When your list is ready, dick OK,
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iuisit.mdb Modls gl waf gjla 1 o
Data Source Refine recipient list
il sl 7| sort,
T Filter...
%3 Find duplicates..
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iy Validate addresses...
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oK
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oymy st 4y JSh ¥ 5 99 9)Ss
customize column 4y 5 M5,
delete > ol 958 S sl
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Insert:
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Fields:
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:Proofing (1
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S 33 g oalituol )ld 5158 umsm ol Sz 3 530S (Mol 3 (g 53 S oz 4 998 ealial 003 ol s
4an 5 9,Sy Sl sl spelling and grammar 45 (> 05 IS 6L

Spellin T x .
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On the Insrt tab, the galleries include items that are designed coordinate with the overall look of your docnt. You
can use these galleries insert tables, headers, footers, lists, cover pages, and other document building blcks.

When you create pictures, charts, or diarams, they also coordinate with your current document look.

:Thesaurus (b
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Translate from:

Translate to: |No Services Available
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9 Ggudlyd (oSSl (§ Ol (63 4y 89S dazyi g 4y s gl STz 4 (s $9-b oLl (Mini translator @
AL Sy 94 45 G A (S dan T (S5l
:Language (b
S Fr ¥ (2 S olaial oyl @alais 5 (95
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oS 45 oLAAS (gl ,S 5l (3al (S Jald 4y 65 9Igdlad 4y g 5 :Do not check spelling and grammar @
9l s slalasl %,.DM‘g‘)AbS‘ Fa Y] s T 8y 9dgllad 4y 53 5 :Detect language automatically  ®
$9S o

|
74 Microsoft Word 2016



bébdje\ﬁj#.;)\gx'~\?

:Comment (4
89S ealaiwl Joly Ll (§ datlias 4 0yl 9SG giwgd s (o JSd Sedilaly oyl mngs d 3 9ol gis o
oS cilaly 93 (§ 195> 4 (o5 93 3 :New comment (a

% Previous S sl oyly]
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558 0)l5h dida g9 oy goS il pds

.éﬁb)&éﬁé}ﬁg\%dﬂ&é&&bé&&%&c;ibﬁ.ijd}.;:A”markups ]

é)&wﬂm%?bé&bdg@ﬂdﬂ :No markup ®

JS.ZLL‘,L,al‘J.;.&dsjgd.gﬁjléﬁ@d&éj&bé&&%@ahjﬁfﬁwﬁqmié::@riginal ]
BTILS

:Show markup  (d

F Sl a9 (kg s 5 9ylsd 4S9l 555 8)8h Jod dia §9 oy (5 Jald 4y o Dol pgS iy oy ol (35
.”Sa.aLéJ.ulsL'z:‘-‘;l.&é:d’sL?ibéJ._ylé‘\g

:Reviewing pine (e

95 elals o 0,60 A1 s gagas 2)l5d 4S b gl dka 06 iy oS (3 S KB 4y ld s

75 Microsoft Word 2016



o‘gsadjebs\”,:\,bj\H\?

:Changes (6

‘ % ® - Y . . . B
v 5o G¥sS did Lo 6o Al JgS 5y o S (Ao 5 g9 oy (S L 4y oz lndi oS

Accept
M -:a %;;¢1553J.,.3om‘sggtébédgléQ@akjﬁeﬁﬁ.«ulgg“saaﬁccept (a
Changes S G Gop a4 uSe ¥ 5 gy S ¢y
103 JKi

Accept and Move to MNext

Accept All Changes
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