Word 2016




|CDL xS (e o dS]

 Word LI a6 sl al
Lina 8 yra € Jlad |y Word Ll a i 4basa 3o 553 ) 03 S Al | All Program 43 X Start & sie )

> Word

T |asBbcen] assoced AaBbC

Nomal | TNoSpac.. Heading 1

TV % Replace
e o

M | B sdent~
Gipboard 5 Fort 5 Farsgaph 5 styles 3 Editng

Pagetof1 Owords  English {United States) ¥ 8 B - 1 + 100%

L3 ,)Close) o pak (gl 4o Jald 48 2l (Title Bar) Olsie )l ol e L sak s iy

Al Gl Gew 43 833 (Minimize) i Sa S 5 (Maximize(

Save W AR b i e 4S ) o yoibia Sl 4S 313 )8 Uy ol | s e Caand

1) o5 (ol 4aSy i d iy 303 S S o (5 € (555 3l siae o 52l (sla 4y K (3 S ddlial (51 1 adlua |2 1 Redo s Undo
3 g 43l

e sl 0 35 e o g K sy 8 3 5 Osm 11l iR 1 GS a8 3 pne sanliie (s Ko L sl 2ay Crud
S il CHIHFL siao S 51 )58l 02 8

_&A&AOU&UMU)QOQJJQLAEJ\M,Q&J‘MWJJ\ﬁ%MJJ_J‘)\JJ);)Q&“'AJJ“}'\L}\J\.\MJJ

.

( print layout ) citas 03 55 51 Aei( read mode el 4siia (e 15l Cuminy )55 ol ) Coans

)l cilia g ladua Al jh ) Lai (il web layout ) 2siise padde 2184l 5l Jlad g2 5ee 5 A8 S Tt Lai ol o
Ls Zoom In + b caul y Cuaw g )il ) si il jal L aS | 23lue Zoom Jabdi (ines  23lua

N Zoom Out - L a4y il

: file S
il ) A4 ol sl 4 R4S 3 jla 25a s file Sy g G i £
blank i 8 AT G 3 giie ool Cri+N Libe 2S L New Caend 3 a0s din G dlad) s :New o

3pdna Ayl JKA i &G document

104



A saliiad Ctri+0 ke ML Open 438 3 4 | jal dali g 555 el OF )53 05580 5 1803 S Save M | 52w K1 :Open o

sad ) eyak browse 4u K a5 open 43 X sl |

w Open

T J <« Local Disk (D) » Vlsw acsaxe icdl v e o
Organize ~ New folder @

T — Name - Date modified Type ~
@3 access h 20 8:59 PM Microsoft Word C
St Favorites @ icdl a 019 6:31 PM Microsoft Word C
B Desktop 33 power point i 20 10:54 PM Microsoft Word C
& Downloads 3] WORDo4)S E 019 2:42 PM Microsoft Word C
i Recent places 3 LS 19 8:41PM  Microsoft Word C.
@) cujyiulg 1PM Microsoft Word C
1% This PC 03 ol aslizuwly PM Microsoft Word C:
35 Sisuw aslizawly :51 AM Microsoft Word T
€is Network 33 5euivs yeii d :52 AM  Microsoft Word C
£33 653> ICDL 1/17/2020 12:59 AM  Microsoft Word C
33 63,5 355 wrlasc Type: Microsoft Word Document Microsoft Word C

3 sl C Authors: o = Microsoft Word C v
= Title: 15)5las ~irjool maizne =

Size: 7.64 MB

e natrc: h— Date modified: 1/17/2020 12:58 AM b oeo -
Tools ~ Open I~ | Cancel |

piSan S open 48y 55 r g3 S Ty phi o) g s 0 ak )
Save e

) 03 b L sdine sl Ctrl+S bae 2S L Save 43 K 5ol s3 S 3l Word 2 4S e DUl 3 S Save ¢l

3gdne 3L sl o yaiy browse 4u X 53 5 X
| Save As “

1 ] » ThisPC » Documents » v & Search Documents y-]
Organize ~ Mew folder = - (7]
&l Microsoft Word Mame Date modified Type
|| Custom Office Templates 141742020 1:41 AM File folder
i Favorites
Bl Desktop
1§ Downloads
=l Recent places
1% This PC
€ Metwork e [Mex 5
File name: -
Save as type: | Word Document -
Authors:  eli Tags: Add atag

[ Save Thumbnail

S Hice Folders e o Cance

4l aul 3 K adda ca e 3 R0 LI i aa il 1) O jewe )5 aS 3510 ) Document Casd )3 (b i ) sh
28 el | Save 43 K| Al S Gase ) aa 2dlue Docx s b DOC2 Ut iy sk

JAS s ‘J@uﬁﬂjaﬂ\( sl 36l aly QllE JSE 4 ) din ) 5ae Save As Cand )3 Save As @

105



|CDL xS (e o dS]

:Print e

NS ol |y a A viu dilatia J gled Sl Jee ) J8 ail e S Gl Qa8 Gled G (Print Preview >
3 piize 438 Ky yrada o je 8 5l print 4eSa 023 L Print >

S padidia |y o B iy 2 ) sl e 48 ilad dlant e ) 21 Copy >

21 )8 sl cual Printer AY : printer >

: settings Cwud 3>

Diocument

| The whole thina

D Print Current Page
Just this page

Sy Custom Print
g0 o .
Type specific pages, sections or ranges

Document Info

Document Info
List of properties, such as file name, author and title

~ Print Markup
Only Print Odd Pages
Oinly Print Ewen Pages

Print All P
[l e -

A sda 488 K iy y v Glaia S print all pages 4 K sl

2sdie 43 K iy M (35 )3 (5 028 QAT Cud ) print selection 4y X sl
3sdne 43 K a5 Jla 4aia )l print current page 4 X Qs

38 paddia |y Cla (5 03530 () s custom print 4 R sl b

2sde 48 £ iy 2 )8 claia 3l only print odd pages 4 X lasl b

vV V.V V V VYV

35iua 4 K iy 7 5 Slada Sl only print even pages 4 X sl b

106



ICDL 28 (e (pads]

Collated
1,23 123 123

00 522 % 12

ﬁ Uncollated
EF 111 222 333

G R iy yy 5 g 5 b e Gy O e 4 Claia Sl (3l e collated 4 X lail b >
i R iy 5 g 5 A0 O ) a4 Slaiia 1 9l 5ise uncolled sl b >
D Portrait Orientation -

D Portrait Orientation

D Landscape Orientation

Spine aihil g35ee &) ga 43 218 portrait orientation 4 X Al Ly
35 il B O ) sum 49 218 [andscape orientation 4 R il Ly
g gl ) R0 () siae size Cuand

Letber
2.5 x 11"

Tabloid
i - B

Legal
8.5" x 14"

Excecutiue
F.25" x 10.5"

A
11.659" x 16.54"

o
B.27" x 171.69"

@DDDDD

B4 (JIS)
10127 = 14.323"

BS (JIS)
FATT x 10027

Envelope #10
4.13" x 9.5

Envelope Monarch
3.88" x 7.5"

More Paper Sizes...

]
I:l 2.27" x 11.69" -

38 Omed |y 2K audla ol sin custom margins Cad 2

107



ICDL (e (pads]

Narrow
Top: 5" Bottorm: 0.5"
Left: 0.5" Right:  ©.5"
Moderate
Top: 1" Bottorm: 1"
Left: 0.75" Right: 0.75"
Wide
Top: 1" Bottom: 17
Left: 2~ Right: 2"
Mirrored
m Top: " Bottorm: 17
Inside:  1.25" Outside: 1"
Office 2002 Default
Top: B Bottorm: 1"
Left: 1.25" Right:  1.25"
E Custom Margins

Custorm Margins...

| 1] custem margins - |

: page setup Cuand 3 S (| aiiS s RSG50 ol e 48 Jladia 3ol ) 5 page per sheet Cusd 0 3>
22 gine s il el il K .\clS‘;\u..gLﬁU_\P

3sine b ) S page setup s » S L

?
Page Setup b
Margins | Paper | Layout
Margins
Top: 0.39° B Bottom: 0.39° B
Left: 0.98° z Right: 0.98" z
Gutter: o B Gutter position: | Left -
Orientation
Portrait  Landscape
Pages
Multiple pages: Marmal -
Praview
Apply to: | Whole document ~
Set As Default Cancel

el auils ) left( e w28 4dls Ybottom( ol ) 28 4uils ) top( YL ) 1S 4l margins Cud

.

3 S Cpad Ol e )y ) right( Sl ) Cran
Ol sise orientation . sdse gaddia s b ¢ € 18 dse Gutter Position Cuaud )0 axiSae aaii | o)l jul Gutter  Caaud

JJA.\?:\M\JJQELSJ:SJ\JgCL“A MJQ

Ay Jlae) 2 3l ) 8 L gl aS s )] Gl This Point Forward <l b ¢l 58 o« Apply To Cuad o
Options e

Rsdie Jbabig e S Options 4Sa 55 p SKL

108



: general &

Word Options 2 X
General User Interface options
Display
(] Show Mini Toolbar on selection
Prgofng (] Enable Live Preview G
Save [ Update document content while dragging @
R [ Collapse the ribbon automatically
TP e SegeenTip style: | Show feature descriptions in ScreenTips ~|
Advanced Personalize your copy of Microsoft Office
Customize Ribbon uiervse @ |
Quick Access Toolbar nitiats: [e
AT [ Always use these values regardless of sign in to Office.
Office Theme: | White [
Trust Center

Privacy Settings

Privacy Settings... |

Start up options

Choose the extensions you want Word to open by defaulti | Default Programs... |
[ Tell me if Microsoft Word isn't the default program for viewing and editing documents
[] Qpen e-mail attachments and other uneditable files in reading view

[7] Show the Start screen when this application starts
Real-time collaboration options

When working with others, | want to automatically share my changes: | Ask Me ~

[C] Show names on presence flags N

ok || cancel

A2 i 1) Word aw) gu K3y o s Color Scheme  Caand 0 3

Proofing L o

Auto Correct A4S (g2 i ol pladl g p i ga | (ki ) se Auto Correct Option Caand 3>

A b adas e S Option

AutoCorrect: Persian (Iran) ?

| AutoFormat I Actions
AutoCorrect | Math AutoCorrect I AutoFormat As You Type

Show AutoCorrect Cptions buttons

Caorrect TWo IMitial CApitals
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Caorrect accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: (® Plain text Formatted text

I 1 |

[ ada | [ Delete |

Automatically use suggestions from the spelling checker

| (a9 | | Cancel |

S L s S Gl ot dha 50 1)" (e o) i 5 (o pdl " el Lo R Ul g sie 4

1" ol sal " e Replace Cad 12 Auto Correct J3S 534S & ) sua (b 4,308 Aol a o il 50l
2y 5 e ) Add A4S (e e Qi 1" e sl 4 n 5 308 354l " with Caend 53 503 Sl

25tae i e 5l 4 s (3 oS0 gal Alen space A4Sy 2 5 oK pal 4alS (S L e 0k )

_A)Sua';ﬁmbﬁuaj)ihduobﬁwmw\)JSave LS)%)MJJ °

109




General
Display

Proofing

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Save documents

Save files in this format Word Document (*.docd -
[ Save AutoRecover information every. | 10 =] minutes

[ Keep the last AutoRecovered version if | close without saving
AutoRecover file location C\Users\cl\AppData\Roaming\Microsoft\Word\
[C] Dan't show the Backstage when opening o saving files with keyboard shortcuts
[] Show additional places for saving, even if sign-in may be required
[ Save to Computer by default
Default local file location: C\Users\el\Documents\

Default personal templates location
Offline editing options for document management server files
Saving checked out files to server drafts is no longer supported. Checked out files are now
Cache.
Learn more
Seryer drafts location: [C:\Users\ell\Documentz\SharePoint Drafts\
Preserve fidelity when sharing this document: 1) gy ICDL ~

[C] Embed fonts in the file G

Browse..

| Browse...

saved to the Office Document

[ o

Every Cuand )3 358 e 1) 3 gdae o 3] b (i Ol sie 434S (52 2 gun ) 5ie Save Files In This Format Cued 5

el Gt Saila g G gran | 2 s A3 (e ) Ol sin Save Auto Recover Informal
S QA of gl g | diw o yad Jas () si Browse 4«83 (288 L Default local File Location <asd

Ease of Access

Advanced

Word Options 9 x
General FD advanced options for working with Word =
Display

Procfing Editing options

Save Typing replaces selected text

Language When selecting, automatically select entire word

Allow text to be dragged and dropped
Use CTRL + Click to follow hyperlink

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

ally create drawing canvas when inserting AutoShapes
Use smart paragraph selection
Use smart cursoring
[ Use the Insert key to control overtype mode
[ Use overtype mode
[ Prompt to update style
[ use Normal style for bulleted or numbered lists
[ Keep track of formatting

Updating style to match selection: | Keep previous numbering and bullets pattern

Enable click and type
Default paragraph style:
Show AutoComplete suggestions.
[ Do not automatically hyperlink screenshot
Cursor movement:
@ Logical
O Visual
Cursor visual selection:
@® Block

Continuous

OK Cancel

Advance i o

Iyeadio padaS a di a3 Show This Number Of Recent Document S ()l siw Display Caend 2 3>

2l L& Recent Document JaS 2

28 Gt | S b (5,80 3130 asl 5 () sise show measurments in unit of e 2 3>

A e Jli 4y 4 | ) Caud Toolbar Lo s Ui s 4S | (e ) 3l o) sise Customize ribbon Sy w2 o

110



Word Options 2 e

General E-E Customize the Ribbon and keyboard shorteuts.

Display
Choose commands from: (& Customize the Ribbon: ()

Proofi
reeting Popular Commands ~ Main Tabs -~

Save
Language Accept Revision =

Ease of Access Align Left

Center
Change List Level >

Define New Number Format...

Delete

Draw Table

Draw Vertical Text Box

Ernail

Find

Fit to Window Width

Font 1~
Font Color >
Font Settings

Font Size I~

(1]

=]
=
Ee
E3
i)
[y
ok}
=l
=t
A
A

las* Footnote
Format Painter

Developer
Grow Font [ Add-ins

Insert Comment
&
Insert Page Section Breaks » B M Help

[ insert Picture
Insert Text Box

= Line and Paragraph Spacing > [ MewTab | [ Mew Group | [ Rename.

Link - Customizations: | Reset = |
Keybosrd shorteuts import/Export =

IRSET

Gipd

A ddlal Word  (sw) - 4elij sla ) 3l Cewd 401 Open s Draw Table e )l -
S 5 Olady il S L |

275 dnda ek ) 3y 2a 3

el M|yl 5 S (€ L5 e 0 1) lgine gea S alal s g a1y " o e sy 2iglad S 4"l gina by Q8 -
24 o A5 Desktop

S PAf 1) gl 8l -

Al 3218 R a5 Tom a4 g )5 2em ol 5 YU ) RS adla aS a1 E ) K 41 1S el -

: home < ipm

Home | Inset  Design  Layout References  Mailings  Review View Help  Q Tellmewhatyouwanttodo Q share
<= a - AP Find ~
. B A
0 Arial Body C v [12 | A A Aa- Re o 2l T beepdee | boodee -DAEe  ccddEe (A E€ cepaee 7 | 28 epince
%

Paste . i LAy, A By . . 7 i ™|

e o et | BT Uk A A > - TNomal | TNoSpac. Heading1 Heading2  Tie  Subtile ' | | gt

Clipboard [ Font [ Paragraph s Styles T Editing ~

: Clipboard o558
ke Ctri+C ol el 3 2ilue sdiiul (el (512 43 Sy 1 Copy
Al Ctri+X o ssle 32 pdsa ooliil (fle JUE G Cut
Al Ctri+V of Jobe S 2 glia o2l dala j2 ¢ gunsa 2 ) B Gt Past
il Ctrl+Shift+C o il 2 5 2 g saliiul (e (55 » g2k Al Juel a1 Format Painter

font o4£

) Ctrl+Shift+F (.25 22iiu) ) Font (o8 Juad Gea 2 Font
) Ctrl+Shift+P (.2 sdse saldiul ol8 s jlail Hua3 Cia 1 Font Size

) Ctrl+.> (2 SR )3 4l ja 43 als ja o8 b 43y K o QA5 L increase Font size
) Ctri< (258 oaliiud als jo 4y ads ja (e s i8S Ciga 1 decrease font size

111

YV V. WV VY e



|CDL xS e o dS]

) Cri+B (.2 580 oaliiulard QAT (e ()3 S add a2 Bold

) Ctri+l (28e @ se LS 1) ead AT (fia talic

) Ctrl+U (.2 oalitiul (i 53 S Hladas 535 sl 1 Under Line

S sl (e e sy ek OSG (ol s 43y K ol QA3 L Strikethrough

) Ctrh= (220 1A Josky a4y 2 311, Hh50 )56 (fia 1 Subscript
) Ctrl+Shift++ (. 3ae uss 01531 Sk s ) s (ie : Superscript
e i) e 4in ) &5 1 Text Highlight Color
i 0l 8 K55 a3 s - Font Color

A S Jlel (e 50505 s ssla o) i : Text effects and typography

N gdine oddiul (e 55 o3k Jle) Format o2 8 Sk Ca : Clear Formatting

L) Alt 483 yolae 2l Sl (5 52 253 5e gL )l S Jlad a1 40

il

4l as shu - € € L1015 0l 5028 dagd 2l 5 In The Name Of God <l sisa L L6 -
A Ja A

sl - 550 5018 Ss 5 Sip a1 2 J) sl

S ol b a4ty ) ki

2sé 2 12 Recent Document <ud yh 4S a8 o) 45 & 4y 1) cilaglais -

: font s
Jé 1) Font Glaait A o ol 5 ol e a8 8 (Bl (555 SIS L Font o5 8 Home < w2 (o sse
3 sde s3> Character Spacing s Font S iy 53, Font S ,a.cul Ctrl+D o e uK ag

112



ICDL

.

(e u.AJlS]

Font
Font Adyanced
Latin text
Eont: Font style: Size:
+Body « | |Regular 12
g ~ 1o ~
Italic 11
Bold g g
Complex scripts
Font: Font style: Size:
+Body CS w | |Regular | [12 v
Al text
Font colon Underline style: Underline colorn
Automatic w| | (none) - Automatic -
Effects
[] strikethrough [] small caps
[] Double strikethrough [1 &1l caps
[] superscript [1 Hidden
[] subseript
Preview
A Sample - A3 gl ]
This is the body theme font for Complex Script text. The current document theme defines
which font will be used.
Set As Default Text Effects... Cancel

: Font <
) sla Caad o)y Kyl

Complex Scripts .2 s odliiul a8 5 5 o8 Qi) B e i a3 () 50 Latin Text s Complex Scripts
2 sdina sl w01 (i 5 0 Latin Text s b (e ol

o8 K5y yusi( Font Color Jabd .2 ssa saliitl (a5 oui 6 sl (ia (51 0 lashail Caud ) )2 2 All Text
La ) p &) g ((Underline Color |, )asiue s28S (e ) 52 4S8 Jhd Ju g Underline Style, )
il Josie )

Dl o) b AR a3 sie il o 305 5W o sl (51 el () : Effect
A e (i daw s 2 Jad S5 : Strike Through

A80a sy Gedawg 0 ba 531 Double Strike Through

Wi g i ol 58y e Superscript

el B aly pul &g ) (e T Subscript

e e IS 50 &5 iy b)) ey 3 s saliil (oSl (fia 1 Small Caps
M i S jnalalily 3 &5 a L)y Gl All caps

Ssde odliiul (e (3 S A ) 1 Hidden

:Character Spacing <X

;m\ﬁjduqﬁd‘m_:@)}oﬁu\ JJﬁ&)ﬁ\)EOﬁﬂmud\ﬁSﬁyw\

113



ICDLx (e ol

Font ?

Font

Character Spacing

Scale: 100%

Spacing: |Marmal “ | By: =
Position: | Mormal ~ By: =
Dﬁeming for fonts: %1 Points and above

OpenType Features

Ligatures: Mone ~
Mumber spacing: | Default w
Mumber forms: Default W
Stylistic sets: Drefault L

I:I Use Contextual Alternates

Preview

I Sample . 400l

This is the body theme font for Complex Script text. The current document theme defines
which font will be used.

Set As Default | | Text Effects... Cancel

e padd IS dbiald (6l 1) saa )y s Scale
2sdie o343 K 4u Spacing 48 55, » S L Spacing

285 ) A Normal cilla 2 b yiS) IS ¢y 4lalé - Normal )a
: Condensed )c.2sai adda (Ol sise Bycuand 53 1) (ol 381 lae  aaase (ol 331 1) b SIS ¢ alald : Expended )b
Asad gaddia O gl Bydiad a1 (S jlaie s Al ) L ST IS G alald

Al (addie 4l ) had 4 G | (e g€ 18 dae 0 el sl 43y R Lo 65 (5l sisa 1 Position

e alaiiAle bl (55, @l 1) e s Normal )a
A G5 Ol (o) sse By a5 5 3800 abatiaiaej ad 51 VL) (e : Raised )b
|y kit al say 81 33 (21 Ol () sise By Jaus i 5 2380a adaiiabse j ok ) iy 1) (e Lowered )c

S SIS Default 483 55 oy ails S ady) (i (i s 4
paragraph sg.X

DI Gl i A R saland i o 0 X il b cadle Jhu ja Jg) 3 olsie 3 o SS L Bullet o
JJ\S L ..J)S A \J ‘)L.\ JJ}AMUUQ&L\A)Q Define New Bullet 44.._\; J\ U‘Jz.é‘“ Gy pua U:I\ Br-Egr _JJ‘J
Ul Font s Picture , Symbol sl 4aSa Juldisadi 1L

114



ICDLx (e ol

Define Mew Bullet ?

Bullet character

Symbaol... Picture... Eont...
Alignment:
Right L
Preview

Cancel

23 el B LR H QAT e ) i gla SIS Symbol >

) 5 sl () siae 35 Sinsert picture JS from a file 48 il Lead jhgas 38 ol 55y SIS L Picture >
A3 8 Sl gl 3 Bullet ol sie 434S 3 S il

Aaglail 5y gt b it Jaf ) e | o0 CLAH Bullet olsbe 4 X ) AT L Font >

A8 padda )y Bullet o8 )8 Jase () sie 1 Alignment »

Ul oy gea 4 et o2 3ho jady 50 3 g sl jhu 8 Jg )2 g )IX o ladi 00l )8 Cga : Numbering o

Define New Number 4y R Ol siae oy gl e 502 8 QA ) il (e i 4y o S 2l )i
) 3 se Jabdsad jb A 0 S QA ) I 0y 50 sl Jx Format

Define New Mumber Format ?

Mumber format

HNumber style:

1,2, 3, .. ot Font...
Mumber format:

2.

Alignment:
Right L

Preview

Cancel

A8 pase | )R e i g 5i: Number Style >
Saaladl g Koy s e et i sad AT Al (555 1 e Font >
)2S i |y e phaiayge e JUS Ha ) sl (L2850 gadidia | (e QB L Format <wesd () 53 0 Number Format »

s O Ol sa 1y 518 o jled Gl () 20 Alignment >

115



|CDL xS e o dS]

A3 )8 Gilide sl s ol gie g4 8 40 )5 Bullet o sise 13 o) SS L Multilevel List
e sl 1) () 5 Gl dae )3l ol 1 Decrease Indent
e alad ) (K ) 55 G 38 dee )3 o) - Increase Indent
il Ctri+L o sibe S 35S0 i i 1) i 3 )5 (i Align Left
e Ctri+E o b 3K 380 cpa T | i : Center
ilae Ctr+R OF selie 1S 23Ga cpa s 1 i : Align Right
A ik 3 a3 (e Justify
2 sdise okl i) R Ja shad aloals ailaii (5) ¢ Line Spacing
2l ol (i dsa ) Sy i 6 )3 0 ¢ Shading
A A e il hal 3 )l el Jaw g3 o) s - Borders
A5d oiliiul )Descending ) s b (Ascending)ssma &g el b 5 (e (5 e gl Sort

O asdae ol (Paragraph Mark ) L3 aedle Gl 81 L e 2 gai ey b ST ) )34l ¢l ¢ Show / Hide
Ad ) dtsany s e

e sl Casl y G 311 e 1 Right-to-left text direction

23S0 aalai s ) ) (e Left — to right text direction

Paragraph 4 bg » Glalili 48

.ilue Line & Page Breaks s Indents & Spacing < iy 53 Jald S ¢y

Paragraph ?

Indents and Spacing Line and Page Breaks

General
Alignment: Right ~
Outline level: v Collapsed by default
Direction: (®) Right-to-laft () Left-to-right
Indentation
Before text: o 5 Special By:
After text: o = (none) w =
[ Mirror indents
Spacing
Before: 0 pt = Line spacing: At
After: 10pt & Multiple v | (115 =

D Don't add space between paragraphs of the same style

Preview

el Tio Sl s Toee? Sl Toe? Sarm el Tooe? Sirm sl Tooet Sarm il Toot Srmiplas Tt Sl
Sl Tees Sl o Toeed Sl Teoet Sarmpel  Teoet Sarn pla Taoet Sarn ol Ta

Tabs... Set As Default Cancel

: Indents & Spacing <y«

ol ) sl 4 R Jald L e

Ay Aail )y e 4 da g e g2 1 o s Alignment 4 b e IS 2 Geld ol 30 General
QAT L 5 3 pdue alali a4 Sl ) (4 Right-To-Left <A b : Direction

e bl Gl y 4 ca jl ke Left-To-Right
116




|CDL xS e o dS]

28wl e gl 1) S8y 5 )l glgse 44 R o 6 gt Indentation*

a3 ) 02 ) Jg) Yl (5 2 0 sise Hanging <ail b 53 S adati Jgl sl 5l 30 (K8 58 ()l sie Special Coand

Line Spacing ¢ 4K ax€ ju 1, i€ Ko sai o) alald il K150 b gha ¢y 0l siae Spacing 50 g 44 X b s Spacing®
A pdae saalia

Line )b .38 ) saxa( 1cm | <l Rl da sha ualali: Single )a
alali: Double )c .2 (Jsare clls il 2151 aghd nalali; 15
UJ\A@A&\L * All Least )d W&wd\;}\f‘gabkﬁw

el flashd G alald gl
Aade ) sha il (gl g s sie At IS 2481 g laie e Exactly Je
Al flaghd (alald gl ) s sise At IS 2480 (2 pae T Multiple  )f

2 sdua 413X b Gl Rl g ) 4lali za Don't Add Space Between Paragraph Of The Same Style 4u X sl b

"Tab" Wi iy o
L0 JWEE gla Gyl 1) Lt gl S dadia )3 3 5a 50 Tab 482 52 L il giie L 28laS diw 3 (s a0 o (5 Y gena
A8 ) B ol 350 3 (e s )i s 2 Tab 4

SIS 02 50 Sl 05 8 () oy a4 & (i 55 2 Paragraph o508 Home S w2 3 1 Tab S (25ai Juab ol
23 R Jlxd Tab ,aS U 2 SIS G e 4 € Tab 4680 (55 1 3S G) 50 g 258 3L Paragraph

Tabs ?

Tab stop position: Default tab stops:
1 o5 >

Tab stops to be cleared:

Alignment
(® Right () Center () Left
() Decimal () Bar
Leader
(® 1 None 20 [ = p—
Oa__
Set Clear Clear All

Crand )3 3 gad gaddia IS ol 31y Lad gl iy e ol siae 4S5 3 )10 3 92 5 Tab Stop Position b 42 esd Tab S o
.l il Bar, Decimal , Left, Center ,Right 4lea 3l Tab JJ_5 o) sis Alignment

e ol G ) Caan 3l i g3l 5 ) 1 ) I (Right Tab e

117



|CDL xS e o dS]

sdine saliil i e ) (e 5330315 5 1 ) L( Left Tab

2 dise o L] alae) gl 53 s) e 0 ) L ( Decimal Tab
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Create New Style from Formatting ?

Properties

Hame: stylel

Style type: Linked [paragraph and character] w

Style based on: A Mormal .

Style for following paragraph: | 7 Stylel ~
Formatting

Calibri (Body) ~|[z[+][ 8 1 u | Automatic v || Latin -

= =F | = = = | 1= = == =

Sample Text Sample Text Sample Text Sample Text Sample Text Szmple Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sampla Text Sampla Text Ssmple Text Sample Text Ssmple Text Ssmple Taxt

Font: 12 pt, Complex Script Font: 12 pt, Right-to-left, Style: Show in the Styles gallery
Based on: Normal

Add to the Styles gallery [ | Automatically update
(®) Only in this document () Mew documents based on this template

Format ~ oK

M Skl Formatting Gide 52 ) siw 2 sdae 028l Properties Cuwd )2 ) Style clbadia jaS o p
Jx Paragraph s Font 4uX Format 4e$3 555 » SIS U ()l gisa (isas 3 ol . 5 Size , Font Jid
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il a5 20 e, s G ol K -

Editing 298

RS s B2 ) HhI ) se gl Ol sie )l st Find e
A8 i (53 L8 e 0 Bla 1) s e Ol sise )0 (ol au i Replace o

Find and Replace ?

Fingd Replace | Go To
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<< Less Replace Replace All Find Mext Cancel

Search Options
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[] seunds like ([English} [] match gontrol characters [] 1gnore punctuation characters
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Format = Special ~ Mo Formatting
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D gad QAT andia (gl 1) (A AL 7 Hha dgage sla Jae o 1 Olsine )3 ol SS L2 Cover Page
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Table size
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Create Mew Style from Formatting ?
Properties
Hame: Stylel
Style type: Table
Style based on: B Table Mormal
Farmatting
Apply formatting to: Whole table -
Calibri (Body) w11 W B I u Automatic w || Latin b
w apt— » Automatic L EE| - | Mo Color W | H
Jan Feb Mar Total
East 7 7 5 19
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After: 0 pt, Priority: 100
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YV V.V VYV VY

3 S s 503 8 QAT iy sa (ola Jur sl S 10 0 B L S0 ) J il g3 R0 ) s Jus 83 ( Merge Cells v/
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A e 0dpi 1) ygeal )3 ol 0 Compress Picture v/
e sl Jlad g gla 43 3oa (5 et 028 e Xla ) I il 2 Change Picture v/
2 B g adsl clls 4 1y a0 plad) prgaat 55y 4S lashaii 4an 4 R () ARSI ; Reset Picture v/

: Picture Style 238

A0S oy sl gg) o)) end G Ul O Gl 2ok b S gl 1l () SS 4 Picture Stylev’
Al ol gaal il plal g2 IS (5l 134 ¢l 1 Picture Borderv’
a5 s DR samdn did e e gl osla )l 0l 5 Ol 5 Picture Effect v/
2 gal nl,\g
e )l 8 Sl Sl (5550 ) asbal; Pictaure layout v

: Arrange °3.X

Asa il i 3 1) gl g e R )8 da s o 1l S 4 Positiony’

et padde |l 4l K ) fasia j0 glges G seardS | e 5 gl 6% ) A Jae gl sise )l ) o S 43 :Wrap texty/

Lgil ) aipR ) B ad (55 i 3 Cand (San dS | (5 gl () 55 (oo I 53 () b 53 :Bring forward & send backwardv’
2w j# 554 Bring To Font 5 24 Send To Back ! %!

2 pdie Canl Andia (5 ) Lol ¢ o QAT 3 pe Canad dniin (3550 Ll 4S 2 e Jldaden IS g S R ol QAT L ¢ Selection panv’

S a padda | b 4y o ybial 68 daa 1 o 2 Aligny’

Aoy R IS 52 € QA viu 0 b1 o8 Xia ) sise Group objectv’

gl ol gual 1A 8 s I3 ¢l Rotate objectsv’

: Size o9£
pdia ol e st gl ) o
: Insert <X s lllustration ¢3S 4l

JUCE) ¢l 3l a8 il s 5 s 5513 S e Ll (555 o 1y (S 5 202 )l s (95 )3 0l e | o JISCEI 2 Shape @
39dse Jlad of ) format S s e

128



|CDL xS (e o dS]

H S 0 = Document! - Word Drawing Tools 53 - X
Home  Insert  Design  Llayout  References  Mailings  Review  View  Help Format Q  Tell me what you want to do £ Share
R O P o A . . .
oEN\ \Ooa & A L2 ShapeFill IEI Position 0 Send Backward sz
OALLDSSME ‘ Abc ‘ Abc ' [Z Shape Outline - A A [] Align Text ~ = Wrap Text - Sl Selection Pane  “A Rotate ~
[CEARVAREE 3V N @ Shape Effects - A-~ 13 Bring Forward ~ [ Align~ o3 |172
Insert Shapes Shape Styles 1 ‘WordArt Styles Text Arrange Size ]

Sy 80 A (530w J&E) s i 6l 0 Insert shape v/

8 0l JUC (55 o 1y 02 el iy 1 6l ok b S s 1) 0l S8 40 - Shape styles v/

38 paddia |y JSI 50 S Ol sise i () SuS 44 Shape fill v/

38 addia | JS) Gl k) bgha Kb ¢ 5 Ugr Ol sise )4 0l SS 42 Shape out line v/
S el uain JSUI 5550505 W ogla Ol st ) il () SS 4y ; Shape effect v/

padly 43 g it JISI (550 (Sie 4S 3 e Jlad ke 3 word art styles o5 <
aiSae sl | ) edit text 4 R ol ) SUS o 55y omtin JSEI (5 )0 e (i3 51
A8 dlel e gy 1y ead Gl Ol Gl 7ok b S Ol 14 G SS 400 Wordart styles
38 paddia |y JE G500 Ky Osise )l ol S8 45 Text fill
38 padda | e il i lagha K lad ¢ i 5 L ol s ) ) 0l S840 Text outline
RS Jlee ) ouai JSE) (5500 e 550 0305 W osla Ol sae 13 () S 40 Text effect
A glsie 1) oueaid JSAI 053 (e )l il SS 40 Text direction
e gadidia | ) i JS (553 e 58 )8 dse I3 0l 2 Align text v/
Ssad kil dis )31 ) shape 5 e R I8 das Ol s e )3l o) SS 4 Position v/
S daiia 5 lajed Gy panaS ) i s shape s S 1 8 dase Ol sise )l o) S 45\ Wrap text v/
el adiia | il 4§
A (550 B ) ol (SaaaS | JSE Gl 55 oo i) 52 0 Jas 55 :Bring forward & send backward v/
A8 55 4 Bring To Font 5 i) 4 Send To Back il e si 1) 2,8 )l §
L 2 pde Connl daion (5 )2 Ll 48 gl dnin JUS (5 08wy K ol A3 L - Selection pan v/

KN X XX

3sdie Canl dadia (53 Ll ¢ alS A

S e padidia ) ) b 4 Cussi shape Rl daa i3 o) 2 Align v/
2o s R IS 528 At i 38 L1 o 2 O sie :Group v/

2 sdine oalill shape ¢ld ja ) %) 04l :Rotate v/

: Size s3£
Asdne ol e i gl il o

1) el sLChart O sise Ol 3 Gl S 4y 3l 1A I b Gl s 02l Gy 8 Gy 3 sWChart @ Smart Art e
3,36 4ilal Chart 4 o) 4ald 353y S &) s 38 £ 8 5 Chart hyal ) o 38 S8 S 0
sBefore , Above , Below ¢ 43 X 31 (So i 43 4%y Add Shape @ sie i) ) s S Causl ) SIS 4ali 5 5 of Gl bl
LS sl After
358 Jud format s design Sy smart art s il

design K o

H 0 - Document] - Word SmartArt Tools Sign in = = X
Home  Insert  Design  Layout  References  Mailings  Review  View  Help | Design = Format @ Tell me what you want to do £, Share
17 Add Sh: - . — [ ]
+-] Add Shape - E——s lZB i EJE% N e [ B = D) C ] = =

= (== = = = = . V) —— —— - i (V] T

o 3 %E —Ees EEIE = =< wne ) OO OO rj_lﬁ ] Y I~ O
TetPane & Rightto Left Colors ¥ Graphic
Create Graphic Layouts SmartArt Styles Reset

129



|CDL xS (e o dS]

sl 4 8 ) S0 3l 4 4t 03 S SUIS T add shape 44K 5 43l 02 S dilal sl 0 Add shape v/
aiSae A3 | ) After 5 Before , Above , Below
e odliiul 3 ¢l )l smartart ¢k i ) Layout v
3 giine sl e e & jla Koy sl sl 3 oil : Change color v/
A0S Jlee ) (Sl dls Cla 55 g ) ead Gt G 3l sl 7ok b S 0l siae ) ) () SS 407 Smart art styles v/
33 Sa s g Gl s 443y 8 ol A U a0 S Jlee ) il Jls @l 555 6l osts R : Reset graphic v/

format <& i

H 0 = Documentl - Word SmartArt Tools Sign in = = x
Home  Inset  Design  Layout  References  Mailings  Review  View  Help  Design  Format @ Tell me whatyouwantto do 9, Share
r 22 Shape Fill ~ - A Text Fill - W, =
l Abc | Abc Abc Abc Abc Abc Abc L# Shape Outline ~ A VA Text Outline -
) A A M = Armange | Size
&2 Shape Effects ~ N A Text Effects~ - 5

Shapes Shape Styles ~ WordArt Styles ~

)25 dxal 3 1325 131 4niua 4

il 08 ol sy o S L agai Al sl ddlia lagad i (5553 ) e )l ) Gl SS 43 Chart o

3sdaa s Insert Chart

Insert Chart ?

{ Al Charts |

W™ Recent
<. | [l 2R 1BA i a8 08 59

Column

Line Clustered Column

Pie
Bar

e
Area
XV (Scatter) : II I I III I

Stock
Surface

Radar

Treemap

Sunburst

Histogram

Box & Whisker

Waterfall

PEEFOEARXRGBERENGL E

Combo

4 ka0 sl 02 OK 483 (12 5ol sals Jaa (555 0 SQE L i€ salie (Templates) Lo alS i o ya () siae 48
4yl gad Al 3 2y 2 juad 30 Hlo i Data 4abia o la sala (ald juai L 2 sdie saaldn Excel 4nd ) 4adia 3 jlasad
el Gl gy o ol lasal o sise el Jaus g5 05 aal & el lasai GATH L Format s Design < m Sailagil )sh

7

design S o

B 6 = Document1 - Word Chart Tools = = X
Home  Insert  Design  Layout  References  Mailings  Review  View  Help  Design = Format @ Tell mewhat you wantto do £, Share
L) ~— — — —
1 5_ i o 0 T 5 i [ 72 | I
4 . [ v B
Add Chart Quick | Change Ill |ll IJ‘ ||I |\ I“ il M Liﬁ;ﬂ A Rt I!i |!l I!“!] IJ' |li IJ2 m = Select  Edit Change

Element ~ Layout~  Colors ~ Data Data~ Chart Type
Chart Layouts Chart Styles Data Type ~

: add chart element JI ) v

130



ICDL 28 (e (pads]

B ) B lasai sy n e 58 s jsse ) o) SS 40 Axes >
Ssdaoddiul g gagee | (A Glul) jaglsie 03 )8l ) 0d T Axis Titles >
A A s gl 1 ol sie a8 ol 030 gl S8 4 Ol sisa : Chart Title >
SR lagal sl siu VL) lie a0 Ol sie )l ) GBS L : Data Labels >
S oalill Chart ol )2 slee Jgas 2l )8 6l i) (o) 1 Data Tables »
A s odiiu) Major s Minor <lla o a8ad Jasha (a8 ) n 2 Gridline >
A paddie o 53 Olsie OF 0500 L)l Bt jlasad sleinl 4 R o) SS 43 Legend >
A3l B laged 55 » g )i 7 b( gleus o) siw 1 Quick layout
A s ) lasai K)ol sise )l 04l Ol e2il L2 Change color
A8 el g5y el Ay (Saw ol st Chart styles
e st |y st g b gla lsie I o) ) el U Switch row/column
) olasad sl oala () ssa IS () )3 4S 3 pdine S JuS) Sl s S 4k R ol QARSI L : Ediit data

NI NN

A0S G s
Ao e |y sl ) gie 4—‘:‘)§ ol ) eddiul b ; Change chart type v

z
R/
format S
H 6 = Document t1 - Word Chart Tools =B - X

Home  Insert  Design  Layout  References  Mailings  Review  View  Help  Design  Format @ Tell mewhatyou want to do
Vertical (Value) Axis Maj ™/ N\

L & B [ Align~
S ~
2 Format Selection oo oM \ | [Z: shape Outline ~ A A A :

= = Position Wrap
% Reset to Match Style AL LM | Q@ Shape Effects - + Text- bl Selection Pane

WordArt Styles Arrange

5, Share

Current Selection Insert Shapes Shape Styles 5 Size

)25 daa) 3a 1325 131 4adia 4

Cﬂﬁ oSe dadia gl )l ol ealdiul L: Screenshot o
23 % all Insert Hyper Link _3S Ctrl+K b 208 0,88 ULy 13 o 55y 0 SUS L Link o

. ?
Insert Hyperlink b
Link to: Text to display: spolg | ScreenTip..
Look in: | Dotuments v| |2 '('E\i
Existing File
orWeb Page . Custom Office Templates Bookmark...
Current
Folder Target Frame...
Place in This
Document Browsed
Pages
Create New Regent
Document Files
Address: v
E-mail
Address
oK Cancel

_*&S%UUJLJ:)}A@EUUJQM,wﬂm)agﬁaﬁgﬁi, J‘)Fﬁﬁgdiqmm‘)\ﬁﬁb&)ﬁ.}d@lj)d&&ﬂ)ﬁ
Al 45 Gl 1) Crl S Link 40 bisise e 55y o SIS L e e o Link 8 0o S S sl 1 4G

axa) e Mark Book b 4dus o 4s a pu st 4y 1) 53048 (la ) s U udl R 4l cuusl ylaia ) sa (e 510 0 sise - Bookmark e

e
23S Book Mark 55 » SIS L G oala ) (e g9y pasdia pa )y Lad lSe 1l 1) jlais ) g (e (55 e adllis Juee) ) Js

sl S adag e

131



0

ICDL (e u.AJlS]

Bookmark B

EBookmark name:
Add
Delete
Go To

Sort by: (@) Mame

() Location
I:l Hidden bookmarks

sdlal J ) sla adli (o gy alS o (inad € SIS A 4aSa (555 2 5028 i o (10 1) (<l Book Mark Name asd 2
S S Go To 4aSa (55 w5 il 1) o) ol Book Mark s 4x 355 sl U sise 4S 2l sadi Canad 0
S L Find 4uX Editing 258 Home <L w ) Cul & e Book Mark 38 o2 S dlad sl S i)
35a3 a3 1) Book Mark 4i 8 Go To <L jw I ol sim 4S 358 53U Find On Replace L3S of 55 »
o DR el 3 ) e Ala )l sl ) L2 sad aladl (Comment) ‘_;Af,s Cudlaaly ol ol Lugilsiv : Comment e
5938 SIS Comment Ul sy s 0303 )l 3l Clasia g dy i A€ (e (g5 o 1 Lad (lSca (385,080 48810 Clapia g 43 i e 48 28
A i) kg ge Sl g ol IS

)'\?\;s)m‘5}:5&}))4@\4,4,&;@\@,49}@”mamw,ﬁoly;)mg}my(Header&Footer .
daiia g dadia ju Ayl ) aey 3 gad QAT ) (S A8l 4y Ay g 028l |y 020 (pual w3l s J% Footer 5 Header k)
Asdie Jad Silasi) ) shy Design S i

H S 0 = Document! - Word Header & Footer Tools | - X
Home  Inset  Design  Layout  References  Mailings  Review  View  Help Design Q  Tell me what you want to do £ Share
S r; [Eq Previous [ Different First Page .+ Header from Top: |0.5" <
J O =N O &g = e
S = = = 5 Next [] Different Odd & Even Pages + Footer from Bottom: |0.5" =
Header Footer Page | Date & Document Quick Pictures Online Goto Close Header
- ©  Number- = Time Info- Parts~ Pictures Footer Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close ~

A3 el |y daden g Ania g g 58 O gine 4 R g2 ) ) sl U ¢ Header&fooder »

AR R o i ) ladia lgisa )l ol ) s2liiul b ; Page number >

Al dadia bbdadia pu 3 j0l) Gele 57l Olsise )l ) 0ol ealiinl b Data & time »

) dadia a4y ) siae 0 (55 0 SIS LaS a g Jlad )l o) a8 4sia by ol g8 K12 Go'to header »
b dniia by o) s (o (55 0 S L a8 dgdine Jlad 4 X () 03l dabia ju 3 Wi e ) Go to footer »

D agaioabia | )4k K 4 Option Caesd 52 K i pu ol 2

nl Cagliia 4y b J ) 4sia daien g 44 R () 831 L ; Define First Page >

ol Ggliia pd L2 g7y Cladia daiia by gasiia o 4i R o A3 L 1 Define Odd & Even Page)>

Jlad e 4niia (553 e 4y R ol 028 Jlad e b Cinad 5 Jlad |y daiea (5 )2 (i 4 R () QA3 L - Show Document Text >
.3 glie

38 e )y Axdia e 0310 (o ssa 4ty R ) 3l w3 - Heder from top»

132



|CDL xS (e o dS]

28 i ) fooder o)1 () sie 43 K ol ) sl b - Footer from bottom »
Agiine iy 353 005 Jlad daibia by 5 dadia ju (515 4S design S e 4 K ol ) sdiiul i : Close header and fooder »
top sl 4u R 3 a2 S padida | sl o jled diu Cladia ) ol sise )4l SuS 42 Page Number
Jolaiia apila 3 Aladia o jlel( page margins ol 02 Slada s Jled( bottom of page )YL 2 Gilada s Jld( of page
38 Gl |y Clabaa o jlad 58 ) e o sise
dséa Ju ) IS Format Page number 4u X lasl |

Page Mumber Format ?

Mumber format:

I:l Include chapter number

Chapter starts with style: | Heading 1 L")
Use separatorn - [hyphen) L
Examples: 1-1, 1-A

Page numbering
(®) Continue from previous section

-

() start at: =

38 i |y Cladia (5 IR s jladi ¢ 53 ) sise nUMber format Ciad
A5l g 4a )l Cladia ¢ 558 4S 3 sdie G Start At Ciand )0 lad QAT
Al Jl lead Glasl Qll Gals Ciladia ¢ 5 53 4S 3 58ue Sy Continue From Previous Section 4 X sl b

Ole 5 28 QAT | a1 Al IS0 A dile 4y 5 S aae ) S L) ol el edlel JB 3l (il IS ) ¢l : Text Box @
Al ol 51 ki) se

Rsad i e g 050 503 S QAT (Jae ) s (e IS ailed 1 Quick Parts e

[ ]

Do QllE Gua ) 5l ) ga (e O siae 3 sdae 3l Edlit Word Art Text oS ) 3 ol il b Word Art
om0 3 an 3,800 )8 dias (550 o e 0 ol (e OK 4aS3 02 b 2508 il 5 QAT Word Art
i) ) bl Jels & g ol 3 sdae Jlad Sile il ) shas (e (555 o as sl osla 5 &l i Jleel Ciga Format

Format <

H S 0 = Document1 - Word Drawing Tools Sign in [ X
Home  Insert  Design  Layout  References  Mailings  Review  View  Help Format Q  Tell me what you want to do £ Share
B\ \OoO~ - F— ‘_’?Shape Fill + . A - H:'} Text Direction ~ [E‘Posstion' [0 Send Backward ~ (&1 #loes
A1LLDE BV Abc ‘ Abc ‘ V| LZ Shape Outline - A A B\ VA~ BlaignTet~ = Wrap Text - Ell; Selection Pane A Rotate _
2N YR —= N @ Shape Effects - N~ A~ | @ Createlink 13 Bring Forward ~ 2 Align~ w3311
Insert Shapes Shape Styles [ WordArt Styles o Text Arrange Size [ ~

)25 4xal 30 1325 131 4niea 4

L pdina oLl (e (g 9 )3 Liaal (ks ) 8 ) 0 ) 34 ol - Signature Line o

133



ICDL 28 (e (pads]

Signature Setup ?

Suggested signer [for example, John Doej:
Suggested signer's title (for example, Manager):
Suggested signer's g-mail address:

Instructions to the signer:

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

|:| Allow the signer to add comments in the Sign dialog
Show sign date in signature line

Gand 9o a ad ol sie suggested singers title <aand )2 5263 5l sunggsted singner Caeud
S SIS ok 4y (55 g s 2 ) 38 o) (43 suggested singers email address

pdina o2l N ) 2 QAT 0 S a8 I Gub Celu @JU G 8 6l ol s Date & Time o
Date and Time ?

Available formats: Language:

Persian (Iran) v
2020 4 gil) 30 iy
2020 = 5il) 30 3
50,0130 Calendar type:

30-01-2020 Gregorian w
20-415il3-30

2020.01.30

20 = gilj 30

20.01.30

20 =il

20-0 615

.5 01:20 2020/01/30
.5 01:20:25 2020/01/30

1,5 1:20
5,5 1:20:25
01:20
01:20:25

[[] update autamatically

Set As Default Cancel

S SIS ok 4aS3 (55 s 03 S QAT ) Hhaia ) e aa b

3gdae oy adago pe IS I3l QAT 3 gdne o3l diw p3 (S la ) A (510 13 (4l 2 Object o
Object ?

Create Mew | Create from File

DObject type:

Adobe Acrobat Document -

Adobe Acrobat PDFXML Document

Adobe Acrobat Security Settings Document

Bitmap Image

Microsoft Excel 97-2003 Worksheet

Microsoft Excel Binary Worksheet

Microsoft Excel Chart

Microsoft Excel Macro-Enabled Worksheet hs I:‘ Display as icon

Result

p, Inserts a new Adobe Acrobat Document
object into your document.

D34S I Aali y Tama 4S 2ie SS 1 S 44 Create New S i ,23Lua Create From File 5 sb abias S pu 53 Jalii 48
.A.'\S@\)LUJLJJJ}A‘;&O‘)J}M)SJL&\ \)JJ\JJ\}C\.\*\]
A a8 8 d )y Gl F4S T L juae Browse 4eSs Gl b il i 1 )S Create From File < pm S 4

Sy g gala I 3o ala i s 50 1) (el s dsasd )l ol S 45 o) sise ; Equation e
.J}du:\:lb:jj b RN oddi sala )\)5 d}a)s u] 61.&‘)‘).\\ .L.ujj u\ji;m _J‘,ﬁx:\n Jld Design

134



|CDL xS (e o dS]

H S 0 = Document] - Word Equation Tools Sign in =2
Home  Inset  Design  Layout  References  Mailings  Review  View  Help Design Q  Tell me what you want to do 9 Shar

Boawer: | [ e €8 | ERIFEFDNEOHRRENEEEES| 5§ € 9% [ § © s d jm A [

et Cunvv;rt E] @ B = Fracvtion Sc:ipl Radvical Intevgval Large  Bracket Function Accent Limit and Opevva!ov Ma'!le

Operator = ~ - - log~
Tools Conversions ~ Symbols Structures

55 5 350 S IS 43 Symbol i 258 i 255 50 S ddin 248 s la ol SIS 0 S i) A )3y SSIIS( Symbol e
s3lia b SIS a1 3l gl 5588 51 S gl 61 b GRS iy se SIS 2l a0 Gl 48 (ol S
258 253 30 o () 2 i y5e KIS KT 0k el A
) shiayse S eas Jb IS 3358 3L Symbol IS Usx S SIS More Symbol 4 R 555 » ¢ sie
Al SIS nsert 4aa 55y g s 03 8 AT

Symbol ?

Symbols | Special Characters

Font: |(normal text) v | Subset: | Currency Symbaols v
2| |G| G| F|£|m|®|Ps|Rs|%%|m|dpbaK|F"
Dol B G|A|2|¢|T|Z|%])%| 2 |Ne|®
miQ|e|d|4%||%|%|%|%|%|%|%|%| % %
%% V]3| o€ |2 VST R A|N|K| T,
Recently used symbols:
ele[¥[of|m[x|#|s|2|+|x[=[u]alp

Unicode name:

. Character code: | 204C from: | Unicode (hex] |v
Eura Sign

AutoCorrect... Shortcut Key... Shorteut key: Alt+Ctrl+E

Insert Cancel

1y i) g S Il IS ol o) 250 i il S Symbol LS 2 asmse SIS 2 sl o e
255 b Customize Keyboard IS U aulai UK Short Cut Key 4aS2 55 s L 02 S il

B ?
Customize Keyboard :

Specify a command

Categories: Commands:

Common Symbols
Specify keyboard sequence

Current keys: Press new shortcut key:
Save changes in: | Mormal w
Description

Inserts the W character

Assign Remaove Reset All...

J e 3K Current Key Coad 3 2303 S Gy yed e 2SS S90S ol gl 0 )8 81 S o
SIS Assign 4aSe (55 9 a2 23 pilie 2K Press New Short Cut Key Coad )2 () i & sall e 52 25 ) 53 saalia
A8 )t g0 e sk iy se i) JS pullie S 3 8 L 3 )L Close 42 55y w0 AT 2 5

g o2l |y o iy jad J 51 4S SIS il wK ol i Special Characters < s 52 Symbol JalS 2

135



|CDL xS (e o dS]

design <

HS O~ 2532 ICDL - Word [ B b2
“ Home  Insert  Design = Layout  References  Mailings  Review  View  Help @ Tell mewhat you wantto do £, Share

Title TITLE Tide Title — Title u m = Paragraph Spacing D @ D
- Linmmt o v [O] Effects

e == = Colors Fonts Watermark Page  Page
=ML @ setasDefault Color~ Borders
Document Formatting Page Background

st QAT diw (gl 3l agas Gl ) 248 Lilisa sWTheme 1ol G Jaw st () sise : Themes
Sy s ) WTheme Sl o SwS 44 ) sise: Color

A et )y wTheme il () SS 45 ¢l 5 Font

S edy Theme 5 » 1) o sdlal Jd 3o s sl o sla ) 3l 0l S 44 () siaa : Effect

L glsie JS Gl sl oy )8 4y i ol ) Gosal bajle lgin )l G SS 430 WaterMark

2R ) dais 4 Uiy o sie 42500 AT a1 Al 7 5k Water Mark 6538 55 » S
Custom Water R 0 ol 558 3 ) A Water Mark ol sie 4 1) a1sah (el iy 5 )€ £ Ja
9 Ol Printer Water Mark S G oa S Gl | ) Mark

Printed Watermark ?

() Mo watermark
() Picture watermark

Select Picture...

Scale: Auto v | ¥ Washout

(@) Text watermark

Language: |English (United States) "
Text: 3lay dgal Raiza W
Font: Calibri W
Size: Auto W

Color: W Semitransparent
Layout: (") Diagonal (@) Horizontal

sl ) e Jal 4S dgdine Jlad ) ) Crend Text Water Mark 48 clasil b 5ol ol
OK 483 55y » s 283 ola3) Color 5 Size , Font Cuad ja 1) iy ) e ilala®i g3 Sl Text A o)y iy )ge (e
A ) dada e o 4idh (e sl ladl ) sy 8 SIS

AN (el )y dadia 4di ) &.’U Olsin ) Gl jl edsiul b : Page color

e 3L Border & Shading L3S )13 il 55 » SIS L Page Border

136



ICDL 28 (e (pads]

Borders and Shading ?

Borders | Page Border | Shading

Style: Preview

Click on diagram below or
use buttons to apply borders

00 0o
|

Color
30 Automatic w
Width
Custom 1 pt &
Apply to:
Art: ‘Whole document ~
(nane) o Options...

Crad j1kad g i style Cad 52 202 dladl & jus (ol Janagi 15 U o dlize ) Ky it inan 5 GiIRIL 5 o2ty S Gl e @
A )8 Asbia g) ol s 5 i S grt Crand 53 3 S Gud ) gt )y e sha e width e o g ha K5 color

layout <

HS O = 2537 ICDL - Word m| -
Home  Insert  Design  Layout = References  Mailings  Review  View  Help Q  Tell me what you want to do £ Share
@ P} IE ——| ‘*FiBreaks~ Indent Spacing [ [& Align~
{9 — DlLineNumbers~ | =€ Before |0" 1= Before: 0 pt O% i
Margins Orientation Size Columns ~_ 7 + b = Selection
5 % & - b¥ Hyphenation~ | 3= After 0" S|tEAfter [10pt 2 Pane )

Page Setup 5 Paragraph 5 Arrange

AR o ) el 3 ) ga dadla Gk 6l it Margins e

Page Setup ?
Wisrgins | _paper | tovout
= Bottom: o.39° =
= Right: 098" =
= Gutter position: Laft ~
Lanazcape
Multiple pages Mormal ~
Preview
Appiy ta: |Whole document %
Set As Derault Cancel

Bl eladls )Ieft( G Cuan Bl 28 dls )bottom( '....\1': Bl 28 4udils ) top( YL ) el adls margins Crand 52
38 Gl () g )y ) right(( <o) Cran

Ciand 30 s gadide s ) b 5,8 ) Jae Gutter Position Crasd )3 ariSe adaii | o)) b Gutter Ciaud )
et it | ) 218 5 )& i i clls o i orientation

Jee ) a4y 2 la ) i Lad (8 48 Jas i 1) clasdali This Point Forward @il b o) 58 .« Apply To Cand )2
2 sdine

137



|CDL xS (e o dS]

) 81= Landscape s 2 = Portrait (.3 g ) 218 5,8 )i clls )50 ol @ Orientation e
S Ui ols Ciga 1800 s ol SS 4t Size o
3sdae ) 3 more column 4 R LA L 3 g salii) 4ali }5 ) &y goa 43 (fia aidai 51 3 513 ) 2 Column @

2
Columns :
Presets
One Two Three Left Right
= Right-to-left
MNumber of columns: |1 = ™ .g_
Line between
Width and spacing Preview
Col#:  Width: Spacing:
£.33" s %
| Equal column width
Apply to: | Whole document W Start new column

WS Gt Ol e |y W (i a3 number of column Cwsd s presets Cud )2

Al asee sl bagha b gin On ol sie 43 R () QA5G Line between

38 G Ol s |y (o 10 width Casd )

38 Gl Ossa 1) W s (g 4lall spacing Caed

S ealia ) ) datia ) Sl (i () sk preview Cwd

2sdie il i (e gl st 44 R o CAEI L Right To Left

b Sl el g e Ko 0l s el adl clisil s ja 4 K ol K12 Equal Column Width

Y VvV V V V V VYV

28 o) SauSs (Text Warping) 4u R e (fia 5 (Column) Osis ,(Page) 4aia )2 0l sise i3 (ol Jawsi: Breaks o

Pl 3 e ) sl

g aladl 2 dadia i ead 418 (e ¢ 554 1 Next Page
e pladl da dadia 5l oad 408U Jis 443) : Continuous
s aladl gy dsdia ) oad 458G (fle g g 4 1 Even Page
Ssdie aladl 3 8 dadia )l ad 408 (e ¢ 554 1 Odd Page

v V. VYV V¥V

Gsia ) ) 5038 SIS Break ) Page Setup oS Layout S i ) e (s 4y sl Wi g8 (e )
Agled Qa3 Column 43 X o

2 siine oddind W jlans 5 K 5 el g 1 Line Number o

138



ICDL S e S

il

A ) ) e -

201 i Word a3 s
2D e Word s i ¢l 2l
B0ttt et Word 2 sl
3Dttt Word ) zs~

1y 0y dsta - S sl Word 4ada 0 &) Jus g hd g g S -

A o i

Word

Xo+Yr+Z

IPCOY TR CU

O )0 33 JalS laia 6 o seials allbae (9 3y 50 53 595 Al 35l dndia Gy )0 48010 i i Y 33 5 sgali alldaa (51 1 () 5
Insert End Note s Insert Foot Note _l ) s, » Reference < i Jf g 033 )l 2 sedali (fia 555 30 1) e S IS
52 Insert End Note oJ5 20 8 (0 dladl (3 )b 4aia 18 (s )2 Insert Foot Note (0 b4S sl ol )3 53 o) (8 .S SIS

A5 sl () gy R0 e i dadia

ABI ﬁ'] Insert Endnote

‘“lE; Mext Footnote -
Insert

Footnote

Footnotes I

139



|CDL xS (e o dS]

Dl Sl g5 ) b

& Labels ,S ol g5y » SIS L ol sl Mailing S om0 253 50 Envelopes ) dawsi | 4db Sl (555 s laghaii o) s
2 gdae 3 Envelope

2
Envelopes and Labels :
Envelopes Labels
Delivery address: E: -
1 ~
"
|:| Add electronic postage
Return address: Ej - |:| Omit
-~ Preview Feed
-

Verify that an envelope is loaded before printing.

Print Add to Document Options... E-postage Properties...

Cancel

oo Return Address cud )2 2 sd 4355 033 8 (s 530 Delivery Address <asd Envelop < m

Oy ot ol O (53 p SIS U 48 5ae 00 Ot U 40 ) 43R o2t b Cond 2 3pdie 4idgi aila

Ky 53 )l HalS ol 2 gfiae Jlad Envelop Option & DGy p S Ldaayly Option xSy S aly 33 3 dae
&l Printing Option s Envelop Option

Envelope Options ?

=" | Printing Options

Enwvelope size:

Size 10 41/8x91/2 in) w
Drelivery address

Eont... From left: |Auto

LIRS N 3

From top: |Auto
Return address

Font... From left: |Auto

RIS

From top: |&uto

Preview

482 55 o SACL Grinad | 3 e Jadidie 4 Sl s 313l Envelop Size Cuasd Envelop Option < i 5
Delivery S sl ‘m; BURINNEN g.\.'\):é 5 ot i ) gl ) rds Slahi 3 &5 rds s )il o) s Font
alali o)) gise 4y K 93 0ol a5 3 iae 0213 From Top s From Left s 4w X Return Address s Address
AR adde B Al G ) 5 R BYL ) st i 5 0318 ol e

Ui s Gga Clock Wise Rotation 4R 2 sdse (addia Printer )2 4sl <Sb 5,8 ) s 523 Printing Option S i )2
N sdiae (i Printer o ol o8 8 18 5 4ali sl

140



ICDL 28 (e (pads]

- 2
Envelope Options :
Envelope Options

Printer: Send To OneMote 2016

(® Faceup () Face down

Clockwise rotation

Feed from:

Default tray IZ|

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

OK | | Cancel |

o A o) Slagil jshdg Jag sz se ek |28 oLl di p3sad i G R ;) Okl (b ke ( Spelling & Grammar
bl g abl e a0 280 e F7 4R ol polbie A 38 300 ) Ge apse b aSbble jal £ ki )i o) R1 )8
48 (33) 5 B g (e Gilg ) a2l Jd Ul

review S 3l Ly F7 4o 0) b&sa G s 005 A s Silagil &y e bl (o Enter

gz Jad aag e IS Spelling & Grammar Ul 3 5 s S

Spelling v
Bouk
Ignore Once lgnare All Add

Book
Buk
Bout
Bork

Change Change All

ul;:u\k'_m:d)‘ U)L.'IJJ}A wﬂ‘).:\y):\)ls_J}@ADML&AQ&JJQLA}S)‘M)JEJJ}Q&‘&)’gJ‘ﬁYL.I)JBL.I&:‘OiAb.\j:ijJJlSJJ
DA 2y ) ol E A (e 4y HulS Gl Craw 258 ke Al o Kila B S

141



|CDL xS (e o dS]

ke 4uS ~Sal ) Hlaich s Ignore Once >

A asasedale G S ) ki e pa Ignore All >

Lle 4dS (ply puiic Change &

ale LS (sl 400 A aa 4alS 0 S Kla 5 i 50 2 ge lale SIS S ala a5 s Change Al &

350 Sl B o) Lagad Al (Comment) SasS culihanly )l Gl b 63 () s - New Comment o
Clapaagi 4 L 48 e (53 1y Lt olSa (i85, 280 48 Clapn iy i e oS )8 a1 olid
3)5e Slagia g o IS 53 53,8 SUS New Comment Ll 5 2 Review Sy 1 sala 8 )l
482 523 b Ol siae Ot 3 S s 1) iy ) ge by Delete 483 02 b ol s 28 QU 1) s
el dxal e g gla ullaly 4 Next 4aSa g2) b g iy L gla il 44 Previous

i) (a8 J

editing 42X 65 review s 3l IS Gl ) 1 .3 s ool s 53 S U8 Cga 130 0 : Restrict editing o
g Ol ) IS B S SIS Restrict

Restrict Editi.. ~™ e

1. Formatting restrictions

Limit formatting to a selection
of styles

settings...
2. Editimg restrictions

Allow only this type of editing
inthe document:

Mo changes [(Read only) -

Exceptions (optional)

Select parts of the document and
choose users who are allovwed to
freely edit them.

Groups:

[J[Everyone ~1]

| Everyone

25 More users...

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enforcing Protection

See also

Restrict permission...

3yl sy il s oS4l limit formatting to a selection of style 4u X il »
| gine il i ks i1 diw ol sise allow only this type of editing in the document 4 X clasi b »

142



|CDL xS (e o dS]

z
.
view S
H S O = agy> ICDL - Word Sign in [ I
Home  Insert  Design  Layout  References  Mailings  Review  View = Help  Q Tell mewhat you wantto do 9 sha
- : o ; e - > = —
[] D E\@DOUNMQ $D [7] Ruler Q [L_, [E] one Page L_E ! D [13 View Side by Side ED' D B
- % [= Draft - [ Gridlines [ Multiple Pages — o
Read | Print | Web Vertical o Zoom 100% ) New Arange Split Switch | Macros | Properties
Mode |Layout Layout [ Navigation Pane ‘B Page Width Window Al Windows ~ -
Views Page Movement Show Zoom Window Macros SharePoint
z
.
views 035

o5 R ) % 3 se sl ) ) st Walad a1 0 al X ilas 4 it glabai i 1) Word Jausa ) sie

Rsadonalia 3 Zoom ) JUS Word o sk ol 52 ) laled Cad () i (piaed |3 sad adild

e

L gl a1y 218 Gola ad il gine oIS i 3 pdne Jlad o 53 (8 5 gasee sl S I S il (5 i R 4 L ol (S35 Print Layout
2 sdina oalial gl Aniia 5l )y L () Y para 35S o2 Lie

Ot oS e Full Screen | L (385 48 Col &y s 0l 43 Wi ) (S5 .2 sdina sl (i Ly (e 4alllas 5 3 Wi 3l 31 2 Read mode
sl i g s agdallian gla ) )3 oS a5 e Je i 5 0 siae ey Lol 3 (el 5 la

J}.LJ@&\UISL;LL\UJ BN .Aleg-,}eWordlaea-aﬁ b‘;“iﬁa\ Fy oSe Web 4aiia ailea ail g 0 S L ol 3 0 Web Layout
sl d Jlad S5

Osie p)b o sie 4| e o sise O G0 sb ) ) Sl ay 2 gl sl ()i ) 5 2 o sie Cea i ) 2 Out Line
gl

2ilie i i slad ¢ Wi gl Draft

show o3£

el Jud p 5 Jlad 1) S ba glghe )l 3 0 S 4 Ruler

A8 Gl 4 i 3 ) jaSad hsha ) 3 ol 2 Grid Line

Jgisa Jad navigation Ju4y X o Gl b Navigation pans
: Zoom 23K
) i B ilalai ) 55 oa 5 038 Jadas pe S Zoom I 550 S L2 pdiae sl (e ) 5y dem y0 i sl 14 0l
3 aladl Hals el

Zoom ?

[:] Page width I:] Many pages:

() Text width

() Whole page -

Percent: |98% =
Preview
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
T—— AsBbCcDdRexxTYZ2

: Window 03

Asdne Jb s o ek 0 a4y R o QAT b New window e

143



ICDL xS (a ol

OB el 4 o oy g s |02l sla 3 () siae 4y R () ) el L Arrange all o

25 59 Anda (S 6l pau R o) : Spelit @

1y i ) 5a v il e oIS 2 glise padiia ond o (sladiv Cud () (5 58S (555 0 SIEL 5l 3l ol SS 44 :Switch Windows e
2 sad (Switch) S oa b 2l g st 51 ool S 4 e 400 R Jlad 1 98 QAT Caaad ol 0

144



