Practical Objective

9 Jlsudl ad

CArl + Backspace ~dladl 4a . wy © 201

In MS Word 2016 The keyboard short ut " Cirl + Backs S used

aelete the existing character after the Insertion poInt
aelele the entire paragraph to the ngnt of the Insertion point
move 10 the end of the current lint

delete the existing word before the Insertion poin







! ’ .‘\..'. ‘__: ‘.L...".I - 25

Pl&(tl(&l Ob jective

12 5 4,

P 201k p AR A LS > 3 - AL sA A 0l e gal a4 N . /‘-.]‘:f:) iy i oate /';. 2

-

e u :

,"‘}."‘,{. P ( "] “ D 1nhec omman ‘,"-. in mne : -—— Jroup ‘-“v\””:..“ vou to neoart ?()!JIY';(_LU';%‘\ and GrRGtas

Caplions Assics i lias
Table of Contents i sssl Sy
ndex =+

Cootnotes e = »



e R ;. \zw‘ .u‘*s M"'MMMM"‘ ’Ai“- e ;."'Ts;;;‘ o Pl

{. 0 ..".4.‘ 1 o7 RIS ",' T .l’ ,‘ '- ‘ .(. N’m‘ ' g‘h' .i-'..!.';
”_“ A B0 e -) O \u.. YIS Y / By

' Ll l-"' | By -':;. N El’ ' :‘
WS ap| ilcaﬁbnsw g uding Microsoft Word 2016 have the ability to Copy or move selections usin

;

JT,(/ ’7."_’ . ."

l TINS o, \ A
Tr

O
v

o
X

Drag and Drop

Suaiill G“d.
Format Painter

aill jud o)) @

Text Highlight Color




5 i:d,uir;.m PRy

S T s
e TR Objective 7
e SR L AR (
12 050 4,
ek ifalle 0 S 7 salal o Jgdaay 2Tl i e Sl O
The

e N Lo ;‘.ﬁ; 2016 -

) 4)-)/'&" &
—— Tab lets yOU control the jook and feel of youyr document

iy Lo, Ll
OU Can apply g global design
€ Ihemes and Color schemes

Sl

where y

Dy using one of the availab;

Layout ks g

Insert -1 .
Design . ¢
Home 4.

Vil




T S
/} : 4 : ', .
20 A - | '
- i

AR il 8 1 a0 ey Sl IS ly a0 A s il pain g} i sl 2016 333 gy Kl s
MS Word 2016: The - Icon is used to place the cursor on the next pages even though there is some blank space at |
the bottom of the current page

Cover Page «adtall asa O
Merge Pages cilai )l zo @ |
Painter Format .l & ©
Page Break <iil )i @




Objec <'-
4 Jisdi i,
Cuuill e (s Os Lesial gy daal aaa 2ud Sa - 2016 903y Sy Sl s
In MS Word 2016: The size of the Page and its margins can be changed by the Tab.

Insert =1 ) @ f

Layout Lukss @ |
Home 4l )il sl @ |
Viewsac @ |










6 Jadt A, 1

'AX.E ;).’) “s) )i- _,.;.': J"; - ~)' ?01(i 28 q,..,_,SJ. ~l"
In MS Word 2016. Which of the following s NOT a method for closing a hie?

( TRI 'W'A AA.‘\,. J-.;.. sl
Use the keyboard shortcut “CTRL + W*

ALT + C il 4a )] Joaiil ol

Use the keyboard shortcut "ALT + C°

"Close" su » ah Chle CUMO A (350 A

/ Click the File ];)! and select "Close’

Click on the "X" shaped icon al the Title bar




*

]

¥ -
" -y e

, WS AR R A L LR JIET ¢ il 11 b i
b e e o N L R 'n b b it i o LA S Rt 9.
RO T S R IS T e e e 3.,'s 1 8 P A
L R Ak ik 0
,Of" gl " | e
‘ -’ 4‘
: "vu"'r‘,- ,(' 'ty

| sl s dals Lgalssauy Jia Jealiall 56 siiiadd) Jals 355 Gy oy giaall Jpon oL 22016 5555 oy 4 |
In MS Word 2016: To create a Table of Contents, Word searches within the document for elements such as ——————to be used

<

Heading Styles .:.) Lid @

Cross-References s 3 Jloisit O

Bookmarks 4ma s 413 @
Index Entries 4.e <1 @ | 5

R






| — .mn. Objective l
@-,;.‘I W o | VS T R VST ST ‘ ’ A | s

=il

2 Jpdi

|
~ Objective AN OGSl Al o S o i 30— e 1, s Ot Rl U 2016 3.3 s St |
uestions - 12 In MS Word 2016: We can move between table cells by pressing the —— key from the keyboard, or by clicking on the
ALY yana desired cell with the mouse
=
Sluss 0

Ciri+Enter @
Tab @

SHIFT @
Enter

[ "
L




DAy,

—il =
201 6 s '-—{'f".,.)s-“‘

_L}L:L'J‘. Z_}ﬂ.,).m“ L__u,‘,,\lll AJC ‘_}m»ao.\,;_,al\ L_J\.C)DAJ‘ Lg'\"‘g‘
xtual Tab under the title Table Tools.

Jr"‘n u‘»‘ o) gl 5
2016: The group ~data" is one of the groups located in the " ayout” conte
o @
fRUE
s @

FALSE |
|






T T Objective

1dediad, |
"Backstage View"

ksl

/4' ,.J“' u’-]}: AL -— \.l.'}.L:” {A‘JL "—.A: _’hﬁ-‘ 2016 -

In MS Word 2016 The ...

43080, So -

..... lab is called the Backs!age View

OPEIRN
Home
el Ll Q

Page layoul

) e

méen




" A
AA L\

e, 57
S ST m Objecnve—l

6 Jpt G,

el ol G all

Ml \;}Q :r/-" -4 2016 “Jay Hyu, S, -
two Contextual tabs . —and —_. ———— are appeared

ument, the

5 ’
A‘LMQJ,MU

Design and Layout

mldadl AKX o
View and layout

2
A..A."M‘La,'

File and Design

el y -
.

Insert and Layout

M




e |

Objective —1
sl sag L) =l el e ST AT 8l >
"Table of Contents" jc a listing of the topics

' e !
- A )_- -

s SINEOR -J.':"‘ 2016 S age, AL =
that dappear in a document with the

I associated page references



e |

Objective —1
sl sag L) =l el e ST AT 8l >
"Table of Contents" jc a listing of the topics

' e !
- A )_- -

s SINEOR -J.':"‘ 2016 S age, AL =
that dappear in a document with the

I associated page references



————

.‘\_...A.f )

> .‘.Lt ‘Ay,%\ 2016—
thdt IS used to align te

xt lo the center of g pa



o ‘)()1“ ‘I3
This Group 1s a par of

A @D

Watermark vage  Page

Color * Bordes

Page Background

insen
View

HOmu

Haqge Layoul




—

3 Jised ol

P 905 G gy Sl aulai & "Indents" 4wl Claleall "Margms" Sl yedl 5 L5
In MS-Word, Margins, Indents and Tabs indicators are shown on

"Menu bar" A&l Ly s @
'Horizontal Ruler" 4! s jluadl @
"Title bar" (uyid Lo @

"Scroll Bar" il Ly s @




—

3 Jised ol

P 905 G gy Sl aulai & "Indents" 4wl Claleall "Margms" Sl yedl 5 L5
In MS-Word, Margins, Indents and Tabs indicators are shown on

"Menu bar" A&l Ly s @
'Horizontal Ruler" 4! s jluadl @
"Title bar" (uyid Lo @

"Scroll Bar" il Ly s @




116 In the

Is\ N A '-\.‘ )\l .AA“ _\'s 1) \~_)‘\ - L l

lollowing Image we

H Save
N Save As

J Open

-
4 Close

Into

16 “,\\4“ ‘\“u'ﬂ I }u\‘i‘ \). ‘1‘\A“i‘ t ,“\40 ‘

Objective j

9 Jd A,

" aan) A \l‘-s\'

JYPLNS »uadl Al (Y ) ,.-‘1\ Lt )()16
Press the option Indicated by number

PR <..,u,)\"n 3

lo change the marqins

Recent Documents

@ 4 Quick and Innovative MS Word Productivity T, @
i My Documents\Content Management Work\W

E I k,’. i'n‘\li'l\l'l‘?‘ Lontent .".'.”‘.’ jement Work\w .

|

New

Primt




— -
8 .
e s

MKCL OES

1SN ] Jad bt o o]

— e e

Practical | Objective

14 J)3d a8,

-1
]

-

/ the data in column(s) according to specified criteria; specially when the data
contained within a worksheet is very voluminous

Sorting J_4
Conditional Format L& 5.5
Filtering <22 @
Formula =<




9:05 sl IE

< +966 50 759 1794

8 Photos

Select

>m1 2018

—_—

”@; P

A ALy e dD]

— I

1B 0504,

Y ~ - \ »
e 2 LA o i —
-

% ¢ OAa
WIP LIS (8 Jhe Sin )010 = J>

h Excels o nser a spread

»J.—-|/“ ‘J'

One wav i e —

JNe way 1o integrate PowerPoint wit

sheet nto a presentati
4 HEeHanon

IRUE ~_

~a .
rALSHF L




9:05 sl IE

< +966 50 759 1794

8 Photos

Select

>m1 2018

—_—

”@; P

A ALy e dD]

— I

1B 0504,

Y ~ - \ »
e 2 LA o i —
-

% ¢ OAa
WIP LIS (8 Jhe Sin )010 = J>

h Excels o nser a spread

»J.—-|/“ ‘J'

One wav i e —

JNe way 1o integrate PowerPoint wit

sheet nto a presentati
4 HEeHanon

IRUE ~_

~a .
rALSHF L




” F

MKCL OFS

0:al, L atiuy | Ay s Ay £ sax40

; ‘\

10 013t 4,

-
-
an . AR o k.

A | = el Gl my Qo s iyt S 9016
0" We press the Key when we finish to al

Ply "Format Painter” al mulliple places




-

ML) ™ a2l A alize sl ) el 2016 1) 5
in MS P()werl’mul 2016 In the

Mage
anim

s) » .“.)/(.

t()ll()w.'ng |

the durahon
ation s _

of the apphied
Seconds







116 In the

164,00 Ay | Al AU Lol

—

Objective

ana) ) I

9J3d A,
)4 \ i Y ] \|
lollowing IMmage we

"
e Asaaan) A

aal o Mla .: A )
Option indicated DY numbe

l@l'l GQHN

el 42016 255 Cl e s €4
press the

) A ’

(o change the margins

W s

Recent Documents
u Ve AN Y
!ﬂ 4 Quick and Innovative MS 4 Word Productivity ‘
| _j”““‘ . I : uments ntent Management Work\'W
’ J\ 10se




1413
20

“

-
12 |

l|9‘ 18

HNgasals ....u_;;ulovl

i ﬂll!llx

l
!

1] SES S

o ekt '-‘ . X AT ]
i u\"{’ TR daisbniatuiild bt
| , " .g A !

. ' n

1»{.‘ ,

.-—.o,—-.

peanll u»-'“ aa)-l' ek *»6,,’ ,&d\\ “k P
in MS PowerPoinl 2016 The — Tab contains tools that hg

N

S st Ud T
. 22 M % («

i 2016 Sl  Cohguas ko b |
ns could appear to the audience

Slide Show g,d sax @ |
Animations <S> © |
RevieW 4aal e O |

View sax O |

|
*













(eaud) 2016 i1 53 )53 (4 -.“}_,'S_y.-:

*ach sjide are called _ 2 _:..

Slide Pane &l
Page Borders B NP

Placeholders 1.4 SW-
Slide Borders 4. .,









o

MKCL OES

QALLI S| iy S Aluyle 40

ml Objective |

0D1 4..111_X_!|‘ g-‘"" ‘}A y@l‘\ () ]lj\ ‘_J ' __'

sd= Ml RIpY S ,1 ')1() ‘\,;‘)\:' o3 18 By K P /(]1() W
Excel 2016: What will you type in cell D10, if you want to find the

8 Jsdi a3,

N\

length of the text in cell I>1.'/'

LEN(D1)
LENGTH("$D1")
SIZE("SD1™)
LEN("$D1")



2 Jgedl o
selaa Caliaty JSual A, CUKH e Ll Suldly Leasi 5 e Sa3se IS 21 50Y el ¥l o —— ic yasall (55153 72016 iy )50 C8 g s Sila 8
' | | Gl

In MS PowerPoint 2016: The —————- group contains the commands to insert predefined shapes and arrange them, apply
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In MS PowerPoint 2016: The - group contains the commands to insert predefined shapes and arrange them, apply
styles to objects, fill shape, and enhance the appearance of objects
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