3 @» w'»ja.(:SR):‘ﬂ'f

_,-;'ILJ"I__‘:,J _,JI-:-.:," 'd:_"_,.'\'u.L-' L!'E'T'J.l\l.:.i:l_'sfu,'ﬂr'n:uf.::

ol i 5 g3 phalip b Suigles
glad o Semtls g jlie i b

1o (9031
(GAels oS~ ST)
Olovs

VYAV AT eV Feeed o lasbinl oS

ity 5 § GG 5 sl 5 b1y o coui




b9 o oS I (510 ke 3 (5308 3 (o) BB ol 31 A gana 4
IC wsl s -l
S5l -
B ol |
PELE SR
¢ Commn gliro 4 IT-Y
Sl 5 Sledlol g5l Ll
S s - ol
PSS sy -z
Sl albls -

g o0 @b ..., a>lg 4 CPU-¥
S5 Ssley -l
Jrss-o
Slateg 4emslne —
alasl> -
09 (o0 ool dilaie 9 (5L ) Slidas cawlio ualy CPU slo sy I Sy plus-4
Cu -
Alu-.
Register -
Cache -»
39y o0 o 3l By bz &8 L 2 b aidlo 51 S plas (glgine-®
ROM -wi
RAM
EPROM ¢
PROM -»
Sgus (o0 Sl runnnnn. Jolds culy oS pa-1

ol Y- FA —
cobiVees -0
ol VeV VoYY
b VoYY )
(S o0 Jos (29,5 Olore 4 15 Slo slws (6w 31 S plus-V
05 amio igles amio - Syl -l
- okl amio - Sl
P alS amiom ulel axio -z
PR ERWAFES PR
¢ Wi o, dmio 4 andl Gb 1 b giile Jow plas=A
LCD-LJi
CRT - @
LED -,
Lawdly -

ity 5 § GG 5 sl 5 b1y o coui




Ol yie ) Gl I SQ plaS ly oS-t
g sl S Sl -l
oladl e b S oy -
s sl S ol -z Il
Sl sl Sl -0
199 50 ) & i guolS &y ygliad JUl g 5 b oliws 51 SO plus’™-)
sl -l
AN -
SlS azio -2
oogle =
ol g0 y2) 4235 plaS I580 p 5 g pai- )
ed BB lyz -l
3o e Slabad o
o Joddlygiws 5 b oolo _C-
> alsdl> -0
£3,10 004 3 515 (5] Adalig Aol oIS gl 530 B (55 41 ot 1B 5o s By sl ¥
ol s !
v <l
o)l sl ey -z
S5 sla,l33l -
COguls (o0 Ly g 08 yhuwS a0 (ylgis 41 41381 o 45 oIS [ICDL 4liin glo & ylgo jo-) Y
MS_WORD -4l
MS-Access -
MS_EXCEL - i
Outlook express -»
€019 b az i guenls’ (godtammman 51381 03 (5 oteom &
Presentation -l
Utility -
Operating system -z |jij
Compiler -»
bl (o0 0,05 ST 15 b Jole pitman 31 Spolus= @
Dos -/l
Windows -
Linux -
Unix -s
09 (o0 guuio Al plaS 52 i g N
Y
o35 -l
SRS T

=

R ESER

ity 5 § GG 5 sl 5 b1y o coui




(S (o0 Jrd Sy 9 SIUT @ 1 Jlimd (sl 45 (o= Y
il all
e <l
Fole pncem 7
ool o
fgs o0 42 (o i | Wlous ousds Ayl g e il as-V A
ISDN-al
PSTN -
ISP -
ADSL -s
faiol (o0 4z LMol |y 4K 4o oolisw! 3590 Goue g (g yol-1 9
P -l
TCP -
DNS -
PASSWORD -s
(G s Sl ). s 95 (50 s [y sl s Jo6 Jlao )l g e iyl 51 o6 bl ¥ o
Receiving , Sending -4l
Download , Upload -o
Upload, Download -~
Sending , Receiving -
§ Comnr S5909195- T
aSs o Sledlbl Yol 4il8 -l
by all, (Sopd sull-oll
e I N
S glizl -0
¢ ol gogtin ax a3 g Sl )y lni= Y ¥
Sl 8 5 Sl cogs -l
iyl Gk 5l )l sl el -l
s (65 5 4 5 (sl ol -
Syl By 3l (Sb sla, S sl -
€095 (o0 )X (09395, 0590 30 435 plas-T¥
OB Lo (olidg, -l
by Sl eslazl by, -
ol Jaiojl eolatnl -
H8 o jo Ll cdls Laa> -S|

¢ oz E-Matil pggie-Y ¢
g S ey -l M

S Sl oyl -0

Sy alls -z

Sy SN SSL -

ity 5 § GG 5 sl 5 b1y o coui




199 (50 )50 (Sig Sl g0 5590 0 4y 35 plus-¥ 0
E-Learning -l
E-Government - [Jj
E-commerce -z
E-Mail -»
098 (50 42 W8S (g pw 505 Sl FiguolS a4y 4ol S0 50 45 (g i gupals - Y1
Node -l
Client -
Sever -z H
Work station -»
(094 o0 o0umoli Az < 5yl 30 e p 3 ply paxio (g yo1- TV
URL -l
https -o
ETP -~
Telnet -»
§ oz (635 ool poammnn 43 9309 Sl oo 31 (6 S oder (12 0y oo it YA
sSlall LB sl (g xSl sl 4ol gy o — 2]
oyl 4 Jlail -z
ol sl adasl> sl oolail -
T3 gl (o0 ol s Wiz &1 LB 3 2595 S0 51 b aSui- T8
Wan ,Lan ,Man -l
LAN ; Wan , Star -
Bus , Star yRing -~
Ring 4 LAN 4 Star -»
f sl camslio oo sl sl 1581 o5 Elgil 51 S plas=-T
(s — A
Skl SSL -0
ool oli,l.» d
lsls s o3ls oI}
a9 S g0 ooliil (T3 sl 9 (HslejT b 4y puadion Cike (5l oS S o 45 (551581 o 5 4T
fogu o0 ooliw! bl s Juw
Free Ware -
Demo -
Share ware -~ i}
Open Source -»
(i 51y 5l )330 0 i 3l 09 5 plas=TY
=5 3> s byl -l Il
snles slayl38l o 5 -
b e slaylidl ey -z

ity 5 § GG 5 sl 5 b1y o coui




Demo sla,l;8l 65 -0
o o 4z 39 o (lles b S axbs (il )5 &5 (Kb g 7T
aa sy ol il |
BTSSR
ol s
Olgre Jlgi =0
00,19 pb az b (oo Glaled ST (59 Comly S5 b a5 (o goo-T ¢
rils sy - I
PEBIE
Jbs 5 -z
NILRTTSORE
§5,5 ooliiwl oiigy 4z 3l b b ddgy wlasie susliv gl -0
Open au;5 Ol g asg ST (g, ol SLUS - o]
Properties au;5 okl g asg ol 6y, cul, SIS -0 [l
Aaioyge adgy oS0l (59, SS Blo -z
A 3550 by ST (50,8 S ye -
Sl il 59T S HUS jo Wb caodle yaud yall-T
ol ooy sile ~ I
ol Sl -0
ol 0os oty ¢
Ol oty pad Sz -0
¢ Commz AliG il pinled (+) codle 50 Sl e jo aligy 5ol el HLS yo STV
B csls -l
aby pj b -l
iy oo JB -z
adgy o9yl -0
00,10 9929 0 2y by ySTas & el 13 0)lge I G plas yo-T'A
pliy b5 -l
Slada o8 -0
o y5lxe O -z
B R |
93,5 ooliiwl (yloyd plas 5l sl onds i b L g adg 2b3L oIt
Select All -
Copy 4 Paste -o
Refresh -~
Restore s}
ooliil (30,5 SlS olpod 41 13 (S Wl 51y plaS 3wl oSl b ST Ry yF il (sl -t
fo,5
Shift -l
Alt -

ity 5 § GG 5 sl 5 b1y o coui




Ctrl -- [l
Alt + Shift -s
00,5 oolistu! (55lez0 4z 51 Wb .gif slo b g Iyt )
gifs -l

STV |

€00 2929 adabiy Hlgi (10,5 L 4 b Gl 515 (6l 4y 35 51 S plas’ bl G- Y
Lock the taskbar - [l
Keep the taskbar on top of the other windows -
Auto-hide the taskbar -z
Show Quick Launch -
0 g8 o0 4z by lgf Cowly Ca anliar £ Y
Toolbar -l
Quick Launch bar -
Notification area -z i
Control box -s
(s plasidy o Jo6 Wiga-t £
bkf -l
bak -
zip -z
rar -s
T gutro 4y 35 IS (o o Sy s ygu0 &y B 022y (slgizmo (o lod (gl £ 0
Details -l
List--
Content -~
Tiles -o
fuw] gummo 4y 35 oIS j9uiyg by sl (plwlid s LB (glgimmo ilod -t
Sled SST bls Ll g9, pm Al
Seled QLI OpeNas, ;5 5 00,8 SIS ol L (g5, - o
Sles GBSl ], 0peN a5 5 05,5 S LB 9,2 -2
dwles ol |, open With as 35 4 00,5 SIS ol bbb g9, -0 I}
§,10 392 g lguizxo (40 58 Jilid Lol co yomiy i Lod 092 31 Cdl> plusyo-EV
Tiles -l
Content -
List -z
Details -s |l
Fo9 g0 ooliiul 313 aiy 38 oIS 31 g9 (bl 1 35 sae gl ST (90,5 <y glpmEA
Size -l

Name -

ity 5 § GG 5 sl 5 b1y o coui




Date Modified -z
Item Type ->|}
Delete 4a5s of yab alS oIS 31155055 1,5 <l 5l o 55 45 (559 & b S pils B> sl 9
Togu (o0 oolisw!
Shift -l
Alt -0
Ctrl -
Tab -
0 LT gl 435 4z B (T (59 ol S 51 gy 1 gy 9 1 U Slooguas caalino (gl
Y
- Shortcut.a!
Properties - I}
Refresh -~
Attributes -»
Sl jlro yul algy pU gl 1) soluwl I S plas-)
Con-u/l
Directory -
Listname -
Asp -»
ol o 3 oyl 39 -0 Y
03 g5 5 Sl UK~
oSal US55 Bl wises - Il
o5l S5 5 B o2
B ol 5 0,58 Joma o
TS o0 42130 4y 35 oS &y Loy 9 18 JUiil gl oY
Open-Jl
Organize - ||}
Print -~
Burn -»
b8 BB B! oyl (oo o sgwsly 5 07053 (o1 pli lod s 1 B Sy Sl pndd g8 (g0 o gl
(e & ol 31) §3,5 0,055 (6,505 pU L
Save as-Save - [}
Save-Save as -
Save-Save -z
Save as- Save as -s
S (o0 ooliiwl 25 4 35 plaS 5HEXE Wigay b b 118 aulS’ gomitmsr (6100
- 7.txteall
Mxt.? -
Xt -z

#tXt -o

ity 5 § GG 5 sl 5 b1y o coui




Sl o @ 35 pIaS 00508 16 (30 53 510
105 052 g 00,8 BB 0,5 5L ISl -l
Swles ol [,Send 104 ;5 ¢ e0ged sl y SIS 1 (69,0 o
Swles ol 1y Extract Allas 5 5 0050 ey SIS 1 59,0 -z [
Ales ol |, Propertiesas ;5 ¢ ssges col, S o1 9, 50 -0
18 AL s B 1y S oz ylg 50 e b 03 pid 51381 o 3 Langi-OV
JARIE|
0 -l
AR
AL
f iy AL o9 liled o8 S5y b (a9 b SuT azilin-oA
9 pge Had ol 2 -l
i (D (owg 9 m
RESTEC USRI |
e 5 (0929 979 IS O
Cogis o0 o3lisiul &g ¥ plaS 51 S wlowliss gl yNotepad 1380 o 5 -0
Print preview -l
Send -
Print -z
Page setup -S|
S o0 ol 8 1) Wi (5l amio Gl (LIPTINE (ol o gl oI5 (glo @y 35 51 S plas-T
Collate -cal
Selection -
Current page -z i
All -5
oS (g0 PR Ny s 435 (258 Gl Sz Olgie 4 Sy et 1)
Add Prnter -l
Set as Local Printer -
- Set as default printerz i
Set as device -o
TS (o0 Jok g8 o S @l Jok Suzmo (g 505 o 3l 51y 9 ABg5 (sl Y
=5 o ol | Preference Printing 4., ;5 Properties g4l -l
oS o0 Sl 1y Pause a5 Document gl -
oS Sl 50 Ol aalsl gl 1 Pause a5y ades sl |, Resume a5 Document g4 51—
S oo 5 Sl adlsl 6l | Resume a5 5 sy ol | Pause < ;5 Document (soie3l ~o
(09 (o0 ol dz g dzxiuo p )0 3,8 & parmio (o yo1-1F
URL -l
Https -&
Etp -z
Telent -»

ity 5 § GG 5 sl 5 b1y o coui




GBS Coliw pb ol 31 am Condls (WWW.ulos ob. (COMIB b b Colw a3 (o yimwd (527 ¢

+Ctrl -l
Ctrl+Shift -
Ctrl+Esc -z
Ctrl+Enter -l
Sl Gl ] ygueS aitke ) Sl aold 51 Sy plas=10
TR -l
R-_H
UK -~
UsS -»
Sz ISP-11
ORCTH JCHPRESPU K PPIPNIER JRy(| |
g8 1) o9 59 0
D oSISP 1) e ) jo S1psl slo p,8 -2
iagS Al b2 bl sl Jlasl 4 -
998 s |y ol 09 S (S ambo-Y
Firste pag -l
Home page - |}
Web page -z
Current page -»
FSLE plas 31l lod Lido)ogus goiumer < yiul )0 S (ylad 4 goiumr 9590 @ jles 4yl (gl p- 1A
Togu (o0 ooliswl
{} -
[1-o
O-z
LN
50 JUEDI ...e. 43 00y O] (o CEITHC BudS™ (30 8 g g (5 Ao S (i3] homand loil 1 =1 4
b
word ;s 5 o3lg —call
S g axio o
(clipboard;gas g cdge s alsl> —z I}
RAM absl> -o
IRCTPR P PRCHJCTH [ PR PSNTN JO PR

Load -l

Upload -o

Move -z
Download -+ |l

Sl (o0 gt (owy Bgeiue ()] S gld 4y 35 51 S plas-V)

ity 5 § GG 5 sl 5 b1y o coui




bayat@irantvto.ir - Il
Yahoo.com@info -
www.yahoo.com -
yahoo@com.alireza -»
§ ] Sy alos> plus-V Y
Q5L (0 0,8 4 parie Josl 0l (5l 3 gmm —cill
el 08 4 pamie E-mail Jees! u.;)o—l S5 —gg.
a5l oo 0,5 aes slo sl (510955 Joee INDOX aingy —z
A5 o0 69955 sl asl (5,1 Joxe Spamaiy,- o
T ygheion (0l 42 4 (S Gotiuo 0 wiwlgS b b pliny-V ¥
Noise-l
Spam - i}
Virus -z
Joesl =0
el Jolis sS€Nt ddg-V £
Consl 005 2,0 gl 4sl -
el 00z JuoSS LT Jlo )l 0l 3 59im a8 Col plo anl cand- o
el 00y B3 gl asl e -
Cowl 0ol Jloyl sl aal cond —s I}
Tl (g0 oo Bl 30 (ol play 0 S 1 50 abgy plas-Ve
Inbox -/l
Draft -
Outbox -z
Sent item -
05 o5 (50,8 albgy pIAT )0 (g5 oy 5L ol-V
Inbox -l
Outbox -
Sent Item -~
Draft -}
iy 00uligy S S bl 31 Aol S Culigigy aSGT (gl -V Y
oS 50 9,lg CC Ceod o0 QT u..»)oi—qdl
o5 e 0)ls Bee cwnd ol o1 eyl -G
oS o0 3,1y TO o o |, o u‘ﬁ"‘C
oS 0 0,lg From cas o1, RIONES
Samnn 95 o0 |y > 42 4ol Subject cooud jo-VA
0dd S uu).ﬂ ~all
i 08y ayol -0
b gg290 —z Il
Aol e -0
g4 o0 oolaiwl AaSs oIS 31 ous diiigs dol Jluwyl gl -V 2

ity 5 § GG 5 sl 5 b1y o coui




Send -l
Draft -
Mail -~
Reply -s
€9 (o0 03liiusl 4y 3F PS5 (Ko ST A0l 4y BB 5 (305 (Camg) Aot 51y
Reply -
Attach File -}
Forward -z
Priority -»
To9i (o0 ooliuwl y13 ady 35 IS 5l dal G (i 3 plad &y gy Jlwyl (gl
Reply -l
Forward -
Reply all -z |l
Creat mail -»
00,5 loiil 1) g 35 plas Wb aal Bl (5l -/
Clear -
Delete - i}
Delete Letter -z
Clear Letter -
S 1o 18 Adigy pluas 4 oud Bis sl aol-AY
Drafts -l
Sent Items -
Deleted Items -z i}
Inbox -s
§ sl 30T azuliS 4y gy yo 4y 35 plas-A ¢
Address book - |l
Address -
Find -z
Book -s
§ 3guh 0 odliiw! aiy 3F plus 51 S0 il 43 suls bl yo 4ol S Jlwyl glp-A°
send -l
forward - i
Reply all -z
reply -s
3,15 65,5 a> Favorites-A"
Ble 3,50 o Culo o (5L Jb -l
Colo o gl &y &5 > -0
lo 4ol gl —¢
Colw cvmlive -0

Sl IS (o (30905 bawg 1 o ulS-AY

ity 5 § GG 5 sl 5 b1y o coui




Ctrl +R -
Cul+E -
Ctrl +L -z
Ctrl +J s
¢ oS (g0 00liiiuwl aiy 35 az 51 (Bl & jg0 4 SE g i (gl
Portrait 4., ;5 Orientation +5,5 Page layout 5, ,u ~ill
Landscape 435 Orientation o5,5 Insert <, -0
Portrait ., ;5 Margins o4,5 Insert 5, -z
Landscape 4. ;5 Orientation o4 ,5 Page layout 5, ,» - I}
Cogs o0 0oLl (6] &y 35 4 31 AL g 3l i gl A
Size a5 Insert 5, 0 -l
Page Scape 4,5 Page layout &, ,.-o
Size 435 View S,z
Size 4., ;5 Page Setup «4,5 Page Layout 5,0 -0 [}
g o0 oolisiun! (Lo yd plaS 51 ;K5 ol i s Ky 0 d (gl -4 ¢
save in -l
save as -o [}
save -z
look in -»
855 ool s 5 S 31 gl alozr S ol (g )
- ctrl +click /| |l
ctrl +Alt -o
ctrl +thome -z
View -o
oS (o0 o0liiuwl 4y 35 pIaS 31 i banzmo 50 (G pgual 1B S (33,5 019 (613
insert \ picture - [l
home \ picture -
view \ picture -
insert \ chart -»
S (0 0 liias] iy 35 IS 1 A w4y Jgukr A Sy ol 514 ¥
Merge Cells -l
Split Table -
Split Cells -z |
Align top left -»
S (o0 o0l aiy 35 plaS 510,58 9 z9) Wi (Gamivoly g i pw ;3 gl sl gl -4 ¢
Different First Page-
Different Odd & Even Pages - [l
Even page -z
Insert header and footer -

0905 Jos Wl @50 4z 4 axiio ol 50 gl ®

ity 5 § GG 5 sl 5 b1y o coui




Insert>Header & Footer >Page Number - Il
Home>Page Number -
View>Page Number -z
Page Layout>Macros>Page Number -»
$o9ub oo 0oliskusl iy 35 oIS 31 (K58 39,8 (5o el (514 ¥
Indent - |l
spacing -
alignment -
hyphenate -»
Y IR 7-C W] B Slobwwl yo File v Sl ol -3V
Replace - [l
Find -
select -z
search -o
€99, (o0 5% s ploil Jos (31 55T 93 (5152 990 plas= A
ctrl +y -l
ctrl + x -
crl+z--
ctrl + v -o
005 (o0 s 1 (580 a2 (rlod 5y -4 8
S e 08 gles S5 LT s -l
S5 o ol s S by s o
3 Sl (SKfr Rt 4 w2 -z Il
WS oo )8 cuws 1y e o8 L -0
TS (o0 o0l b 4y 35 oIS 5l s Lo )0 (5 el BB <SG (0,5 0,9 (sl
Insert \ chart -l
View \ picture -o
Picture \ home -z
Insert \ picture - JJij
0310 51,8 Al plas 5o amiuo (guds ambl> 4 bgypo b 4y 8- )
Insert -l
page layout - i
View -z
home -»
sl o> D 5 Slriuo oylad g9 il (5l aiy 35 plos-V + Y
Alignment -l
Position -
Start at -~ i
Continue -s

$gu (o0 odlaiw! 8 yluiline! wudS daxino jo (oS 5 IS pluS 1 Alold s ol IV * T

ity 5 § GG 5 sl 5 b1y o coui




spacebar + shift - x| [l
enter + ctrl -
spacebar + alt -
shift + enter -»
(09 (o0 oolisiw! plas s Word ) (oo & Jouor S Jod sy )+ ¢
Table to Text«Table -l
Convert to Text «Table - |l
Text to Table«<—Table -~
Table to Text«—Convert -»
Sudyls 8 insert aibj jlog)S olas yo palas-V+ @
pages -l
text -o
header & footer -z
illustrations - i
15,5 (g0 il 1l (p 8 ey Wgamy (39 & an B oIS s 0053 0 yo- ) + T
dot-_all
html -
docx -z |l
txt -o
bodae G L Oy JUS 50 5 J1ad LS 1w 9 515 e Sl 51 Led ()00 (ol oalS oS (g0 58 - oV
€565 o0 51,8 B> S
Fio - |}
F¢ -
F1 -
FA -9
fog (o0 ool (ool az oS 5 51 (S 0 9 (o)1 1 (oSSl (5 i g1V 0 A
Ctrl+ALt -1
Alt+Shift - g
Ctrl+Enter -
Home -»
g o0d 003 Sedl,F IS g dwiile wow (glod plas =Y+ 8
Draft - |
Web layout -o
Print layout -z
Full Screen -»
@ 35 IS 51 S Sl uileo wdS <S5 Symbol o yziy 4o oo wlsiil SIS 6l publass ;5 ) o
TS (o0 oolasiwl
Shortcut key - [l
Autocorrect -
Insert -z

ity 5 § GG 5 sl 5 b1y o coui




Symbol -»
el S35 Y 4 ouh aidgh B9y yundi (g 4y 35 plas- V)
Lowercase -
Toggle Case -
Uppercase -z i
Sentence Case -
] byl plaS (65135 Cuodle o Sl | -V Y
Bullets -/ |
Nambering -
Table -z
Symbol -»
Cogds (g0 03liiusl Aol B8 31 cytn (53,95 it ok 3 313 Bai b 1,5,y Sy bglas oS gl Y
Enter -l
SHift+Enter - i
Ctrl+Enter -
ask Space -»
Sgus o0 oLl e, 3l o0 aidgh cyio ol Uy gt (gl -V V E
Font Color -/ [|l}
Fill Color -
Font -~
Highlight -»
€09 (o0 ooliinl (gl 4y 35 4z 5l Johw Sy Wlgizmo Sdo -V V0
Delete «;5Home 5 5 0 -l
Clear Contents 4., ;5 Home 5, .o - |}
Clear « ;5 Data 5, 0 -2
Clear Format 4. ;5 Clear o4, Home 5, -5
€ oS (50 o0lisiuwl (51 4 35 4z 51 Jouw S5 4y Wil gi (0,5 4Bl (gl ) V1
Home 5, ,.. ;| Edit a5 -l
Reviwe 5, .. jinew Comment «35 - [}
View 5, ,.. Insert Comment s, ;5 -~
Insert 5, ,.. ;s Comment 4535 -o
€ o9 (oo ooliiul (gl aiy 35 4z jlodrg SSLI S gy sl ) VY
Style 435 View S o -l
Chart a0 ;5 Insert $  w -0
Symbol a;, 5 Insert S, o —z i
Object a5 Insert 5, s -0
¢ oS (g0 00wl (5l iy 35 4z 31 9 Sle G L (gl -V VA
macro a5 Insert 5, w0 -l
View Macro au 5 View S o -0
Record Macro .35 Macro o35 View S5, o -z |l

ity 5 § GG 5 sl 5 b1y o coui




Record Macro 4. ;5 Macro 4,5 Insert 5, -0
g 0 158 3Ll 396 o GBS TR0 3oy &5 pa g1yl (gl p Y Y G
ctrl +z -l
ctrl+y - |
ctrl +v -
ctrl +x -o
I, excel templateas ;5 ....... Cand jo cuwl S template oG ylgie @ 51 SO 40,5 0053 gl -V Ve
S ol
save in -l
save as type-- i
save as name -
file name -»
...... (Ll Gg yo bl y2) Connndd 33 S92 90 leMbl 13,5 < po gl 1
data \ sort -/ [l
data \ filter -
insert \ sort -z
home \ find -»
Sz Al Al S £ g i 50 (Golumo oM~V VY
Uy s 5,2 -
P G 90 -
filtering wlles £4,% -z
FB S le oS 9,8 -0
S dwlxo Jolw wizz jo 15 ¥ 51,08 ) 3 oluel dlawi Wilgh o0 33 @iled I Solas- Y'Y
if -l
count -
count if -z i
sum if -»
§ sl ez g0y pIaS JousST Jolungd Ol gizmo gazr (4091 coway (gl T
-AV+Be - R
AV+be =X -0
=AV+e
AV+bo=x -
3,15 b 4 (6,5 axio yo b &l 51 S5 -V Y8
sheet -l
cell -
Work book -z
file -»
ol oIS B Jgo,8 (yiles )0 Cugll on YL YT
Olgs —all

Hr <

ity 5 § GG 5 sl 5 b1y o coui




re T
(oS =0
g (oo oolisiuw! (5l aly 38 az 31 JunST 50 o Sy Sds (gl VY
Delete sheet Rows ax,;5Home &0~ Il
Clear Rows 435 Home S, 0 -0
Delete columns <., ;5 Data 5, . -2
Clear Format 4. ;5 Clear o4, Home 5, -0
D55 o0 5 00liiwl 3 )96 oo AT UNAO (o yd @y g1y2] gy ) YA
ctrl +y -l
ctrl +z - |
ctrl +v -z
ctrl +x -o
S Sl e, 4y 35 save as type caud )0 cawl (ST JuST jo oINS (0 )5 oS gl V Y
save 1n-.al
excel template - i
xml data -z
file name -
$gu (0 00l &y 35 oIS 31 Comad 50 39250 WMl 40,5 wld gl -V
data \ sort-_a!
data \ filter - i
insert \ sort -z
home \ find -
] Joo 38 Al Al SO glasl o Cuodle plus- T
- -

Fbly (god 00 yiunS amivo 5l 4ol yy sl 153 51 515 0 lg0 51 Spalas=) ¥
S P58 Jis 2 sy S oy -l

SEL eSS b -0

&l sla ools g ledbl cy o -

CS b S hy8 Oliee sy =0

g g8 o0 s ST T )5 U510 Joaz 3l s g ar Y FY

Cell -

table -
Trow _C.

Column -»

Ty Wb Jg0,yd ax LS| Jolwgs Ob oo oy C)")ST Sy (5l Y

=0bxA V -

A\ *bo = X -o

ity 5 § GG 5 sl 5 b1y o coui




-AV*B® - [l
AY*bo=x -
o yLad oo 1y Delete auls (03,5 Sl ... g3 3905 i gl VO
Soged ylgie Al
JNoges jeme —
s IS -z 1l
Sloged glosal, -0
€050 2929 <yl Wiz g addaylS S5 YUY ST 50 (5 oy 55 4 ) 7Y
Y-l
V-o
Y-z
Y |
NCCI SV Jy P I JUNT S Pye SRR
Rename -l
Delete - |
Tabcolor -
Insert -
Sy JuuST b B (55 iy o) TN
Document - !
Book -- i
Workbook -~
Database -
£3,15 593,55 4> Number ! s,9lxo ,o5 ,o Decimal places ay ;5-Y ¥4
e slasl isles —all
U aw Oy asslacl pB )] o S o> -0
el o8 sloss 2 |
BAE £gi (yuurd -0
£3,18 493,55 4z L ylages yo Chart type-) ¢
SNoges plgie (e~
Soges slosaly (s -0
Laal boghs ioloi
s g5 s —> M
Soigus o0 0y I 4z L Access glo Jols-) €
DOCX -l
BMP -
accdb -z
PPTX -s

039 o0 ooliiwl 1331 o 35 plaS 3 £ gdg0 S 5y90 33 WleMbl puilojle 9 5)9l o cpa-VEY

Sl sst- [l

oy esly -0

ity 5 § GG 5 sl 5 b1y o coui




soled 4l -
Joa -0
RECEPN S — 395y Wiz b Gl gl acgozxo 4V EY
oL -l
Js= -~
B hra
Sl i -
Cogdh (o 4TS 4z 0315 oyl o Ml e 32 (30 iz o8- Y £ ¢
Jyazr -l
295,
Sl b -
s -l
Cogus o0 o3liimwl Y ob s o Iy yj 00l ggi plas-) €0
Text -l
Number -
long text -~ i
Currency -s
CalysF g0 4z olols oSyl 10 Jglacr (o ol ) ) €7
Relationship -l Il
Entity -o
Integrity Rules -z
Database -»
Sl cawbin (g Ll slaoue cyz 95 plas gous b o0ld iy y2i oK a-) £V
- Byte!
Integer -o
Long integer -
decimal -» |l
el olidl Jghazr o ) alal) g3 plas-) €4
N e
Nz 4 S akl, -
S a oz aal, - [l
Wz 4 sy akal, -0
10 35 (o0 JI A BYte £9i 5l (goue alid j0 (o 4z yislas-) £8
PO -l
VeYE —o
voo -zl
APRENER
fubl goi access Jledbl GG gl 3l aig 35 plas-1 0
form -l
table -

ity 5 § GG 5 sl 5 b1y o coui




report -
database - |}
Tl (o0 (P 9 iy o 0SS sl B 0900 3§ Slaoguas 51 S plas-1 @)
default value - Il
caption -
new value -
input mask -»
S0 (g0 00laiwl v 49 35 s S gy 31 J9u> 90 (e bLI I Sl | 1=V O Y
relation shipsas, ;5 data base tools &, . -l Il
form as, ;5 create 5,0 -0
relation ships 45,35 homes ,, -
create 4y ;5 table 0 -0
Required -
Validation Text -
Filed Size -z |
Format -»
P s ol pia Byb 51 alid S5 (49,5 by (JIB b o5 @S @il (5590 1) Jguz ey ,51-1 0%
¢ oS o0 oolaiw! dasiin plus 3l ol
format -l
required -
caption -z
name -s
fusS oo asiinn |y WleMbl 3959 cxo (153l ) Camols plus-1 00
Field Size -l
Caption -o
Validation Rule -~
Required -»
TS (o0 QLS 1) (5 o 42 (S alod Sl (gl - O
Design — tools — primary key - ||}
Design—builder -o
Design—show/hide—index -z
Design— key -»
€09 (g0 03lstw! Sy s ol 5 (FLMbI STl 5o (5,135 9 58 b 9 Jgur Slowl gl OV
Home -l
Create - i
External Data -z
Data base Tools -»
€055 amd 92 9 o S Qe (o0 4035 plos 3l ool LY A
Table -l

ity 5 § GG 5 sl 5 b1y o coui




report -
macro -z
query ->[ll
atis G 30 09, )5 4>=1F10 and <=VYIY ol Woi LU ald sl query S o 5 08
o9 (o0 oLl 250,90 plas
Gl a5 VYEV 51 LT g b a8 ool oMbl Las -l
Casl WY B AYS+ 5l Lsl Wgs a5 ool il oSl - [l
Cosl iy VB ) Ll Wg g, oS gol 3l oDl Lais
OFFY B ATFe odcanl i VY8 5l g a8 VYRV 51 Ll Wlgi 2o, a8 (o0l 31 ledlbol -
(g o0 oolisiwl 92 9 (wyy SO 5 Coomnd plaS 51 Hlene SO Z0 sl N
- Show !
field -
Or -z
Criteria & Or -5 i
Togi (g0 ool (yloyd plas 51 Jguzr <O 5o (Pl Clasin b 69,85 ) Gz glp- ) V)
form -l
Filter -< |
Find -z
Search -»
g (o0 oolisuwl &g 35 plaS 51 yild Jlosl cagr-) VY
- Delete Filterca!
Apply Filter - i
Auto Filter -z
Toggle Filter -»
S (o0 ool Caadle plaS 51 i CowlyS 0 )l 2Bga 1y (69959 b b a2 9 (x5 4yl gl Y 1Y

[1 -l
) -<
(19 13 _C

S b gladle a5 -0
eé’&ib)élﬁ‘)#d‘,}@“h ......... )‘Mé‘)‘&u&l—'é ........ MM&AS,Q')Q,@)&-\Wi
Yes-Required -

No-Required - i}
Yes-Default Value -z
No-Default Value -»
Cog plonil Jgur sloaked S (59 2 92w 45 355 (et (slg (g0 9 0250 Coound plus’ -1 10
Match -l
find What -
Look in -z

Search - |l
fuil o0 Sort Descending slswo 4 4y 35 plas-1 11

ity 5 § GG 5 sl 5 b1y o coui




S92 5l o o~
955 gy 4 sl e - Ml
o5 Ll g5l S e
Sl S0 g -0
5l amiio cralsl shal 58 BB 1y Cald s S madlys g 039 dviuo Sy 31 et bo (55155 azulin=) VY
Colo 51,8 sy plas 3o (sl (g0 1) @5l o umioms G155
Page Header/Footer -l
Detail -
Group Header/Footer -
Report Header / footer - [}
o0 0ol 4z WBS oo LS 1) Lol Sl 31 o gl yoiun] leMbl aidly bl & ygo a1 45 godaw) 1A
§Ogu
Query - Il
Table -
Report -z
Form -»
it B 1y 155 uslyd go Wi g0 0313 iuled 135 55 1o o0l 45 b ylojon « Lad plas yo-1 14
oS
Print Preview -l
Design View -
Layout View -z i}
Report View -s
€09 (o0 o3liiuwl 4y 35 plaS (50135 g0y 09,5 -V
Add -l
Field-<
Sort -z
Group & Sort-»
S oS o0 liciuw] PLNt 15 iy plaS 31 o8 K3 O U ¥ amiio Gl (gl YY)
- All
Pages -
Selection Record -z
Number of Copies -s
€0 ,5 kil gl 1 435 IS wibly Abs 4alol oyl (3l b g0 (512 45! (gly=) VY
Automatically -l
clicked -
play Across slides -z |l
play sound -»
g4 o0 Lol wudwl plus” 51 i Lod 4ol 9 51> 1 From current slide 4 35 31 oolaiw! L=V VY
Js! adlsl -l
Slee Wl -

ity 5 § GG 5 sl 5 b1y o coui




Aol -z
R EORMIESY |
$39u (0 0305 e, Wgaw b 450y o8 e, < Powerpoint o gudgs 18 y0 a-VVE
Doc-document - !
Pptx-presentation - JJij
pxt-slide -
xls-spreadsheet -s
o9 (o0 Sl oz (gDl c Dol (i glis (59, 5 wlS oS (40, LOUItline (glos jo-Y V'@
Space Bar -l
Ctrl+Enter -
Enter -- i
Fe -
3,15 5 39,18 cypiinoilolxs | sl Powerpoint 3381 o 5,5 g0 plas-Y V1
Animations - |l
Slide Show -
Design -z
Review -o
o9 (o0 oolisiwl (g 4z 3l oo 250 sl VY
Format -l
Text Box -« [}
Wl 6 By -z
SRR
g5 (g s Byl (glgizma (5335 15 o925 am) VA
Slide Design -l
Slide Layout - i
Slide Sorter -z
Color Schemes -s
€ 09 (o0 ooliius|_aiy 35 oIS jlagdasl s 95 (50 55 (giloy cgex= N V'
Advanced Slide -/ [l
Preview -
Transition to this Slide -
Animation -»
00,10 0 31,15 aiy 35 plaS ylog0d (595 1 b 001> plie (19380 (sl Y A
Data Label - [l
ChartTitle -
ChartType -z
ChartLayout -s
Sl agSasl 33 s sy J1oga5 E 93 yud (51 4y 35 plas-) A
Chart Layout -
Data Label -

ity 5 § GG 5 sl 5 b1y o coui




ChartTitle -
Chart Type -5 |}
sl 1S oy Lod Jo8 ol (sl gy oy g oot yims yum VA
Office 4o 5l New an ;5 Gl -l
CtrltN slaads 53,25 -0 i
Ctrl+M lao s oo 28—«
Office 4w ;Recent Document a5 ol -o
195 (50w [y Sy @ yg00 41 oMbl S sunlive (gl o1 bod Sz CaslE-VAY
Zoom in -l
Zoom out -
Font Size -
Fit s |
Ty o5 (o0 4z w9dlasl )3 .oe 9 ldgadc p guaiccyin (38 )5 )8 ogons ar VA
Slide layout -/
Slide Design -
Themes -
Templates -
Sogis oo oolitiuwl aiy 35 p1aS 5MDESIZN 5 1 puw 31 LSl g1y olgas diro b § 5y wloisl gl A O
Themes -l
Background Style - i
Color -z
Effects -
§ausS il [y 4y 35 plas Insert & p pw 31 oo 0 3 s p,1 z 30 - VAT
Picture - |l
Clip Art -o
Shapes -z
Table -»
SiS (o0 410 asliw 1y ouids GGl (yio 4 35 plus™= VAV
Outline - !
Underline -
Engrave -z
Shadow -s |l
S (g0 il iy oS 511 (5T (shail (oKt g5 81,y olagtiis yom) AN
Spacing -l
Indentation - i
Direction -z
Alignment -»
Sogu (g0 ool (o 41 (5350 (5L ol Jlasl (sl aiy 35 plas 511 A4
Shape -l

Text Box -o

ity 5 § GG 5 sl 5 b1y o coui




Font -~
Word Art - i
10 i 1) bkt Juo (ylg g0yl IS bawgi' Jouzr 50 5 =) 40
Eraser -l
Pen Color -
Pen Style -~ |
Table Style -»
Sl plas " leMbl s jo" (yols lid Cus HIog0d o 3 cawlio=) 4 )
Line -l
Column -
Bar -z
Pie -5}
g o0 o3lisiul &g 35 108 51 510905 &t ylaie (399380 gly-) 4 Y
Chart Layout -l
Data Label -
Chart Title -z .
Chart Type -s
S Gl 1y 4y 35 plaSTRSert &y puw 51 agSal 55 Slojlu l590s G Sloms gl -V 4T
Chart -
Organization Chart -o
Smart Art -~ i
Shapes -»
95,5 ol gl & ygu0 a3 1y y gl 31 (gl dcgozo (ylgs (oo INSEIt 5y puw 40 I3l plaS bawgi-) 4 ¢
Picture -l
Photo Album - i
Shapes -»
¢! ‘S}Lw J).‘:u.o oolof ‘SUD 031.'? )‘| oolaw! ‘5|).g M)f p'..\S-\ de
Animate -l
Advanced Slide -
Slide Show -~
Slide Transition -» |
(50 D ) 435 oIS 09 1y2r] b (63 F yin b ol yod o Sy (65lus 5 y2xko adlpsiy LS 3
§ oS’
On click -l
With Previous - I}
After Previous -
Direction -»
$ oS 0 a3l idu plas a1y b T olocil wlels JI55 95 umuaiy| - 4V
Auto Correct - [}

ity 5 § GG 5 sl 5 b1y o coui




Spelling -
Dictionary -z
Language -»
bl (o0 ¥ gupals gy 315 3,0 3 S plas-) A
a2 alnil il sy b 1 Slolons Sldos Wlgs o a5 Conl 30, aslip BB Slas (il G gl -l
‘5‘>5).'> 9 ool ral.‘x.l‘ QT S99y G.ol? UL..LQ:. 9 oo; v&la)é 52,99 u\j...c Le ‘) LS'LQ oslo J.v‘y <° aS Cowl L.S‘ A.L....uﬁ —u-
WS adgi ) 5l 990 sl
S 65k 1) Ol )8 5l (g b )0 wlgs (o0 a5 el lialol LB 5 3 ciadign Sl (gl aliwsy SgmelS -z
s bl YU 285 g ey b 1 sl 61,15 dos el 308 48 S 2SIl ol alSiis -
Tigd (o0 Dgumime Jole mimams SO 323 9)lg0 31 Spolus- 44
Netscape -l
windows ) * - i
PowerPoint -
Photoshop -
Sogu (o0 o0l i yitul as Jlail gl 3590 plas 31T 0 ¢
LAN as -l
lowo Q)ls )
o=z Il
Sl o)ls -
o §3909 23 W 435 5 S0 IS Figunols’ 10 Sy 390 3 ol oolisiu! (gl T )
o 18—l
oo~
@SN b Sy bz
SFadly -
Ty g5 (o0 4 o Pl (Sley 3959 4 ¥+ Y
Sibnm
ools- S
faz Ja copyright,gi-¥ ¥
5 1 e nl ol o3l g )5 3o (oS 5 05 (on gmama T SUe 138l 0 se oaisS s n -l I
2S
g oolaiul ;K0 (slaS 1o Jawgy wuls ol ool b Ll pb 4y a8 iS00 cam calol i -0
Ngd 9,8 5 0y, GBS adgr ojlal yens wls (6,158l Corw Dlehad ey -2
WS Gl S L sslial I s pased ledbl sl B S S -0
(ol il 315 S5 gapalS 31 £ 95 oIS 50 GBI (55l 0053 Cond ) g (0310 5y as s ¥+ &
super Computer - [l
Micro Computers -
Mini Computer -z
Main Frame -»

ity 5 § GG 5 sl 5 b1y o coui




§ a2 9,5 U 52 15 5l I S plas-Y e @
Speaker - [l
Mouse -
Keyboard -z
Scanner -
Sl (60959 « olSuwd Wiz 35 9,lg0 yo- ¥+ 1
S35 ol Sl lar M usle S azio (ules i
-l
Yo m
b-z
Y -0
gl (0d Cgmuzmo )5 0,Ll 0uidS S Jolwg 952 25 b i35 5l Snolas-T 0V
oske —all
(o] dmbio —0
Sk & -z
NN
S Silgs haidd 3 sl alidls 51 Sowolus™-Y + A
Diskette -l
Hard Disk -
ROM - W
RAM )
Sl £95 az 3l o lol S Ao asui-Y e 4
LAN -l
MAN -
Internet -~
wan -s
§ WS o0 518wy plus yo Iyl cp b aoli =YV o
ol abail> -l
QA e~
29l (oS alibl> ¢
T 9> >y
¢ ol bl 51505090 3 Spalus 463l alidl> 5550 jo- Y
S5y s Ooet 3 o] S 5y by adad b a8 el ol aladls -l
sl 3g05al Ly 85 Lol alails b ayliie |5 0,8 b 4yl alidls g -
5,5 0ye3d (SaS b a5l alidl o | Ll b Sledlbl ol 0253 (6l -2
0,5 0,33 (SeS L gl abadl> o 1) LT b leMbol cdge 0,53 sl - [l
SaigsF (g0 42 51380 o5 9 1531 s e 5 4T Y
(IC) asl 5 -l
Sl -0
JECIE |

ity 5 § GG 5 sl 5 b1y o coui




JUCISEE
¢ Gz Jolo pamman Y Y
S50 sl I3l oy olml gl sl (5,158 p 5 -l
&1 gel gl sl sl 6138 5 -
iyl 3l eslinl gl cenl 6 153 oy -
)l enge p ) s e 5 B S il pla o poe &S il gl58 e -0
€ obl (0d CPU slously s 32 315 gleeidhy I Snolus-T 1 €
ALU -l
CU -o
(REGISTER) «Ls -¢
MEMORY SECONDRY - |}
§ 0gus o0 odmol J S o lg CPU (glouinsn jl Solus=Y Y @
Alu -
cu--
REGISTER -z
CACHE -»
Suioly o0 323 9,lg0 31 S plas’ E-Learning - Y11
(5 7S e
S Sl o)l o
SS9l o350 = M
Sesg S gl SOL -0
ol g0 Sy Sl @yloni glizo 43 4y 35 plas=Y VY
E - commerce - i
E-Learning -o
E-Government -z
E-Library -»
§ Comti bgyyo fanpols )15 plSid (hodlw jgol 4t 2 sl &5l 51 S plas-T A
Hoio gl oss aelass 5l ekl -l
BBl 58 992 b 5l Gliebol -0
JLRNENSCRNESS |
590 dladl SG a 0,5 oSS al8 -0
gy alidl sl (i 98- 11 8
- word !
kb -o
Bit-- W
byte -»
09 50 (shxo Cumy s 5l (FogIT JalS Eucly 11590 Solus-¥ ¥ »
Sy xS oliwl gl 4y (g3elS sliwlsl oolaznl -l
0als Byas sl yigh g la A5 Cdl3h g 5325 gl a4 (Sbg,mSUl olewl 5l eola!l - [
Soga> Slulz 5 B -z

ity 5 § GG 5 sl 5 b1y o coui




RS 3ok Gy (8 pas -0

(s 5 gaolS 41 Coands ¢yl 2 3o T 1)

YU cdo b olawlon plxl -l

Vb oy b Sl plosl -
Ly ez i

Oliedsl il -0

Sogu o0 odliiwl AL g9y » wlisyl3F ¢ Wldos i Glo Cys ) oliiws plus -V Y'Y
sy -l

Al -0

s¥sle -z

G980

S Camu Paste ;yloys sileo wds-Y Y'Y

ctrl+c -l

- Ctrl+Po
Ctrl+V _C.

- Ctrl+Xo

3,5 Gloil |y Aligy S ouiSTy b1 i ylguine aigSx-Y Y £

A5 9550 Sl g5, SbST L -l

R pb By gl S pols Jled b -0
cobls 4S5 ool |, CTRL wlS™ 15 5590 leh (55, (10,5 SIS oS = I

cusls a5 ol | SHIFT olds™ a5 5550 bl (59, ;0,5 SIS plKin -

Fo9 (g ooliiul aiy 35 plas 51 Lo g 95 wluwl 020y SeSuT (0903 i po (51T Y0

Name -
Type -

Date-»

Size -»

(09 (o0 o3listul aiy 35 p1aS 5l Lo albgy g lelild pb ki g1~ ¥ Y1

Send To -l

Properties -o
Rename -z i

Delete-s

Sog0i ooliciwl &y 35 oIS 51l JolS ay5 9 5yl y2)l5 sloe iy (ol sy sl YTV
start ssxe jlog off Ll -l i

Shutdown. > ;I Restart bk o

Shutdown o >, ;I Sleep bl -z

windows down Shut o = ;I Restart Gl gstart o 5l log off Gl -

§ Wigwh o0 0010 yLid Coomnd pluS )5 jauing buxo 4o 1yl Jl> 4o s aoli =Y YA
task manager - &I [l

System tray bar-

toolbar -~

ity 5 § GG 5 sl 5 b1y o coui




Star g -0
(g (o0 03litunl &g 35 plaS 3l adigy b o Sy Glooguas yuudd sl -7 74
Properties - Il
Back-o
View -z
Cut -»
o (oo L [y S S d slog o Gioleis 4y 35 plus-Y T
type -l
free -<
backup now -z
capacity -s[i}
$ogud o0 Jos 4> Recycle Bin glgizo 0,5 JB& ol
oS oo ol 1) Restore a 55 file goio 51 g o) 02 5 -l
oSee SIS 1) Recycle Bin Emptyas ;5 asb eais ol (LB a5 5 yge 0 File g 519 o)1 0,20 5l -0
oS oo SIS 1, delete a3 File sgie 3l g ol | 0190 adS 1 0 mis R
oS SIS |, Recycle Bin Empty as 55 asb eois ol (Ll aS 590 0 File oo 519 ol o 5 -0 [
oS o SIS 1y delete a5 File g 5l g bl 1 0,150 adS 0,5 o o b s
00,5 quli Wl 4igfay gomiuz oI5 50 09ub g0 w5 T 4y 9 99 (o0 £970 S b &5 (LB gooimer 5T Y
~S?7T-wl
~T?S-o
~S8*T =
"‘T * S—Q
TR (o0 Lt wldzor bolyon 1) abigy 9 b J1 5 sl 435 5 Solus-Y Y
Large Icon -
Details - |
List-z
Small Icon -»
€05 ,5 (oo DesKtOp (59 LSl s (hso by (e sl b 4y 35 51 ool plas= Y £
Modified -l
show desktop icons - |}
- Auto Arrangez
Align to grid -
ol IS 5l (sl 0 p2y (ot sl il GLools-Y YO
Ctrl+Alt+F¢ -l
Alt+F¢ - i
Ctrl+F¢
Shift+F¢ -s
b Cowl ply P8 s 4l581e » oluxi numMber of recent programs to display ol jo-Y¥1
A -l

v- -l

ity 5 § GG 5 sl 5 b1y o coui




V¢
-
P1aS 51 0l axdlos 3929 LsT dume ol 5L ool &5 gyab & b i alad B> gl s Windows ,o-Y ¥V
S o0 o0l ruuds
Alt + Delete-al
Ctrl+Shift+Delete -
Ctrl+ Delete -z
Shift + Delete - i
S (o0 o LT i b Ol o 9 )l bl 2 1) LT b oS5 T 55k o (g IS ol Y YA
show desktop icons- !
Date modified -< i
Size-z
Type -»
¢ Sgad Sl 1) gy S (slgime JS ol o0 anl plas oo i LYY
Alt+ C -l
Shift + A -
Cul+A - B
Alt+ a-»
Start and Taskbar sloyglxo ,ol5 5115 4y 35 olas aul o1 puts |y ddulsg yloi Jomo oylgus asCyl (gl =Y € ¢
fog0i wlxiiMenu Properties
Lock the taskbar - Il
Auto_ hide the taskbar-o
show Quick launch -
Keep the taskbar on top of other windows -
(o9 (o0 ooliiul 4y 35 plaS 3l (3920 (gbw < po sl T )
Ascending - |l
- Descending
Type -z
Date Modified -»
Sl plaS ol 020y (135 3k e yuilne Gloods- Y4 Y
Ctrl+A -
Ctrl+P - ]
Ctrl+C-»
Ctrl+Z -»
¢ ol (g9 b I35 05 b aiy 35 5 Sy plas-T EY
Paint -l
Nod™ - @
Wordpad-z
Calculator -»

§ ] Zazio (g 3lw 00 pind 3590 yo a5 plus-Y & ¢

ity 5 § GG 5 sl 5 b1y o coui




B oo 205 (sl o5, -l
Sl oo o] 6 45—
S 57y adigy sl (g5l 00,88 (Sl -
s JUsl L8 00,8 15 —o
] G yob alos plus-Y €0
5,5 o 53 Recycle Bin o sos > 16 -l
58 il oyt sws oS 1 onts i slo L6 -0 [l
55 By nly bl Govio ly (o2
5,5 ST L oly e delete an ;s Claily L ol s, ol SIS L -
Y-S FET N 0lS 51 A i (613 gurrrrrrnrren VAT RCTPRNIR &) INCPRPRTIUUP NN E R
FY-sls 592 -ill
Fo -5 la o9 -0
FY -5 )5 055z Il
FV—o)Lxs S92 =0
Sl By pro diy 35 plas’ 4y g iUl oy T £V
E-Mail -l
Chat -<
E-Banking -z
E-Commerce -»
S5 (50 15 4053 IS a3 giwly (5l oukm 4ol & ablgi ST A
Create -
Reply -
Answer -z
Send -»
S o litnol y b o0 s lice sl lu g oloxis ouili oo 4 3¥ plaS bawgi- ¥ £
Forward -l
Favorites -
History -z |}
Back -
! &y 35 oIS oot pannns (593 32 <0 ) 1 Jy 6 0 uss3-Y O 0
Download - |l
Forward -
Upload -~
Explode -»
¢ ot 93 0 42 4ol Subject coound jo-Y0)
05 S oo —
i 085 ol -0
b e9290 —z Il
Aol e -0
bl (o0 9 )5 1950 <9 35 5o @)l I Snolus-T oY

ity 5 § GG 5 sl 5 b1y o coui




Word Wide Web -l
Network -
Uniform Resource Locator -z
Internet Explorer - i
00,5 Jlujl 90055 domoud 118 S0 (Saig xSl coli of pod s (ylgione iy yb 4z YO
Subject -l
Signature -
Body -
Attach File -» |
(o 29 555950 SO ) S 40y 5 51 Snalus-Y O
Opera -
IE -
mamma -z i
fire fox -»
TS (o0 oolsiuw! &y 35 pIaS 51 5 yolauaS T o 2 )5 59 50 0 (S axbuo @i (61~ Y 00
- Security !
Home Page -< |
Compose -z
Send -s
T3 ygppino (ooU 4 & Sy Bgoiuo yd iyl b pliny-T 07
Noise -l
Spam - ||
Virus -z
ol =0
g (o0 o0liil 5 aiy 3 oIS 31 iyl b bl )l adad =T OV
Disconnect -/ Il
Disable -
Enable -~
Stop -
S ISP-Y O A
Slbls )l g Sledlbl 6,5l -l
Syl 0aipd gy o555 - [l
L oaims JUisl JS55 ¢
Sl e -
(o9 (o0 0oLl 513 4ig 35 IS 3l 095 aBMe 5550 (glb Colws ool ol (gl T 04
Favorites -/ i
Media -
History -z
Home Page -»

090 20 oolaiwl (gl &y 35 Az 51 SIS Cawly 31 g g 50 pglad (Ogei 058 (glp-Y T

ity 5 § GG 5 sl 5 b1y o coui




Go to my picture -l
Show picture -
Load as picture -z
Save picture as - i
g (o0 ooliiwl 4y 35 plus” 51 Yahoo culw jo sasis Juos| Joxo 41 59,9 jotiio 4= Y1)
Receive -l
Sign in - i
Check mail -
Sign out -»
exercise access & ,leails gxims L ;0 EXEICise aols a5 34 gxioms Jlxiuo publgs SHYTY
fogoi search ylgi o 4igla 1,
exercise and access -l
access + exercise -
access not exercise -z i
exercise or access -s
§ 09w o0 ool Az dgu o0 0015 i led Silogil jeku IE (gl yol sl jo a5 (gl amio- Y Y
home page -l
last page - |}
startup page -z
final page -»
il gop0) 6 A3 plaS ooliilpd b Glojlu b coluwaiguny-T1 £
com-all
Org-- W
GOV -
Net -»
(0905 SAlS WU TE 10 4055 plas’ (g9 ouid alido (LB (5 amiuo a9 (S (17710
Home -l
Back -< i
Forward -z
Refresh -
Sl IS (35 5l (sl ol yd (o 3gol 35150 (5 akalo-T 1T
Edu-w W
Com -
Gov -z
Org -»
€Al (o 3999 ol oimmns 30 9955 3950 (5 Aol (258 =Y 1Y
Mozilla Fire Fox -l
Opera -o
Netscape -z
Internet explorer -5 i

ity 5 § GG 5 sl 5 b1y o coui




Tl (oo ST S5 435 plas-T 1A
- urleal
Https - |l
Security -z
Connect -»
WS o0 12115 5 Lo yd plas coybiw 4oy TE H3l,le5 yo- Y14
Stop -l
Refresh -
Favorites -z i
History -»
2 plas 3 1) T bl 3l o 51 (ool 0i o 0,8 45 (T yg00 4y ;K00 33 4 4ol gy Jluwyl (sl TV
to -l
CC-om
Bee -z
Subject -»
§ i 50 o0lihasl (g1 3335 & 51 Jgaz 0 sl V)
Table oy,5 View 5, o -l
Table 4,5 Insert 5 5,0 - |
Table 4,5 Page layout 5, . -z
Table o4 ,5 File 5 0 -5
€ i (50 o0liiasl 51 i3 3 42 31 B3 @0 sl TV
Header 4., ;5 Reviwe S, o -l
Footnotes 4 ;5 References 5, o -0
Insert Endnote 4, ;5 References &5, . -z
Insert Endnote 4,35 References 5, ,.. s Footnotes 4., ;5 References &, .. - i}
§ i 50 00lihasl (g1 1335 4z 5l Axhas 41 S s (33,5 Bl 6l TVY
Ruler 4 ;5 Insert 5, 0 -l
Ruler «, 5 View S,,0 -G
Ruler 4, ;5 Review $, 0 -#
Ruler a5 Review 5, g Ruler a5 View 5,0 g Ruler a8 Insert $ o -0
oS e, S gy 3l g eeeene 35 b BE a3 5 oo ol bl gl YV £
insert \ font -l
home \ font -
page layout \ font -
page layout \ paragraph -»
159) (0 ) & ol jilw GBS (gl pilno (oS )7 ol plas-TVO
[ +ctrl - |
>ictrl -

y+ctrl -z

ity 5 § GG 5 sl 5 b1y o coui




@+ctrl -o
o (oo 3l 1yl & 1) SEL amio G,b ke Word sbole 5 S plas-YV1
print layout - [l
web layout -
outline -
draft -»
€09y (50 I 41 992 90 Wi S, (3955 3k sl oy plus-TVV
new -l
open - i
save -z
save as -»
55 00laiwl vennn (oS 5 0udS 3lasl BB glol as o8y gl - YV A
ctrl+click -l
ctrl+home - i
ctrl+end -
ctrl+tab -
9,555 31,8 0lisanl 8,90 2,15 Lamwgi wlsF (s 5l iy 5501 - YV
LS —all
Sy~
baw—g
ol bl )5 as slass ;o a0 —o )
$ogus (50 0oLl 4y 35 010 31 i banzmo 33 (G pigual B Sy (50,5 0yl gl YA
insert \ picture - [l
home \ picture -
view \ picture -
insert \ chart -s
Aol gl as S Ty 510 455 by g 0ol jLid i S (40,5 58 e 40 1 Ctr] aeSs azilin-Y A
00,5 0 ee Sgd ans
ol oS-l
S-al <l
Wi oz
S5 4 pod
310 5180 gmy )il plas 3o JUH g culigisy (slb 4y 35 9 Cigh i cbghas (guijl 5 -TAY
insert- !
home - ]
review -z
View -o
S 50 42130 5 1 paw IS 49 Guhmy Slolild ploxil g (J9ur oy 51 = YA
home -l
design - i

ity 5 § GG 5 sl 5 b1y o coui




VieW -z
table -o
§ 0,405 41,8 ailyy plas yo symbol ay j5-YAE
insert -/ Il
home -
review -z
View -o
¢ Digi (o0 03D (Ghigmuy 4z LWOrd ¥ V¥ o glodyB-YAO
doc -l
dot -
docx -z |l
dotx -»
§ oy o0 Pl 4 s 3l s plus print what cowd jlodd page a 35 Gl L-YAR
z9) Slbras -Gl
SPERGETREY |
S Jgl amio —¢
S | Ao -0
T010 5158 W diopny (g )0 Ky oF S )30 1 [y (o (g8 (g0 435 plaS (s ybo 5-TAY
Watermark <. ;5 ppage background 5,5 design 5 ,,,. -l
Watermark s ;5 « page set upe, 5 page Layout 5, 0 -0
page border ., ;5 background page o, ,5 page Layout 5, ,.-»
Watermark ., ;5 Jink o4,5 dnsert <, . -
oy ookl Sl (slokins (3905 3l ilen sls=YAA
Ctrl+ O -
Alt+0-o
Ctrl +P -
Shift +P -s
§ oS g0 LBl ) 4y 35 plas’ Print gl oyglne ;05 31 (6l axmino Gl (ol TAS
Collate -cal
Print To File -
All -
Current Page -> |}
Sog0d bl wsl Iy 4y 35 plus o oMol lalé 8,5 0wy ol ey Spelling & Grammar o oy jo-Y4+
Change -.J!
Ignore -
Change all -
Autocorrect -o
oLl wl Columns gl o jgloxn ;015 )3 1) 4y 35 IS 09 oS’ bas by (g (g 0 4yl (g1 ¥ H)
ol
Line Between - |l

ity 5 § GG 5 sl 5 b1y o coui




Equal Column Width -&
Number Of columns -z
Right-to-left -»
Tt sl a5 1y aalS oIS (T foawy 500 Sl 2 p0 S oy s1- YA Y
Alt -
Shift -< [}
Ctrl -
s 25" (s 855 Gl 4 5k -0
Seawl a2y 35 plus’ Replace ;yloyd pileo wds=-Y4Y
Ctrl+F -l
Cul+H -o
Ctrl+G -z
Ctrl+A -»
Sl o 49 35 plas’ Num lockuuds ool Jled sBon-Y4 £
WS e Jad 1 gl e Slasl -l
S o Jld 1) Sl rile cennd slael ~C [l
S a S 1) s Caond g sls olS -
S e b |y ol eile S sl 0lS -
faz P ojl i V40
SBvo (slp 35 (e £9,8 9 4l o alols -l M
Sbro sl L lawg sle ail> 5l e Slol alols -0
Al conly g 5l e alold -
e 590 yolS -0
S (o0 ool 31 Jgee yaw S i gl YAT
Delete -l
Delete Rows 4,55 - [Ii}
Clean Rows -z
Clean Rows 4 Delete Rows a5 -»
T (o0 ol 41 515 5l daliyg 31 Sy pIaS 952 JuuST a0l - YAV
03 S i -l [ |
Skl SSL -0
ey by ol -z
3105 05lg -0
£3,15 5 39,15 3590 plas 4o JuwST 380 0 =¥ 4A
St el 5o -l
SNl slo Sb jgal a2 bg o slo )5 -
b Ll g 4 bgaye sla)l5 -z
Sl sgal & bgrye la)lS 5 (ownige y9al 1o -5
Sl Cugy BB xS 4o Jled il yw,of-Y44
Jses8 ls o -l

ity 5 § GG 5 sl 5 b1y o coui




Oy B oo
name box 55 5 -z i}
Candy sl 3 -0
€ oS (o0 oolisiuwl aiy 35 a5l (g S glgsie (33,5 < ye gl
Filter & Sort ;5 Editing o5,5 Home &, .. -l Il
Fill a4 ;5 Editing +4,5 Home S, o -0
Sort 4., ;5 Editing o4,5 Insert 5, -z
Editing .,,5 Page layout 5, . -
(0905 3,15 plgF g0 LMD £ 95 az A5 S Ho-T )
o — 2!
obej 9 )b~
8o —z
re=s -l
ol Caglsl (2 37 ol gl Slos plas-T+ ¥
o> - [l
Py
ol
SFS oS
Sl plaS YoV LS b o wiguany=T+ ¥
xelx-all
xplx -
xldx -z
xlsx -s |l
€09 (o0 03l (5 ygimd 4z oud plowil Joe (39 )3T 51 Bl puail (g =T &
undo -/l
redo -
repeat -z
repeat 4 redo -s
39 o0 ooliswl 4y 35 p1aS 3l b Jolw plésl cugn-T+ ©
home- alignment- merge cells - [l
home- alignment-unmerge cells -o
home-alignment-split table -
home - alignment-split cells -»
Sogus o0 00laiwl y 3 yuileo GlauS olus” sl paste g cut ;o yd gl >l gl =T+ 7
ctrl+y - ctrl+z -l
ctrl+z - ctrl+y -o
ctrl+v - ctrl+x -z |
ctrl+c - ctrl+v -
T oy a8ls! ool cells format o yglxo ,ols jinumber 4ibj s S92 90 b 4y 35 1 S plas=¥+V

fans oo olaclayly (dwo o)

ity 5 § GG 5 sl 5 b1y o coui




currency -l
percentage - i
special -z
number -»
€095 0 ) (Sl dwlno (5l 205 &b plus-F+ A
SUM -l
MAX -_
AVERAGE -z i}
IF -»
09 g0 ol s pliny ploS « 09 plnil yhuo ) asndii azpili-Y + &
'VALUE# -l
REF# -
DIV/# -z Il
NAME# -»
S o0 00laiw! (6 ygiwd 4z il pudd juudi |y Aligr )5 10 3a2 50 WS U 31 SO pU pudlgs axils-Y)

¢
Insert -aJf
Copy -
Rename - i
Delete -»
sl 57 omlin oIS i (o5 1) 4 (39 (ko B adlyts as Lip-T ) )
Format Painter - /[l
Cut -<
Copy -z
Copy 4 Cut-»
€39 o0 o0liiwl uulS slus jlexcel o Jlamod pé paww wiz ool gl Y
shift -l
alt -
ctrl -= 1l

space -»
o9 (o0 ooliiw! ygwd plaS 31 Jolus yd cpidls &85 culi gl TV Y

arrange -l
split -o
freeze -z |}

unfreeze -
C09u (o0 03wl by (g B (g1 4y 35 plas-TN ¢

Conditional Formatting -/ Il
Format Cells -

Format -~

Format as table -»

ity 5 § GG 5 sl 5 b1y o coui




¢ ogwh oo oolaiwl dig 35 pluS 51 L 001 (g g 095 Z 50 (gl p-T O
Auto Complete -l
Pick From Drop Down List -
Auto Fill -- |
Auto List -s
§ S o i px £ Az 31y T ¢ g 0018 iuled oy W yguo 4 Slasl A & 4 asCyl gl T
Percentage - [l
Fraction -
Currency -z
Scientific -o
Sogus o0 oolaiwl uuds plus jlexcel jo jlaxoen yaw s Gls! gl =T VY
shift - Il
alt -
ctrl -z
space -»
§09) (o0 5150 alud 55 b 0010 393 C (Lol (9N (et (sl ) 435 pIAS il (plgS o jo-T VA
Field Size -
Default Value -
Input Mask -~ ||
Caption -»
§ Cawl 00gs (o yiwd JB 0018 g4i plaS gl Decimal Place-¥ 4
Gode- <l -
e
éi)u G
clookl -
€095 50 315 & Jour JLS Lo ki (sl 305 sl 4y 3 51 G plas=TY
New aoSs -
Open aeSs -0
Design «.ss -z i
o s olgs o5 ACCESS o |y Jgax jlsle -0
Cadly sl =g 4 51l Jlo k- YY
Text -l
Memo -
Date/Time -z
Number -» [l
05 55 (g0 558 155 iy IS 50 Wigdh 1,55 b,155 axio o YU 50 pedlyS (g0 S (SienTTY
Detail -l
Page Header - i
Report footer -z

Group footer -s

ity 5 § GG 5 sl 5 b1y o coui




¢ oS o0 S 1 o Q35 0 uF 1,8 BN & yguay Jgo o395 a5yl gl Y
LandScape -/l
Portrait -
Vertically -
Horizontally -»
S o0 olml (Jguar g0 4 0,155 SO 5 aiy 35 plus=T Y E
Auto Report : Columnar -l
Auto Report : Tabular - i
Auto Report : Data Base -z
Auto Report : Wizard -»
fobly oo ald Slasdin 32 515 6 44y 35 5 Solus-Y' ¥ O
ald oL -l
ald g -0
oyl —7
oyl g ald gei g uld ol Sl
90,5 3,9 bgrpo cygim 30 5 3550 by (yle (g0 ) S 4y 35 I Sl S5 4 Query G oY T
Sort -l
Criteria - I}
Table -z
Show -
JuSii 1y p 58 ol iy 55 (sl aiy 35 51 Snolas’ Deesign View s g0 43 053 (>15b (g, 5o-F TV
fapd (o
Details -/ |}
Form header -
Page footer -
Form footer -
o9 (50 ooliiun! (5 yilae uoalS a2 31 aud )0 Wz sladie (10,5 0 3l 9 (30,5 gmiumr (sl YA
Ctrl+A -l
Ctrl+D -
Ctrl+Z ¢
Ctrl+H -> |}
159) 0 ) 4 53,1 b oy 9> lg 035 (gl 105 sl 00l glgil 5 Snolas-Y ¥4
Currency-./ [l
Memo -
Text -z
Ole Object -»
Togu 50 oolsiu! (J935 (g 3lw i yo (gly 325 b i 3 51 Scpalass’ 7T
Filter by Form -l
Sort Descending - i
Filter By Selection -z

ity 5 § GG 5 sl 5 b1y o coui




Sort Ascending -»
00,5 ooliwl by (2 ols g9 az 51 alid )0 gl 50 &lp-"T)
Currency -l
Memo -
Text -z
Ole object -> |l
Cogu (50 o0liiu! dasiuo IS I s (sl (hmogi pb (58,5 i 3o gl ¥ FY
default value -l
caption - i
new value -
input mask -»
b 5 Camols 1S (gl 1) b Aigad 4id ) i 50 wld G (sl <O lael 45 oS @Sl 4yl gl 7Y
2905 polel syl
Default Value -l
Required -o
Validation Rule - i
Validaton Text -o
€ o905 iy pai wl alnd (sl 15 001 £ 95 S Silogil (Jlgin Slael adgi (gl Y T
Number -
Memo -
Autonumber -~ [}
Hyperlink -»
19 50 )15 410,955 G5k 38 4 pazio 51y 05 0)lg0 31 S plas-FFe
(validation rule ) ,Luel 4gls <G -l
(Form)e 3 -
(primary key)adsl oS - |
((Filter zLs- o
$ 0,5 ol g plxil goz wilo JFlowlxo L 001 (595 2 (3leT (50 sereeenens 3 oolasw! L-YY1
ERRAN] |
PR
Query -z
Data sheet -
fuusS o0 olil wiol oo True/False islgixe a5 gudkid gl 1) 00ls g5 plus-F ¥V
Date -l
Text -
Number -z
Yes/no -s |}
Cogu (50 03liims! wy Ml 4y Jgur (309331 (51 4y 35 plas 5T TA
Insert / New Slide w35 -l
Insert / Table <5 - |

ity 5 § GG 5 sl 5 b1y o coui




Insert /Diagram ., ;5 -z
3,5 adlal adl 4y lgs ad 1y Jgao o
315 o (59 3 Wl gudgn &1 S y> 09l lgi (0 ANIMAIONS oy 31 Coound plas jo-T ¥4
Entrance -l
Emphasis -o
Exit -z
Motion Path -s i
€3 905 48U gl 41 19005 b (530 315 (505 Lo oIS yo-¥ 8+
Note Page -f
Slide Sorter -< |}
Normal -z
Outline -»
€ 5,55 sl syl (o 31 s 1y yShasl 51 52 5 3l (50 BalS oIyt (=Y ¢ Y
Ctrl + C -l
Ctrl + X -
Ctrl+V -2
Ctrl+D-s |}
o) Egog0 &S > Gly Bl (o) 3 s plas « Timing cuwownd jo 9 Animations y puw jo-¥ €Y
0,5 3,l9 olgs
Start -l
Delay -
Speed -z
Repeat -»
Sz Power Point ;o il BB sb 549 iy jol-TEY
Book) -l
Presentation) - i
Slide) -
Ppt -»
60,5 adlol apdll 4y Coblooly 9 pgad « (o g7 (o0 325 Gbaled 5 Sy plas ,o-TEE
Slide Sorter -4l
Draft -
Normal -z i}
Slide Show -s
€3 503 Wl 1y ualS plas 1 syl i led 4 ol aeils (gl =T 40
| S|
Ecs- R
Home -~
End -
oSl oy 55T 695 9 0318 Likd 0l amins 51 ylo jod [yeonnrendS 92w slaury Sasl il cager- ¥ £
S (oo SlS

ity 5 § GG 5 sl 5 b1y o coui




Shift -

Ctrl -<

Alt -

Tab -»

St obied (o0 1) (o 5 GLoualS plas g 5l 5o Jold olmyl (sl =T EY

trl+S -l

Ctrl+F -
Ctrl+N - ]

ctrl+0 -

oS (g0 il 1 4 35 IS Kbl,F JIE 3 el (30,5 (50kns duw ygliio 4= £

Shadow slide -l
D style- Y- |

Arrow style -

Insert clip art -o

0,5 b Wb ) (Lol po 4z Loyl (5,185 o Lol cg-T£4
Insert/Header and footer/Slide number - i

View/Zoom -

View/Slide show -z

Header and footer/Slide number/ -»

Sl gazo iy gy59l 50 Wl Slxyl (gl aiy 35 plas-Y o

Blank presentation -l

Form design tamplate -

Bullet -z
New Slide - |i§

] PRS- T30 &y Wl leuss jolnsert table aoss 3l oolazwh-¥ o)
Js> - M

alé-o

5t Pha

Slogad —o

oSl a0 ool gl 003l 0 2y 50 9. 00,5 QLB ()l 357 B (soio 5 Dol ol (51T 0 ¥
(Cowly 4 o 3N uS g0 QLR gy 35

Print/Selection - il
Print/ All -

Print/Current slide -

Print/Custom show -

!y U5l 435 1S b aydlust JUl Jos-¥O ¥

Copy -l
Cut--

Print -~

Delet -»

ity 5 § GG 5 sl 5 b1y o coui




¢ coms> Hide Slide a4y 35 ,l5-¥o ¢
2l B — il
Wl o5 iz -
ol Jlssl -
WLl -0
§ 0guh o0 o0l 4y 35 el 31 Lusdwl (5,135 o yloud gl w-TO 8
Slide Number - [l
Numbering -
Number Slide -
Page Slide -»
310 i 1y L wudwl e 5 el (o0 Lod plas” jo-T01
notes page -l
normal -
slide sorter -z [}
slide show -»
o4 (o0 plamil wudlwl pluS 51 i lod 4ol 51y>! from current slide 35 5 solasw! L-FOV
Jsl sl — !
Sl Wl -0 B
Aol -z
e adll-s
Cogds g0 s g S5 Sl gk pIaS Gy, T OA
start -l
delay -o
speed -z
repeat -S|
© S ool (8 et logliidjf ealiial by JB Shgled doliyr Sy 233 lge 31 Sy plas=T oS
Autocontent Wizard -l
Template -
Open An Existing Presentation -
Blank Presentatrion -»
fuiol o0 42 |y power point ke ;o o slx! leds-71
presentation -/ [l
book -
document -z
chart -»
€ 59 Rl gl 41905 41 bgryo (soko 51 4135 IS syl Ky 55 Jlogai £95 s b1
Chart area -l
Lines -<
Chart Type -z i
Chart data -»

ity 5 § GG 5 sl 5 b1y o coui




€ 0,5 ool (oald ey SO WMl (5353 33 BlgF (o0 (Gogiuws az =YY
Line -l
Oval -o
Rectangle -~ i
Arrow -
NCT I S & Jad weo 5 o)Ll cpio ol Pli}.b-‘“”’
Curser -l
ok~
g3 Sz
WS (g0 (5 yein
Samaz ((scroll gislow Jos-¥1 ¢
Sgl (g0 A5 (Yo (5 Jos -0
Sl 35 1o, g aesS pled ¢
39l oo 45 oyl Slgie cdaliv sl wee lawg oS Huil > Jec s S ]
s (2l S a4y 35 plas-T1 e
FY -
FY -
Alt - W
FYY-s
(09 (o0 (o yiS Glouads Jolds iy 35 plas-Y 1
Ctrl-Shift-Alt -Esc -l [
DYLF) -
Numlock-caps lock-scroll lock -~

arrow key -
¢ oS (o0 o0l 513 51380 0 3 IS 31 o land (5l 39uisg o= T Y
Cd Player -
Sound Recorder - i
Enterainment -
Media Player -»
Sl geamas 43y 35 plas=T 1A
810 sl S g SzgS By > S jgdng 4 895 axko 53 5. aalS -~ il
2 0 i ) b GlaallS jeang 4 og,5 axio )3 jeee alS -0
Dypdepe |y B9y Lald jodisg 4y 099 axio ;0 jue delS -7
3,105 ol 5559 SzrgS By dy S j9ding 4 099 Axio )3 j5c dalS -0
G (o0 o0liiianl 4y 35° 105 51 o (ST (Slirad (3397 < y0 (6171
Sort By Name -l
Auto Arrange icons - i
Align To Grid -z

Show desktop icons -»

ity 5 § GG 5 sl 5 b1y o coui




00,5 oolisiuw! jouin g Ao i guad (lghe &1 lgi (o0 1) 1) S oig yy 3 Spalus=TV +
- * gifell
*bmp o
* dat _C-
*.Jpg -
Sl G y3USIERP 0L 1) 6l 4y 35 5 Senalas= ¥V )
258 oo 58 ol oolel o y0 galS 4k 38 l (59, 52 S -l
205 oy sole Sl 4 FgnslS ugle <5 2L aS o5k Sl nlys 2
205 (g0 Bran 63k Gloj g peted jeding e 531 o) 4 jgzme Lo 2l (nlys - [
§ oS o0 oolaiwl igy plus 5l Folder Option (yog0s Jled cg-TVY
- swilas oo pludl Start | Control Panel | Folder Option ... ;1 -l

Coys o gl ayiS ga e

sl oy o ,0 TOOlS (sois 5l eoliiwl -0 [ ]
Desktop s, » wgle sl y SIS 51 soliiwl L -z
File Option -»
B LT g lgi L g 4id )5 )18 o (53, b 0 ey (oolod 45 9 (o0 el (3lw 0 gy plas=TV Y
fauil cualice
SHOW WINDOWS STACKED (! iy & g0 4) il
SHOW WINDOWS SIDE BY SIDE (2 ;5 & 90 )~
CASCADE WINDOWS(s,Lesl )90 ) —z |
Task Manager -»
S0 Ladigy U gl (o0 el 4y 35 plus’ il General i g Folder Option (gl o yglxo jols jo-¥V ¢
Saigdh b o2y
Use Windows Classic Desktop -l
Open Each Folder In The Same Window - ]
Open Each Folder In Its Own Window -~
My Desktop Enable All Web - Relate Content On -»
S uwl Lzo 4z 4 (folder) aigy-¥V©
RO DY HER
o asbiy 5 o L5 asilojle 5 6 )0eS sl e o [
b aoli s a4y 5l g yimg o (oo s sl SS0T-
e S iales sl ST
Sl Lo a2 4 (file) Sy 16-YV1
iy e Al 0 35750 ledll ann 4y —all
o asliy g o ol canilojlug (6l sl p (ome -
b adliys 4y ol 5 i oo sy sl S22
s S ialod sl 2S00
Cogu (50 ooliiu! Hlgzxan b | Bl (sl 4y 35 plas-TVY
Alt -l
Ctrl -o

ity 5 § GG 5 sl 5 b1y o coui




Home -~
Shift -}
o ot U 0 e GleMbl QL“‘T g & &l glp &5 (Sae5 sl sl V 599 )*"ﬁM
gl (0 0ol cenen wiloads
Taskbar-al
Menu -
Desktop -~
Gadgets -s|li
RGN 35 5l 9y 30 0 ymd 9 $S Uil Curdg sl iulod 4l 4TV
Notification- I Il
Start button -
Gadgets -
Tasks -»
03,10 51,8 lanmlaz g9y 3 2! Jlo 50 sboacl - FA
Taskbar -/}
Menu-o
Start -z
Gadgets -
Sl (599306 (3ol dBsd At 313 Y0 51 Sy plas (gl - T AN
6,138l Corn DS g, -]
L] 33 cews 5o
o asliy S (gl -
b g ny cmai =2
PSP I 390 I a0l 31 oy Lty Aseu dugd (gl T AY
Disk Cleanup -l
Scan Disk -
Backup -z i
Copy Disk-s
€09 o3liiunl (53lw 03 piid (sl Wilg (o0 325 G138 o5 5 Spolus=FAY
Wordpad -l
Notpad -o
Acd See -z
Win Zip ; Win Rar -s|Jj
PO PESNT TSN B G 9lS oS 5 51 ConndlS gl s U ol o cyinns (gl - TAE
Ctrl+alt -l
Ctrl+alt+shift -
Ctrl+alt+delete -~ i
Ctrl+shift-s
....... = Hibernate-YA®

09h oo ol K00 (6)5 b L jgaig 09,9 (Sl ¢ ad 0I5 Jausma (yian 90—l

ity 5 § GG 5 sl 5 b1y o coui




S e JaB 1, ), —o
S oo Sgels 1) b, 5 osls assls seuing )15 4 g daiuee |, 5k sle aslp S 2
OO Py Coge 3 S (e Ghgald | Al 9 05 (o0 003 S Ss 5, 2y L2 Sl o sl by adds -5l
A2 oo imled J8 b len 4], L3 5L (slo aeli s couze
982 o plxil 5,15 4z Sleep 4y 35-TA
A e (6,8 aladl> o |y ad Condg W oo g b asli e g il
05 oo moly8 K50 (6,5 pL L jgaing 4 095 el ¢ ad )5 lame iy (pes -0
S oo JR 1) bl -z
WS (oo 3l ol oazme 5 WS oo GB9el> 1) b, g eols asls seang I Ay g san s ) 5k sle Al aldS s
$ams Shut down-YAY
S (oo (5SS aladle o ) (e Cndg b oy 9 b aeli ey (g0 -l
09 (oo wal8 503 )15 pU L jeuig 4 9955 (Sl (b ) Lo (e g -
WS (oo Ja 1, bl g
&S e igels |y ailly g ools deils jeang 5 4 g oan e l) b sle 4l ads’ -0
oS (0 ooliiusl oo oS 51 5l sl 0y o (sl el gl T AN
Alt+fE -l
Ctrl+Esc -
Alt+Tab -~
Ctrl+Tab-»
fawl oolisiwl 8 j9uiss aiumo) pigal 5l 325 JL8 (Slockn B 3l SCnolus=FAS
JPG -
Docx -o
Pdf -~
Dat -»
Sl plaS 59aisg (P59 iy pi-T 0
Classic Start Menu -l
- Start menuc
Windows Style -~ |Ii}
Defaulte Style -
el Wligw |y dAxiuo J5 i) (5l o0l GLoS] gl 45551 (gl personalize sl oyglxo jol5 jo-T4 )
fog0i bl wb Position geub 30 Caw pid 35115 5,90
Stretch -/ [l
Tile -
Center -z
Fill -»
o s BB L ogd oo sl Folder Option (gl o 9lxo jol5 31 View i o 4y 35 plas Gliesk-¥4 Y
Taio )8 cualine
Do Not Show Hidden Or System Files -l
Show All Files -
Show Hidden Files And Folder -~ i

ity 5 § GG 5 sl 5 b1y o coui




Hide File Extetion For Know File Types -
315 yuuis 1y (Attributes) aigy G o olgi o0 Properties o,y jo a5y plus j-Y4Y
Sharring -l
General - |}
Customize -z
Hidden -»
YV S S el dolip (xSoT g9y o Sls Jlga-T €
aly s> -l
Aol p ol -0
rils sore oo 5k -z
a8l o Sl mn -0
ECERX S S Gl 8 pind 4] > o 405D AT Il 40 wao 310 &S > Jos 4T 40
(Click ) sJs -l
Sl e, -
(Drag) ;a:i5 -z
( Double ) SdS ,bgo -0
i S d 9 95ilo 9.0 5uSa0 518 B o o Sl 50 JgmolS ) WY 51 G plas bl LY AT
g (o0 ogol>
Shut Down -4l
Sleep - R
Restarting MS-Dos Mode -~
Restart -»
ol b Coogas 532 Wilgi (g0 1) 9)lg0 5 Sy plas-FAV
Archive -l
Read Only - |l
System -z
Properties -
S ol ganao B ilen 3590 33 315 9,190 51 Sy plas-Y A
s oo ool b asli s a5,z g
il e G cadle 5 gl b pilem o
ailes oo obwl Desktop o yile o coai 1 s 60 )5 lo sl 5l panm
058 g0 Sy b ol asliy Ol s SLL -l
¢l Help-Favorites-View-File wilo 55,10 Jolis 53 34lg0 31 G plas =¥ 44
(Title Bar) ;lgie lg5 —call
(Menu) ¢ Jls < Il
(Address Bar) .01 )l -z
(Standard) ,I5l ,lg -
T RPN R G oS S 7 51 Jled 0,50 cyanns gl 00
Alt+C -l
Alt+F¢ O

ity 5 § GG 5 sl 5 b1y o coui




Ctrl+C-»
Alt+Esc -s
o4 o0 oolaiw! Personalize o oy 5o S ol 3l cdicn) zyb puatd gl -0 )
Screen Saver -
Apperance -o
Setting -z
Desktop background -» |
00,5 il 1y adgy SO Glgizmo JS (lgi (o0 WS S 5 plas Lm0
Alt+C-_u1
Alt+A -o
Cul+A -z B
Shift+A-s
oo o3 L a0l 1y gl amiio 35 po 53 oo kil du) £ pb 480! (gl + ¥
Tile -
Center - i}
- Stretchg
Modify -s
Wb ) g3l i pe Sy S (53908 & jgua) Cuwly &y ez 31 o2 5L 50 b oy plod i led (gl -t
§8 908 bl
Show Windows side by side -/ Il
- Cascade Windowsc
Show Windows stacked -z
Minimal Windows -s
TS o0 41,5 ol eolel o 3 1y i guwals aiy 35 plos olsish-€ ¢ ©
Shut down -l
Restart -
Switch User -z
Sleep -> Il
J— W35 oo jU o 319 09a0 Cawly SdS 53130 x0T 59y B 93148 ples cudlie gl + T
s (o0 P!
- Label !
Properties - i
View-z
Details -
€010 ol dz 5 puF so 51,8 (3 518 53,5 CUt b (oS 51 g Sledbl 45 g 5lno cdgo alidlo-t ¢ V
Copy-f
Paste -o
Rom -z
Clipboard -- [l
S (oo Rl 1) yraano oIS ismmas 136 9 (yloj i (1m0 A

ity 5 § GG 5 sl 5 b1y o coui




Date & Timeobxl § 15 lg 59, p ol oS- Al
Date & Time sl g Desktop a=iv g, p cwl, SIS -0
Start/setting/Date& Time -z
Control Panel /Date &Time -}
SUET NS0 DR w35 51 i les s cdidloe gy * 9
- Desktop Background !
Window color -
Screen Saver -z i
Sound-»
JPULT PN T B Sl ol gl s
File/Print - |}
- Edit/Print_
Insert/Print -z
View/ Print -s
€005 (o0 )18 oLl 590 j3uisg S 0 2y Slbgixe j9p0 i ) b Ay T 5 S plus-E))
Scroll Bar - Il
Menu Bar-c
Tool Bar -z
Status Bar -
S (o0 Jos 4igS DesKtop (59 piloo Sy (y3liw b Cg-#)
Desktop(Create Shortcut) as ;5 bl w9 Send To a5 Gl 5 T 69, S el -~ [l
Floppy as;3 obeil e 5 Send Toaw 5 bl 5 01 (55, Sl canl - o
Recipient Mail as 35 Gl s s Send To a5 Cbesl 5 05T (g9, SAS sl -2
Mail Recipient as 35 Gl s 9 Send To a5 Gl g SOT (65, SIS el -0
§ oS 0 ol 1y &0y 35 plas Computer ST K yuds cg-¢ VY
Display -l
Screen Saver -o
Change Desktop Icon -z i}
- Desktop backgrounds
RSP o5 oboyd Joluo ads-€ ) ¢
Cul+C -w R
- Ctrl+Vo
Ctr+X —z
Ctrl+A -
35,5 o0 @I jouiy g Cuownd plus aTask Bar-£ Y@
o iy ol gl g —ill
Desktop ., )5 ,l5 -l
Soxdy e -z
o9 g -3
Suigwh (o0 (5,10 A5 xS 5o oud B> wledb-£ 1T

ity 5 § GG 5 sl 5 b1y o coui




Document - !
Microsoft Outlook -
Recycle Bin -z |l
Cotrol Panel-»
(canly & Gz 3l) 23l ol @)l ke 9 (FTgo SLesld (Cunyd) Wiguuy-£Y Y
Wav-Mpb -l
Doc-Bmp -
Wav-Bmp -z g
Bmp-Doc-»
S oo oS Lo s 00Ty slopeiy T Ll 4o 35 6lb 4SS 51 Solus= VA
Alt -l
Ctul -
Inc -z
Tab -»
RO B olea 0,5 "Reset"-£1 4
cesl 5,8 Turn Off -l
FoeelS saze sl ol -0 I
oipeldes > 4wy o -2
ol ezl Sl -
¢ Sz (Sceen Saver) ;| jgkuwo-£ Y+
& )lses el -l
393 Gialed aio —o
S e Salei -z
NPT EIERY |
TS’ o 90 g oo 1) L 93150 anlS’ milyh (oo (glo ymiy 4z 49 09,9 L-E 1)
Computer -l
Document -
Network -~
Desktop -»
(o SRy (o y9) g€ VY
Txt -
Wav -
Docx -z
Txt & Docx -}

............ Ole oo BB S B et Y
o905 1> 1, View/Delete )l ,s ¢ SIS 1 (g, » -cill
Sged Sl | QUL 435 5 0lS amio 1 g abgiye L (59, 2 cel, SO -0
5,5 Lo, Ll o g 00905 50 iuled amins 5l gl assS |y ] -2
o0 ol 1) Delete ay 35 oS amin 5l g abgs o b 59, » SIS -5 [

fuds o0 plxil | los 4> Rename ;ylo,s-£ Y€

ity 5 § GG 5 sl 5 b1y o coui




03 &5 Al
B
<Ltz
ls adgr g bl suze 5,1056L —o [l
il 0 a3 B Sy (3959 1) oo rslyi (o0 495 599 9 )15 b doliy bauzmo j3-£70
File/Copy- !
Edit/Save -
File/Save -z |
Edit/Exit -»
(391 ends= Y1
SgealS il aladls -l
315 2B 0l 09,0 0355 &5 S am b ool &S FgalS Cdge alidl> 5l ik - ]
Sgeals odls alibl>
Al Wilgs oo o a5 51 plas o 0590 4y Aty -0
oS 0 B 1 W3S g00,5 S conly ol g9y BB S Cud b ounline gl -t TV
Size -l
Properties - i
Capacity -
Details -
00,5 Wl 4z oo aligh sl 93 ¢y (B s Sl (gl oo Sl g o aoliyy y0- € YA
iz Jsl b slzst o 1, Shift als -l
ooy, Enter g 00,5 Soli 1) Jgl bas ugle b -0
ey |, Delete ols Jgl bz slgsl jo -2
i 1y BT IS s s slanl b J3) s slel > >
T3S g0 o po 3ol 05T )0 (bl 1 1) 024 (3930 sl ST iy 35 plas-£ ¥4
Auto Arrange -l
Name -
Type ¢z
Date Modified - i
a7 33,5 hgals Cdge 00 4 prumw (Jg 0992 5L b doli 1 a5 (S 55 pmcn (3101 )8 - £ T
fausS (oo oLl I (ol 4y 35
Turn Off -l
Standby -o
Sleep -z
Hibernate -
W) IO JUESI e y8 Joleo wuls-€¥)
Ctrl+X -l
Ctrl+V -
Ctrl+C -
Ctrl+A -

ity 5 § GG 5 sl 5 b1y o coui




3,5 (o Oy B el 0 S gl 0y (glad 0 0y Wlgizxe SHETY
Status Bar -l
Address Bar -
Toolbar -~
Scrollbars - i
0,5 121 o b9y 42 & olgi g0 (BB G 3 EMbI pus @ yg0 47T
Run o ,>: ,0 Browse aSs ;| solaww! -call
Search jl esliesl - i
My Computer -z
Cd (Jae SIS ol -0
oS o0 00laiw! yuno pluS 3l Wordpad busxo ;o 555 b 1380 035 31 pguai oyols 41,8 ol E
View/Object -l
Edit/Object -
Insert/Object -~ i
File/Object -»
PIAS 51 ol it D9 iamman 3519 (65590 1) 9 9 &ad i gunolS b (ad 1,15 bl f 4SSl (sl V0
oS oo lasiw! &y 35
Log Off Ll -l |
sleep ol -o
Turn Off o =, ;I shut downobsl -z
Hibernate -»
§ oS (o0 o0liiw! (5 yumno 42 3| Windows Explorer gl ! ol -1
Computer o . lass - all
Sl (g pws JB jaong sl oy aen 5 -l
Windows Explorer ,1-z
C gl o,k 5l lais -o
4 by Properties sl o slos ;o5 55 51153 5 (ol oaiad ()LL) gl &3 5 Sy plas-£ YV
f ! S
Capacity -/ |
Type --
Free Space -z
Used Space -
S35t B9y (ot gz o0 33 oI5 aWord Pad 38l 5 50 Find ooy 51 aig 35 las’ Gl -4 ¥ A
fad BB wgldi S5 9
Between -
Advanced -
Case Sensitive -z i
During The Previous Day -»

ol Wb aigSs gomime Hol5 10 09l (o i S w goud g9, ML &S 8 poaw b somine gl p-EF1
§5,5

ity 5 § GG 5 sl 5 b1y o coui




~S*M -l
~M?S -
~SM -z
~MS -
10,5 (o ahuby g5 (i JaB ey iy 35 plas Cliiil adubg g Colandild (6l 0 jglxe Hols 3-8 %
Show Quick Launch -l
Lock the taskbar - I}
Auto Hide The Task Bar -
Hide Inactive icon -s
€005 (o0 )18 g0 plaS 0 Ygazo LT puileo ST o doliy s plSin-£ 1)
Accessories g -l
All Program - [l
Accessories g 5l System g -z
File -»
ALl £g0 9 AL 03Il cprd g LW g5 (b Aiils i Cg> Paint 1380 0 5 jo b 4y 35 51 Solus-€ €Y
€39y 0 410
Page Setup - [l
Save As -w
Print Preview -z
Open -s
TS’ (50 DLl SOTt (55i0 513 3115 0590 S g o Wil g8 (wlusl po o (ST Ayl (gl - 42 F
By Name -
By Data -
By Item Type -z |}
Auto Arrange -»
§ ol gatmio 4 35 pIaS oo malid jglio a-t £ 4
IS5 595 2l 5T 59, 2 Sl I
All Program/Accessories/sound recorder -o
Computer -
Setting -o
Togud (50 S 3o 35 BsSyT Sglos puse by hled uely 4y 35 plas=4 £
Auto Arrange- !
Align To Grid -o
Date Modified -z
Show Desktop Icon - i
YW F-S 9V 4 35 Start sewo ;40,5 b ylaw Holiio a-E €7
Taskbar &start menu Properties/ |15 5.« g, SIS ol - il
Start/Properties - [}
Computer -z
Properties sl g Desktop (sg, el SIS -0

ity 5 § GG 5 sl 5 b1y o coui




Sl 1) ai 35 oo o g Jitin (65550 USEr 4 madlgshy g wigdd diamsy JUad (sl 0 yomiy 4yl (gl -t £V
€S o]
Standby -l
Log Off -&
Switch User -z i
Restart -»
et (o0 PRI [y 135005 51,8 DESKEOP 45 (o5 LS 0 yg00 41 diono )y guad Ayl (g - € A
Tile -/l
Stretch -
Center -z
Position -s
S’ (o0 00litusl iy 35 IS 51 amsns 41 5533 b5 S (53,5 8Ll (gl -t £
Language\ Add Language Control Panel \ Region And -/ [l
Setting\Control Panel \mouse -
Control Panel \power option -z
Setting\Keyboard \ Language -
T o0 oLl 51341 lgi 35 oIS 31 Loyl Shgles o920 counad 51yt 0
Forward -
Back -
View -z I}
Address -s
23 20 a1 v Jos cut oloys-£0)
oS &S Al
ol Jlas - Il
abdl> 5l Sle>18 -
0o Sk-o
12,005 1) Jo 8 olxy] eyl 41331 o 55 plus Windows jo-%0Y
notepad -J!
Word Pad -
Paint -z
Calculator ->Ji§
fogu (50 3b 25k plas I Printer cuai (oguaso o ymiy-4 0¥
Computer\ Faxes -l
Computer \Printer -
Document \Printers -
Control Panel \Devices And Printers - Ji§
Sz ;o ApPply s OK e anss gl -£0 ¢
D9 oo Slys T ga) el Apply (Jg oiS o el | oads plmil ol oss Ok -all
B oo |y oy Jg o 1) Oleis APly (Jg 0gd (oo ds 07 alolddly g 00,5 el |y il Ok - iR
ooty oo |y oy 5 o |y Sleis APPLY Js 0,18 o a5 5L 1, 0,0 5 03,8 ol |, &lssOK —

ity 5 § GG 5 sl 5 b1y o coui




2o o pll ) e S g0 2 -0
YRR T-C 9V 4935 5l a8l Cow g ged a8l (gl E00
Control Panel \Devices And Printers -/ il
Add\Remove Program -
Folder Option -z
Add Hardwareas, ;5 3 Control Panel o 0 -o
fowbize 4z 4 0,00 gl Ahubg Wiz cuplo 9y gt 0
S Ly 1y el g0l 5 laws Wlgs aim Al
S Ll Glegen 1y asl ool y olaws Wil - o R
WS 03 SYeb ley o gl aladl> o 1) sase by Wil o 2
S Lol po b st 4ol iz Wilgy oo fadd- o
239 (g0 ool SLalS cuS 5 515k Gl oy o 2l el cu-t OV
Alt + Esc-l
Ctrl+Z -o
Alt+ Tab -~ Ji§
Ctrl +V -»

gy OIS 33 09 (o0 o> S 49 9 99 50 95 M g 009y (B, iy &5 LB (Ggzmium (gl -t 0N
13905 i Wb 4398
S*M -l
M(S -&
M?S -~
~M???S -5 IR
Sl plasPaste g Copy ;loyd mileo o wds-£09
Cul+Y Ctrl+A -l
Cul+E Cul+Y -o
CulC Cul+V -z iR
Ctrl+ V Cul+ A -»
a2 oS By (s § ey 293 01950 o 1 1) (3T 5 Al a5 1) SlS e ST G g9y 2 SET
Sl ools plxil Jos
Drag and Drop - iR
Double click -
Right click -z
Click -
e e (o0 o0l 0 2y J 58 g0 3l aeens 4 3 51 )50 50 05y (olmler (sl )
Size- !
Move - IR
Close -z
Restore -»

9905 Gl b Search aliy o1y 9,90 plas oo LB gemmims gl Y
* music -l

ity 5 § GG 5 sl 5 b1y o coui




* Xt -0
*mpY - i}
*Jpg -
Qi35 51 T 0395 (gus yians BB 1 5 o0 ol idly yea 4RBAT olo 10 45 el Gyt Cgr-t Y
S lod o0 solaiwl......
Yesterday-all
Last Month - ji}§
This Month -z
Last Week -»
.................... 3 55 41,8 Recycle Bin o ouds B> oledb! asyl gl w-£ 71 €

ol o0 &5 b 1, Ctrl ods Gis a8ge 40 -all
ol 0 &5 b [, Alt ods” Bis &g )3 -0
s o0 855wl | Shift oS’ Bis sdee jo -zl
Samsi iy el =0
Wb 1y 4y 35 plas 08 )5  hsog, KsT Seilogil atubsg 4l a5yl sl Taskbar Properties o iy jo-£79
fo g0 ol
Keep the taskbar on top of other windows -l
Auto hide the taskbar - jj
Show Quick launch -z
Show the clock -»
9l o y0b 15 (sl 4y 35 51 Spolus-£ 11
&S o JB 1, 59009 5 Ll Lock the taskbar -l
Conl gl ol slo aigy I Windows asg -
Al g0 5eaig olr b o058 slo sl 53> Paint il s asly- ¢
WS e i | 390,15l Lock the taskbar - Ji§
g v oo S d (oot >195 b g (2132 Aol 4 Mos a5 i K295 o aoliys rvveenecnn: -£1v
05 oo glbaal ol T LT 595 5
ey sl ks, -l
o 929 < IR
Bin wgwo b olebl -z
Com wiguy b oLl -5
§ ! IS s 43 (99329 99,39 ! STk Y90 Sledl) I (Su-t 1A
5954 Pl s 5l eslil il IR
S Sten slahlé Bie
LS el o ugng wo s aslp lxbk &
S eSie 93150 (40,5 Caayd- o
3,5 loawy oy Control Panelo ooy a5 olgi o0 5 heidgy 31 Sowolds buwgs-£ 74
Start Menu -/ I
Task Bar -
Always On Top -z

ity 5 § GG 5 sl 5 b1y o coui




Auto Hide -»
Luls 1y ,lpl lgs au 35 elus &9 ,b 31 Task Bar and Star Menu Properties gl oyglxo jols jo-£V e
fesS (o
Toolbars -l
Taskbar Location on Screen -
Auto Hide The Task Bar -~ ji§
Unlock the Taskbar -s
€005 (0 )18 g0 plaS 0 Ygaze Ll yuileo ST o ol i oS- £V
Document o, 5l File i -cil!
All Program 5o - Ji§
Computer o =, ;| System Tools 540 -z
Computer o s -
09 (00 )0 LS 1) Wygo &1 (ko o ALl Casly 5 b 435 51 Sy plas Lk EVY
Italic -l
Underline - Ji§
Bold -z
Super Scribe -s
G (50 1B (6 yuns 4 51 AulS Ao iloglic Jlos! (gl - VY
Keyboard _s! Control Panel o >, 51 -l IR
Keyboard sl Computer o o 5l -0
Keyboard And Mouse ol Control Panel o> 517
Keyboard And Mouse o=l Computer o, ;-0
Sz (Screen Resolution) sl axio zgsg-£V ¢
SALE & alasls lpee -l
oles axio lo JuSy o515 Ol - IR
s5be o5l -
Uiales ambo codlas -
T lod (g0 Jos digSzr dguzr ob b (o 0 (40,5 0 u3b -tV @
File g5 o save as ol 5l -l I
File gl save ;lo,s 5l-o
Format 4. ,0 Font L, 51—~
Edit g4 ,0 save l,s 5l -o
RO NP R R 0 y2xy 23 3 piams oloudiis pSHEV Y
Computer -l
Control Panel - |
Document -
Start -»
€39y 50 I Ol bl SOT uled g aiy 35 plas-£ VY
Details - Il

Small -

ity 5 § GG 5 sl 5 b1y o coui




Tile -z
Large -»
§ s guimo ) Mo I Sy plas-£VA
QBl Al Wy wled o ba algy —call
W Wigey 3 o L6 -
ausS oo o2 Document L 4 o -2
Gl g5 Lot aligy —o
ot (50 03Uiiuol 435 A5 31 i Jlaof (55518 (81t 1 by Aol el ,51-£ Y3
Reply -1
Reply To All -
Forward L5 -z ji§
Forward To All ;L5 -
: Add To Favorites Goa-tA+
SOOI GlLl S cym -l
Web clrio(o p5-3) 5l g -
SOl sl o5 S g
B 390 slo ol cod 4 005 L1 -5
€ oS (o0 ool 4y 3 oIS 5 g axbo S (30,5 0 (gl EA)
- File/Save As. Il
Edit/Save Picture As -
File/Save -z
File/Save As Picture -
Sui,lo 41,8 abgy plus o Outlook Express ;o oo <l yo gleolin-£AY
Outbox -J!
INBOX -< 1§
Sent -
Draft -»
¢ ol 0¥ Olmnd oIS < 5l 5508 sl EAY
poge —!
il Ls -
oy 3l eslicil STl oS -
[KWRGILEERY |
§ ol S 90T Coplas s g A
Edu - I
Net -o
Mit -z
Com -»
Sogu (g0 ool 4y 35 oIS 1 g azmio il j9 sl A0
Back -l

Forward -

ity 5 § GG 5 sl 5 b1y o coui




Refresh -~ i
Home -»
¢ Comnzr B x0 HEtp & Le < Http:/Www.Yahoo.Com T yo-£ A%
Second Level Damain -l
Top Level Domaim -
Son -z IR
g 03ls las T 550 Lawgi b aS g azio pli-o
¢ ol W93 lojl B ymo 1) glb aiols 31 Ky plas=EAY
Com -l
Edu -o
Gov -z
Org -»
0 O Wl 00,5 ouplive yus gl jgy 10 45Ty (ool v plai 31 (s o TE 4055 plas (59, 5o Suds-$AA
oo
Search -
Favorites -
Mail -~
History - i}
Co,5 Gl wl |y g5lw o3 93 plaS g 5l (o Leed 035 (gl EAY
web Page , Complete -l
Web Art -
Web Page , Html only -~
Txt File - 1k
4z General iz o Use Current 4oss g9, » s Internet Option gl oyglxo jols jo-£9
o9 (o0 plxil los
505 o sk,s Home Page axiv lgie a1y 5l amio w0l -l IR
Saes e ,l,8 Home Pagejlgie 4 1) cosl oo ools 1,8 Home Page o Ie coai slSin 1o a5 o9 amio -0
Capd o 8 S wg aman |, Blank -z
0,5 o sk, Home Page axio Jlgie &) (5,8 o axbo oyl =0
00,5 SlS sl anS> plaS (g9 2 ouid alixdlo (b s a4y (S (g1t )
Refresh -l
Forward -
Back - i
Home -»
§ oS g0 Sl 130 1o 511y (61 0Sd 4z s Bgin IE )0 1) (ol amio (o 3 ey ;514
Stop -/ Il
Refresh -
End -
Back -»
Gomimnr gl g 920 o0 )18 gaxiuwr Haige Wiz ) |y Lol (gg2iumr 390 03lg 4T (o) g2 gige-t AT

ity 5 § GG 5 sl 5 b1y o coui




T Wigdh (g0 ool 4z WS (o0 Camn Lo 5151 1 e
Directionary Sites -l
Sl B € WS sl gy 00d 00 o S sl Ol L Search Engines -
Meta Search Engines -~ ji§
Search Dictionary -s
¢ ol g Olxiio 55950 15 b,I581 o5 5 Sy plas-E 8 €
Internet Explorer - | i
Add To Favorites -_
Creat In -z
Put In -»
T 09 (o0 AIhS Az WS (s s [y 4ol By )0 g Jluwyl (Kol 45 Al s g g 480
E-Marketing -l
E-Commerece -
E-Mail - ji§
E-Banking -»
0 gf (o0 4z mad (50 5158 095 FgmolS (535 32 il 11y L a5 Gl 8 -t
Download - i}
Upload -o
Upgrade -z
Turboload -s
§ oS (50 00l el IS 31 o0 Cansly 50 sy K3 4333l 31 Sl il ugr-t 4V
History -l
Back -
Stop -z i
Home -»
§ oS (o0 ooliiwl 4SS pluS 3l uls Cu g Wlio Gilgw Bd> gl -t A
Clear Address -l
Clear History - g
Clear Favorites -z
Clear Cookie -»
§ oS o0 ooliiwl 4SS pluS 31 SgS g Ao duzxe SleS 9 gl -t Y8
History -l
Refresh - jg
Favorites -z
Search -»

¢ ol o0 Lo 57 gupolS dy g Ao JolS' JUiRi! 1 (50905 a5 By y9liis &) o 4SO

ity 5 § GG 5 sl 5 b1y o coui




¢ uil JB axiio S S amio 99 o0 e g0 b 4y 35 plus Gls! Internet oy jo-0 ¢ )
Clear History -l
Use Blank - jji§
Use Default -z
Use Current -o
¢ s los oo liine 1) (b ouls sualine o Colw g Slxio aulS auilyi (oo a3 35 plaS lawgs-0 + Y
Home -l
Back -_
Forward -z
History - il
€ sl p3¥ < pial b ) 6l ) slaylidl o 51 S plas- ¥
Internet Explorer - /! i
Windows Explorer -
Documents -z
Control Panel -»
bl (oo iyl b bl adad (Sxo 4y 15 gl 4y 35 51 S plas-0 ¢ &
Disconnect -/ il
Connect -
Stop -z
Shut Down -
................ WS oo il d LS e (6l 1y iyl 4 il G 3Kl g il ys e y3 a5 S pi-0 0 O
3,00 pb
URL -l
Server -o
FIP -~
ISP - )i}
C a2 o i Iy gz azHistory ,lg-¢+ 1
Media) als, slo ;5 -l
o 033 g eyl o
(Search) gzews> ol -z
il ot 03356 M a5 bl oy - IR
$ogu o0 oudline xS 40wl ouls (4] 3419 a5 Sylw pb-0+ Y
54 oo osalie Downloads s -call
Sgd oo oanlie Home page jo-o
54 oo sanlie Bookmarks ,s -z
9 (ga odmline 55950 ;01 Jlg5 50 —o IR}
Cams oo oLt Iy coles (5091 (objgel 513 G asold 51 Sy plus-0+ A
Net -l
Org -
Mil -

ity 5 § GG 5 sl 5 b1y o coui




Edu --R
00wl o pU b ol 1 555 6leilo sy olumwgo o sibsaSe (6l b b (ydgm asine cugr-© ¢ 8
§ S
Gov -l
Com -_ i}
Net -z
End -»
¢ il g0l S Il oy (g5 31 Salas=O )+
ol il [pas waie o b asl Jloyl Jo o L pligy 00i,.5 -l IR
el ISl Sig AS sl asl ol & (8 e S5 ekl Sl o
Bk o 1 R sle oans g s goladl L Sl -
e Sl ey Gsio @ ply JUE ] bl 5 5 VU S -
3201y COMguny b (55 5550 ] (90T < 5L 0550 (Sleiomd 30§ (oo 5 GBS 51 Sy plaS (40 528-0 1)
Cogled o0 48LS1 o yoT b
Alt + Home -4
Alt + Eter -
Ctrl + Enter -~ ji§
Home -»
Gl 00 192 18 3l eeeee. CeoMe Lauwigh 6URS (g g pU 9 (533315 o (S yiSI| oy (o yoT jo-0 VY
|
0-<
el 7
@ --m
T ol Syl 29 S 4 (o i puae Yool 3 395 )90 31 Srolus-2 1 ¥
sl oolidl I 51 ISP eyl -l
cab oad S o cole g -
S5l ed; bl @ ci il Ssl -2
ol g 59 0> Sl G pglas il - IR
¢ ol iy el (55150 az byl ouid oupline g amiuo Sy (Glu) j9 Slibes- ) ¢
Syl les e Back ass's -l
Sl les o History asSs -o
F3 o5 ¢
Fe o IR
¢ ol 315 9,190 31 K oIS ilxmio b 3 laibiwl 3-0 1 °
Hyper Language -l

Html - g
Http -z
word -»
€055 ool (17 (o0i Loty 1S SITE fauwgi 6 il 50 goxinr Jos plonil g0V 1
Yahoo -l

ity 5 § GG 5 sl 5 b1y o coui




Googel -o
Msn -z
Blogfa -
09 (o0 ke i grpols Caond plaS &y pili bis <yl b BLS I gyl sl VY
poge —call
di..u CJ)[S )
SlF oS -2
lao &,5 -0
il & yguo (| 4y oliws plus -0V A
0gd oo Jluyl ol bas 34k 5l w5 ool Sl lacol 0gd o oK 8 )lg oS a2lS
oSl — Gl
ISDN -o
el
ERRIEEERY |
fobly (oo o yol 5 (b 438 51 S plus-01 4
S e ot oSl b ST sldUiSs s 1) isealS Ky Jlions bl poge il
il oo Sl oS G cslinl - IR
Wwgey o 4 45 2Dl (g0 ilie sla)li8l 055 g I8 Cor ¢ Dl e ¢ B¢ oS Wdgeles I JSiite < iyl -2
F903 95 (0 crrrenrne Ngw ol ol loo SO L) pwaad @9 yb 3l g axan 9o &Qﬁ.;l-av'
Hyper Text -l
Hyper Media - ji
Hyper Link -~
Hyper Sound & Image -»
S lod oo SodS 1500 Hlgd 31 4aS's oIS 69y (ol Aol HEWS 15 dod 4y Aol Fawly Jluwyl gl -0 ¥
send -l
Reply - ji§
Reply All -z
Forward -»
Coguh o0 Lptine o pI0S )3 ((o25) OUS! (6 605 38 o yoT doli Jluyl 1,0 ¥ Y
- Tow!

From -
CC--M
BCC -»
AaS o 1y T oyol 0g allas el gaige 51 ol 00 S a5y jeb 4 ;K8 ouiin b s el G Sy, Jlul (sl
To -l
CC-. B
From -~

ity 5 § GG 5 sl 5 b1y o coui




BCC -»
0,5 o0yl adiy Jlu,)I YU Cuglgl b as b aoli jLS ;o cuodle plus-o YT

¢ —l
0O-<
'z
PO

COgus (o0 0 yudd dudigy AIAS 30 38,5 oo Jlwl Lo (ol 445 b ol auds-0 Y
Outbox -l
Inbox - Ji§
sent Items -z
Drafts -
g o0 00Lisawlenenns 31 80,81 Slasinn g ol 0 S gl-0 Y0
Address Book - il
Mail Box -
Sent Items -z
Inbox -s
sl g g &l o3l e SO (o8 98 g iU g ool 530 ¥
Sk Ll
Oele o
dol- C.
ed..LS.M:J.S- S
8l oo BT Az ann gy oLl y S STl Commy Ky o y0l SO VY
Sg n o0ls cuitS p canlie plol asl- o)l IR
39) (o )l b (ool> Gl g g -0
el Ga 9998 (o0 00ls S )L (Jgene slo sl wile -z
5,5 ool out item adg o -
39 oo 03Uikas] iy 55 IS 5 30l iyl > i iUl oy it a2 YA
Sign out -
Check mail -
Create new account -~ ji§
Receive -»
§ ] sy Ao plus-0 ¥4
Wil 0 apamio Jeal (ol sl 0 ygmmy ~ il
Sl 4y pazmis Siig i8Il ey ool S - R
WS sl Jeosl ayol 09515 gl il oo (Dl @ -
a2 saily K1) Jaesl sl (Sl ole g -0
Caind Sl 4z (511 Wil ounis JUwslouaiio 41 ds p 4 45 ol acl-O ¥ ¢
Re notice -l
Return to back -

Failure notice -~ jj

ity 5 § GG 5 sl 5 b1y o coui




Failure back -»
03 ygteiino (ool 4 & (ouny Bgoiuo )d aiwlgSl b plany-OT)
Noise -l
Spam - i
virus -z
e-mail -s
I Jolioutboxaig-° Y'Y
ool 00 2l o gla asl o — !
Cowl 0aits oSS Lgl Jloyl al 3 5500 a5 conl slo acb concd -G IR
el 00 B3 gl asl e
Cowl oas Jloyl la dels cad -0
€9 50 0 35515 510 Adhgs 31 SpalalS 15 S yfgie 41 (SHlaof o Aoli3l s Sy Y
Sent item -/ Ji§
Out box -
inbox -z
draft -»
oS (oo DL 1y 4y 35 pluSuilo ouadigy (W 8 bl 4ol Sy cudgigy asiT (gl 0T
S (09,5CC w0 ol o] -l
S (59,5DCC ol ol oyl - IR
S ) lgt0 o8 ol y o oyl -2
PUCL o)lsfromw)&) ol goyel =
§ g ol 501y 095 sl 4ol byl 4 JUait 59y ()lgF (oo 3 el plas=0¥'2
yahoo -l
Google -o
Outlook Express -~ ji§
msn -s
¢3,l5 o Lxo azsubject j,oRe-° %1
Ngd o At Codle ol SeSie sl anl il
Rl oo Wt ool az 80,0 a5 ala yol gl cadle (nl -0
e |y (sl 4ol Fnly ponlgsn 45 090 (o ol Sloj cdle (0l -z IR
Gl o A ol az 28050 a5 sla ol gl cwdle pl -0
§ oS o0 ooliiw] 4SS IuS 31 s s (5,530 3,31 (5l 1y ouls S8l S Aol publgsy SOV
Forward -/ i
Work offline -
Reply =
Send -»
G0 3ol g 42 35 b Loy, Bgiied (st (51 Jonos| L 515 Lo lan= 0 YA
sign in -l
sign out g |
signup -z

ity 5 § GG 5 sl 5 b1y o coui




Log out -»
09 (o0 510 4S5 julgd plas’ )3 (SL L) plod doud b acl-2 Y4
draft - Ji
trash -
inbox -z
Send -
39 o0 ) 4 (5 ok 4> @) 4ol LIy)create mail o oy jo bee jols-2 ¢+
aol Lo 00 S Sig 2SIl Gy oyl
wloyze &0 4 asl gy, (oliw 2 sl - IR
asl ulgisy Jlol sl -2
Zaglg 5o 4ok Jll sl s
B 4ol Comd 032209 30 4F (5910l (51y9) Sgud (5105 AL Lould Jrwwgi Wilgi oo 4ol p2-O &)

s -2
0pS -
................................. aol ] puis i delete item g aligy 3l ol 4ol [FHOEY
s e o B
ool b3k BB -
Cosl yilys L -
G B3 5 =
¢ ol ooliiianl B el oty 4 Slrad gl (B ol yod 4 0 il 0 ply £l )l gl oy plus- ¥
Reply -
Reply To All -&
Forward L5 -z li§
Forward To All ;L3 -»
3,18 gl 99l (o0 0010 Ly led Silogil jab W IE (gl,a) oo jo a5 (gl axio-0t t
Home Page -\ Il
Start Up Page -
Last Page -~
Final Page -»
¢ ol 0¥ 6 5l b (6l 15 byl38l oy 51 S plas-o 88
Internet Explorer - Ji§
Windows Explorer -
Documents -z
Control Panel -»
§add o0 oylis Iy gz azHistory ,1g-0 €7
Media) slu, slo a 35 -l

W) °)'.1".>‘5 <9 U’“")‘ﬂ -

ity 5 § GG 5 sl 5 b1y o coui




(Search) gz o] -z
RUPKCIRVA(ID I UG ICH WRUPRERY |
§ oS (o0 ooliiwl (5l AnSS az 3| g AXAB 1O U Cu g g Wlxio Suzxe susline cys-0 Y
History - IR
Back -
Favorites -z
Home -»
(5559051 s Ceade bnagi iy 10 9 ool oo JuSCl 13m0 ity iy S Sl S5 oyol-2 £4
f ! o
|
0--~M
Ml -
.o
bl g0yl oliws g pog0 il (oS 5 g1 ol 5 Sy plus-2 £ 8
Sb -l
ISDN -o
el
RN
COgud oo (AT ot 1AS 331y 00 guF g 53T (a0l Jlw,yl sl jo-00
To - IR
From -
C-¢
Bcece -o
g g0 Lasine Caound pIAS 33 SLSI o 005 S o yoT dols Jluyl gl -0 )
To -l
From -
CC--m
BCC -»
€055 (50 51,5 albgy pIaS 30 (g oy sl 40l-2 0
Inbox -
Out box -
Sent items -z

Draft - i}

T S Cydguazxo 51410 dowond 1B Jlw oo
W RN E P ]| |
Sy -
Sz
Jle,l e s =0
obly (03 Sig yiSUl Conmny LS 32931 05 S 439 35 51 S plus=0 0
bl g Fyo BB g pgai B e SO Jold (g (o0 (g piSUl als S -l

ity 5 § GG 5 sl 5 b1y o coui




Bl arsl o g (5l 0w S ated (Soig pSUl Ly JLo)l ol - I
e ol (S5 250 Sy 131 05 el asl 2o 5 Sl
el @ p0 4 g )l (g 2SI Sy 4 sl JLol -0
C0 ol g 42935 b Lok (g, Ggoiuo oyt sl Jans| b 518 plasljlan-© 88
S1gn 1n -4l
sign out - ji§
sign up -z
Log out -»
§0gu (o0 (5310 455 yulgh plas 55 (AL L ploi dous sl a0li-0 O
draft - i}
trash -
inbox -z
Send -»
ComeS b Wby 33 L s 31 Seolas Outlook Express 4ol ;o 4ol G slxsl gl -0V
create mail 3l Jlgs o, » S5 -cal TR
edit/new/mail message -
file/message/new message -z
Edit -»
39, o0 45 & (5 9k 4z 4 (4ol b)create mail o iy yo bee jols-00A
aels Lol 005 105 g S| ey oy~
loyze &0 & ael Siligiy) (oliw B sl - IR
aeb Sbgiy) Jloyl sl -2
Zaslg) 3 s Jlo gl -
Ole (o0 a0l oy 8 lastiew] Himl 4lgs yo.nn. S 4053 3l Aol of pob 43 Cowgwy b dowoud oyl 48 (gl p-0 08
.0 ,5 oolaiwl
Attach - ik
check -
spelling -~
Priority -o
CpoiS (o0 B 1) 4y 35 oS’ (o y0T Azulis’ (33,55 (6107
View/Address -l
Tools/Address book -_ Ji§
Edit/Message -z
Tools/Replay -

§09i (o0 03l (5 gk 4z (sl pImap G - )
Jeoa! Jls )l =l
Sl el o -
Jeoal 28,09 Jlo)) -2 R
i ERWE IR
................................. a0l oyl puis” B3> delete item g adigy 3l gl 4ol 507 Y

ity 5 § GG 5 sl 5 b1y o coui




S 2b3b J6 - I
ol Sb3L BB -0
cwl ailes LB -
s B> lB o
a0 L] aulS dzius jo (guudS’ 4z jlasilel oo b al B> gl p-2 1Y
Cnatrl+f) -l
Delete - ji§
Space -z
Ctrl+shift -»
g 95 s Sloris oyl ] Sy b Ay 45 Cannl 00 Sl dmiio (3 i 3l o a3l,f Jy 6 00 €
aY -l
RV |
S g
Sl -0
18w Sl JBlas Culbao 41,1 Jo 16 2-070
Y -l
Y-<
'zl
¥ -0
W23 oo olid Iy bbb i g lasinme a5 Cawl..nnn.. 3lgi 1580 o33 55 4lgi oy WYL=
S A
NESBUSESY |
0¥ T
&y i Il g -0
Sl p3Y SUol & 4lg8 (g0 (3T Ay 41 45 398 (g0 5l H1381 o35 (Soi0 4aSd (2l (539 3 Sls L0V
D55 Iy (o s B il <y ot
Office -l
File - |
Home -~
Options -»
Cws/Power Point 351 s 5 5 )15 5 Ol ygimws Jolis HI30 Hlgi -0 1A
Slaie e -l
B o, s o I
0¥~ C
S sle aeSs -0
] ol gy diwd e 4 L po Il g0ty LT 51 SO po 40 a5 Cawlnnnnnnnn. 8ol Jolds cygus y-0 14
Tab - Il
Group -o
Tools -z
Slide -

ity § GG 5 sl 3 81y o o0




D9 (g0 o0liiwl 51381 o 35 (43,5 Sz eS'y cums 51y Ll onl 3OV
albey lg -l
& o Rl —o
S sl aaSo ¢ I
Sl alpg 4l -s
Sliwly 53 el 0y (5 03Il 31 355539 T (Glaixo 45 Sloj 30 L dudw! puilgs (ourvennnnns 31 oolazwl L=V
oS gislony (Bl g o900
ol bl -l
Olgre lgi -
Sl al g 4l -
Soxdg Hlg -
O 3ol 1y o oailsi (o0 Jled aDsl 31 au plas’ jo-0 VY
oy S SIS (y0,5 ALl apmls -l
Sl Galns 4>l - IR

NP es 6, slad ¢

Ll au ol Coned -0
31 S 90,10 51,3 power point 1381 o 5 g 0y Cawly b o Coomw )0 (5090 L jgu0 drnnnnnee. -ovy
a8 g0 oybi 1y cllno &5T1 15 13 55550 (5 b s Slas!
Ll -l R
oabe Hlg o

qu )‘9; )

g g0 00l wySlol (Slos Sz g8 b (oS 532 (Gl e 5ROV E
Zoom - IR

Undo -

Redo -z

Save -o

WSgpls (o0 03l (o Dol &y (859 o WDl 4 AT 5L (g ptennn g gy 52OV O

Next Slide -l

Previous slide -

Comments -z
previous slide ¢Next slide -s [l

o9l oo ooliiwl slide cilizeo (sbd Caomnd yo......... sl! gl comments i3l 3-8V
el —l iR

29 Jgert -

sk e

Sl alg -3

Sgd o0 ooliwl pOWET POINt ;3 b uydwl (43,5 o o g 2l (§ly e sles 3HOVY
Slide Sorter - iR

Normal -

ity 5 § GG 5 sl 5 b1y o coui




Reading view -
Slide show -
dad 33 HEUS S 1 a4y o (b old wudl Giales 6l o7 o0 51330 o 33 v les 3-0VA
0,5 oolaul
Slide Sorter - il
Normal -
Reading view -
Slide show - ji§
2,5 oolaiwl ylgi o0 0uls 2lhb sy slide yuilgs ol ... slos 3HoVA

Slide show -
Reading view -~ i
Slide sorter -»
09 (o0 03liul (o 5 (gl walS 4z jIfile (goie (30,5 5L (gl 0 A
Alt +f - iR
Alt+) o
Ctrl +f -z
Shift +f -s
Cog (oad ooliasl callan &l o6 (59,5 05055 (512 25 5o 43T 51 Sy ol 5N
Save a5 ol 4 File s aass 51 -l
By o yisd g 5l Saveas ;3 5l eolatul -0
Ctrl+ S oS5 sl 0 lS 5l oolizl
Save ;5 Home oo, 51 - i
S 00 Pl 1y oo e (1350 0 5 31 000sS o5liinal 1,5 pU yuris gl -0 A Y
User name 4 ;5 General ¢ g options a5 file asss oo 51 -l J
User name s ;5 proofing ¢ g options as ;5 file auSs 4o 5l -0
User name 4,35 Advanced cw.d 5 options a5 file aess g0 5l -2
User name 4,35 language <3 5 options as ;5 file aaSs s 51-0
§ sl canmlin dlan 511 Jy 18 S5 (5055 5 (5150 ofy plas-O AT
open au ;3 file auSs o0 5 -l IR
save au;S file ass g 5l -0
New as, ;5 file auSs 40 5l -z
shere au 55 file acSs 9o 5l -0
¢z Power point 51551 ¢ 55 50 callao @511 b1 < 030,55k sl o) (2.5 @O A E
Ctrl+s -
Ctrl+m -
Ctrlto -z |
Ctrl+c -»
] cawlio 4 35 plus Power point Ya\Y 1581 s 5 51 795 cq-OA®
AIHFY 55 sls o5 -l

ity 5 § GG 5 sl 5 b1y o coui




Exit 435 File aeSs -0
Ctrl + W 55 slaods -z
ALT+F¢ 55 sloads - IR
¢S o Sl [y e, A9 35 09359 cernnnne S g 49 w0 Slide G slxy | gl -0 AT
HOME > SLIDE > NEW SLIDE -_ ik
HOME > NEW > SLIDE -o
View > SLIDE > NEW SLIDE -z
DESIGN > NEW > NEW SLIDE -s
Sl (2 alS az oo pid slide G slmsl gl ofy (0 55 @2y O MY
CTRL +N -l
ALT +M -o
CTRL+M - %
SHIFT +M -
g o0 o0liwl Cawl (ylgie 393 9 lgie B b usdlwl sl jgkiio a....... jIslide ylovuz jo-OAA
TITLE SLIDE -/ Il
TITLE AND CONTENT -
SELECTION HEADER -~
TITLE ONLY -
g (o0 o0laiw! o gl (Slgimo (6,04 9 (ylgne (5,1l (Gl sloduz 1 Laslide ylovus j3-0AY
Title slide -l
Title and content - Ji§
Title only -
Section heather -
Cogus o0 oliiw! (o (65104 9 ylge (6, (gl g oo olevsz 31 b Slide o jo-04+
Title slide -l
Title and content - Ji§
section header -z
Two content -
D o0 ooliius! &1l £ 9w Mol (511 Ygaro g Canwl (ylgie 0 ylag S Sy Jolis oz cn-0 )
Tow content -l
Comparison -
Title only - ji§
Title slide -»
ROW TP CPL IR PN PR G NPT FPRN SR G NPT T P IR PRI LA
Content with caption - il
Comparison -
Title only -
Two content -»
] o 005 )18 A5 Ky g 010 AT Sy gual 001 A S Jols ylovas (O Y
Blank -l

ity 5 § GG 5 sl 5 b1y o coui




Content and caption -o
Title only -
Picture with caption - Ji§
oS (b olgid & ygu0 4 ulel (o0 9 Cannnd (5 010 4SS b ol plovy (08 E
Title only -l
Blank -_ ji§
Title slide -
Two content -»
§3,5 ool ylgine (5l 40S'S 4z 31 WMl Wz sl gl -0 %0
S oo SIS adl S 50 o (595 b s adll S bl sl -
05 (oo SS9 590 Al (03T dl 59 5 4xdlae S | CRTL Jlgze apdld wiz Dbl 6l -
oS oo S L5550 ol adlul (5, 5 ax3lagS |, Shift wls Jlgie 1o apdhol iz Sl ¢l -
oS oo S5 a5 0 j00 Dl 10 3T g sl (5, 5 ailagSS 1, Shift e adlul iz Cleil ¢l -o IR
§ sl canlion 99dasl S B (61 b9 plus-0 41
oy oo |y Brase a8 5 oS (oo SIS ey Ll 0550 90l (59, b audlul S jo -l
w2slid oo ) 8,505 BNd aeSs 5 08 oo SIS 15 0550 Dl (5, L Dl Sy 50 -
ol o 1, Delete as 35 slide o5,5 s Home $ 5 0 -2
olid o]y 0,508 Delete anSs 5 oS o S a5 5550 adl (59, b oDl Ji 5o -5 IR
S canlion oy oIS 00l 00y 3 b 3 (2 (51 Dol by o dlsl (il (510 3V
Paste 4, ;5 05 5 Slide sorter L, Normal sles ;s o adl Ji slas o SIS el -l
Paste as, ;5 Ol 4 clipboard o5, Home $ 5 o 4 028, -0
etV oS 5 sle ol 5l eolicl ¢
Replace 455wl 4 clipboard o5, Home 5 5 w4 38, -S I
A5 0390 15 (595 3 SlS ol b oS Jlos! b wy Ml dod (53, 1) (il oF pudlay 45 (g0 jo-0 A
Sl canlin iy 35 o108
Apply to all slides - Il
Apply to selected -o

Set as default theme -~
Add gallery to quick access toolbar -
Sl calin 4y 35 pIaS 0l (sl (238 Uiy o5 (slois @ 1) (il 6l oF ablgdy &5 (T yg00 j0-0 44
Apply to all slide -l
Apply to selected slides -
Set as default theme -
Add gallery to quick access toolbar -s
Grnlio 4335 oIS 395 Jlos! il sl Slide 55, 51 baid oo Ll oF wadlyshy 45 (g0 010
fCaw!
Apply to all slide -
Apply to selected slide - i}
Set as default theme -
Add gallery to quick access toolbar -»

ity § GG 5 sl 3 81y o o0




o LI ) 4y 35 plaS 99l aBLSI & jaw (g i )13l Hlgd 1 B o (6 I adlasy 45 (T yge0 yo-T )
S
Apply to all slide -
Apply to selected slide -
Add gallery to quick access toolbar - ji§
Set as default theme -
KT PN e | JUPNL VL SNIPONT SUNIRE JUSOWEI JULN IV DEOVS SIPIE < JRUUF: JPs JU B
Design > Variants > Colors -l
Design > Variants > background styles -
Design > Customize > format background - i}
Design > Themes -s
Format s o,my jo 1. 4938wl wglicio S5 ) 90 Sy b dico) g Sy ooy 45 5 yqu0 yo- 1 ¥
SpuS o0 Jxé background
Slide fill -l
Gradient fill - i}
Pattern fill -
Picture and texture fill -»
Sogs o0 o3liiml Siloj 4 Format background s o,y ;o Pattern fill 35 517+ ¢
b g 55y 6l 5y S5 5] enlial (gl -l
dny oy 5y 50 558l p 3 el slagSl Sl eslal sl - R
Wy oy ) sy gl 5 90 S5 sln
ey o Olgie 4 olgsdo Jl g pgas jleolinal gl -0
g4 o0 oolaiwl jsliio 4> 4 Format background s o =y ,o Transparency co.ols-1+ 0
oy (o O i~
o) e S5 ¥ g
agey oy Slal et -0
conenppiled o0 Slide master Iyl jo Lol wodwl >lyb jo-1 7
oS asetie |y s 11 BB (5 b adlol die o 5 polie Sunsdse s 0l slos il B
9y 50 A a5 o pal sl e wl) BB by wdlul gl ades 6N Ak sl -0
et oo 515 ool 3 jge cllas @il B sls oMl oo ail ) Sl 5l slod s 6l -z
0,5 bl g (god (6 g Lol Al Sk o -0
Sy blae &1l L (slo wudl (ol s 5981 (2 15b (5l 4 35 plas b aydlsl (> 15k o=V
£39) (0,5 @ dudz 55 oyl
Slide master -l
Master view -
Handout master -~ Ji§
Note master -»
B ol wydl (g o0 &l UG g ol gla ymsd (gl MASTET VIEW 09,5 50 by 3l 51 Ky plas=1+ A
05 38 o0 545 00lisiusl 3550 o 431,

ity 5 § GG 5 sl 5 b1y o coui




Slide master -l
Note master - i}
Handout master -z

Master view -o
o0 08 L] WSl S wlowdiid plod Sl 3 jekaio 4 Slides og,5 Home 5y o yo 4150 ol 574

§Ogu
Reset - I
Layout -o
Selection -z
New slide -»
S o0 odlaiw! L wsdlwl (uss s sl Slide 09,5 s Home 5 g o o 4150 oyl 57
Reset -l
Layout -o
Section - Ji§
New slide -»
S (o0 0oLl (yike K5y 9 jrluw 9 5)Libgl Cigh g9 Clenliid g1y 09,5 o 5| Home Sy pus o= )
Font - Il
Paragraph -o
Drawing -~
Editing -»
Cogis o0 o0liim! joliio 4z 4 Font 64,5 ;o Text shadow ,I5f ;-1 Y
s aslu oo olow! -l R
Sl las 5y e slml -0
e S G alolt ¢
SLF sl e sl -5
Ot Sl 4y [ oo igd g lw 9 S5y Jd 51 (i 43 bgy po Slowtild plos Fomt og )5 51 15l b3V Y
313,50 axdgl 9 (258
Clear all formatting -l
Reset -o
Text shadow -~
Align text o
g4 o0 oolaiw! Paragraph og 5 515l plas 3 oud (5,105 CooMe Comad S Sl | (gl -7 £
Bullets - Il
Numbering -o
Right to left text direction -z
Arrange -»
g4 o0 ooliiwl jaliio 4> 4y Change case ,13l3+1 Y@
SrsS b 5 3 B3 b e b5 e sl -~ R
hY0 (il & j50 4y (e (reni —0

XY) Glg S ys0 0 Gie et -z

ity 5 § GG 5 sl 5 b1y o coui




e sl S G alold (s -0
3 a5 o0 3155 ooliial 3 )90 (6,105 0 ylois o) Slaxs (gl I3l plas=T Y %
Bullets -l
Numbering - Ji§
Right to left text direction -z
Arrange -
gl o0 oolaiwl joliio 4z 4 line spacing )yl 5H3VY
e gl SIS e alols e -l
e S Gy Slas (s -0
Lo s 4ol st 2
O S g 15 s -0
Sgus o0 odlaiwl o HOlS 4o (yie > i sl Paragraph og,8 jo Il ol 3V VA
Text direction -/ i
Text align -
Increase list level -z
Decrease list level -»
e puiled oo Convert to smart art ;30 3 solaw! L-11 4
S RS owann JSA 0 a4 ) (e o5 -Gl
S i wiedise pislas 05wl e 05 -
S R Jgo | (e 08 ¢
S o laged 5wl (e o5 -0
Do 0 d8LS1 5138 0 33 Wil yguiwd S gty A3 G e Y Wity S g3y 99 410905 0 plB Ho-1Y ¢
Home - insert -l
Home - format -
Design - format -z ji§
Insert - home -»
¢ Coney Find o2y 40,5 36 sl oy (255 @2 pm? VY
Ctrl + F - IR
Ctrl + v -
Ctrl +e-¢z
Alt +ctrl +F -»
§ oS g0 JUad ) 4y 35 plaSaigels Ty goniunr 5005 50 Jiiumno S 1add edlgsy 4 (5 yg00 po-1 ¥
Match case -
Find whole words only - ji
Use wildcards -
Match kashida -»
Ol g2iunr 3590 & yluely By o (SreS 9 (53 i 3l eund Cl s ©jle bl 45 (g0 jo-1 YT
TS (o0 JWd 1) 4 35 plas aly
Match case - Ji§
Find whole words only -

ity 5 § GG 5 sl 5 b1y o coui




Use wildcards -
Match kashida -»
WS (g0 g i |y o0l sunlS (gl sl grmimy HOU5 y0 ady i (1Y E
Match case -l
Find whole words only -
Use wildcards -
Match kashida - jJji§
0 365 (g0 31,8 00liusl 3,90 1540 ©, b )loe (3,5 2 35r (515t sy ol 5T
Find -l
Replace - ik
Save -z
Undo -»
) )5l g 00,5 axzlyo. 09,5 - S ypw 4 Replace b 5u )5 sl jgiws 3l osliw! gl 10
oS (o0 Pl
HOME ( EDITING ) REPLACE -/l
INSERT ( EDITING ) REPLACE -
DESIGN ( EDITING ) REPLACE -z
EDITING ( HOME ) REPLACE -s
RCIUW) IR PY— =5 5 s uuds Replace jows Sleslyd gl yoly oy 7 @g ' TV
Ctrl + F -l
Ctrl + w -<
Ctrl +h -z Ji§
Ctrl +r-»

€ sl 5 ol i3 35 IS S5 U 3ol g 3 (6 i oblacis 45 i yg0 50 YA
Select -l
Select all -
Select object -~ g
Select pane -
Sogus o0 oolaiwl jaliie 42 4 Selection pane )yl ;1Y 4
ol 09,5 sisee b 0 g S il — il
b 2l e JS Sl -
Wl 5| paie S Sl -z i
polas olsl -0
oS (0 U [y g 35 SIS 0195005 ¢y 3 s Sl by Jgacr 5 olimy! (gl =1
Insert table - JR
Draw table -
Excel spread sheet -~
Table -»
¢ nled (o0 QL) 4 35 oIS oS (S b (Sows [y (Jou publess & (g0 501 T
Insert table -l

ity 5 § GG 5 sl 5 b1y o coui




Draw table - ji§
Excel spread sheet -z
Table -»
435 plaS ms Power point ;1581 6 5 5,15 Excel 51381 p 5 b 511 (Jgoor madless 4 (5 yg0 yo-1 7Y
S (o0 ol
Insert table -l
Draw table -
Excel spread sheet -~ Ji§
Table -»
sl i 1541 P15 ity Shasl 0,19 iyl 5 (6 el S oudgshy 45 (55 y300,8-1 7T
Pictures -l
Online pictures - i
Screen shot -z
Photo album -s
€005 (50 518 ooliiianl 5350 yglai gl Sy Slowsl sl yliel plas’ 5718
Pictures -
Online pictures -
Screen shot -z
Photo album -- i}
Sl o i JISB! 13,5 a3Lol gl 1 iy 35 plos=110
Shapes - i}
Smart Art -
Chart -
Hyper link -»
$gu (o0 oolaiw! Wouigh (Sudl )T wgliai 40,5 adlsl cys Insert Sy 5o 415l plas=171
Shapes -l
Smart  Art - Ji§
Chart -
Hyper link -»
o (o0 oolaiw! jl0g0d (30,5 A8LSl Cy INSErt &y yo Il plas-1 TV
Shapes -l
Smart Art -
Chart - j
Hyper link -»
¢ Gl cawlio B Ml (g9, 3 cadlool z 0 cy Insert & ppw yo Iyl plas-1 YA
Word art -l
Header and footer -
Text box -z
Comment - i

¢ Cawl wLoLb..\;}‘.w‘ ‘55))3010%'5"}20&&1 To° <= insert «f).g).w J° )|}.3| ,a‘»\f—‘rq

ity 5 § GG 5 sl 5 b1y o coui




Word art -l
Header and footer -
Text box -z Ji§
Comment -»
§ Gl cowbio B WMl (G9) 0 aAxiuo b g axbo pw 7)o St INSEIE Sy puw y0 Il plas=1 6
Word art -l
Header and footer - |Ji§
Text box -z
Comment -»
g4 o0 oolaiwl jaliio a2 4 Word art )yl -1 ¢)
S3LF glas syl -l
S5 G olml - IR
cloaly obwl -z
Ao by g dxbo puw ooyl -0
Sogus o0 oolaiwl joliio 4z 4 Date and time ,I3f 5-1¢Y
RPN
SHES gy -
cblesl 0 -z
axdo ) g dxio ju )0 -0
$oguls o0 ooliiwl yaliio 42 4 slide number Iyl 51 €Y
g gy -l
Sedge JBol 50 -0
sl o)led 7,0 -z I
oley s &bz -
....... s3kwo 4y Object Il j1 €€
Lisye pud sl 138l 5 slo bl B 5l e S abadl> S50 51 ola Ll gy -

)‘)SW&M.)Q (55)).3&[3 Q)}.ocb.5~.\5‘ IR QL7U| JLHJU.) 6L® w)aaau)l}él r:).: hwyASé)JBLAJ T~

a3l

G A g (SIS ez -z

Slogei gy0 -3

.O).gf <® )‘}é oolaiw! \))9.0 ..... C)é 6‘).2 )'}é' P).; ) Symbol )‘}.3' }‘--‘ £0
o ele 5 o S =0 -l IR

ob, OYolew zy0 -0

Rl @y -

e JSal z e -0

DS (o0 )l B 0oliil 390 wunzyd gl 138 o p0 equation 3yl 51T

oy e g o SIS 7,0 -l
‘S«bL{) SYolss C)u) -< .

rolai o -z

e JSsl z e -0

ity 5 § GG 5 sl 5 b1y o coui




0325 (o0 3158 o0lhiuwl 5590 wy Ml 4y i iyl B2 5b 3l g9 &30 6l LIl ol 5V EY
Picture -l
Online video - jJi§
Text box -z
Audio -»
D (o0 0Ll 0 a9 oy Susl 33l ge Aoy ey Ky il < WMol (> 15k (5l S e ! 3T EA
Transition -l
Insert -
Design -~ ji
Home -»
Ses g0 0Lzl ayMsl Hous (o Clo L] Cagr e 5 gy JHT £
Transition - i
Insert -o
Design -~
Home -»
50 590 wudlwl 53 ouls Gl jgue b Cdls 3l ciuled siew transition &y e 0.l SABIALE
fogu o0 ouplie
Timing -l
Effect option -
Transition to this slide -z
Preview - ji§
A0 35 cenennn )3 31 oS A3LSI 1y lodgs a5 3590 (gluwe oSl Transition 4 pualssy a5 J g0 jo-10)
S o0 OB 1y e
Sound ( other sound )| i}
Audio ( other audio) -
Sound ( loop unit next sound) -
Audio ( loop unit next sound) -»
Oy (8 s ) s 45T 0S iy a5 a5 Aulgie TIMING 64,5 ransSItion 5y ,m ;o 435 ol bl L-V- 4
393 §m Wl 4y 5355 )90 4 0id asuie (loj e
Apply to all -l
After - i}
Sound -z
Duration -»
S oo o0liiwl b aydlul ;K33 yolic 9, » ANIMALION (33,5 o5 6l 510l o2l jF1OY
Trigger -l
Start -
Animation pane -z
Animation painter -» Jj§

Sz ANimation & y o yo Start 4y ;35 5 Slos-10Y

WS oo ateien |y Cpdaces] o 5eT ogos -l [

ity 5 § GG 5 sl 5 b1y o coui




AS oo pasuine |, ANImation isy slej zals b il -0
Sl 36 |, Animation sy g oo b 8,90 oy zo bz
S oo iy ) el -0
fuds o0 olis [y Animation vl ;yloj wowe Jeb w3 s Il 51 S plas-10¢
Trigger -l
Start -
Duration - Ji§
Delay -»
(09 (o0 (ool (e )0 Bl e go o (o0 JOUS o (80 ldo by 35 sl il 5 Sy plas-T 00
Trigger -
Start -
Duration -z
Delay ->I§
I; Start 3l aiy ;5 olas 390121 (walo S b paie (59 2 00 Sons| (licnonl pdlgy 45 (7 yg00 ,0-1 07
(S’ (o0 S
Start -l
With previous -
On click -- g
After previous -»
K35 PSS 998,21 395 31 b (repnnd L ol pod pnics (53 1 0ok Sl (pirondl edlyihs 45 (3 yg0,5-1 0
¢ S’ bl |,
Start -l
With previous - i
On click -z
After previous -s
4035 IS 29bl 2l 095 51 Jud (rdonondlsl any puaic (595 2 00l SLns (plieransl eatlgy 45 (900 50-1 O A
(S (oo oLt
Start -l
With previous -o
On click -z
After previous - i}
© gy annis gt 31 0 Dhasl slod 61yt SB) (525 @y 8
Fe - IR
Shift + Fe -,
Ctrl + Fo -
Alt + Fe -
S (g0 o0lisaal 55 y3husl 31 o ySleol oyt s 5130 ol 5T
Present online -4l
From beginning -

From current slide - ggg

ity 5 § GG 5 sl 5 b1y o coui




Custom slide show -
310 oyl 9ol 9Dl S Sl 4 ouilyd o0 Slide ShOW S sy 50 5150 o1 51 o0 liiw! -1
Present online -l
From beginning -
From current slide -z
Custom slide show - ggg
C0gu (o0 03liius! LT sy Lod 9 Dol Cologlicd &y oo piwwd jgkico 43 313 §U 130 51 Sy plus=17 ¥
Set up slide show -/ Ji§
From beginning -
From current slide -z
Custom slide show -s
39 o0 ool inlos <l 53 b wySll 8,5 sk gl el o2l JFITY
Hide slide - il
Setup slide show -
Record slide show -z
From current slide -s
€59) (0 JI 4 Dl 9 (mlicasdl 32 (guiilo jobiio 4y 315 5b Hljl I S plus=11
Hide slide -l
Setup slide show -
Record slide show -z
Rehearse timing -» Ji§
Cgus o0 o0liiml jsliio 4> 4 start recording from beginning ! j-171¢
o Wl (g9, p I lars -l
Al ST sl (595 52 oo s - IR
Gaiile bl -2
o S sl aaSs Giulei-o
b Ll (40,5 Byby sl b (g, 3 Sy phas L Sl (o )0 (Mol Gl Lalé 2929 & jg0 o= 11T
¢ ol calin Mol
sl o515 59, ,» Double Click -l
Grammer 4. ;5 Review 5,0 -0
spelling a5 Review S, o = I}
translate 4. ;5 Review & 0 -0
¢ oS o0 JUdly o 4y 35 las (ol 4 g Lol bghas (i lai (gl -1 1Y
Ruler - grid line -l
Grid line- guides -
Ruler- guides -z
Note- Ruler -»
TS (o0 i Lod Az 0313l o [y Dol sl 335 b 3l 51 G plus=T 1A
Fit to window - IR

Zoom -

ity 5 § GG 5 sl 5 b1y o coui




New window -z
Switch window -
TS (o0 SaS 0l w5 (ki SIS i 5 (0,5 x4 L (sl S oS 5 oyl 51018
Arrange - IR
Quick styles -&
Shape outline -
Shape effect -»
o4 o0 ooliiwl jaliio 4> 4 arrange og,5 format S, ;o Rotate jlp-7 Ve
rolie iz - IR
robe o il -0
yobs 5955 095 ¢
P 5 Jsb el s -0
PHINE oy 50 1 4ig 35 A 08 ol 1 calnn W1yl o165 syl plod il 45 (o3 900 551V )
¢ oS (o0 Sl
Print all slide - IR
Print selection -
Print current slide -z
Custom range -»
3 43T plas wigd ol amiio plad &g a3 1 wydlsl (Ml ol IS0 53 eudlgsy 45 (g0 o=V Y
San 35 o0 |, print layout yols
Handouts -l
Outline -
Note pages -z
Full page slides - Ji}
o DBy 4y 55 oIS 05 Gl (o WG ol yod callao 11 16 (5b Dl gty 45 ygu0 o= VT
s
Handouts -l
Outline -
Note pages -z Ji§
Full page slides -
§ i 50 Uk [y g oIS 95 ol wylaod 2 (5l (yio Lals udlysks & 7 ygu0 4oV &
Handouts -l
Outline - g
Note pages -z
Full page slides -
bl 503 35 gapalS Sbl5 31 55 (sl 4y 35 51 Sy plas=1V e
YU s —
Y ploebl o yo o
03 S (5o p> yo SledMbl o & yud
Yo gles oo IR

ity 5 § GG 5 sl 5 b1y o coui




(09 (50 Dgmuzmo (pasids §igupolS Sy &y 35 plas-1 VY
Desktop - Laptop -/ i

mainframe -

mini computer -z

super computer -»

¢ o | o ) Lol JLi5 4y 33§ g yla 51 Sy plas-T VY
coiies Jo> L6 Laptop by el s -l IR

%5 oot LSas Laptop sls jgaslS a0 cos (658545 li>! 51 Desktop s j5gasls -0

e Jo> LB LapPtop sle SgalS -z

2wl Minicomputer ¢4 PC -5

Nigs (o0 GBI wererrenennenes L oold 310y dzuis 4= 1V A
Information - Ji§

Data -o

SRl es-z

Jele (slipatungen =3

few! FlodS 4z aiaso Pe ojlg-1V 4
Personal Computer -/ i

PresetComputer -

Processing -z

PrimaryComputer -s

Sl Information aels’ §lawas y ) i ylei 31 S plas=1A
09d oo g esls il Sl e &S b (2o 4 -G

el o ools -0

Wgd (50 e )l WlS axbo vy a5 e g

Sl B los =5

¢ Cawl FlolS 4z Giaso Cpu-TA)Y

Unit Control Processing -l

Cd Processing Unit -
Central Processing Unit - i

Cache Processing Unit -»

Sl ki Jolro Coblfo ;- AY
IRAASESIRRARINOIY |

IRAAEARA A CIARE & e

Vooo -z

IRAAEARA A CIARE A EARE & g

fadl oo guomo i yla I Sy plas-TAY

el S il abidls ) Lol alibls s pus — il

e Sy ol g il alible s 0,58 cud il -0
el S gl bl g iy il 5l ol eliil> e I

el ol alibls I S il sle alibls bl -

ity 5 § GG 5 sl 5 b1y o coui




! o ROM alidls 5,90 4o 4y 35 plus-1A S
ol sl g sty Las -l R
el bl g Sulgs laad -
- Sl 5lsbly (dgs Ladd ¢
el oy it dads o
§ Cawl oo JuSiid o3 W 4> 31 Cpu-1A2
JraS ol - hate 5 arsloe 0ty - losy alidls - Lol alisl> — il
sz 9ly - (ol alasl> - glesy aladl> — s axly -0
Oley alddl> 5 Ll - Ju8 aly - 3laie g avnlns 0>y - iR
hol aldl> - (29,5 >y —loiy alidl> —(09)9 9>y -3
S aml Sl aiy Jolao Caly S pa-TAY
VYA -l
MY -0
Vooo -z
DAY |
Cgus (o0 oolaiw! Bws 4z 3l 3 gumols alidl> 4y ygliad JULS! gl - VAY
Mouse -l
Scanner <k
joystick -
keyboard -s
i B 5 qunolS' £ 93 oIS j1 cuaseds Gla 5 guaols- T AA
Mini Computer -l
Supper Computer -
Main Frame Computer -z
Micro Computer - Ji§
fobly o0 o DVD 3550 50 35 sl 4y 35 51 Sy plus-TAS
Ol lgi- all

o9 (o0 B! (S3mr 4z 4y yuidoww b dilginsl Smyd b (e oy jo-14
Oy gt b o Lt 5 sl aegorme il IR

§l Ao wiz S SO0 ojled o2 sle g Uad 5l gl acgaze —o

Aaes gl SO glyls A Coen Sl gl )ld dcgesme -2

S Ayl SO 4y aS ansF oo o SleSms 4 -0

€05 (o0 )90 50es S 50 lojle S 180 LT gy Ygore 15 sl AL 31 Sy plas=T4)
man - i

Lan -

wan -z

&6yl Al -0

ity 5 § GG 5 sl 5 b1y o coui




o9 (o0 ooliiunl @10 b Cdige g0 4y Sledbl (55l 51y 5 9,90 3 Snolus-T 4 Y
RTCAVE Y
Ghie 5 drmlenxly o
abdl>osly- = ]
SF o ety s
¢ Cawl Wy 4z &4 Ramakisl> ,o Gledbl 4 ow pws-14Y
o 5 !
el |
Sl -z
€
TN o Sy ild Alidl-14 £
$9,5 ~ A
Z9718%9,5 —<
ST T
alasl>- N |
Y O TP PO S ol 4 solwn (locomnd a1 Lol w2 S bawwjo-140
- !
VGA-o
drwgd B -z
glad N
U P O SLaows 3> plas o gFuidy - wuls axino-1 41
9,5 09,5l IR
$99,575°9,9 <
STIPTSTIS T
$99,9 (T3> 7O
dd oo iy | Olous 100 5 3 gurols 4 aSds buzxo jo a5 gl Al I-18Y

Jbae 55 -l
s— < I}
Client-z
Node -»
é,wsnuf ...... W@GuMQJ*A

SATELLITE -
WIRELESS -
NETWORK -
LNB -»
Tl (o0 ASd (Sxo 1 5 (1 4ly 35 51 Spolus=T44
LNB-w
WIMAX -0
Network - g
WIRELESS -»

ity 5 § GG 5 sl 5 b1y o coui




39 (0 H 4 (o (S8 b 4l Oy Cya ) (UAKwd 51 ST plus-V e

Pixel -
Pin -
Dots -z
PRIV
§ i gapolS 50 43 9305 alidlo 31 o0liiun! JuJd Sy plas=V o ¥
o abais 4y alais Sy 5l ledl sl -l
Gl glo akdl> o Sledlbl fyog )13 8-
wgl abadl> Vb cud b
a5 sl alidl> VL -5
! iy olygle andil sy Sy JilBg (6515 aolyy BB 515 6o abidl 51 5y plas=V ¥
Rom -l
Prom -
Eprom -~ ji§
Eeprom -
00,10 3929 (29,5 olltwd iz ) SLpliws jo-V o €
(559555 pl8 = il = Syl b, — e = 3,905 — alas ko)
Y -l
f -
b-z
Yy -o
Sl 0gy5 plas £ 3o WleMbl a4 Slows gy yhai jl K s o,l-V+ 0
oitns obiws -l
olad ltws -
=5 s
el gl -0
S ] SleMbl Cdgn 6 s Joxo ) b alidls 51 S plas-V +
Rom -l
Ram -_ i}
Prom -
Eprom -»
¢ i (ilr gl Alil> 252 335 gl 4y 35 51 Sy plas-V eV
ebline Soo o )ls -l
T e

Rom -z [ |

ity 5 § GG 5 sl 5 b1y o coui




U ATEIRK RPN
§ o o 51051381 0 35 5 52 S plas=V e A
ole qinncps !
25 sl by -
Sedges sl aeliy -z
Lo o =3
RCOUVH] ool )3 51380 o5 oy 5 LoV e 8
Jole penns i)l TR
s sl by -
ke o -
g b p slely; -0
39 Iy Jole i 9 S o0 00lisiuw! (gl alidl> az 31 ouih 0y 3 leMbl 31 ol YU pER 45 gusols=V ) ¢
S o
Ram -
Prom -
CMOS -
EPROM -s

ol 35 & gy oIS B2 5b 3 ledlbl 4y s yiawd- V) )

=5 —ll
oyl alhdls> g4 4y S -0
i~ I}
NCQUCHERE
S CPU 315 1321 s 35 S plas-VI Y
ols -l
Ol abdl> -
Ram -~ g
JrsS axly-s
¢ Cowl Coomnd plus sugee 4 CPU o ool Jpus-VIY
Alu -l
Cu-o B
Cache -
LS -
¢ Commzr leMbY Y €
S (o FeeelS ol il sl p A ple ST -l
35S (o0 el b ools (g5, 5 a5 Slibes -0
08 oo plail o ools ysls sl aST ol s -z IR
RO oo yigmalS A (699,9 oiws laT slaols -0
¢ 0SS oo ool (gl A5l a4z 51,15 80 Ky gl pigupels-V Y O
Wan -l
Lan -

ity 5 § GG 5 sl 5 b1y o coui




Man -
Yahoo -»
O PSURT S8 < SVESNPA R PSUCTIEIFE SIARC AR
Singl User-J!
DOS -
Windows Xp -z
Windows -s
Tl I3 ot iy i alg 35 F‘..\S-V Vv
FaealS s o oeed By (58 sl -t R
PSS g S SOOI sl -

> Ml.'a).g d
S o,)la -0
(u.‘> a C«wb )‘)..\.wl.a «® ‘5:..\.:‘99 Las ‘5| il 9 ‘;éba.’ (e W L ‘5| ddls........ =VAA

Rom , Ram-.u il
Cache 4 Rom -o
Ram ; Rom -
VCD 4 DVD -»
C sl Y andly 31 Gk 15 51 05 syl 51 G plas-V 4
S5 -l .
ETSER
35 S
oLl g2 -3
§ Gl yidins bl pluS Cag -V Y
Ram - i}
Hard -
CdRom -z
DVD -
€99y o0 ot 3l B2 09 5 1) Lo Al 51 G plas LSV Y
Rom -l
EEPROM -o
Cd-¢
Ram -- i}
bl g0 (omd 7 eI 4y oo piwd (095 35190 I S plas 5=V Y Y
Sz 3, — il
S M-
sblbse s -z IR
Ram -»
YT ol Gl 955 43 g e, S5 9oeolS paw S (5 (5399 -V VY
software ,I;8 » s -Hardware ;31 coes -l
information cldbl- Data ool -o i

ity 5 § GG 5 sl 5 b1y o coui




Data osls - Information ledb| -z
381 Lo - Hardware |l58) csew -0
Gl 45 ol Janllygiws o B 40l 45 )S0Bl g0 ) 4k 3T RIS & bogs e i ya5 -V T €
(98 (50 froimmpanrd ySlos
Hard Ware 331 coes -l
Software ,I38 ¢ 5 - i}
Process _ijls, -z
Input 54,9 -0
¢ sl 35 Bit 0z (U ,2) 55,15 Sy (53w 03055 5,V YO
V-l
V--
Azl
\F-o
Sl LBl (gl Mo o g 25 S 43935 51 Seolas )yl S g5 (VYT
Pz S 5 ey -l IR
Pl CoheS g oliws Sl -0
oBews Sle s 09—
olKws Syle -0
¢ Cawl ol Wiz Jolzo \Kb-V YV
ol Vee e -Gl
CobA-o
ol VoYY -2 B
ol YOF -
fewl 29,5 ) s oliws I Solus-V YA
oS amio — il
SR
Al g
oogle =3
¢ ol bl 5 slo alidl> 51 G plas-Y YR
Ram-_a) IR
Rom -
Hard -
Cd - Rom -»
¢ ol (omo aSls 15 (s 4y 35 51 Spoluas-V ¥
Wan -l
Man -
Internet -z
Lan -> i}

§ abl o0d o lound 4 fols CPU-VY)
S aslg —

ity 5 § GG 5 sl 5 b1y o coui




%99 o>ls-< I
ol -z
ALU -s
] cawlio leMbl (515 s 5lw 03 gl 325 3)lg0 I Sy plas=V¥Y
wol alasl> -l IR
ol alisl> —
Sd9)3 4>y -z
Z9> g -o
§ ol i onrid G310y a8 S 51 5 gl 5 gapels G plas-VTE
Main Frame computer -l
super computer -
micro computer -z Ji§
Mini computer -»
¢ Cmlino 4z @y piumaz VT
CPU 5l ;o Sog8 abasl> -l IR
AingS |y oils aladl> -
MosS |y gl ol abidl>
328 1) S ke cod b L aladl> -
RV P S UTX S W ygaa g gumols Alidl> o WleMb-V YO
Il ~ !
Jlogs 1550 -0
Jest-z
EIIEN |
§ ol ol Jusiid ol wiz 31 Word -V Y1
ol G -l
cob¥-o
bV -z
AN |
Sogus o0 o0liiml owil> g alidl> jI Judo ax a-V YV
Gy ok plin 58 sl alibl> (glgizme (ud S- Al
hol slo alidl> 35 ) <
G ahd s Tam abiél> slyixe (ol Sb- = Jif
Gy o plln TOMakaél> glyize ol Sb- o
Cogu (oo ooliiuw! 5 gy 31 LMD &y (cuw yiws (g1 LSy 31 93 plas o-VIA
S (M8 -l
CD -o
DVD -,
CD ;,DVD - i
¢ Cublo a5 crmly Wl 1) aalS plaSc anls (YU mdle ol (sl ouls axiuo jo-V Y4
Alt -l

ity 5 § GG 5 sl 5 b1y o coui




Shift -
Ctrl -z
Back Space -
Coalod (o0 37 guolS' 315 5 00,5 Jod Sy g yho 4|y pr9lal Wilgi (g0 (6993 Ay plos=V E
S -l
FSol-o IR
rRRTE
oosle =9
Tably (o0 9 gual CandaS 41 bga o 15 Sled 51 Sy plas-V £
ram-cal
modem -
sound -
VGA - I}
Sl (pmgh ol (gl SO plas-VEY
Sligue- Ll
CH-o I
JS1-2
s yok -9
i pIAS 252 9 3,10 pb az WS g0 wly8 1) 1581 s b )5 bl (el 45 (651581 05 ¢y yogemV ET
¢ sl 1331 o 51
o 3 o5 = Jole ptarnm Il I
(o )18 5 = (gmgi 40 by (b~
o2 B 18 e - blelS 2
Sedges Il p 35 = yunda =
RN B RUSTRT SV P W Eiws £ 3> (slu ) Plotter-Y ¢ ¢
69555 = 539,97 Al
ST TSy @
o9 — iR
ST T T S
¢ oy &S (55999097 3 Holie-V E©
sl 4 (slo 05 Jlail (S5 )] 50 spe b s -l IR
] A o (Sl b galS Slaws -0
el A sl 0,8 e b kbl -z
cCel 1 0)8 s Ll GllS g e o )T ggi -0
¢ Gl guzmo W yle plas-VE7
o oo ool BleMbl sy ailss cgrROM alibl> -l
D09 oo 0ols I BRAM j5 ol A3 IS Loy 1581 Cduw 4 bgs yo (cwlil ledbl 5l iise -0
oyl oledbl sy (6,lap S colild 4y gl aladl> zIR
Gl edls aladl> SGRam alasl> -
SCuwlizo 4z 4 ICT-VEY

ity 5 § GG 5 sl 5 b1y o coui




oSl 5l 35—l
Slbls,l 5 Sledbl 551 2 - IR
Sg sl )l -2
Syl ijgel -
il (o0 Canw ) 3230190 31 Sy plas-V EA
el i PO ole 5aealS 51 iameals MiN il 08 —ill R
el piin Minigla 5gunlS 5PC slo SaalS (ols p o080
LS 0,5 G PC sl eaals silens MiNi sla pgnlS -2
S sSMiN sl Srols ae Ll 51 Lol aiis LSy (55150 Bl 51 Lol aien LSl 351, & p0d Ll 51—
- Cnn
T ol o 000y 3y s 9y 51 5 3 190 3l Saalus-V ES
Alu -l
ols alasls —o
el kil
Cache -»
Sy (03 003310 1 31y iy 513 9190 51 Srolus=V O s
Wil g0 Pgeals Sy iz 5 bl - IR
Gl oads S ol aetiome Ol el aST el (gl Al 5 -0
cailb o CPU ] Sos sl -2
B9 (o0 el IS g ply alflas Jlae S (g9, -0
§ ] Gy a9 35 00T i s (g9 il (il Bl VO
CPU > Ram>Hard> Floppy-.| li§
CPU >Hard>Ram>Floppy -o
Ram> CPU >Hard>Floppy -z
Ram> CPU >Floppy>Hard -»
bl (o0 Cawyd ay 35 plas-V oY
\MB=\-YfGB -l
\Mb=\-Yf B -
YMB-=\-Y¥KB - i
\Gb=\-Yf Kb -»

G bl I Cys ook a3 Aol (20 s Ram Lol akisl> 5 CPU ;o b ool Jlis! cus -V oY
RUSL Y V- W] [
RICRREOR |

Cache - ;s -> J§
TAdl (o0 Cowyd Cal 030 )0 a5 plus-V ot

N u&)ai BB o s abbdl> axly o 2SS - Al

585 o] B Al a5y o 555 o
..\.;Soﬁc}é \)5."> 50 |)\ L.‘.' .b‘y‘so,la_as—t

ity 5 § GG 5 sl 5 b1y o coui




we (oo JSai ) o SG ek A e o
o ool QT 3 oy gs*‘*’L")T sob & pasiin Gue S (gl 0idS B pan a5 o yl38l 0 a-Veo

OBly syl -l
Slral gl ey - i
b e slaylidl ey -z
waled gl 153l oo
Cadly (o0 o yob 4y 35 plus-V o1
Sand (59, ol SO 1L -]
S9b (oo JSeis llad szl Sews (59, 01y pld -0
Ar e b3S ma sboopls s jaidew 7
A el b S e o0 sl opls s gllad - I
by (ood > &y 35 plus-V OV
] a8 T b Ll iy ol sle aliblo ) Lol alisls ey il
ol it e il il ) Lol Al c g byl -
el i Cilye 4 ol gla Al Sl (il e alibl e b -
o iy ol glo alibls 5l Lol (gls abisls Ce pos o

€09 50 ) & o JUl 51y 5 ylge 31 Sy plas-V oA
RAM -l
‘M Q)Lf —;.;.
Sl oz
r:oye- S
ol o ks PASSWORD 4 ....... los USER ID-Y o4

Jols 5 2L -
oMbl cbilis o 5,5 a6 -0
1305 4alS 5 625 00 -z IR
o3 delS'y oy =0
O ol ¥ j9uing 6o (F59 5l 325 b 43 5 Salas=V 1+
0,05 S5 —all
e T
airby SO -z
AERO IR
s (2l (gl ol o 5 (sl 4y 35 51 Spalas-V Y
CTRL -
ALT -
F)Ys F) -
Num Lock -»
TS o0 ol [y Alil> byl us g plus-V 1Y
Db -/l
Kb -

ity 5 § GG 5 sl 5 b1y o coui




Gb -z
Mb -
IRCOPC S Iy §gumols Lol s p-VIY
CPU -w
Ram -
Hard -,
Mainboard - Ji§
¢ Canl @ yguo plas WCD  gleSaus s CleMbl 4y o yiuws-V 1 €
5 b el pls -l
Silse -
NESRIINESIS -
Sop O
¢ Conl (5 9k 4z (gl (wgo bawg Shalé-V1 0
Gl sl S Jsles -l
Gl o SIS Jolae -
S o, -2
b o,y Slgime j90 —> IR
§ az S o Boot-V 11
Orile il izl 5l (S ol Sla e Sldas (ol aBgie -l
Sws 59, Boot Record o ol > -0
FoeelS ROM 3 55250 asliyy sy o slelhils Silogsl (s Load - i
Alizee slo asliy ol pude Judo 4y aladl> ol -0
TP S Iy cod b ygumile « o5 gunols ZMolyo-V Y
LCD - |
CGS -o
CGA ¢
VGA -»
¢ ol plaS 0088 3 (55 9apolS pitnnnns K (3930 Slakos ands SKidlon g J S adasg-V A
G5 sl asl - all
o sl sl o I
oyos o 0sidd gy g
o2 e =2
iz [t MoV 4
- el (5 (6,5L8 slixe ayg conllnternet Technology o le aises -l
- el SleMbsl (5 ,9l3 slixe 429 <ol Inter Net Technology o Le caases -0
- el SlLS ) (6,98 slis 4 g <l Information Technology o Le caases -#
- el SleMbsl (5,9l sLie 435 cwlInformation Technology L caaseo - i
! 5 gapolS s 25 59 5 ay 35751 G plas-VV e
oo bl ) dhaie g 2ol Oldes cowl o8 aS (g5, asl LB g alidl> ollo ol a&ius - IR
s o plnil ) ilate 5 o), Slilos Laib a5 canl  alSiws —o

ity 5 § GG 5 sl 5 b1y o coui




o oo plil |y b > 5 ol sl S Laid a5 el oK -z
Low sl LB i lp sl o&iws -0
909 50 skoud 41 41381 p 55 Cumoguas 313 3;lg0 31 Sonolus-VV )
) B 5 S5~
ol (Sl 5 S oS ot ol
sl ioeralS ) ool gz el y5ts Jols 2 i
Syl 1y oledlbsl isls y aadsg -
¢ ol pIAS s 5l i guolS ol g1y YV Y
Cpu - Memory - Case - Monitor -l
Cpu - Ram - Hard - Case - Monitor- Keyboard -
Cpu - Memory - In Put Unit - Output Unit -~ ji§
Cpu - Memory - Keyboard - Case -»
¢ o gutmo 3 Sl 4y 35 51 G plas-VVY
Sl )79 51580 p g 1381 S alal) sle e~
L8l 0,5 S5 g 0lS iz el (Sae ole g~
sl anals abliy oK b aibiy iz ol (S ole s
el 133 e g5l ol (sl Jale s -3 i
T apd o0 plxil Iy o5 az 41380 0 -V V £
Rl Cs g )8 e Ll -l
39) 0 ) Fgals Slygtus (e sl o
95 2,8 @ el sla)lS sl sl = I
Sl (oo oo | Lebols S e -0
TS 50 gmnols’ g 9 00,5 i Jluzmsd (Ui 1) wSe 55 SLeliws I Spalus-VV e
Touchpad -l
Trackball -
Scanner - gg
Light Pen -
¢ Gl wlin g3 1o 433551 SO pl AS Col B Ber e 49 B Sy (o lmls sl -V
)9 ol Al
Rom-o
Cd <z
Floppy -s
5 N Shs 6 4 Loy yo WAVE Wguany gevrrrerrrrn Gls 6 4 Loy o TXE Wiguuy-V VY
Sye -l -G
SRy~ e
Syre - &~k
Srgai = (22l -9
RO O, s Sy 595 WS-V VA
ESTRE} |
Y i

ity 5 § GG 5 sl 5 b1y o coui




ST T $099C
oabline S -
ol (oo Sig iUl @ ylomi gle 31 aiy 35 plus-V VA
asle YF clus -l R
Cule 0 wolezel pae -0
Y 585 ovalive poc -z
S5 51 6l SIS —o
§ 09l o0 0ol 4> Ram g Cpu (pw oMbl jgus o=V A+
Port -
Slot -

Bus -z ]
Socket -o

............... Gl SleMb| o..\;.}:.w).é a5 ‘5| 43‘}') & 9 weeerenennne Ol Ou\iﬁf 45‘?') Q'VA\

Jsl Juls Server -l
Server - sl JUlS -o
Server - Clients - ji
Jsl Jus -Client -o
€ 0,00 gyl o a3 (S0, 51 Spalus-VAY
S sl Kl -G
Syl s -« IR
sl ey sl Xlr ¢
oLl g2 sla Kyl -0
T 0,0 o Ol g Lod azmiuo plus-VAY
CRT -l
LCD . CRT -
Plasma . LCD -~ i
CRT . Plasma -»
¢ s > 93 5 5L s 51 S plas=VAE
Caps Lock -l
Num Lock -o
Scroll Lock -z
Shift - Ji§

PR\ T V] - 3 olS dAmio Cowly oo Slosl (g0 g Jlad jalise a-VAS

Caps Lock -l

Scroll Lock -
Num Lock -~ i

Shift -s

05.04 Jlaﬁ ') ...................... FPL ) u-bb u...a')! gf)); dg;—” wb gs‘;_g-\//\-‘
Caps Lock - 1

Scroll Lock -

ity 5 § GG 5 sl 5 b1y o coui




Num Lock -z
Ctrl -»
ROEJCSIN PV IO TSR RN FC SV aeS's 3l ool L-VAY
Caps Lock -l
Print Screen - Ji§
Num Lock -z
Scroll Lock -»
......... G895 BByl (659! @ao amVAA
USB -l
POWER -_
UPS - ¥
FLASH -s
¢ Coms> PDA-VAR
018 VL s g 85 el st sl iseelS glgil 5l -l
S, (S sl ol a5 el pazed sl gaslS glgl 5l -0
c0g oo oolaiul b ez b sl ST (gl g 0l (S8 olal a5 cl patd sla SeoslS glail -2
D9 oo o0liiul o5 oz b sla)l5 (gly g 8,08 (S8 olal aS el saseds lo sl glgil 51 -0 JR
¢ oS o0 00liiwl G plaS 31 el HLiel SIams cpumend (gl -V A ¢
Insert -aJf
Edit -o
Home-number - ji§
Format -»
€ 0,5 bl w1y 4y 35 plas’ Print (ol o glxe 1015 3 (5l (5,5 axbo ol gl -V )
Selection Print -l
Entire Work Book Print -
Active Sheet Print - Ji§
Print Current Sheet -»
¢ oz =Round (FY0,Y¥;)) b azcs-V 4 Y
Yo -l
FYO,YYY —o
YO = I
FYO.YY -o
9y 5 S oolaswl gyl> Work Book s 1y ;6Work Book jl euis <y y2i (sl s bl asCy! (gl -V &Y
oS Sls' gl 4035 a2
Modify -l
table style -
Merge style -z Ji§
add -»
T 09 (rmnd Wl 0590 IS 50 0 5 1,8 o (o 53 ylogei Ayl (gl -V E
As New Sheet -l

ity 5 § GG 5 sl 5 b1y o coui




object in - Ji§
As New Work Book -~
File - New -»
§ WS o0 )8 ooliiwl 590 jokiio 4z & Paste g Copy (ol ,o-V 40
Sledbl i -l
SleMb! g_ﬁ_‘.,_f—%,.
bl plal> -z
o)bgs Hils S g leyd (3T Bl -0
eeerrerrerreeene o SO gl w8 ‘5|).3-V a1
05 0 S0 oml b 4l of (b e - I
oS oo Sy Vb ad by o oYL e -0
oS o S Vbbbl ol =k ez
oS 0 S0 omb b 4]y ol (VL 5 -
o9l o0 oolaiwl Ay 3F pluS Wi S S slu! sl Home Sy oo 51 Cell Style o V4V
. rp...; ° U.M..:u ‘) ‘._iw ‘al: g e&; &.Jf ncw Cell Style d.,.))f S92 —g.
S oo AT NEW 4SS (59, -z
.M@@SOK 4SS (695 ¢ S pb o oy -0
¢ Cowl gt cdbro plaS  Sgsuw Hlog0d SO )3 39290 B (5w Sluxi 5,90 jo-V A
. wL&b)Ja.w Sloss ﬁ‘).g > S Slows -l
CCwolr gt g o jlaw Slasl ggasme il e (6w Slaas -0
$0gus (o0 0oLl 4y 35 oIS 31 Comd 0 (33 )5 i yo (gl -V 3
Data _s ;| Auto filteras ;5 -l
S ol Data s 5l 1, Form a0 35 -0
oS oo ol Data _s ;I 1, Arrange 435 -z
oS oo ol Data _s 5l 1) Sort a5 - i
¢ Cawld d..ob').g &‘94‘ <SS |a|..\5 AL goxo ) Excel MU).;-A '
3ls 5 05lg — Al
oy s aslip -0
Sl skSk -z
oo)_‘l.mf damao sl d.ol.;).g—o.
ol walgs Jled (53 (o yob 4 Jobw plas Enter uods )Lis g BY Jolu ;0 0015 59,9 3 uy=/ )
AV Jslo -l
C Jsko -
BY Jsks =z I
AY Jsbews =0
T ogl (o0 ygbld bakas b Jobw S5 (i 5y w90 Format Cell jol5 51 4y 35 plos=/+ ¥
Gridlines -l

ity 5 § GG 5 sl 5 b1y o coui




Customize -
Texture -z
Pattern - i}
$aps o0 plxilly 5,5 4> Delete o 2y ;) Row Entire 4y ;5-A+ ¥
S e ST 1 s el sk il
CS o SL ) Jobe Dl hads -0
LS oo SL B psb 4l S S -z
A5 e STy S sl 1, (g 5 -
¢ ol w33 3590 oIS Jlad Jok ;0 CYEBY (sldglu (slgie (30,5 a glprA
BY+CY -l
BY+CY¥=- -
BY+CY+BY+CY -~
BY+CY+BY+CY- - |}
¢ ol ooi Excel glbo o )l 3 4y 35 plas-A e @
Sy rii 90l plol -l IR
Golulus 5o ags -
SES g 4
ENEPCERN
€09 g0 oolstwl 5 ady 35 plas 51 S )5 (0,5 Al yo jabiio a1
Insert-Column -al
Insert-Work Sheet - Ji§
Insert-Row -z
Insert-Delete -»
¢ ol bl ay 35 plas-A Y
055 (oo 50 (Lol ldes o S LL ClbB L sae lgie 1) (So)l sla sols ST -l
AsS oo (Olesgs) it cdlool ¢ Jobo o I3y 4 - I
0S8 oo o> o2 L ,SheetY ;| B A® clJsl =sum(sheetY!AC:B®) Jso,5 -z
b o Work Sheet S, Jolis (0,8 oo cdl>,0 Y-V Y ST sWork Book < -
¢ Cumsz Data Labels 4 35 oge0 515905 muw i jo=A + A
Lo ools ol toles -l R
Soged ;o b osls Jauz iulei -0
o9 28 Gl -z
b j97ee 5 loged (lgis =
3,15 ¢l adubg 4> Count gli-A+ 9
ouds el clpdglos oL — il
o ol cledsh et -
ove sldshe B)led 2
b 5 v sldshe ket - IR
€09 (o0 aid )5 S5 50 (o plgas 4 15 b 4y 3T 51 plas-AY
Y -l

ity 5 § GG 5 sl 5 b1y o coui




Y+¥=-o

+v -z R
VeouVe =0
39 (o0 oolisiuwl 4 35 pIuS Wuer dio S 30 HI0g0s oy (gl p-A Y )
Chart Type a5 ol -l

As New Sheet a5 Cbesl - i
Place Chart 435 Gl -z
In As Object ay ;5 Gl -s
¢ ol 515 6l 43y 35 51 SwolaS” Joleo SUM(A YA +)/Y v = Jogo, M Y
Round (AY,A) +)- -l

Average (AV:AV)- O IR
Subtotals (AV:AY*)= -z
Count (AY:A) +)= -5
i o0 08liiol 4y 35 oIS 31 Ledlas 55 (65155 (5o 0015 399 Jak gy Cgr-A Y ¥
Auto Correct -l
Auto Format -
Auto Stayl -z

Auto Fill -> Jj§
¢ oz =SUM(AY:CO;DA) jgiws anlsg-M) ¢

DA Jobo 5 CO LAY (sledsbs ggamme il -l IR
DA Jskos 5 CO LAY (sledslos g50ome dimslna -
DAL Co slodgls s AT sl g0 apslone -z
DAL AY Jsbo ggamms dmlors -0
¢ ol guanas 41y 35 plas-AY 8
AVY=AY+AY I

RN
AY+AT- -
AY=AY s
€ 3,5 ooliiwl ylgins dulS plaS 31 Jlad &l iulpg glp-M )Y
FY -
FY -

FY - m
Fi -9
— Ole o0 ATine 83gu5e S kil gl A Y
235 1y CHEl sy il 1, gl il —
ConyeS oo Ly Al als gl Sl o

S o SIS ool ails g a8 51, Shift s 5 05 0 Sl ol A - IR
lo wils Sl g gz kS -0
S ols plmil L ails yo 1)L osls g3l m2 oled o Format Cells 31 <o plas 31 ooliw! L-AYA
Number -

ity 5 § GG 5 sl 5 b1y o coui




Font -
Alignment -~
Border -»
fuds o0 plxil os 4> Shrink To Fit 4 ;5 Alignment < ;| Format Cell jols ,o-A Y4
505 3l b o b ogd ools o3l i gysb als 45 oad atig e —call JR
Al S o ond b Al lgie oS S -0
C0yS oo ol dm a0 (i ady al yiien &l e Jsb STz
WS e |y Al oye B e i enntS -
L — 435 51 631555 5,5 plexil 31 (5 5 olr 9 Lo,y l5 plomil cas a0 39 W (gl AT
Merge -J!
Template -
Style -z
Style 5 Template -
$rrrrnreene 31 (Sheet) g ,l5 axiuo S o5 5l -AY)
oS oo ol | Insert a5 g oS o ol ) SIS L5 5,90 Sheet g, -l
oS oo sl ,Move Or Copy au ;5 5 08,5 SUIS el i 5,40 Sheet g5, -
0S5 oo ol ], Insert Sheet s -z
S o Bl (5 4055 5 S (oo Sl SIS a0 50 Sheet (s, -0
39 o 4155 yoliio 4> 4y Review i ;I Protect Sheet 4y ;5-AYY
SSas ol Lalé -l
Gl axio (55, 6,15 50, - IR
Work Book (s, 5,135 50, -z
2,5 Sledlbl nalds STsl 4 -
Tt 3 )30 pIaS 510905 (51521 Comd 31 9 ChATt,l51 5155 55 (50905 WiMhe o i g0y B (1A YT
el
Chart Area -l
Plot Area -
Legend -~
Series -o
§ ! gz 4y 35 IS (gums dww 510905 o liuo 4 gl i (gl Y ¢
Chart Type 4 ;5 Chart <5 ;| -l
Chart Option s ;5 Chart _s ;| -o
D View-v a5 Chart 55l -z j§
Location 4 ;5 Chart s 3l -
=max(A',BV,FY) ¢ cwlplas pj b Jol> aish F¥=¢ 3 AV=True ¢ B'=Kh ,51-AY®
Khtruet -l
o~
Error -z
. |

¢ aps plxil Iy b Wiz 55 Wilgh oo g plus=A Y

ity 5 § GG 5 sl 5 b1y o coui




Sum -l
Subtotals - Ji§
Average -z
Form -s
CaBl g0 3590 pI0S Slx gl 2 oo walS-ATY
Ctrl + P - IR
Ctrl +L -o
Ctrl+ X —z
Ctrl + M -»
€0,5 bl Wl 1) 3590 plaS Print gl oyglre ;305 5l o J5 il gl =AY A
Active Sheet(S )-J!
Entire Work Book - Ji§
Selection -z
List -
1S ;50 |y (GOOE 42 999y @l Sl YFVA-Ye—18-VF-A o ardV G dY pyolio ,SHAYY

=max(d:d®)
YY -l

A-o
V¢ -z
I |
(sl G0 513990 plaS-AT
L0555l e0ls 1 5o e 4T gl amin e i Sl -l
e oo B 1) )5 ambe SG gt 9 sl 2 ol -G IR
el o (Bl sk | o2 jglome Sledob —g
2y pb oles e @l (S e g0 g oo |y Jshe (SIS polie gl -
§ ol o 3590 oIS (6,15 axio JS15 50 WleMbl (48 45 0 a3 590 Ho-AT)
098 o 0y BB ST e 6,5 amin o -l IR
e XIS 05y amio slehls Sigey —
- 0,5 soliwl office auS's 51 Save Asl Save au 5 5l ol oo g5l 0033 $lp -2
-l 3 jlstial 5l g5 5l Save asSs Gl g5l 0,053 sledg, 5l (So -0
2,085 0 plxil Los 4> Shift Cells Down 4y 35 Jolw K 30,5 aslsl sBn-AYY
Cosly 2 o &l s Uil -l
o a b als L Jlasl -
el 4o s Lo Jlis - g
Yol sl ple Jasi-o
Cnyled o0 Alignment 4y 35 b Lol (guis CIB o jo-ATY
318 i |y e yialed U — il
S i 1) die) ety G, -0
Ss ei 1) By g -z

o bt | o 523l I

soite y § I 5 sl g 1, o il




¢ CammzWrap Text a5 o gAY £
o5 0ol lis (gl iz sy Vsbo (et IR
cdigh bod Johe SO a4 e besds Sl sldgle -0
PN e Joho iz 4 oad QI sledgle -
0y b Johes 50 B0l 5SS e o
€09 (o0 o3lisuwl 4y 35 oIS 5 Ldglas drny Ky yundi' (51T
Pattern -/ il
Border -
Protection -z
Font -»
g (o0 odlaiw! Ay 35 oIS 31 susds Iylo o Guis I 3 (5,10 9 A gl p-ATT
Paste Special -l
Paste -o
Format Painter -~ Ji§
Copy -»
famdime plxil os az Sheet™ 51 8 g o)l 5,5 amio 4 wuz Sy 45 O (39381 jglie a-ATY
oS oo ol 1 Insert 455 g 08,8 SIS ol Sheet Y (gq, 0 -l
05 oo ol 1, Insert a8 g 00,5 SIS cuul, SheetY &g, » -l
oS oo ol | Insert 435 g 08,5 S LgoSheetY g, -2
oS oo ol Insertas 55 00 5 S Lgs Sheet™ ¢4, , -0
ol gazo 4y 55 oIS Ldgh (o yloj w0 3 003 bLI I Ho-ATA
RECIIE VS NI NI IR HANSWE R |
PSS S dale sledgle e sledshe i L -0
PN (oo dilgh oD iy paT polie (65 00l SLRIH 6 Llgbe (59, 1 usle (iS L2
SNl (oo 4l jey ead Gl sledghe -
ot Ghles 0,2 Ky 50 IS 1 031l 3 Cepmign b 1 03 han dixiuo Jyl6 iy madlaciy ,SI-AT
review < ;| Protectionsas ;s ok Ll
review s ;| Protect Work Book 4w 35 Gl -o
window cwd o switch window a5 5l soliiwl b o )] ol -2
window ce.d ;s arrange all au s 5l solital b sl (55,5 5 50 - IR
R TP Slos S # g yidos S and Sloc-AE e
ERVEOPERRENT] |
sl and, 5 silie -o
sl as; s oyl -2
shlaie 5 (e -0
Sudilimo pIAS 00l 3l 00 yiun’ azxiuo Lyl (30 )5 i yo 0griA )
view s j Arrange a5 bl -l i
review s ;| Arrange au ;5 obksl -0
Arrange Icons bkl g SIS ol plxil -2
Arrange Icons 4z, ;5 Gl g SIS JLgo bl -5

ity 5 § GG 5 sl 5 b1y o coui




Cogds (s 0oliiusl 4y 35 IS 51 S0y 3 o301 sl 3955 (b slias (gl ¥
review s showe 5 ;| formula bar -_aJ!
View s show 4,5 ;| Formula Bar - jji§
data - _s ;) Formula -z
data_s sdata toolses,s ;| Formula Bar -»
¢ oS (g0 00liiwl (ylo B plaS 1 Joku G 50 Jgo,8 (50,5 39 slp-MET
Formulas - Function - jJj§
Insert - Function -
Insert - Formulas -~
Formulas- Insert -»
Sl (o0 sl onls £95 5 20 sloged plus-AE
Pie - IR
Area -
Bundle -~
Cone -»
§ Sl Cw 306 Round gl o)l )5 590 plas-A£0
Al oo g liel slael 8,5 8 5 6l &b pl -l
WL (o0 oo slacl (53,579 5 ¢l &b cnl -0
S5L (o0 0l sleed, B s liel slasl (53,575 5 sl &6 ol -2
aib e s lael slael iyl sl als ol ~o IR
39 o0 ooliswl &y 35 plaS 3l b Jolw plésl cgm-A £ 7
Wrap Text -l
Justify -0
Merge Cells -z i}
Shrink To Fit -»
hay IS 51 bl o3liuol B 53l (Sl B ands y Sy Sy 55 o iy y5 (sl Style sl s-A £V
S oS 0 o0liiul
oS oo SIS Add (9, Cell Style -l
oS oo SIS Modify g4, ,» Cell Style ;-
oS o0 Sols Merge (s, ,: Cell Style 5 -~ 1§
S oo SIS Style g4, » Cell Style -»
¢ oz ol Sy 3 # Candle o 0 pgghonh £ A
el 5555 Sk e 41 S 20 Sy IR
el 75 s B 58 4 e el s g~
Syl eads st g JB Jolw -2
Sl Jga,8 55l Jobo -0
SuioldS JowST yo b yKlos glgikA £ S
(61 dglin — (sl iy~ Sl - ilaio glo Slac- i)l R
ol = lnlone = i glo Shas -
@l iy - poyol = Glaslre sla Sloe

ity 5 § GG 5 sl 5 b1y o coui




sl 4y =0T = (6l anlio - Glewlre sla Sloe -5
¢ ol aigfay 4l S )0 @b S gl Ay A0
=min(A):B°) - I}
(AY,B®)=min-o
X=A)+b®)min -~
(CY=A)+B(min -»
S0 905 0oLl (17 oo wulS oIS 31 anliyy sloddly (40,8 Jlad gl y-A O )
FY - iR
FY -
FY =
F¢ s
P 2 S 1) o sl dar Al wiS 8 >l 4 oud QL Gl Ayl gl AL )0 s jo-A oY
fog0s bl wsbInsert gl o 9lxe yols 5115 5,90
Shift Cells Right -l
Shift Cells Down - |
Entire Row -~
Entire Column -»
§ 0g0d pubii [y b ails Jol5 boks 4lsi 0 Format Cell gl o 5lxo jol5 51 < plus 3l ooliviw! L-ASY
Alignment -l
Font -
Number -z
Border ->Ji§
fuds o0 plxil o 4z Fill sl Alignment <o 51 g Format Cells gl o yglxo jols jo-A0 €
555 5 am L 55 e ah a8l iy 65 ) ke Jsb aziliz 050 e Sl i
255 B3 als Job 1o bogd ools o3l josd (g )5k a5 ;0 0ul iyl e 45 09l o el -0
S5 oo Al G0 oul Sl sl Wl glgie ud oS 5 el -2
&Syl dl oy B ogd oo ke 1,0 el —o I
¢ Cowmnzr IF 2o 0 ,Slos-A 00
S (o0 Sl |y s slael 5 9857 oo L8 Sl Sledohe 59, p -]
S (o0 Sl 1) dyae slael g 3,88 (oo L5 Lok 4S5, 2 -0
S (oo cewlin ply Lol (09 Cow 3 D90 50 )5 (o0 b8 LB Sldoke 59,5 2 -2 IR
S o Sy Uk glgime. wsls )3 bys S1g 0 38 e by bl sldsbe g5, -0
3,5 Wb az o1 gt [y 5,5 axio (Cell ) s 4l glgizxo (g asCyl gl p-A O
owles bl |Locked au 35 g 00,5 Jls | Protection s Format Cells (sl o gl 015" 5 -call
3oy 4alS g oS o US|, Protect Sheet a5 Review S, 5l o g oS 0 locked 1, oo lol -~ B
RS (50 13
eiSee SIS 1, Protect Workbook ycw g 00,5 LIS |, Protection a5 Tools S, 51—z
5 mS oo SIS 1, Protect Workbook a5 Review s w5l s 9 oS oo locked 1 Joloo Tl —o
2 (50 513 Jo) dalS
39, o0 310 L &5 jlodgumme S (gous b 0315 (il Ao (gl ol plas-ASY

ity 5 § GG 5 sl 5 b1y o coui




Sum -l
Count -
Average -z I}
Round -s
=Sum (Ali ; AY ; CV) Sewnl plas 5 @b Jool> b CY=1 BY=Al AV=°2 b ails ,S-ACA
O -l
N o—o
Alies-»
Name s> -}
Sl plaS @b Jool> . aisb CY=Ali g BY=False AY=True 4l yslic ,5-A04
=Count (A) ; BY ; CY)
Y -l
—
iya
Y -o
ol oIS 15 &b Jol> wsb F¥=¢ AV=True BY=Kh ,5- -
[F(a'=kh,"t","f)-
¥ -l
F <K
Error -z
FY -
0B (oo plnil 1) by gy B &y 35 plas-ATY
style formatting -l
conditional formatting - [
formatting -z
Auto Filter -»
(09 (o0 ol dz Cud9z g0 b E9d9e SO 4 b ye loulid acgoze-ATY
ools SSb -l
5,55, <k
Jor -z
Sl ik -
€055 @900 Wilgi (o0 115 Shgy pI0S 4 Access Jglazr ;o oyg5 ) culine glealig oA Y
Table , Data base -l
Form View , Table -
Form View , Data sheet - i
Design view , Datasheet view -o
§ 09 (o0 o0l a4z Cudazge by Eadge SO 4 by o Slasin-ATE
aLs —all
55, <1k

Js=z -z

ity 5 § GG 5 sl 5 b1y o coui




SOl S -
Y PP SN Cudgo g0 S 4 bgspo Sy WledbATS
395, <l
Josr <
o -z IR
Sl S -
(g 50 &S rrrrrrn S 5Ly WL 39l (o115 45 3 sS ) 3 (6l ac gazmo ap-AT T
oals ol L —call
o> <~ I
oL -z
5)95,73
o oS (Sles B gy -A 1Y
mecdb -l
fedb -
ncedb -z
accdb - Ji§
0905 Jos (ylgi (o0 4igSz 95955 SO (lpg A 1A
Form & ,b ;-
Data Sheet 5 b 5l -
Query s,k 5z
Datasheet 4 form - Ji§
§ eerssmnnsninns Gl yige dicomd  Slasy  Folgils U b oU (gly1s a5 61,81 3l gl w=ATS
ol 6,055 ailSlas slaalis o 1, LT -l
S a3lsl Jgu> 4 (Primary Key ) adsl ks 6 -G}
20 18 30 il Solgils ab L ol gl -2
oS Sl wlSlas 0,8 il (gl -0
el zzo Table o 590 30 pj wlyle I S plas-AY
il eSanl e gl L wlss e Table o -l
il eSanl 5 slls L Wl e Table oy -0
Qb awsls Primary Key G s wilgs o Table o -z
b Primary Key we s9l> wls oo Table <, -o g
Sobl g0 355, YOA iSTas o318 & g5 plas-AY )
short Text -l ji§
Text -o
Long Text -~
Hyperlink -»

390 iy y25 (1938 05 518 walsS (o0 AL 50 45 ©)le U lp Ol (0 M Lo gpas 4z bwg-AVY

Required -
Allow Zero -
Validation Rule - ji§

ity 5 § GG 5 sl 5 b1y o coui




Caption -o
bl Wilgi g0 (6 gl 30T Sy Jold 25 8010 5l g g3 plas=AVY
Currency -l
OLE object -
Memo -~
Hyperlink -> ji§
§ iy astdlos g yo Null (o3, ciols o3l qulgsy JSHAVE
oS o Yes o, |, Required cools -l IR
05 was NO (g9, 1, Required cools -0
oS mlas Yes g, |, Format cools -z
oS okas NO (g4, 1, Format e ols -o
§ 3guh o0 o0liwl y 3 0015 g5 pIAS A gozo 3 Sylo (gulid sl gl -AV O
short text -l
Long Text -o
Ole Object -z
Lookup Wizard - ji§
Balid 5l Camoguas pluS g 0 JL S g g 9903 Jgiar 310595, S0 50 ulid plod pudlgzry SHAVT
Sogds Jlab ul
Required - i
Index -o
Caption -z
Default Value -»
9y § o 30 ¢ yixg s [y U 0310 Wilgity ueanST 4SSyl (51 A il Jour L0595y Slasi 4z pa-AVY

Primary Key -l

Query -

Filter -z
Index - i}

(09 (50 ool 4z ST 50 jloro S bl 92 9 wpp-AVA
query - i}

Form -

Table -z

Search -»

¢ Sl el YIS Cuoud (gl 0 000 £95 PMS./\V*
Currency - I}

text -o

Number -z

Memo -»

o3lous 93,5 U« oes «pl b wiilo wld (i by Lrgamins madlys (o0 45 S5 sl Jguzr yo-AA
PUCT S P B sl ity Sy plonsl (yals

ity 5 § GG 5 sl 5 b1y o coui




oS ooyl WIS, uS oyl !
S ol Sl iz -
=S ol Primary Key -~
o2 13 Yes oyl 5 sleals Required olgs -o
©og03 colisusl syl b IS 31 SLEMLT il HLis L 1o aled Sy 50 (5 A
Design - Insert Rows - Il
Insert - Rows Database -
Insert - Rows Data sheet -z
home - Insert Rows -»
¢ oS (o0 ool 313 (g pIAS 31 (Pl laze bl 200,595y Sl (sl AAY
Query - i}
home - Find -_
home - Search -z
create -s
Cog0i Jos Wl 4igSy Wizard @,k 5l p 8 <G sbnl MY
Create -Form wizard b ;| -/ i
Create Form (g4, , IS ,Lgo wew g Database &,5 0 Objects degame ;51 Forms g, 5 SIS -0
by using wizard
home .., 5 Wizard Form bl -4
Form .., ;| using wizard Create ol -s
o 31 Lol plos JUs! Eacly 4055 pIaS (g9, SeolS Form wizard b e 3 >1)b o5 jo-AAE
fogu o Available selected Fields
> -l
>> IR
<-z
> s
00,10 51,8 25 8,190 51 G plas Query o,z YL Caomd jo-ANS
S oo lid ]y ald G plaS ya aS ol ol -l
318,38 ol es )5 il 4T Jaux slaald el |
e ooyl oy YL o Datasheet Jgox> ailen Jgom -z
Datasheet Jso> aslea Jgoz g lals cad -0
Togu (g0 o0liiun! (6 ilae wolS 4z 31 )15 b 0 8 Slmio Gl cg-AAT
Ctrl + P -
Alt+P -
Cul+Z -,
Shift + P -s
Iy 4935 olus Print Range cwud jog Print o youy j0 56,1355 U o9 51 0ol Wlxio ol cya-AAY
S eiles oo sl
All -
Page Form ... To... - i}

ity 5 § GG 5 sl 5 b1y o coui




selected Records -z
Print To File -»
D (0 0 3uD e, 30 SleMbl auds ools ol yo-AAA
ERD -
Data Base - jji}§
DBMS -
DBL -»
¢ wbl o5 Access oals ol 1381 o 5 WUl 31 Sy plas-AAS
S| 6 55—l
el Jolossg 4525 -
3 S Sl s M
Sledlbl o yr0w -0
AECIUVE) I S lyls JBlas 0l oL =AY e
Field -
595,
Table -- g
Ry =
¢ Commzr @l SSL-AR)
oS | g o 4 g Lo pe Sledbl jl oud aailejle acgere il TR
SAeS £ SOl st Sledl 4y -
SAigsS ools oL o Slawlre ol 4 -
S9d (g0 A5 Ldgerd 4o
¢ Conanzy Jgur-AAY
S ail SLSy glaals ghls a5 o ys5 ) 5l sl asgaze 4 -ill IR
il SSs ey sl o5 oald l sl asgorme -0
DS ¢ abl als ghls aS s ,sS ) 5l (6l asgere 4 -7
o5 aald 5l gl asgezme -0
Cig g8 (g0 4y ol MBI (53l 45 3l yo i (31 iz 95-AS Y
3,55, —Al
Jogs <
|
FRIUEN
§ oy 0SS (atdin alud Sy plgs-A Y €
il e ol g5 -l
il oo ks G slawi -0
CEF o ol e o sl o wbid T sl Y (sl Sl
ol ol T sl a3y slas g als g - IR
e 0018 93 315yl Wlawlxo 4y Zlos! 4 gous G odld g ... 3ls, aiibe b osls zyo gAY e
(g2 & Cawly 3% 0uns o0 oolisinl
Number - Currency-al

ity 5 § GG 5 sl 5 b1y o coui




Text - Number -
Number - Auto number -~ Ji§
Text - Auto number -»
o9 o0 olaiw! WleMbl CSGb yo gl (4018 )8 gl 00l £g5 plas-AST
OLE - IR
Memo -
Lookup Wizard -z
Text -»
$ogu (o0 o0liiwl 0315 g5 plaS I Y ob b (yio 0 S gAY
Text-all
Comment -
Long Text -~ ji§
number -s
SUiS 0 s> 095 10 1y B9y 9 pidle ¢ Slusl Wilgi oo 0018 £g5 ulid plas-ASA
text - i}
Currency -o
Attach -z
ole -»
Sl o0d Cowyd ol dulS 590 50 alos plus-Ad4
el ol 0ldS LT 51 S g il 60l ol aim s ls Cenl (Soe gz S — il
el 35 pameia pyolie glls a5 wil als aix b o 5l sl asgere Wi o Lol wlS -0
5 gm oolisial gz i Bl alagl sl Lol 005 ¢
gad oolitul I8 el Jolazr (e Bl bl sl (Lol lS 51 - i
CasS oo Sl ) 4y 35 elos Data Base o,y 53 Sl (b Jolos Coud suline glyr 4+ *
Objects -
Tables - g
Reports -z
Open Table -»
Sog05 ywlypg g oudlice Iy Jouz s 038 e Slod yo-d )
- Data base !
Data Sheet - ji
design -z
Joor = i3 0 -
$ogu (o0 Jiio xS @ Lo (yISo Home + Ctrl ooy sboouds 3l oolasw! b=+ ¥
D9 g0 Jitie Jol 355, akd ndgl o Lo olse I IR
5 (oo Jita (5 2,55, 0l sl 4 Lo lSe -
09 (oo JEie 31,55, Jol wld 4 Les (e -
B9 oo Jie (e Al (sl 4 Les (S -0
Cogdh (50 00likus] (g 57 SukelS P18 31 102 195 , als il gt +
Alt+ S -

ity 5 § GG 5 sl 5 b1y o coui




Ctrl+ A-C I
Ctrl + R -z

Alt+ A -
Sl o0d gazmeo Jauz 50 odid pU yund' (gl g 35 plas-4 0 €

Colo s g |y ald o6 5 Data sheet  slos 4 zedgm -l

Data Sheet sl ,0 0oz pb (o505 coli 5 ald olaie g9, S JLgo -
Data Sheet sle jo old ol (55, col, SIS -2

Rename Column as, 35 Gl g ald o (g5, conl, SIS -5

09 (o0 i 5yl FLEMI Gl (oS 35 Al plaS Lawgi=4 ¢ @

Alt+F¢ - i
Ctrl + Fe -
Ctrl + F¢ ¢
Alt+F° s
g o0 odlisiusl dlg 35 plaS 3 oL ald & Lo (5o JLisil cge> Data Sheet clos yo-9
Tab -l
Alt-o
Ctrl -
oS amio 4> sle 4eSs - shiftttab - g
amnas a4 35 plas file 51 Newaiy 55 ool 19 + Y

S098 oo 0bml was Sledll STU S paiinss jobo 4y -2l
S 3,09 1y g Gledlbl SO pb b ogs 0 5L File New Data base o,z o
58 e ol ¢ s pedlsS oo 45 (soyan Sl UL g5 Sl S abily B -
83,8 o obml was Jou> S -0

Tl 08 (SleMbl S 5o Jgur olmyl sl by 51 Solus-3 4 A

table wizard osliw! b Jgo ol -l

Data sheet ;l oolatul b Jgoz slol sl ~o
Table & Border I3l lss 5l solial b Jgo ol -z IR

Design View ;| solazwl b Jgaz sll-o
Sl ylade a2 shortText oo sbolsd o8 iy Job-+ 8

A5 a. -l
S Yoo -l
Sz

SIS VYA =

€09 o0 43,5 i 50 )T (sl P55 Gt ysky Number b olsesl -3 )+

Integer -l
Long Integer - ji§
Single -~
Double -»
Sl (503 loxo (GualS alsd 50 (g polio az g 0= )

sy olis -l

ity 5 § GG 5 sl 5 b1y o coui




goue polie -

(Null ) 5 polie-¢
(Null ) 5 polie 5 5,15 polia -

§ ereeeeereeeanee el ulé Indexed cewsls 51 Yes ( Duplicate Ok ) cowols G4 Y
28l (651,55 Wl oo Jgaz sloo 5, j0 ald ol g 9 (oo ald (59, » S an] ol -l R

3k )5 Wil ged Jguzr sle0 )55 0 ald (al g 958 (oo B (59, p Sl Sbml -0

g (god Sloml WS ail Sesls a5 22

Lald S )5 Sl slml -0

PSP UL — <3 31y Sort 435 Jeus e 03l (yog0i i o -V T
field -l

home -_ g
table -z

Database Tools -»
Saw! Cawyo Data sheet glos jo uld Bi> gl g 4 )5 plas-41 €
e oo Lzd |, Delete field oS (g sl ) ey 5 05,5 S als (g5, 1 -l
oS oo ol home g, 511, Delete Column a5 s 00,5 SIS ald lsie 59, »—< I
oS oo bl 1) Delete a5 el SIS 5l g o090 bl |y olé -2
o2 oo ,Lzd |, Delete field oS w5 05,5 conly) SIS 0l 55, » - IR
ol g0 Ll 5,108 ob (gl jlmo pidle I SIS plas-410
alass —call
oy b3 -0 i}
o Sl -z
adg,S Cwdle -0
Togu (o0 0010 yuudd 315 (Slecomndd 51 G plaS SleMbl 099 cger (3938 Gylgie 4 Tl mati cgz- 1T
Field Size -l
Validation Rule - jg§
Validation Text -z
Caption -»
OIS Wil LI G Jalaz o bl slxyl gl 4 YV
G ls ols S - IR
byl ald S -0

WS ald Gz

bl bglas o

i (o0 4z 99 50y 150 LMl i L) 09)5 Cugr o5 LMLl UL 1 (g paie - VA
Form -/ IR

Design -o

Dialog Box -z
Window -s

e o.x.a}'lg.m.i:.'i%ﬁﬁawpom)aFormat‘fﬁﬂ-*\*
99y 0,0 S a B slogas -l

ity 5 § GG 5 sl 5 b1y o coui




99 50 ) J S sl ools Sliogaz -0
£99) o0 510 8 )3 Slag) b Jld ogi g
S oo i 1) ]S Sleogas ple -o IR
S o Jled pnd b JUeb 1) J 555 ¢ 8 Slooguas 0 yzy 5o ool plas=4 Y ¢
Format -l
Event -
Enable -~ ji§
Other -»
€075 (o0 )18 ooliiwl 5550 43y 35 pIaS 929y S Sl sl VY
Macro -f
Report -
Table -z
Query -1}
§ abl oo judr oo g 0018 03lusl-A Y Y
Cob A -l
WL, AR -
ol Y00 = I
3,0 Shogde -0
¢ oS (g0 00liiwl 5 plaS 3l 038 50 ygual Sz sl YT
Insert -aJf
Image -o
File -z
Format - g
§ 0gdh (03 Dgunimo (ST Lo 50 0013 £ 95 S 435 plus-A Y ¢
Text -
Memo -
Ole -z
Form - Ji§
ICEP S Iy ol o0 Cudggo 59 Syg0 10 45 yhaw sz 0 leMbl 25 lojlw g 69l 2= Y0
3,55y~ Al
aLé- o
osls olSL-
NISCREN] |
Guveesesnesneneeness > Table 04,5 31 Design View iy 35-4 Y1
3,5 Sygar Bz 0,8 S obnl- Ll
Slig Sopar wdx Jear S olml o
Jooz 3l esliiul (900 saz 0,8 sl 2
SSUPHIERFEMRPRORVRERYPREINES N |
§ereerrmmreranens 3 pyd Sy oll gl YV
Create-Form Design -/ Il

ity 5 § GG 5 sl 5 b1y o coui




Home -Form View -
Insert- Form Design -~
Insert -Form View -»
gl (g0 bl aiy 38 plas 51 by138 sl (618 YA
- Query !
Report - jg§
Form -~
Table -»
T obly bl )0 550 Jgu b walesy Joux SHAYH
Caol ansls oLy e J8las b -l
casl atsle 5,65,V J8las Wb -
c b aals adglolds SO Wb -z IR
cebls a5 b 1, CTRL olds b -o
95 @900 41 00l g (5lr )55 ) 45 D9 0 2o 90 pluS Sl Query G (b el o= ¥
fooull b 0
Ascending -l
Not Sorted -
Descending -~ i
Sort By Name -»
§ Cowl ouh ALBIAS (5 gk 42 (sl Criteria yjaw Query Jous jo-4%)
Sort g, et (sl -l
Oles gz 3,55 ) Sl Jlxe sl -~ IR
A 590 Joux e -2
A 950 slaalid glie 53—
D9 oums 3y slexe (%S 1 (o (Mg (51 0y9kxe OIS S Lawgi Quiery gly! plSon Ayl gl T
T ol HIy8 ylei 01y p33y90 plas criteria ylaw o
{2} -
{osle oy 1) e s,ee ol Ll | -0
[?] -1
[?1-s
il 95 oIS 310 bl ladio! (5T e b JUho y9b as. i oalin ) (o5 00 )55, pudlysks 54 YY
¢ s ooliiwl Wb
Filter By Form - iR
Filter -
Sort -z
Advanced Filter / Sorty Filter- Selection -
Gub azi sudlive gl p w0, Jlosl 1) g xiid Advanced Filter - Sort 5l solvuw! b asCyl jlaz-d ¥ €
€ g0 Jok gl &ly 3 plas
- Filter By Selectiona!
Remove Filter - Sort -

ity 5 § GG 5 sl 5 b1y o coui




Apply Filter - Sort -~ |ij
Save Record -»
00l ais Jgazr Sy ylams ko 51 ko b &5 st o S92 311y (5208 s Ao spdlgs o SO T
TowsS oolasiw! weveeeens 31 a6y18 Gaalas

Replace -o
Selection filter - Ji§
VIEW -o
ol 150,190 5 Sy plas Byme 5 iy -7
"l e aseiis ekl (gl a5 slaald 5 baoysS, 4 Sledlbl il Sledbl les 53,5 Sgase "
$xS S -
Sl o olbls )l -o
O3S Hee
Ai-s
¢ ably ooi Report (>1yb glosomd 51 5 3,190 51 S plas=3 ¥V
Detail -
Report Header -
Page Header -
Summary - i
ol (o0 gz 35 390 Sonolas- YA
05 (oo wilo ba (5155 51 6l asgeme 5l Jgue —ill
39 (o0 4T Jgu Cudgrge 4 by ye SILI IS 0 4 -0
S 09 (g0 4T 08 Ludgzge S 4y bgyye sle uld 5l sl asgeze 4 -
o9 g0 atBlu 8,55 ) 5l (sl asgecna | Jguz —o MR
¢ ols plxil Data Sheet View ;o ;ylgi o0 1y 3 9,190 31 Sowolus-2 ¥4
5,85 5 B —ll
5,55, el -
5,55, o35 adlal—¢
P ol - I
¢ g o0 0y Wiz b o camw Sl o (ST Data Base o,y jo Liwled cdl> plas jo-3 €
Small Icons -l
List -
Details -~ g
Large Icons -»
¢ Gz Sl SGb (2 1)b 58 Al po o 5T Ygomemd £ )
S5 Ly b -l
S gy oy —
3l Mtns -7
Ol GV g Gialejl g asl jo 00ls (30,57 55l - IR
3 aeSs plaS g9y 32 S )90 whed QLRI 5l g (MBI ST (> el 55 adgl wlS (i sl £ Y

ity 5 § GG 5 sl 5 b1y o coui




§ o900 SIS b )l e
Indexes -l
Build -o
Primary Key -~ i}
Data Base Window -s
i o0 SlS ol 311y New Record aiy 35 apaz 3,55 oKy 39,5 ablil lr8 €7
home - Ji§
Format -
table -z
Insert -o
§ oS o0 Sudscreate < i1, 0,90 plas o,l58 ol gl - € €
Forms -l
Reports - Ji§
Queries -z
Table -
§ sl umao 15 435 IS b oy pild (i (sl E0
Filter By Form -l
Sort -
Filter By Selection -z
Advanced Filter / Sort - Ji§
G155 Sl 50 S o (Byaly S g 5 plghe a (155 Jal 50 )l Sy 45 axiio s Sl (gl £
T a0 )18 Lgiownd o 30 1) 5185 5 )90 (i B oS’ (o0 il design <5 5115 0590 plas 090 ool
Report Header/ Footer - il
Page Header/ Footer -o
Data Base -z
Format -
¢ Cons Data Base o,2uy sls Object g3 O plas s jo-8 £V
Report -l
Table -
Data Base -z Ji§
Forms -»
RS RO TP O3 AP T PO B UINCCINE JPX Y JURC S JOT TNT SISO SN JOR PR T AL R
¢ wles oolizul s,
Desing -l
Wizard - ji§
File - New Form -~
createt - Form -
[y LgT Swd & yguas 395 dimwlgd w3 Ly Wilgs o0 Z1pb 45 e 9 Jgus i yliSc pyd lyb gl - £
§ 0gis o0 0oLl gy plas 5l aiS oo lyb
Design - il

ity 5 § GG 5 sl 5 b1y o coui




Wizard -
File - New Form -~
create - Form -s
€ 09 (o0 o0l az Jgur 3l gk o (ST jo-8 0
Cells -l
Fields - jg§
Rows -z
Records -s
a0 3Lt 1y Azt s Sy 50 (5 LT Sl 31 5w 25 b Object 31 Suolas=42
Tables -l
Reports -
Queries -z i
Forms -
§ Commss AcCESS a3 by yo 5 sl Object 31 Solus-40Y
Tables -l

Queries -
Forms -~
Workbooks - I
0 BT 4z 05 a8L51 QUeEry wld o & ald Cuncd 511 ol Query )b pliin 4o S0
¢ ol
LS o SOTt WS o et 45 (6550 bl |y 9o slas 58, Query -l
capd o 58 oolaiwl 8,90 LT iuled g |y g sles 58, Query -0
S35 g0 Jolis | Jguz glaald eles Query - i
Cab dalggs Jels 1y Jaa slaals 5l plaSwe Query -o
» alad A Wigwh louy B39y 45 s ublgs sl pus 41,8 Criteria ;o 1) 535,090 31 S plas-0¢
¢ cowl "Nice " Wlro Lol « Comasels
>Nice -l
<>"Nice“ -o
Nice Is -z
Not Nice -> ik
© S 2l 0 Wiy oo LS 311 LATLESb! Lo g W (53,135-409
Tables - ik
Forms -
Queries -z
Report -»
§ Cansl Al 5o oS WiZard 1, 31 65,155 b 08 21 plSi 55 alo yo gk 2
P g g AL B L 315 Sy aSl ol -l
cgh ol 515 L e 8 0 el e a5 plaalsd Sll-o
oS Sype ol el 8 b 15T asnls e L a5 Query b s sl -z g
- g plad o)l5n9 e a0l B NEXE (g5, 5 SIS 5 o poo Sully amiio (poiz (pilys =2

soite y § I 5 sl g 1, o il




§ s 0313 El53l 31 95 350 3 Senolas-3 0V
Picture/Graphic - i
Number -
Text -z
Date/ Time -»
3,18 8,0, p3 5,190 31 S plas’ yo Long Text go5 31 ulis-10A
s YOO 5l a8 slayiSTIS ol a8 slaals gl -l
e aalS iz b Sl i o5 (Vs sleie sl - IR
g Word 1L 1S asle wil sas byl Koo slo aaliy j0 a5 sl ggo50 (3,5 0,33 glp -z
29 TS ln o
¢ Cuwl 5 cwlo Primary Key sly 55 gloaksd 3l Suolus-404
g, als -l
Auto number oL -
GBS )0 0,8 Cugaac o)led ol -z i
3,8 pb -0
o Cant 3 o gu 3390 33 35 8,150 5| Salas=3 7+
Ded oo 3,y ald jous0 5,65 ) bl plKin jo Silegl & 50 4 Default jlocs -l
o503 3lg 1, ) = = Sjppe 4 Sl Ol o Required coopas Ll o - I}
S LS 8lg ke ald o Wb I8 WS e orees Required coogas -2
L0503 3,lg polie 3l Cad G 51Ty Al Jlade 45 aas e o)l Look Up als -»
§ o gm0 3259190 5 Scrolas=4 1Y
S e clable by (584,9 09 5,,55 51 Yes(No Duplicates) 40 4 Indexed yols 1,8 -l
D09 oo Skl Slegil 90 4 Primary Key -o
- a5 Saul 1, Hyper Link Ole Object Text slaals 5l olaS 0 aiilys oo Lot -z i}
Yes(No Yes(Duplicate Ok) INO : jlos,le 45050 qulass wlg oo <> 4w & IndeX coogas -

Duplicate)
¢ ol s&.w)éu t_ia ,o‘..\:—* 1y

el bl ald a ools (0,5 o lg alS s 4 wes e 03l L 4 Required -&
c09d (o0 00l ald 4 Silegil &g 4 Jlade cpl o 5555, Sloul e j5 AT WS oo s Default luas -z
39y o0, @ ald @ oa 31y eals Hlade bl s sl Validation Rule -»
Syl olgs 05 Query >lb s jo Criteria Jslio jo 1y 5 9,10 3l Saolus-471Y
"Harris* -l

No Value - |
<be- ¢
Between Y,),Y::2 And Y,V Yoo
¢ G Report o slosicis 31 335 9190 31 Solus=47 ¢

Summary Section - i

Detail Section -
Report Header Section -z

ity 5 § GG 5 sl 5 b1y o coui




Page Header Section -»
G eeerreseensasnensens 'y Primary Key-41°
Jsaz slas )55, (52,5 (LS,) Unique sl -l
Jgur las 55, (30,8 Sort -
Jsaz sle als (55l Unique sl -z i
iz sloalis 3.8 SOIt (gl -2
¢ ol (SN SL S5 25 51330 o plas-477
Fox pro -l
Access - i}
Visual Basic -z
Word -»
Sl KsS gyo b iyl koL S (o0 s 1y ald aled B o aled 50 315 (s plus=AY
¢ ogi ool g led
Caption-ul
Indexed -
Format -~ Ji§
Validation Rule -»
© il JU il ol b (1] 45 983 o L3S 1 b )3 15 (olsS I Spelas= 1A
Precision -l
Scale -
Allow Zero Length -~
Required - i
ald plas plaS s Sgib 0 i3 Wilgi o Decimal g gijl goue ald K50 1, g Lie! o6l slowi-414
© 39 n i
Scale -
Input Mask -o
Decimal places -z ji§
Default Value -»
¢ 0gu o0 oolasw!l FleMbl Sl 4o pguai oyols 1,8 gy 03ls g plas=4V e
Memo -l
Number -
Ole -z IR
Look Up Wizard -»
a3 SaoloS 50 Decimal slac! gl 39 0 yuid wilgs oo yLinc! alais j oy &5 oyl JS Sloas-4 V)
€090 (o0 pasiino alid
Precision -l
Scale -
Decimal places -~ Ji§
Default Value -»
¢ ol oo DU g 0 S 5 b g (ko (gl 001 £ g5 plus-AV Y

ity 5 § GG 5 sl 5 b1y o coui




Text - IR
Number -
Currency -z
Auto Number -»
€0, (G ogume uld Job i 5l (uizrod 9 Cul (o £95 51 s 001> (gl ) 00ld i plus- VY
Long Text -/ IR
Text -
Currency -z
Auto Number -»
0015 Lausiid gl p wledlbl 595 cuz (13l (lais & (ol mar gl Ll Sluogas I Spolus-AV ¢
¢ Cawl «pinol o>
Validation Text -l
Validation Rule - g

Input Mask -~
Require -s
§usS o0 Ol go W yguay aliso MBI Jolis (gl ¢ 00l £gi plus- VO
- NumberJ!
Look Up Wizard - g
Text -z
Memo -»
§ 39w 0 00liw! cuound plus” 31 Field Property ;o ol cuwz p s <-4V
Validation Rule -
Field Size -
Caption - Ji§
Pages -»
09 o0 T ok Jguz 10 o0l 053 (5 0010 I AT sl i yy Srolus-AVY
Queries -
Tables -
Forms -z
Pages -»
o Access jo o) ST s ,yl5 cqa oulh G ypx b 1 o gi 4ol s 0S5 solisw! (gl g Semolas- VA
fuisly
Pages -
Macros - i}
Modules -z
Forms -
S o S (5l 0355 ) aud (gl 4 1 Lod IS0 ol plas-A V4
Home - il
End -
Page Up -~

ity 5 § GG 5 sl 5 b1y o coui




Page Down -»
o ooliwl caclan (g Linel cdos b slasl gilw o5 > (NUmber ) gous 03ls ojluil g9 plas=3 A+
§ ogu
Single -l
Double - i}
Integer -z
Long Integer -»
Lo LB 4o g linsl slusl 8959 J xS <> | Precision g Scale olas gous ools g1l Solas-4 A
T apd 0,8
Double -l
Single -o
Replication Id -~
Decimal -> g
¢ Coms Indexed cilizeo yolio 31 Suolus-3AY
Yes(Duplicate Ok) -l
No -
Yes(No Duplicate) -z
uni code ->
€058 ol Sl lai (g3 Baled €95 51 Sy oIS (59, AT
Number -4
Ole-. B
Text -z
20,8 slml pSal g (oo Al 95 e (55, 5 -0
0 ooliwl y 3 (gl 0315 glgil 3 Suolas’ o Lo +1 9 0 )liko - ¥ o o Sluel (g5l 0 s d Cugr- A E
¢ ogu
Byte -l
Double - o
Decimal -z
Long Integer -»
§ Gl 00y azmino ploi jo EXCel 5y pw s 43 Sl | Gloiig y 3 Sarolas= 9 A®
Columnar -l
Tabular -
Data Sheet - g
Auto Wizard -»
fTabular & g0 4 ¢ ,8 sl | L-1AT
il a8l 100,55, 50 laald 5l Jgaz &y90 4115 05 ol o -l R
S obml Sgte 08 (o9 el (o0 -
oS sl Jyane slea B il on ¢
oS sl Jyans (slga B ol (smi -
§ i 39 ol GLoeiitry I Snoluas-AAY

ity 5 § GG 5 sl 5 b1y o coui




Detail -l
Form Header -
Form Footer -z
Form View - I}
TS (o0 olml (Fgiw [y p 8 £ 98 LBl plus-AAA
Tabular -l
Columnar - u
Form Wizard -z
Data Sheet -»
0 e 1y 03Liiunl (513 LT &1y g FLeMbI SGL S 31 oo dswlgs g 0313 g el 1 yseiwl-4 A8
NETY
Table -l
Page -o
Query -- i
Macro -»
T gy o0 )0 Query (>1b g sualive gly bled ¢ 57 (Jgars jl Snolus-38+
Data Sheet View sl -l
Design View -o
Design View 5 Data Sheet View sl -z [l
Data Type View -o
o9 (o0 oolaiwl 3 Ludl 31 S plas 31 Sledbl SSb 4o suls plail (641,50 wldos 31 oolasw! cya-24 )
Tables -l
Reports -o
Macro - i
Queries -
plaS ¢ LT (o sKlos byl 9330 (5098 118 (gl ped g aiisgs Criteria jo byl &jlie g0 a5 olEon-14Y
¢l
Not -l
Xor -
And -~ i
Or -»
¢ ol (§09%0 (g 3lw i yo 93 plus- 4T
Ascending - Ji§
Descending -o
Grouping -z
Sorting -
§ oS o0yt 1y a4 ¢ 0,55 ol | oS o Orientation cwowd jo-99 ¢
13,55, o9 Jo3 9 so92e Al
L NEIIE TSR EESY |
Lo )5S ) (g9i 095 -7

ity 5 § GG 5 sl 5 b1y o coui




oIS g -0
S g0 dmwlme [y Slasl (SSloo ¢ (0,155 (> 5b 53 ) @le 51 Sy plas=330
Count -
Sum -
Maximum -z
Average - |}
D15 Sl plCB 3 (e 4z 1 g gy aiwd (Lol (bl 2 Gl )5 G edlgy ST
¢ oS (o0 oolaul
Orientation -l
Group -
Order -z
Layout -»
T o9 o ola 15 il po LSy b5 3,155 5 aml plas-44Y

Page Footer -
Report Footer -
Report Header -~ [l
Page Header -s
39 (o oolicisl bl (e ialod st G135 oy y3 15 J S plas-4 44
Text Box -l Il
Lable -
Image -~
Line -»
§ 09 o0 o0liwl UdS 1uS 31 b g Sl 9 ylgzod Wleds Gl gl,- 44
Ctrl -
Alt-o
Tab -z
Shift -- |l
90,5 ooliiwl (ylgf (o0 313 4y 35 plos 3 s iy bl (gl Y+
et oS L ol jen Alt oIS -l
Ll )b & wsle 0S5 o 2 05 S5 - Ml
Alt oIS 10,88 b ol o LS Gl g wgle S0 4 S -7
iz slals' L ol e Ctrl oI5 -5
RPUET PSRN B ISP EON L p— Wb 3 eorio K (5132 vt Abold yunni gl ) ¢ 0
Font ;| character spacing «b; -l
Paragraph ;| Line and page breaks «.; -l
Paragraph ;! character spacing «L; -z
Font ;l Line and Page Breaks ;-
¢ oS oo il 1y ailyj plos” Symbol gl o yaloo ;015 51 6509 b STyl 20 gy * + ¥
Special Characters -/ [l
Symbol -o

ity 5 § GG 5 sl 5 b1y o coui




Insert -~
Shortcut -s
S o0 o3lisius] AoS's p1aS 51 les (gl yilio 9ol (43,5 oyl 135 48 pilio audS i (gl o o ¥
Assign -l
Reset All -
Remove - |
Close -»
1olg o [y Word 5o b yusd gbo g+ 8
5,5 Jbs View ait; 5 -t [l
5,5 Jus Review aib; 5l -o
55 Judojls jl3 8l e G Ceon ;0 45 e 0SS Ba)b 5l -2
35 Jub 1, ol File ssie 325k 5l lsie -0
10y 959 50 ) Lles ylgd g0 by plas jH) + + @
3515 )3 WOrd Lams Cosly Canns 5 mly 4355 10 a5 glo aS's b 51 -call Il
5,5 Jb ol o Show 64,5 View 4ib; 5l -0
0,5 Js oles o Insert ail; 51—z
85,08 1,3 WOrd laswe cor o g Gl 4gS 0 oS gle aass 5 b sl-o
(s S g =)+ 0
A5 (oo S WOId ;5 55250 (sl 5] 415" a4, -l
atuin ol S b aS aiien oo (aseiie ST G (gl 031l o5 e asile sas iy ya5 o 5l soncdB -Gl
g oo 0D
AgS S So ) bl o -z
a1y word s e (taled sle g, -
0035 (o0 @500 gy IS 5 S G ol e Y
Home «; ;| Style wbses! -l Il
Review «b; ;I Style ol -o
Design «ib; ; Style Clsesl -2
View aiL; 5l Style bl -s
€09 (o0 Jos digSay (i b5 g9, 5 Tab < Bdo (gl v 0 A
S oo S0 S bl g ) Sl 0y9e <5 -l
s o Lz | Delete oS 500,85 o Ll Ll 5,90 5 (59, -
oS oo SIS Create asSs sy, 2 5 0,50 <5 Sl 5w Tabs gl o5l ,ol5 51 -2
o235 o »» |, Tab Remove as, ;5 Tabs sl o5l ;05" 51 -0
€09 (o0 Jos 6igSay (S b3 (59, 3 Tab < Si> glyrY + 04
S oo B> oS axin 5l Backspace oS L1, i o g0 L5 -]
s o Lz |y Delete oS g 00,5 o Lal Ll 5,90 5 (59, -
oS oo ST Clear aas's (59, 2 5 9,50 <5 S5l 5l ey Tabs (gl e jgle 05 51 -z M
oS oo » 1, Remove Tabas ;5 Tabs gl o9l 0l 51 -0
S o8 B9y 3l oy Sl oo g 0519 plod w1, dgl 51, Change Case I 4y 35 plas-V )+
fass o0 oolawl

ity 5 § GG 5 sl 5 b1y o coui




Uppercase -l
Title Case -
Lowercase -z
Toggle Case - ||}
§ Gl cawlio a9 35 plos Word ;o b (pio 5095 2ol gl -V 0 V)
Auto Format -l
Auto Correct - I}
Auto Select -z
Auto Change -»
JPULT P P T PR S S y1 o 31 g0l 5 9 oDl lllas gl Y 0 ) Y
Home > Spelling - !
View > Grammar -
Review > Spelling & Grammar - ||
Insert > Spelling & Grammar -
FOlg o0 o e gl 09 (g0 oS 10 E9e 30y b Sy AnlS 1 50 a5 (elia-) VT
Sgas Bd> 1) o g bz 5 00,8 SIS Jbgo ] (59, -l
3235 il sgre 3l ool sloolly 51 (S g e0ged sl SIS T 55, -
23S oo, FOrmat a3 5 00 5 el SIS aalS 55, -2
el o1y Delete aaSs § oS oo ol 1 asls -o
10197 50 oo Tl (glp 29ub (o0 0l 15 Zg0 joyB S Sy AalS ) 50 4 calKin-) + ) E
dmles Bd> b zge Lz 9 00,5 S 6 Lgo ol g,y —all
S oo 2 1, Change 438 5 eoges conl, SUIS o (9, -0
o35 1, Autocorrect 5 Ignore All sle 435 Gl 5l (S g 00905 Conly SIS T 59, -z
Cpylid o oS amin 1, caps lock asSs sa g Sl 1 aelS -
€ o (o 4z 4 4ol 5 50 jo8 las-) 10
5,18 5yl & Siice aals — il
3o s by JSi aols -l
SIS Cand JSte anlS —
e ialrg BByl aols =5
85,18 obxe az Slols 3 40 o bas-) + V1
3,15 (6,50l )5 ISCie aalS” —call
3,0 slig e anls - [l
Ol Ces B JSie aalS -
el s B anls -
fupd oo plxil los 4 Auto fit axU o 231y Fixed Column Width-)«V
55 oS mo Jsbo bl Jsor (sl lans ailS” Jobo a5 oo a Iy ISl el ~
0SS s ino Jbo byl 1y S sl 4l (sligy 45 a3 oo Ty lSl ol
A5 o5 no Jsbo bl |y Jsor sl s a5 Jobo S e |y 0lSl (il
S a5 me J5b b il |y Jpar sle cygie 45 slige o5 wns a1, el ol o [
§ ] gearad o 35 S 49 Jguzr Olml b alul)y 5o b 4y 35 51 Sopolus=) + VA

ity 5 § GG 5 sl 5 b1y o coui




Table 5w 5l Insert au 35 bl -l
Home 5, 5l Table as 35 sl -0
Table 5, .. ;i Draw Table a5 Gl -z
Table +5,5 Insert 5 ,,,.. ;) Draw Table sl sl
39 sl & [Layout & y o 31 Insert Below 4 35 Gl g oo S 51 phaw & olksl =Y+ ) 4
S s Sloxsl oy Bl b phaasennen
YU -l
o=t <l
Cowly Cooms -
& Caos =0
39 sl & Layout &y 31 Insert Above as 35 Gl g Jouos S 31 yhaw & Glrasl =Y+ ¥+
U PN P PR U EE] R TSN

&“A?:ELM_&

............ 39 yhaw & Layout 5w 31 Insert Right 4y ;5 Glaisl g Joos S 51w & obrsi b=+ V)

WDe o0 Sl | oud Ll g Jas
YL -l
omb -

C«m‘) Coons -z -

> Comn —O

............. 39 sl & Layout <y 31 Insert Left a3 olxisl g Jguo o 3T yaw & olbisi b-) + Y Y

S g ® Sy | ouly ul.’z.u‘ ‘Slib).h.m
YU -l
b -

Cewly Coms -
] |
g4 (o0 oolaiw! (5 ygumd 4z 31 Sloe 3l ool b Jgu puw i (gl Y ¢ YT
Insert table -l
Quick Table -
Draw Table -~ i
Write Table -
TS (o0 00liianl jgiuws plaS 51 505 gy b aligd 4y Jour gl alivgd Jrod sl )+ T E
Repeat Header Rows -l
Convert to Text - i
Convert to table -z
Convert to Formula -s
Sl o JSb oy QLR 31 g JSb S 031051y Cgr 23 0190 1 S plas-) + YO
o ¥ ol -l

ity 5 § GG 5 sl 5 b1y o coui




PRARUUSENY |
S5 Yhoplo ¢
Border ,gius -
sl gumo 15 Jol 0 5 S plaS JISI Guils 2 ez 11
Insert -> Rotate - !
View -> Rotate -
Home -> Rotate -z
Format -> Rotate - ||}
S o0 o3lisiusl (3o y 108 51 s K e 5U TS Sl byl (gl Y + YV
View s 5l Word Count L 3 -call
Review s 5l Word Count L3 -C I}
Home s 5l Word Count L s -~
References 4w ;) Word Count L 5 -5
(09 (o0 SlS 405> IuS (g5 (g pLESN o3 53 (IF W S Ll gy ) + YA
Edit Recipients -/ [l
Select Recipients -
Update Labels -
Match Field -»
¢ Cuwl plus Subscript jgiws milwo uuds-V + ¥4
(+ Ctrl -1
=+ Ctrl - |l
= + Ctrl + Shift
| + Ctrl -5
POV - S 7 oS solaswl 8 yg0 S I Jol5 WleMb! yuys gl Y 0 Y
Shift + F - Il
Ctrl + Alt+S -o
Ctrl + Shift+ S -~
Ctrl + S -5
03,5 ooliiwl ylgi oo AL plaS 3 amiioly g dziuo puw Slomyl gl Y+
Home -4l
Insert - i
View -z
Design -»
Iy 5ol olgsds bas Sw (198 (o0 wonneee. Coomnd 31 o0liw! b border and shading ! o yglxo yols yo-V + V'Y
Color -l
Art -
Box -z
Style - i}
(09 (o0 o0l (oS 5 0l 4z 3 (Y @ (o)l ol I 5l alS amio Jod gl 0 TY

ity 5 § GG 5 sl 5 b1y o coui




el y Ceons Alt + Ctrl -l
> cws Ctrl + Shift -
Cealy b o o Alt + Shift -~ i
Cewly cows Ctrl + Shift -o
o9 (o0 o0laiw! douw J5 Gl (gl 9 oS 5 wlS plas 1Y T E
Ctrl + Click -
Ctrl + Shift + Click -
Ctrl + End -z
Ctrl+ A--H
o4 (o0 oolaiw! (oS 5 IS plaS 3l o 0 3 (glp-Y 0 TO
Ctrl + o -l
Ctrl + Shift + S -&
Ctrl +S _C-
Ctrl + P -»
$gus (o0 00laiw! daS'd oIS 31 wisw 3O Jgo 9 (40,5 5 ylg gl - ¢ ¥
Symbol -l
Equation -}
Formula -z
Comment -»
9w o0 00l (GuudS oS i Az I wulS axiuo 3 ooliiw! b s dxiuo a3 (yi8 g oo oSl (gm0 TV
FY -
Ctrl +V -
Ctrl + Enter -z |}
Ctrl + S -»
394 o0 ooliiwl Ao pluS 31 douw sl Al pulisd gl - ¢ YA
Column -
Margins - |l
Size -z
Orientation -
§ 3guh o0 o0liw! Ay 35 oIS 3l aziuo 4 Ol (0938l (gl - ¢ TE
Insert -> Page Break -l
Page Layout -> Page Border -o
Design -> Page Border -~ [l
Page Setup -> Line number -»
Sl plas Word el 55w 0 3 (glp (P28 iy diigy AR
Templates -/ Il
Documents -
Microsoft Word -z
Program File -
Cog o0 odliiwl daS's plas 31 Jguz sl Jolw pléol gl + €

ity 5 § GG 5 sl 5 b1y o coui




Split Cells -
Split Table -
Merge Cells -z i
Merge Table -
o9 (oo CLSIWIap Text s jl 438 plas' s 505 51,8 rio culy prguad asCul gl ) + £ Y
Tight -l
Square -o
Behind Text -z i}
Through -
M@‘P“) ......................... B v L IR TP Mb)}‘wc)uwt)édb-’-\'ir
Page Number-Design - !
Page Number-Review -
Page Number-Home -~
Page Number-Insert -» |l
St 35 o0 32 1) 4035 105 sl y SClS 51 s S 315 50,8 bas (38,5 ool (gl v £ 8
Add to Dictionary -l
Ignore - I}
Deny -z
Cancel -»
© oS LRl 1) 435 IS als oo arlieo lalS plod 5 obocl dalS 315 o8 b (338 )5 ool (gl + €9
Ignore -l
Ignore total -o
Ignore All -~ |l
Deny -»
3,15 g9 3,5 4> Pages 09,5 5/ Blank page-) + £
WS ooz I amio -l
2S5 oo obml aiw sl 55 S -
39y (g0 Mo 4O d Ao by -
A8 ol oSl ains G -0
SCumz Pages 09,5 ;0 Page Break giws o p,ls-Y+ £V
.J..lssoa)b ‘_“Jl> W&:—;&”
w@obglwdlﬁ)gl.f&—g
WS oo aad | s e 5 sailesl i be bLS -z [l
WS e ol o i S -0
SpuS o0 Jos digka Word 138! 0 4 50 wlo axius ol gl -V ¢ €A
COVer page ,ywo editing o4,5 Home b -l
Page Cover , .0 Pages o5 Insert «b; -C i
Cover Page 5.0 Page Layout «l; -z
Cover Page ,4..0 Page Border o4, 5 Design 4il; -»

] camwlio yguiwd plas b ailigh Culy g Ao (59 S poS (o Slaxyl (gl -V + €9

soite y § I 5 sl g 1, o il




Page Color -l
Text Color -
Background Color -~
Watermark - i}
az 3l o (el ygaai 9 JSb yguo a4 [y didiud gy po o 4 45 Tledbl dnlasy 4yl gl 0 0
fanS o0 oolawl Word ;o (5 )950w
Word Art -l
Screenshot -
Shape -~
Smart Art -5 |
(gl (o0 ool az Word 51381 5 Jgoor 55 bogygiw-) + 0
Columns -/
Rows -o
Cells -z
Table -
Cigdh o okl 4 5,10 41,3 Jgu 53 bl ©yg0 4 45 ledglan) + O
Cells -l
Columns -
Rows -z |l
Table -»
YV L R PR P A
Rows -wil
Columns -
Table -z
Cell -5 1R
TS 50 Jos gy 4z 4 0lmsl o 3o Jguar ¢y 9 s Slaad (40,5 39 gl 0 0
Insert «L; ;| Draw Table -l
Insert Table _lsl 4 Insert 4iL; 51 Table 5, SAs - [l
Insert 4L; ;I Input Table -z
Home 4iL; ;/ Insert Table -»
§ oS 0 9,19 Iy yhw sluxi Insert Table oyglxo jol5 51 yist plas” jo-1+ 00
Number of Columns -l
Fixed Column width -
Number of Rows -~ [l
Number of Cells -»
Cogud (o0 0010 uled (o ld il 4z Joguar S dll jlam-Y 2 0
Format, Layout -l
Table, Design -
Design, Table -z
Design, Layout - I}

ity 5 § GG 5 sl 5 b1y o coui




o b bl albls yleis sl b Jguzr 45 oS (o0 (s Deesign &l 51 sy plas -1+ OV
Banded Rows -l
Header Row - i
Total Row -z
Last Row -
¢ s |y o SleMb| quilgi o0 File ailyy coound plas jo-) + 8 A
INFO -/l
SHARE -
EXPORT -~
ACCOUNT -s
3,5 Gl 1y wow Wlxio plod ol oo Print jguws gld 4y 35 51 Soolus=) + 04
Print Preview -l
Print All Page - |}
Print Selection -
Print Current Page -»
ot (50 Jok 4155 39 Gl 93 Sloxkuo s udlygiy ,51) + T
Odd Page -l
Print All Page -o
Even Page -z |l
Print Current Page -»
Sog o0 odlaiw! Hgiwd plas 31 la Clxiuo (40 S i ylaww gV + )
Custom Print -2/ |l
Print All Page -
Print Selection -
Print Current Page -»
....... o 3 (Wlxwsed) Comment gy gl + 1Y
View>New Comment -l
Insert>New Comment -
Home>New Comment -z
Review>New Comment - JJjj
oS (50 03liiuol 3590 oIS 5 WOTd 1351 p 5 Lagmo 5 dxius (520 531 (39,5 (o ylhas (slym) * 1
Custom -l
Review>Zoom -
View>Zoom -~ i
View>Setting -»
Sz Font o p,ls-Y ¢ 1 £
oS S |y e 03100] puley oo 438l 5l ool L -
e e |y G (5t S8 s (o 43T ol 5l elital b -
a2 il 1) (e £95 ol (o0 43S (nl jleslitl Lz [
S (oo ooliul 390 (nl 5l e oy e B sl -

ity 5 § GG 5 sl 5 b1y o coui




Sl 3 il 990 plUS e (595 o0 Jlos! g Canyd 40,5 Sy glp-Y 10
Change Case -l
Remove Format -
Clear All Formatting -z i}
Delete Formatting -»
fabs 0 plxil 5,15 4> Strikethrough jecws-V+ 31
WS 0 ) b S e 65)‘““‘-
WS o0 T8 ey b S -
A5 oS 5 ey e
WS oo e |y e o
C sl IS ygsasd (55 & o Ll B9y b D0 (ol 1 b aiigi (3l i o (slm Y+ VY
Filter -l
Increase Alphabet -
Sort -z |l
Asset -s
oS 50 03liuol a3 AIAS 31 3948 ol (i 53 (553l ablss 4yl sl + VA
End note -/}
Footnote -
Footer -~
Header -»
3,15 695,15 4> Jgu> DESIGN 4L yo Table Styles o9,5-1 + 14
Lo gle Jolw olnl -
Jss> 9, S Joel -z I
2595 59y S Jlosl -0
199 (0 315 4 3 30 plaS Jgur b Jouo 5 s (gl 0 V0
Table Color -l
Border -
Fill Color -z
Shading -}
S 35 o0 2 1y Select ol ygws 51 Sy plas’ Jguzr sl Gl gl o V)
Select Cell -
Select Column -
Select Row -
Select Table -»
S ¥ o0 1y Select wilygiws 51 G plas” Jgazr ggim ol glp=) + V'Y
Select Cell -l
Select Column - i
Select Row -z
Select Table -»

ity 5 § GG 5 sl 5 b1y o coui




¢ oS o0 ooliswl Select &l ygiuws 31 SeaolaS 31 Jguz 55 Jobw bl gl + VY
Select Cell -l
Select Column -
Select Row -z
Select Table -»
oS oo il 1 Select ol ygiws Sy plas Jgoo J5 wloisl gl + V¢
Select Cell -
Select Column -
Select Row -z
Select Table -}
fund o plxil 5,5 a> Select 09,5 ;I Select Row jgiws-Y + VO
&S oo bl 1, Jslos — il
S oo SN Jgo i -0
&S o Sl Jpaz S~ [
WS oo Sl ) Jga S50
b G g a1y Jooo 1500 Wlewdild 9 S5y g (b 0310l puilgd (0 crvvvennnninns &l 09l yols yo-Y ¢ VR
Table Option -
Table Setting -
Table Properties -~ ||
View Gridlines -»
3,15 65,5 4> Draw o4,5 ;| Eraser ay 5=V« VV
Jooz Sl 5 (g s -l
O d Jgux b -0
Jgsa sle bl Cox i g
Jgaz 513 9 90 Ceend B3> - [l
(09 (o0 o3liiuwl jgiuwd oIS 51 Jguor H5 5590 Caound (33,5 Sy (glym ) + VA
Draw -l
Clear -
Remove -z
Eraser ->|l}
Tt 35 o0 32 1y Delete 0,5 51 s plas’ Jgor sl (ygiuw B> glpm) + VA
Delete Cells -l
Delete Columns - i
Delete Rows -z
Delete Table -
oot 35 o0 32 ) Delete 095 51 gws oS’ Jouzr byl Bdo (gl o A
Delete Cells -l
Delete Columns -
Delete Rows -~ |l

ity 5 § GG 5 sl 5 b1y o coui




Delete Table -»
Somis 35 (50 521y Delete 05,5 51 giuss plas’ Jour slo Johs i (gl +A)
Delete Cells - |}
Delete Columns -
Delete Rows -
Delete Table -»
S o0 Jlos! 1y Delete 0g,5 51 jgiws plas Jgum J5 Bas gl -V + AY
Delete Cells -l
Delete Columns -
Delete Rows -~
Delete Table -5 i
S’ (50 o0liiusl jgiwd oIS 31 (g 9 s Wiz & Jodu Sy 4 522 (gl ) * AT
Merge Cells -l
Split Cells -« |
Split Table -
Split Column -»
f ! cnlin jgiuwd plaS (ks 90 43 Jgur a5l ) A
Merge Cells -l
Split Table -
Split Cells -z
Separate Table -»
oS (et [y Jgoir g1 odlyd (o0 4y 35 (o Lruwgi= < A
Height -/ |l
Weight -
Width -~
Vertical -»
1,5 (i 1y Jour (256 0l (g0 45 ol wwgi- )+ A
Height -l
Weight -
Width -~ |l
Vertical -»
S okin 15 o (T (ouilyd (o0 40y 35 IS banwgd i pliiols Jgur (6o plaus 031l o5 o+ AV
Distribute Columns -l
Distribute Rows -
Distribute Cell -
Distribute Table -»
oS wliin 1y (b 5T ailys (g0 iz 55 pIS Lruogs s oliials Jgucr sl8 cygis o310 ol - + AN
Distribute Columns - i}
Distribute Rows -
Distribute Cell -

ity 5 § GG 5 sl 5 b1y o coui




Distribute Table -s
S g [y Jgoor ailigh S oyl (o0 digSiz- )+ AS
Table 4,5 5 Text Orientation -l
Sort +4,5 ;| Text indentation -
Alignment 4,5 ;| Text Direction - |JJj
Cell Size +4,5 ;Text Direction -s
il Bl Alold juds Jobw adlo 3l (yio puS rmssd auiled (50 s &y 35 5l ooliil LY 0 s
Cell Direction -l
Cell Alignment -
Cell Indention -z
Cell Margins - i
$og0i ooliiwl lgi g0 I3l pIaS 3 axiio y8 55 Jgur Yl gylgie )5S gl 0 8
Convert to text -l
Repeat Header Column -
Repeat Header Row - i}
Repeat Header Cell -»
£9,1 g9 ySdlos 4> Data o9,5 ,o Repeat Header Rows jgiws-Y+4Y
WS (oo o e 4 1) Jgu -
g J3o 2 ol (oo -
WS oo obm] plgre sl gl -
WS 0,5 ) Jguz Oy amio 2 0 -]
£99) 50 )15 & pgal g0 (gl aiy3S plas=) AT
[lustrate -l
Shape -o
Image -~
Picture -s [l
XYL AP I 7Y IR— ol a4 wus ail) SO yguad (yoges o b-Y 48
Format - ||}
Picture -
Design -z
Layout -»
ol g0 Sl 4 315 5l 4ol 51 S5 plas 952 Word 1380 o =) + 40
o doliyy — il
Sl b -
soxedls -z Il
08 yiuS dzxis -0
3,15 5 9,5 3590 plas yoWord l380 o =Y + 41
o9 daliyy —call
b ygel -0
EEE VRN

ity 5 § GG 5 sl 5 b1y o coui




allie 5 LS Giolps 5 45 >l
Tl oS gy (5 @y Lo allogi s 59 (2l (o o0 Jlos! gl oo yd Jlos! gl p-Y + AV
e oS (5 -
abe oo,S Duplicate -o
Format Painter ;| oozl - i
Copy formatting -»
(o9 (g0 ool (gl iy 35 4z jlofrg ST Sy g0 slpm + 44
Style au ;5 View S, o -l
clipart 435 Insert 5, 0 -0
object a 35 Insert 5,0 -z
Symbol a5 ;5 Insert 5 ., -o |l
Sl plas redo ;yloyd milewo auls-) + 44
Ctrl +z -l
Ctrl +s-o
Ctul+Y -- 1
Alt+D -
sl 44y 35 plaS COPY yiloo auds-N Y+
Ctrl + A -l
Ctrl + x -o
Alt+c-z
Ctul+c->}
Sliw! g Wiz (LS i lpg 9 oriigl (gl i 45 0093 Office aius o )1381 o 3 dlos jlnnncnec SARER
B o0 o3l T 3 ....g
Excel -l
Word -C i
Access -z
PowerPoint -»
Togd (g0 ooliiiwl &y 35 plaS 51 Gl 5 Jud wiow ulod oy gl ¥ V0T
Quick Print -
Print -
Print Preview -z i
Print Page -»
IV, B =S 5 sals 3l oolisw! Word ;o wouw S slaw! (gl y oguid (3 37 yluwl-V Y+ ¥
Ctrl + M-l
Alt+N -
Ctrl+ 0O ¢
Ctrl + N -» B
0y o5 (o0 4z Wigh (o0 0oLl oSUI (e &y 45 ouds (Sl g B 3l g oolel (glosiuw o) ) ¢
Pattern -l
Template - g

ity 5 § GG 5 sl 5 b1y o coui




Recent -z
Blank -»
RCIW] =S 5 s 3l eoliiwl Word o wivw K5 (30,5 35U (5l ogumid o3 55 ybwl-YV 00
Ctrl + N -l
Alt +N -o
Cul+O -z
Ctrl+ R -»
Cogu (50 03liim! (3 LBulS a2 5l Wiw 035 (gl Y+ T
Ctrl +x -
Ctrl + ¢ -o
Ctrl +w -z
Ctrl +s -> |l
Sogus o0 olaiw! diy 35 plus 51 b wouw Cu poe glp-Y Y 0 Y
INSERT -
PAGE LAYOUT -
FILE - |
DESIGN -»
Sz Word ;o File sy o l5-1 )+ A
SNoged 5 Lot &0 -l
e 9 SISLL Copae -0
Pl sl Jd ot il
e Zo pae -0 ]
s y2] 3B Word 1380 0 5 b g 0551 (o0 50 yuii BB sl yguo s ly S e, Caoyd-t Vo8
PDF -/ [l
DOCM -o
DOC -
DOCX -»s
AuS S 1y 0U 5T (p9 9 0815 (g3lw 0353 o yoT 395 ww 43 b sl ascidls jLo Loy a5 Sloy- VY )
Fauss oolaiw! g 35 plas’ 31 Cawl o
Save As-/ll
Save -
Export -z
Share -»
¢S o0 00luiw! Browse (gl oyglxo jol5 31 Slojanz-V ) V)
S )3 Jgu el ng -l
Qo s ol -0
S ST T
s Sk Il
TS (o0 Jok 4398z @ g (oo yiwd b 1530 5lg8 &1 g byl (5055 8Ll (gl =) VY Y
Option> Customize Ribbon-al

ity 5 § GG 5 sl 5 b1y o coui




Customize Quick Access Toolbar 4,35 Gl g (o) 53, ol S5 - I}
Option> Advanced> Editing Option -z
Window +4,5 View aib;-o
$pueS o0 o3l 4y 35 plus 31 (Quick Access Toolbar) i3l jlg gislypg gl Y VY
Option> Add-in -l
Option > Customize Ribbon -o
Option> Quick Access Toolbar -~ i}
Option>Edit>Toolbar -s
oS Sl 1y 395 s udlgd (50 wernrrnnrnnn 3 ool LYV Y €
Print -
Save -
Info -z
Open -s
TS (o0 00liinal 390 Gy adles (o0 &5 (o lboiaw Slani Ll gl (gl ai 35 az YV Ve
Print all page -.J!
Quick print -
Number of pages -z
Copies -l
TS Ll 1) 4 35 plas wb s 53 (5)ler ambo ol sl -V VN
Print Selection -l
Print Current Page - Jjij
Print First Page -z
Print All pages -»
Sl IS 40y 35 (31 it W Slxio pled il gl VY
Print Current Page -l
Print Pages -o
Print Selection -
Print All pages -l
TS Py (ol o jg00 a1 1) 185 5590 Slxio mailyl g0 iy 357 IS 5l oolisiuwl -1V VA
Pages -
Print Current pages -
Custom Print - i}
Print from ... to... -5
§ S o0 0Ll 3 yg0 ol 3l ouds LSl e ol (lp- Y VYR
Print Selected Text -l
Print Section -
Print Current text -z
Print Selection - JJij
oy 1080 T sl g iyl )3 1y 395 woaw il 0 File soio 31 jgmws plus 31 oolasw! -V VY
Export -l

ity 5 § GG 5 sl 5 b1y o coui




Publish -
Print -~
Share -> i
Sz Export ay 35 o 5=V V)
lo oy 00 50w izl - [l
KVOWR & E
A Ghalod Gl -
P e b a 535 5 5 -
ol IS Wi (iamny (515 pile als-1 N VY
Ctrl + C -l
Ctrl +W - i
Alt+F¢
Alt+W -
(09 (o0 03lisuwl (5 ygmwd 4z 3l o (yimns sl VYT
Exit -l
Eject -o
Close -z R
Close Document -
TS (o0 Jos aigSz Office ;0 055 (55,5 lus 4 s o)y 51V VT E
File > New> Account -
File > Open> Account -
File> Account -~ i
File > Option> Account -
S o0 ooliwl 4os's plus 31 Office ;o 395 (5,5 Clus 4 yubs,lg gl-1 VYO
Sign Up -l
SignIn-< i
Sign Out -
Sign at -»
oS o0 o3liscwl File ggie 33 wornnen &35 511580 oy x9S oyl g ool puads gl Y Y YT
Account -
Info -
Customize Word -
Options -s[li
S o0 pIaBl &l plas 5l Word s solel (clops 31 oolisuwl g dow (6ol JSb i gl ) VYV
INSERT -l
HOME -
DESIGN --
LAYOUT -s
Sz (Template) o1 o o=V Y YA

e i 5 -

ity 5 § GG 5 sl 5 b1y o coui




coly>l BB Word Yo VY s Lais -0
Slns 0l o 97 480 -z Ml
Sl Ll g Jgaz glylo -0
fods JULSH )50 (sl 4 9 03) (b 1y (SRl (o ol (o0 ygsws oIS Lagi-1 1 ¥4
Cut-w R
Paste -
Copy -z
Format Painter -»
S (o0 o0liiuwl 4y 35 oIS 51 o JUESH 5550 (6l (o 41 [ (e SO, o3 oy ol p2- Y V¥
Cut -l
Copy Format -
Format Painter - |
Paste Format -»
Cogu (50 ooliiuml (5 ygimd 4z 3l Wiww (535 Aoy g, S5y Jlasl (g1 VT
Watermark -_aJ!
Page Color -}
Page Border Color -
Background Color -s
$09) 0 315 &1 yguwd plaS ol ol 03 Sy b (o5 9 LRl b 51 45 (ke (il (gl VY
Paste - I}
Clipboard -
Replace -z
Find -»
oS (o0 121 1) Gy 42 (g iz gl iy olom! g1y Y VYT
Multi Columns -l
Page Layout > Columns -
Page Layout >Line Numbers -~
Page Layout > Margins -»
Wl 1y 3590 plus Columns gl o yglxe jol5 jo Suwd jguo 4 b ygiw Slaxd (40,5 asine glp-V VT €
Coadd yaadi
Preset -l
Width and Spacing -o
Number of columns - i
Apply to -s
S o0 il 1, Columns (gl o9l H015 3 as 35 1S b (yginw oy das (318 41,8 gl ) V7O
Line spacing -l
Line between - i
Line in middle -z
Line in right -

¢ Change Case 435 0 p,5-) Y ¥1

semilad y g I (g hles g Al o (il




SelS Ao (b peis -l
S 4l (55, Dl Jlosl -
oSl g SaS a S 5l Y Sy i 2l
oY Gl Aldgl S et -0
§ S o0 00l jokiio 4z 4 Font jgws 3V VYV
e S b SaeS s -l
o Cuo B pti -
RIC NN S
SERSUNSRTIES |
€09y (0 JI 43 435 plus aligd o3Il (40,5 S5 6l ) VA
Change Font size -l
Font -
Increase Font Size -
Decrease Font size -»
TS (50 SlS jgiuwd plaS (595 a0 [y oo 03l Ayl (gl V1 74
Decrease Font size -.J| [l
Small Font -
Increase Font size -z
Change Font size -»
Iy 435 oIS sl b iy (¥ 30 Doy b alozr 5 aalS Sl by eablacky 4yl (gl ) V £+
o 35 2
Uppercase-aJ!
Lowercase -o
Capitalize Each word -z
Sentence case. -s |l
OWPINEPPEITINRCIEEIE TR JE SN FEPU ICISCARER
Lowercase -.f
Sentence case -
Toggle case -z
Uppercase - |j
$ausS o0 o0liiwl Change Case jgiws plos 1 cwadSil K> o5 Qg4 cpiigi gl Y V€Y
Lowercase - |}
Uppercase -o
Capitalize each word -z
Sentence case -»
o (0 R [y iy 35BS bl K9S sl 40l 12 31 By gl by LY ) £
Sentence Case -l
Capitalize Each Word -

Toggle case -z |
Lowercase -

ity 5 § GG 5 sl 5 b1y o coui




oS JUab 1y iy 5 oIS gl 4l (30,8 Az 1 (sl 1 £ 8
Underline -l
Italic -o
Strikethrough -z
Bold ->|l
O (o0 00l (o eeirininnns !y Underline «y 35 j-V V€0
SRS
005 e
O3S R¥ T
00,5 S ogl> -0
S’ (50 o0liiwl iy 35 plaS 51 (ke (33,5 @90 6TV £
Bold -
Italic -
Underline -,
Effect -o
Sz Italic w5y 5=V V £V
Wyl 53,5 g -l
wdg 53,5 )l b pnj-o
s oS <z Il
wdyi 59, > ol -0
S (oo o0liiian! (gl 4y 35 4z 5l o0 S olgF iy gl ) Y EA
Superscript - |l
Subscript -
Strikethrough -z
Bold -
!l canlio (gl iy 35 az (Lurgd ) 6oI08 il gl Y £8
Superscript-cal
Subscript - i}
Strikethrough -~
Bold -»

S 35 2 1) yoiwd pluS ol gy (o 4y 010 ogl> (gl =YV 0

Text Style -l
Text option -o
Text Effects -z i
Font -»
o s |y (ke S5y wailel (o0 Hgiwd (-1 0
Highlighter -l
Color -
Typography -
Font Color - i

ity 5 § GG 5 sl 5 b1y o coui




Togus (o0 0oLl aly 35 pluS 51 Aigd ddrny (30,5 S gl Y OY
Font color -l
Fore color -
Highlight -~ |}
Line color -»
ol i ol jgiws plaS (bawaizy Cuw b dlnl gl Y Y OF
Bullets -l
Numbering -
Multilevel List -~ |
Table of content -
Bullets sl gl 4o 35 o108 51 090 550 oy (298 G 0 1y 395 4l 5590 Bullets a5 Jloj-V Vo ¢
S (o0 ooliiiwl Wy o
Define new number format -l
Define new multilevel list -
Change list level -z
Define new bullet -» JJij
Sl plas Word o cow b sl kY Voo
Multilevel list -l
Table of Contents -
Number list -z
List of content -»
SuiS o0 o bawg 1y oo Alignment ol ygiws 1 Sewolas-1 V7
Center - |l
Right -o
Left -z
Justify -»
S’ oLl Alignment «y 35 olas’ 1 sl (o)l g (g g1V VOV
Center -l
Right -
Left -~
Justify -»
Sl oo jgiws IS Cuwly cunn 31 oo (g3l gl Y A
Align right -/l
Alignment -o
Right -~
Indent to right -»
R CY S UR e PP CUR | J R SO ag 5=V ed
Indentation -l
Justify - i}
Line spacing -

ity 5 § GG 5 sl 5 b1y o coui




Direction -»
3,15 0 9,5 oo 3055 plivo sl Alignment il ygiws jI S plas-V 171
Center -l
Margins -
Justify -» [ |
S 1yl 1y G ygumwd a2 asl andils> 51 81,810 alold 40,8 o5 glpw-) V)
Left indention -l
Increase indent -
Decrease indent - i
High indention -s
39 0 ) 41 5 skw 4> a Increase indent ay 5=V V1Y
acil 51 GLILL alols o5 8 oS -l
aetlo 5 ST Aot s ol -0 i
adl> Gl sln 2
ail als gl -o
FiS (o0 ol Hiwd oIS b aitiogi cgx-V VY
Direction -/l
Indentation -
Alignment -
sort -s
€99) (50 ) &1 (o) (g0 (eogi (gl 435 plas-1 1T E
Left to right text direction -l
Right to left text direction - i
Right indention -z
Left indention -»
Text spacing -l
Paragraph spacing -
Character spacing -z
Line and paragraph spacing - [l
§3,l5 48,5 4> Line and Paragraph Spacing ,/p+-) V11
SIS 5 bshs sazl 5 -l
SLELL 5 bohs (K855 -0
SIS 5 bl alols oas = il
SIITL 5wz bl slxl-o
fuwS 0 ooluw! Border Iyl 3 Sloj ax-Y V1Y
Sgd oo oolaiul aF  a il oo ol -l
Sgd oo oolainl Jgaz ail> sy gl -0
\)9....: &° oolawl Js..\? 9 L)"'A )99 )le olDul 6‘;} —C.

ity 5 § GG 5 sl 5 b1y o coui




D9 (oo oolainl aldeh S Ol gl -0
9y 0 ) A !» Shading-Y Y 1A
GLELL 5 s alols o b -l
2B g adls olnl -0
O Sl <
P IS a7,k 5 S e > [l
Cogus 0 oolaiw! yguuwd plaS 3 o (Gl § Wil ki Bd> (gl - Y VT8
Remove formatting -l
Clear formatting - Jjij
Delete formatting -z
Change formatting -»
Togai Olomsl (b ylaws § 902 S g (g0 44 35 oIS 3 ool L=V YV e
Create a new style -/l
Define New Style -
Apply Style -~
Save As New Style Set -
fuds o0 plxil 5,15 ax Apply Styles-V1 V)
WS e ol wos S -l
WS (o B> 8 S -0
S Jlosl 1) 09290 (slo S olys (o0 9 05T (o0 Sl o> S |
WS (oo Ghalng 1) 99290 sl S -0
S yudl 15 aD g 98 wilei (o0 (g 4z N IVY
S Lt (555 005 SIS L -l
change tab 4., 35 Gl view Sy 5l-0
types of tab as, ;5 Llsesl view S, 5l -z
S b3 o S o latab @ by e e g5, ST Lo [l
Coutd plxil |y o az wlb b tab 5l elas yo syl sl YV
oS oo S5 a8l 1S e s olgsds 5 o il Il
oS s oS Sob-o
oled o lycaps lock asss (0 5 ol > j0 amin 59,7
scroll bar aus's oyo,28 L -o
39 (o0 00 liw! (STl g > cyiligh (5l tab plas-Y YV E
Right Tab -l
Left Tab - |l
Center Tab -z
Decimal Tab -
099 (0 315 4 50,5 (e g sl i plas- VIV e
Right Tab -
Bar Tab -
Center Tab - i

ity 5 § GG 5 sl 5 b1y o coui




Decimal Tab -
 Ogu o0 45 o €95 4> a Center Tab-) V1
o kel o -l
Conly i -0
bess-z
JUERSA RN
S35 o0 215 45235 IS Sl Jomo 59 ST ol s (385 ol ) 1 VY
Hanging Indent -l
First Line Indent -
First Line Tab -z
Decimal Tab -
$ oS o0 GGl 1y G ol Liwly SO o sus jliel (3l 41,8 g (g Line] dlusl 48,5 oz Lawg gV Y VA
Center Tab -l
Decimal Tab -< i
Bar Tab -,
Right Tab -»
fabd o0 plxil 6,5 ax> Bar Tab-) V4
5 o s 5 ST gl s (5585 ol -
5ol Joee jo bt o ool 13-
Cowly oo 5l 881 1S5 Lz j0 5ol
Lol SO o olael jlael fpals 48 -0
S Decimal Tab sy l5-3 VA
Cesly o olyl —
by coobnl -0
ez 5okl -z
o bael 5 obwl -0
3,15 65,5 4> First Line Indent-Y Y A)
Sy w0 S a4 g biel slael 55 S ez daws (gl — il
29y oo )5 4 SLILL I8 (K855 olml gl -0
355 0 4 SISLL Jsl b (Sdye obml sl -z
299y 0 5 4 bglas o alold slwl (gl -0
G (o0 00liil BI,510y 3 bohas (s alold punis' gl 4y 35 plas’ 3R VAY
Special character -l
Line and paragraph spacing - i}
Line and paragraph indent -~
Each character Spacing -
Sl plos Find juileo wds-V VAT
FY -
Ctrl +j -
Ctrl+R ¢

ity 5 § GG 5 sl 5 b1y o coui




Ctrl+F -+ |

S Ty 1B (o 50 1) S5 3 )90 Mol g i g (o0 4y 35 oIS Lawwgi-) Y A E
Find - |}

Replace -

Search -

Google -s

€595 50 315 4 Jlad o b Wiz oo S 53,5 0 3l (sl g plas-) VAO
Replace - [l

Find -

Object -z

Search -»

el glply ol 99 pupled 0 a5 1y 5 ,LeFind and Replace o, i .............. Caond yo-V VA

o 93 50 (S Ty i’ ol

Replace With -l

Find With -
Find What -~

Search word -»

¢ punnt o5 o0 42 Find What s gis g0 jo-V VAV
oMb 52l sl dsax e -l
S 2 plys o0 oS ke~ [l
0S5 n5 peple> oo a5 ) e
oS SL of b ealys o a8 (-
TS ©00 090 (23R (S 4lS b padles (00 a5 1) Gaazr )l b aolS sl yol plas yo-V VAN
Search Box -l
Find What -
Replace With -~ i
Replace All -»
el 1) o wliil wlodS pled wilgi o Find and Replace ;005 ;o 4055 plas 51 solis! b=Y VA4
fas
More -l
Replace All -
Replace -
Find what -»
(59 g0 o0liciwl &y 35 plus 3 Find And Replace ;s(5 y5 gus aels (il glym) V4
Find Previous -l
Replace -<
Find what -z
Find next - i
0 Sl 4nTS pIaS (g9, S 1 Il SO A Gy 4 1) oAbl SlelS pudlgsy Al (gl 1 Y

ol

seilyd 3 g Gl g yhalass 5 il Glo (il




Replace All -l
Single Replace -
Find Next -z
Replace - i
oS oo Sl 1) 5 ys pow IS S las hled (gl 1 14 Y
Reference -l
View - i
Layout -z
Insert -
SuusS o0 JL8 1y View Gy puw 31 5130 plas” 5 bas gl -V V4T
Gridline - !
Eraser -
Ruler --
Wrap -»
om0 gt |y dzeiuo 03Il jgswd pluS Luwgi-1 V4 €
Width -l
Paper -o
Page Layout -z
Size -5 |}
T (o0 g 1) 40y 35 IS azuo gyl i (sl Y V3 €
Width -l
Weight -
Height --
Paper -»
£3,15 g9 2,5 4> Paper Sy pw ;o Width 4y ;5= 141
A (o i |y asiao gl -l
&S (oo e |y amie 22 ol
B oo s | a5 o3l -
S oo et |y Al ojlail -0
CUSS (0 et |y o > Page Layout &y pw 0 jgiws plas=1 14V
Orientation - i}
Margins -o
Size -z
Columns -»
o9 o0 oolisias] old 3l idlS (6ly (a5 Al plas-Y Y 4 A
(+ Ctrl -l
)+ Crtl -

[ + Ctrl -z -
] + Ctl‘l -o

Sgi (o0 g0 FOME 1 4%y 35 plas’ (X+0) il 3 uy e bod Gl [y X+ Y &jle mudlgs om) V44

soite y § I 5 sl g 1, o il




T29b i (w0 &y &ylas G
Strikethrough -

Superscript - [l

Subscript -z

Engrave -»

sl y1y ol i3 35 IS braags 5558 BTyl iy by oS & BTl S gy B (8,8 5 -V T

Format Painter - /[l

Position -

Effect -z

Paragraph -»

Sl 0105 GO 0 (S 5 wds=V Y o)

Ctrl +C -
Crl+G--
Alt+C
Alt+ G -
TS (o0 00wl 5w 1S 51 B1STHl (gusl i gl ) Yo Y
Insert -aJf
Font -
Page Layout -~ |}

Review -o
00,5 ool (lgF (o0 33 43 IS 3l oB o Sy g0y b sy Gl gl VYT

> .S b ol e Shiftads- il
2> Sbads b ol en Alt o5 -0
st sBadsS L ol en Ctrl ol -

Lghs sl 4 Scroll Bar ods -»
39 (o0 o0laiw! wulS azxino S pluS 51 suiST y wileds’ Gl glp-V Y+ £

Alt -l
Ctrl -
Shift -~

Tab -
Tay g pU 1y 35 gumol5” Lol addl-VYe o

CD-ROM - DVDROM-wul
ROM - RAM-_
EPROM - HARD DISK-
HARD DISK-RAM-s
Sl (59,5 oliwd K 3590 plus-) ¥ e 1
oS amiom Gl
ool <
Pk
S ol

ity 5 § GG 5 sl 5 b1y o coui




oy 1y )1 oyl addig doli o pluS', amolS 550 BB b 4 ood BBl Ol jgims Joowd IV YV

g o,
ole ppm
lo o> yo- ol
&, syl e - 2
S5 sl l38l o - o
5 guis o0 00liiwl 5 yg0 oIS 31 5310 5 Jl> 10 b 0018 Clgo (g IS slp-) Yo A
CU-wI
ALU-o
REGISTER-- 1
CACHE-»
Sl (657 golS pamnns < (5 38 51521 SRl 5 sl 4y 3 5 Sy plas-) Y04
(HARDWARE) |33l e Il
(FREEWARE) .51, 38l o - o
(SOFTWARE), 53l o - &
(WARECOURSE) _&;4lI5+ 5
fw] o 35 s @l Sy plas-1 VY
el CollRe S5l e CollSS - G
el ol S5l meS el ok - Il
ol Sy Sl e ol So-
ool CoLGS S5l S cully om0
Sl Zuo RAM S jg0 50 @jlee plas-Y YY)
WS oo Lainl o 005358 oo Lgels snnals a5 alfis RAM-l
el g gailgs kil 5 RAM-C I}
Conl s dads alzil> RAM-¢
Sls Ll lg5 cad 6y gemalS w01, RAM-s
Sl IS 05 (6l & 35 (53 Slail e 51 Y gapals (v 5 Sy VY
PC-Jl
MAINFRAME-_
LAPTOP-
SUPER COMPUTER-:
0035 (o0 ) a5 o Iy jakiio 4y dnliyy G-V VY
RAM-
ROM-c
HARD DISK-z
CACHE MEMORY-»
bl 503 ASls £lgil e52 3130 190 I S plas-) ¥ &
GATE WAYS-/Hll
WAN-C
MAN-

ity 5 § GG 5 sl 5 b1y o coui




LAN-s
¢ ol oy oSl (1l Connnd 42 31 5 ganolS piamman SV VY
el aladl> g 138l o
P Ol 5 51580 o o
D58l Glee 5 )18 cSem &
I oo 5 S8l e 5 158l o Sl
(o9 (g0 0oliiuw! 53 bl 9 b i ol (515 9590 plos 31 TN T
PRI
b p- o
oS 55 solKius z
S5 gl il S
Sogus o0 0ol &9y alidl> ylgie 4 CPU I uslg plus-Y YV
CACHE-w/ll
REGISTER-_
CU-¢
ALU-»
Tadly o05 (699)9 olKswd aiy 35 plus=) Y1 A
SPEAKER- [l
MOUSE-_
LIGHT PEN-z
SCANNER-»
(s (53906 205 GB35 1 S pIAS gl )0 0 jg0 5 wguo j oolicinl (gl TN 4
las &,15- Al
e <l
PNy b Sye Jl- g
(SPEAKER) sSuil- o
€015 pU az (557 9apnls a5l 53 (635 po Fgupols=) YT
MICRO COMPUTER-.I
SUPER COMPUTER-_
MINI COMPUTER-
SERVER COMPUTER-» |}
i o5 (o0 4z B ol g 50 iyl Al 31 5b 31 (g8 4V YT
E-TEJARAT-J!
E-COMMERCE-_ |
E-TRAINING¢
E-BANKING-»
Dl ol @yle (55 gapolS (o) TV Y
s bew ang Som Al
FoeelS 50 S92 g0 38l o Som o
e S Fgals asliy So- [l

ity 5 § GG 5 sl 5 b1y o coui




FoeeelS )3 3979 I8l a3 S s
00,5 bl Ml w98y gaminnr JO5 )0 390 (o0 @55 P ey a5 (5,5 0 b U gominr 1y VYT
*p-al
p*-o
p2279-2
2%
Dyl g0 (atdun 93150 G 3151 gLad jlee ol Jillo po- Y YT E
CAPACITY-w!
BACKUP NOW-L
FREE SPACE--
TYPE-s
Tl g0 il 1) iy 35 las b aligy g b b8 (59) » oud ploxil Jos (9 5T 98 (gl ) Y YO
RESTORE-.JI
CLOSE-.
UNDO;
REDO-»
£l oIS e (gl o6 wguang=) YT
TXT-i [l
BMP-.
PG«
RTF-»
Do oo ookl .. G s cuS 3 51 Fwly gy doli p SO s glp- Y YTV
CTRL+ALT+DELET-./l
SHIFT+CTRL+ALT-
SHIFT+CTRL+A-»
ALT+DELET+Y-»
G o0 o0 licianl iy 35 0105 51 0425 (6 03l yilusy JBlas ay gl ¥ YA
MINIMIZE x|l
MAXIMIZE s
CLOSE-¢
RESTORE DOWN-»
Togi (o0 LnS &y gl JUisil cargo o aligy 9 b o1 Sis-V TV
COMPUTER-w
RECYCLE BIN-c R
Ngy o om kT
55 o L5 CLIPBORD cdye alidl> o- s
€0, ool )lg¥ (o033 oIS 51 o 02y cinn (sl YT
- oS S5 1, CLOSE a5 FILE (g5 - il
oS ST 0z (YL AlsS el Cons j0y 0 Cdle (595
- peiSee oolawl ALT+HFE 5505 5k 2

ity 5 § GG 5 sl 5 b1y o coui




- 0255 o0liwl ALT+ TAB o5 5 ol - o[l
Ty s (o0 4z Cowl ool 00588 (4 G Cuouw 4050 ASl> 50 (ugle (401 Sy Jos =) YT
DRAG-/ [l
CLICK-
DOUBLE CLICK -
DROP-s
iy o (o0 4z L o oy WU () Hlgi ) YT
ol gl
s g @
o=y
Soxdy lem
il y Culwyd 08 A pazio (HLIG I Cawl Ojles i -V Yyy
DOMAIN-w!
ADDRESS SITE-
URL--m
HTTPS-»
il (50,5 9o y3igo Sy y13 4y 35 plus-) YV
YAHOO-w
GOOGLE-
ASK- ¢
TVTO-s\li
ol (o0 o0l Bl 50 (sl plyy 0ui Sy 50 agy plus-1 YO
INBOX-./
DRAFT-_
OUTBOX -«
SENTITEM-»
Sl ouuh (s diiab cadg0 i 5 Lyl o] 48 a5 widud b culu-) YY1
b Oy sz gige
e Sl )gigem o
g 13 slaygigem @
o std sl -
¢ ol IS i A 6= YV
BACK-w!
HISTORY-_ |l
FAVORITES-»
FORWARD-»
€05 oolhiul (lgf (o0 1y 0 ,50de plas 1 & jles (g )0 + Cuodle gl ap-) YA
OR-wJ!
AND-_
NOT-¢

ity 5 § GG 5 sl 5 b1y o coui




XOR-»
Tl plaS’ (g0 Sluwge 4 gy po (b ol aiguuy-1 YT
COM-of
EDU-.
GOV-- i
MIL-»
ol o0 o0y B> gl ply ki puF  y gy plus-) Y
INBOX-.ul
DRAFT-.
OUTBOX-»
TRASH s
¢ e plonil b los 4z g Silxiio (o 03l i sl T E)
IE/VIEW / TEXT SIZE- '/ |l}
IE/ VIEW / STATUS BAR-
IE/VIEW /EXPLORER BAR-~
IE/ VIEW / TOOL BAR-»
Sl g Olxio 55950 513 l)l38l o5 5 Sy plas=) YEY
INTERNET EXPLORER-_!
MOZILA FIREFOX-o
WINDOWS EXPLORER-~
INTERNET EXPLORER - MOZILA FIREFOX-: |}
S 0 00liiunl iy 3 oS 51 Jguzr sl ails pléol gl ) YEW
SPILT CELLS-!
MERGE CELLS-.
TABLE SPILT--
MERGE TABLE-»
§ sl camslio (oS 5 Ol IS ATy G ¢yl 5m0 49 ol 031l hls’ gy ) Y
- CTRL+]w
- SHIFT+[o
- SHIFT+],
-CTRL+[>
Seasl 551381 p i 55 42 WORD Ll o) Y £2
Sl S 38 05 Som
Cel g ylel 38 0 S o
o2 oy 38 05 S ¢
ol i i i S
! guomo WORD 1581 6 55 3 o souw ol (52 325 (sl aa 35 51 Sy plas=) Y€1
OPEN-LJ!
NEW-_
SAVE'- ¢

ity 5 § GG 5 sl 5 b1y o coui




SAVE AS-»
Togu (o0 o0liiwl 4y 35 plu I Lol (py alold puliis' glp-) YV
LINE COLOR-Jf
LINE STYLE-
LINE SPACING-; i
BORDER-»
TS (o0 ool 4y 35 oS’ 1 wigdd 51,5 SISy bols bkl puplyy ;51 T EA
JUSTIFY-ll
CENTER-.
ALIGN LEFT-¢
ALIGN RIGHT-»
Togub (o0 0oLl (gl iy 35 a4z 5l (o JISl g0 sl YES
SHAPES-.v
PICTURE-.
SMART ART-;
CHART-»
$gus (o0 oolaiw! diy 35 lus 51 A8l & gogee Cdl> I i i lp-V O
PORTRAIT-!
PORTRAIT FLEEPED-_
LANDSCAPE-.
LANDSVCAPE FLEEPED-»
€09 (o0 ooliiiunl Al wizy 4 Jgur Al G il (52 ylo 8 plas 31 Y0
INSERT 5 ;.. ) SPLIT s, 55- il
LAYOUT S, 5 SPLIT CELLS as55- |l
INSERT 5 ,,,.. ;) MERGE a1, 5- #
LAYOUT iy 5 ,,m 5 MERGE asj5- o
Sl pIaS o5 @ yguo 4y oo Sy doaw (5 0 g Wigmny- Y YO F
PDF i
DOTX--
DOCX-¢
XPS-»
] cawlio I3l pluS 5,185 Coodle Camdilnyl cy-Y YOV
BULLETS-/
NUMBERING-.
TABLE--
SYMBOL-»
¢an! o145 REDO oS 55 andS’ Jolaon) YO 6
CTRL+B-wJI
CTRL+Y-. [l
CTRLAZ &

ity 5 § GG 5 sl 5 b1y o coui




CTRLASHIFT+Z-s
FusS (o0 iylows [y b Jokuw jl ansli S 50 392 90 Sluc] aali plus-Y Yo 0
ROUND-u!
COUNT--
COUNTA--
LEN-s
Sl plas At ,o=SUM(AV;AY) Jgo,8 Jools A=V JAY=Y  AY=Y o5V YeR
b=l
Fem o
f-zll
Ye-0
5 38 5155 o iz 50 (o SV gb ©ygeo 30 Jaku 30 0o g yie A Sgub (oo Cusl ju ax-Y YOV
STRIKE-
MERGE CELLS-o
SHRINK TO FIT-z
WRAP TEXT-s |}
00,1 1y o) b gimo Gy lod sl Johos slitgy 45005 (o0 (it sllas plas-) Y oA
#VALUE- I
#DIV -
HiHH- - 1l
#NAME - »
Jo ey B L cwyd Josl el FORMAT CELLS o 20y jo a8lg 5 sl 4o 35 51 S5 plas=- Y04
fo9u (o0
SPECIAL-
CURRENCY-_ |l
TEXT-
FRACTION-»
199y (50 )15 30 Wiz g game drmlno gy @b plas=) T
SUM-u [l
COUNT-o
AVERAGE--
COUNTIF-s
Sogu o0 o0lisw! odle a4z 3l alhao B ol cga-t Y
-l
5- -
#z
&- s
fuds oo plxil os ax format cells o oy 5fill oy 35-) YO Y
53550 03lgb ails G 0,5 - I
Joko aie; S5, joii- @

soite y § I 5 sl g 1, o il




dsbe S>3l 00,08
Jsbw J=lo Sledbsl gyl i- o
€000 0 1,15 (o A Giuled (5135 5 0010 i plus- TAT
CURRENCY-uJ
NUMBER-
TEXT-¢
GENERAL -l
Sl plas j15g0d el puilo-Y Y1 E
F)-ul
FY-o
FYez
FW--
¢Comwz CHART-V Y10
Sl @l S
B9l g0 olainl sgzge DleMbl g o ools ¢ pl8 ) aslin gy a5 ol (5 )l000i- I
ol Sleslu Jloges So- 2
g (oo ooliinl (SIS pglai g0 sl o
D=YAY*T+E/¥ Sl (gous az JuuST 35 929) Jgo 8 31 ool azmi-) Y1
VEE- Ll
£ o
Ve
A- IR
aisl EXCEL )15 gl 4 51 6l S5 pb wilgd oo 325 9,lg0 51 S plas=) Y1V
Y AZ-G
ZA-o
AZY -~ [}
AV--
Sl plas KT Jgbu @lhao w,of-1 Y 1A
$ KS$ -l
K$1$- &
$ K-
K1§- 5
JRCTRP S 1y ST 50 SleMbl (g )l sl a1 Y14
Jsbo- I
ROW-_
COLUMN-;
LINE-»
HOME 5 s 50 5115 290 o105 (60900 & )30 43 3 Ll B9 o (wlasl 3 1005855 (30,5 o (sl YV
o905 bl wb SORT &y 35
SORT ATO Z-w M

il e umo 237 WS 50,8

soite y § I 5 sl g 1, o il




SORT ZTO A-o
COUSTOM SORT-
DESCENDING-»
T0gus 50 0uaoli 4z Cudgrg0 b Egdg0 Sy a9 bgypo SleMbl oy 37 (o 52-) TV
oLl [l
9,85 7 &
Jopz-z
Sedbl S6L- o
09 (o0 (Brmo (S98 az)l Woi fuy )l LSV TVY
TEXT-!
MEMO-_
DATE & TIME-; i
YES/NO-s
055 dntd 0,135 SO olg (o0 435 plas 5l eolisiul =Y YVY
form- !
Data base-
REPORT- g
MACRO-s
Sl yuiiz> YES/NO ool g 03l YV E
ol So-
ol Ko So- o
b A- =
o So- ol
o4 o0 oolaiwl Slasl gl yj08ld ggi plas-V YV
TEXT-.Jl
MEMO-.
NUMBER-; |
CAPTION-»
Sl Jgazwiz lyls JBlus ools oSl 2~ YV
¥- Ll
-l
‘T
Y- 5
S o0 0Ll 5 1 paw oIS 51 o 6l g 31 Jalaz bl cagn-Y YYV
HOME-_u!
CREATE-_pg
DESIGN-,
DATABASE TOOLS-»
ol (s 0 yguas 0,8 Sl gy ¢ 4y 35 plas-) YV A
FORM WIZARD-_u!

soite y § I 5 sl g 1, o il




FORM DESIGN-_Jli
SPLIT FORM-¢
MULTIPLE FORM-s
G 58 oa 0 x5 3 5 0318 31 gl dcgommo gl ysiwl (gl Sl S (gl5 51 S plas j) YV
fogu (o0 o0liw! SledMbl
Query-JI|l
TABLE-_
FORM-
MACRO-»
00,5 oy Ol (o Camogas plaS b1y Jguxr 41 (5399 GleMbl como- YA
CAPTION-f
VALIDATION RULE-_ |l
INDEX ¢
DEFAULT VALUE-»
ooliiwl aiy 35 oS 5IQUERY azu o ald O o poe b (iuloi 6 #QUERY (o156 5= YA
S (o
TABLE-.J!
FILED-o
CRITERIA-#
SHOW--i
§ S o0 o0lisiw! Jmols laS 51 alid pb yani (gl ) TAY
NAME-L
CAPTION-_
FORMAT-~
FIELD SIZE-s
¢ Gl ol (g (Sl 509 wd plas-) YAY
BYTE-w Il
SINGLE-o
DECIMAL-
INTEGER-»
Sogus 0 oolasw! (gl 4y 35 Az I b 001 £gi i (glp-) TAE
DATA NAME-_uf
DATA TYPE-_ |
DATA SHEET--
FORMAT DATA-s
€39 oo ooliiwllady Sl > 1,bg Syl gl Les plas=) YA®
NORMAL-
SLIDE SORTER-_
NOTE PAGE-
SLIDE SHOW-s

ity 5 § GG 5 sl 5 b1y o coui




Sl Clrgy y3ly 5138 o5 B yro 4y 35 plas-) YAR

el (SISl e S Al
Sl llas ) 1580 05 S o
Sl )bl IR p 5 So- 2
ol 00 S amas 38l 05 - 0
g o0 o0lisw! Lo oIS 31 il 3les 41yl gl =) YAV
NOTE PAGE-wl
SLID SHOW-_
SLIDE SORTER-,
NORMAL-»
oo pLsilas Nl plus 3l iuled alip 51,21 FROM CURRENT SLIDE 35 5 eoliw! b-) YAA
§Ogu
Jsl ok all
Sl WMok o
Aladl =z
sl k- ol
0SS (o0 Jaod 010 &y 1) S 4SS 10 (40 pidd st w0 jo- ) YA
CTRL-
ALT-o
DELETE-
SHIFT-s|
Dg o0 oolaiwl e @,;3|~,Ml®.ga;‘$@6|ﬁ-\ﬁ.
HIDE SLIDE-. |l
HIDE SHOW-..
GO TO SLIDE-¢
POINTER OPTION-»

poTpLs (ED reereessassrasnsnsracs ;.1.) 9w A G»a.‘z.w f,...».olS )‘ SleMb| JLM‘ 4.3" Yay

linkHyper -l
Upload -

Worm -

Download -

Slaml Cglw dizx 0599 0 ylgen URL po,of-V ¥4 ¥
V-l

0-o

Y-z

Y -o

0985 (0 ereeeeeennaiaens )9 g 3O (5 e ,_sLbéLoJ 4.3-\ Yay

Desktop -l
Icon -

ity 5 § GG 5 sl 5 b1y o coui




Start Menu -z
Pointer -
o s ol az Ll Jlasl JSse -V VS
Ftp -l
Https -o
Http -z
Isp -»
S5 o 09al S5 )15 Ltales amio sl 45 45 (g el s VEYY
Pointer -l
Taskbar - i
Status bar -z
Desktop -
g o0 oolisiunl 3l anil 31 el yiigi g cyiles (gl Ky plas yo-) YA€
Tape -l
Hard Disk -
Floppy Disk -~
CD - ROM -
T lod (o0 ooliiwl wyuar e SG 3l (5l pilo WS plas 5=V Y40
CTRL+V -l
CTRL+X -o
CTRL+O -¢
CTRLN -'H
T SN TS0 BO, 51 Culu sudd 395 43yLS o ,5T oadline gl =) Y47
RSS - R
HTTPS -o
Podcast -z
XML -»
3 305 (50 5155 03likan! 390 331 s (5305 )15 gy 4T Wi (3 lbonll s 4y 35 plas=) ¥4V
38l e — il
MRk -~
SR e
M )
Cogu (50 03lim! 4y 35 pIaS 5 aguer U b wiw 0 u33 (gl ) YA
Save -l
Saveas - |
Save, ctrl+s -z
Ctrl+s -»
.................... S 9uds Wb Tl g JSiino jlrd potamw (69 59515 a0l L 5 K 45 Jygu0 yo-) T4
.o (Task Manager) cuWg O pow s o,lg U oo yLiis 1
Ctrl+Alt+Del -l

ity 5 § GG 5 sl 5 b1y o coui




elete + CtrlD -
Delete + Alt + Shift -~
Ctrl + Delete + Shift -»
ol IS (y91 5 19 (G5l (Ao (51 pilno =N Y
Alt+F ¢ -
Ctrl+F) - ]
FY =
Alt+F -
Sl ke Hard Disk o)g0 50 55 95lg0 31 G plas-3 ¥+ )
Dged (gois B loaza lg5 e |y oo (Format) o LB LSS a5 Sws -l
25l o0 S| vz ge SleMbl 4l ¢ o Ss o B Hgiws Gl 2L -
ged g B 1) o b bt St jleslizl 51 S -z
Wb e Bh S S ppate LB gon B Jes o
Ty 95 (o0 4% iy Slots 000 (g g <5 i 4V V0 Y
Hperlink -l
User Account -
URL
ISP --H
Sl plas (Help ) 51 oolisiw! cgar puiloo suds=V Y+ ¥

FY -l
Frv ol

FY

Fy-os

Cpiles oo 03l UNAO o yd (gl (6l ol amio gl S plas jHI ¥ €
CTRL+Z-w R

CTRL+V -o

CTRL+P -,

CTRL+X -»

§ogu (50 00liiunl &y 35 o105 51 i guolS (40,5 JaB (gl -V T2
Lock -/l

Shut Down -

Restore -z

Log Off -»

TS (o0 o0liiawl walS oS’ 51 (gumy SBI,ST,l & (i) sl 70 Y

Shift -l
Enter -l

Alt

Ctrl -»

Copd oo pLis 1y (Shjgel Culw D S digay plas-V TV

ity 5 § GG 5 sl 5 b1y o coui




Net -l
Com -
Gov -z
Edu -> |l
50 00l 4z Wid g0 L 1 5l Cead g f92 9 O wiile (FLedbI a5 Y 5oy g 50 SzgS oyl ) ¥ e A
Caigdh
Flip YD -l
Navigation -o
Touch -z
Gadgets -}
s (29,5 Jilwg sz 15 b i3l 51 Solus= ¥+ 8
Speaker -/l
Microphone -o
Light Pen -z
Scanner -

¢ Cawl! wb.o d.u)f p‘.\f s\,—JLb-O u»,S, Jb)é‘.w).u.u LS‘)'?"YW .

Print layout -l
Outline - |l
Web layout -~
Read mod -»
....................................... http:// oG-V ¥
e -z I
el il =
?09.(;3 ® solaiwl )|)$| CSew ,o'..\S )‘ )les L ).'v.sba.’{ oé; é)‘j 6‘).3-\ Yy
)ib -l
-«
-z
Sl o ls -
Cpilod (o0 DLl 1) 4 35 plaS 59049 51 ol Zg 5 sl -7
Log Off -l
Restore -
Shut Down -z ]
Hibernate -o
sl plas b o3lg (ggmme Gloyd (61,2 i aiy j5-1 7Y €
Edit -
Replace -o
Flnd _C-

ity 5 § GG 5 sl 5 b1y o coui




Home -»
¢ oS (o0 o0l 4y 35 oS 3 g Ao Sy duzee (5,105 gl VY O
Stope -l
Refresh -
Back -z
Forward -»
S o0 DL 1y s K 5 392 g0 e g plod LrandS plas’ jf ool L= ¥ 1
CTRL+ V -l
CTRL+A -l
CTRL+S ¢z
CTRL+ C -»

€ D9 (o0 Dguuntn ol poiumns 333 3 )lg0 3 Sy plas=) YV

Linux -J!
Unix -o
Word -- i
Windows -s
Tpilod o0 oolisiuwl ady 35 plas’ 1 lizer bl ddigy 3 Lglyo hules cg-) TIA
Icons -l
Tiles -
List -z
Details ->|Ji
$gus o0 odlaiw! uuls’ plus 31 (Full Screen) axiws ploi yisloi < IE 559400 jo-V 714
FYY —.
F) ol
FYe ~
P‘cl -3
€55 )5 (o0 o gl as Lod ()50 (5 33 s lS plas= N YT
Home -l
End -
CTRL+ Home -
CTRL+ End -»
Toial (g0 4z 310 o & 1 51380 Cduw y poke a5 (o, l380 0 -V T YN
o il [l
ol -2
<k vans
..\.l.m)}w -9
Cowiled (oo ool auls oIS 51 Halmo yud (glods b oliiil gl V¥ Y Y
Shift -l

Enter -o

ity 5 § GG 5 sl 5 b1y o coui




Alt -
Cul -]
Cads oo iled JB azio U1 TE aig 38 plas- ) T YY
Use Empty -l
Use Default -
Use Clear -z
Use Blank -l
55,5 0 ool 21, axiuo gl Lod plas -V Y'Y &
Outline -l
Web layout -
Draft -
Print layout -s i

¢ Caw! W)l)ﬂ Py duu)f Pl_\_f_\\"\'ﬁ

PREPCIw] |
AT P
S-Sz
¢)9 -9
S Al (6 031l Sl ¢ 32 Sanoluas-) ¥ Y
S —!
Jsbe -l
b -z
als -
bl (oo il g )l o By 4y 35 plas= Y TYY
IT -
TTP -o
ISP xd |
Al -
€09 o 0dliiasl dig 35 oIS 51 aalS Ky bl (gl ) ¥ YA
SLELL » S5 -Gl
crtl ods 5l eolazwl -0
wlS SIS 2
Al SIS b -S|
gl (g0 3Ll U131 o (615 1y oSadl,S baaime 53 iy 35 plas-V ¥ Y3
Utility -
Hedl e anly -
0 )8 S Jole s 7
GUI L5 S5 Lawls o[l
23,5 o0 Sl o 3RS cggn-V YT
0 o3 s — il
b b —

ity 5 § GG 5 sl 5 b1y o coui




Sl plas’ Refresh yilwo ads-V YY)
FY -
Fo R
FY =
FYY -
€l Sl (oS o 50 Cgo alidl-) ¥V
Cells -l
Ram -
Shortcut -z
Clipboard --
ECEPC PO, ol 0y Sy axio oyl am ) FTY
First Page -l
Home Page o
Web Page -~
Current Page -»
(09 (g0 o0l (oS 5 0lS oS 5 dosr Sy ol (gl -V VT
Ctrl+ Home -l
Alt+End -
Ctrl+click -~ |
Ctrl+ Tab -»
Wy (5 wrerrernerns e &) amivo ;K50 pL-1TTE
Cell -l
workbook -
Worksheet -z i}
sheet -s
TS (o0 o0liiianl &y 35 oIS 3 eyd b 31 (gusul i olomsl cgr- ) TR
Justify -/l
Center -
Right -~
Left -»
T S o0 ooliiwl 40 35 plas 51 095 (gt aMe Canad @yl pb 40 5 adlsl Sl YYY
Home -l
Refresh -
Add To Favorites -z |}
History -o
o9 o0 oolaiwl U 0 3 (sl S sudline Cg yloyd plus 5V FIA

Open -

soite y § I 5 sl g 1, o il




save as -o
Save -z
New -
Fogd i (g1 435 4 Lamsgi iyl « SN 5 S5 5 =) 7T
Agree -l
Agree Form -o
test -z
Submit -
Togd (oo ooliinl g 3 yrguad JUES! (615515 b oltws 5 Spalus-1 Y £
Scanner -l
Printer -
Modem -z
Webcam - i
fably (g0 JouST Lo 0339 s plas=1 ¥ ¢
Ribbon -l
Formul Bar - i
AddressBar -z
QuikAccess -»
TaiolaS Wig) (o0 ) & gt gl &5 Sillio gl Slas-I T EY
IF,NO -
NOT ,AND,OR -
OR,IF -~
IF, AND -
05lg 45 Wil ©ygu0 Az 4 gxims « eI g |, University ¢ Shiraz o le eulgs oYYV
Sl gz 4o University
University + Shiraz -l
Shiraz - University -< i
+ Shiraz University -z
And Shiraz University -o
(09 (o0 o3l (ke (yls py g7 (glpt 438 plas 5HITEE
Italic -l
Underline -
Bold -- m
Font size -»
Sl BEiws AR poge- VT EO
z9 —l
9709 <~
$99,9°C
SRS
(09 (o0 oolisiuwl RS laS 51 &yl Gado (ggzim gl VT

ity 5 § GG 5 sl 5 b1y o coui




{} -l
[1-o
O-z
LN
frlos (o0 ooliiusl 4y 35 oIS 51 S5 il alno g Sl (gl TV
Texture -l
Shading -
Pattern -z
Gradient -- [l
...... 3,5 0yudd oyl 33 1y SleMbl ylgis 4 gl AigS a4 Swd (55w oolel Slikos a-Y T EA
FORMAT -
Http -o
MAN -z
WWW -
35,5 ood oudline JleMbl az « Jo1d 5glils oy jo-VVE
B il s ey -l
IR WA PR WS
i oads 2l s > —
BEERYRUEEN |
Tt 0 S 1) S0 p1aS s WL gl VT O
Subscript -l
Shadow -
Outline -z
Superscript - |l
RCOUW) O SLWNgmy e3> MPY Wgmy-V ¥
sy -l ll
Sye
PNy T
C9g0 =0
WDgls (0 AR s ¢ 3 gunolS (595 aASly I BB S g,ylaF L a-VYOY
Upload -
Hyper link -

Save As -z
Download - i

039y o0 )5 K295 By yo 1 ¥ By yo yudd (gl aiy 35 plas-1 Yo ¥
Lowercase - [l

Uppercase -o

Sentence case -z

Toggle case -

$0gd (o0 astin ) O,lg0 I SolaS L b ygimw g b ylaww (yglic-Y WO

seuidlad ) g Ui (5 ke g Ay Ao el




Lall B9 > L o 5w 5 Lo jlans -l
P L s gt 5 Lo -
Slasl b (g g Ll By L oyl -
Slael b lajlaws 5 (55 sldll B9 > b iy o[l
ot (g0 00Miias] 3lo 3 IS 31 (S8 &30 &3 LIS (5 35 5 gy palais g1V ¥ 00
Landscape - [l
Page Range -o
Portrait -
Current Page -o
oS (50 03liiusl Ay 03 han Ao b S oz (gl slod plas 5RO
Format -l
Copy -<
New -l
Cut -»
g (o0 oolaiwl Ay 3F pluS 3l ouslh Ailigl (o Sy g gl TOV
Fill color -l
Font -
Font color -~ |}
Text highlight -»
Oloyd 3 cdl b Haw 3l adigy b Jo ob5L sl FOA
Format -l
Restore - i
Delete -z
Empty Recycle -o
Sudd o0 wlod HI0 alw Iy cyio ogl> plas-1 ¥ o4
Shadow -/l
Outline -
Emboss -~
Engrave -»
Sy SrogisS )l uam) P
&5 el paile plls -
=9y Sdl -0
5 Lms o bl el —z [l
S ey il dnte -0
00,5 o0 0oliiunl y9lai 0 p3d (gl iy 35 plus=1 T
Save Picture As -.JI I}
Save As Picture -
Show Picture -z

Go to my Picture -s
g (o0 odlaiw! dy 35 plus” 51 0ols (48,5 i po lp - TN

2eilgd 3 g Qb (5 sl g ALY o (il




Auto Fill -l
Sort -
auto -z
Comments -
Tobly (oo Soig yisdl @ lnd o 510590 plus=) TAY
g anylie wiilgs oo YIS —all
Dl oo planil C e ay Jop Uil 5 Ja5 -0
SS9yl g eandsd G Soid L)l -z
it (o0 9y S0 Al BB sle gy -0
Togu o0 plonil (5,135 )50 Jos ) ady 35 plas’ jf ool L=V T E
Bullets - |}
Line spacing -o
Numbering -
Indent -
0,8 oudlian Iy oy haled ot olsF (g0 4igSn-) T2
Print -l
Print Preview - |}
Print setup -z
Page Setup -
o9 (50 03liuwl 4 35 pIuS 51 Joku Sy b gizxo 98 9wy b cgr-V ¥
Jokw Slgize oi) > ESC aaSs g ailb cq> Enter a5s - [l
Jsbo Slgizme g3 cg> BSC asSs 5 056 ey backspace asSs -0
Jsbo Slgizma g3) cg> Spacebar auSs g oSl g Tab asSs -z
Jsko Slgizma g3 cg> Spacebar auSs § oS e Enter asss -o
¢! CM)QU 4.1.0.‘> Io‘»\f-\ rav
o Jii] 355 ol S lad & <33k Jans 5o sl Jls-cil
25 (oo 513 bl Jlaw joead B> Ll -0
Lol ts BB 2Lk Sl 208 )b -2
D9l oo (2l oo oul B> L1 = |
faps o0 plxil los 4> format painter ,13(-) ¥ A
WS e B 1y e B -l
A"’SKSQG‘S‘)U"‘“UJB _%‘-
WS e Shoe 2
WS o gy B e -0
c IS a5l Gy axio e Ol cya- Y TS
Xl
Al -0
ple,
Sal s
sl iy 35 oIS 51380 05 glgih ) TV

ity 5 § GG 5 sl 5 b1y o coui




(o o o~
CIPNEI
oy by -8 -
RRIFINEN IR
50,5 o0 oudlino yols plas 1o Jiuled dxino Ldlxo yo Uil yloj pubiis-V ¥V
Wait -
Copy -<
Properties -z
View -
Fgu (o0 oolasw! aiy 35 ol 51 b G sglils gl -V YVY
Save Target As - [l
Save As -w
Save File As -~
Save -o
$cmuz E -Learning ¢ E-Mail pgpi0 - ¥VY
Sy 1S Goigal ¢ g i8Il ailulis” -l
S S Sy ¢ Sy Sl )l o
S S isel o (Sedg sl ey -l
Sy Sl alialis o Sdg 2SIl (6, lail -
Y P O S &) 0 y9lxo JOLS 4O o gy g o= Y TV £
Change Date and time setting -/ Il
Setting -
Properties -z
Date -
JPULT PN TSV B 0l 51 Excel 4o yolro i gl A5 bl gl -V ¥V
Insert -l
Alt -o
Ctrl -z
Shift s
(50 ool 4z WS oo Jigo 1y o g1l 9 00,5 abos (2l Aol Sy 41 45 (S gS b anlipy -V TV
§ g
Scam -l
irusev - |l
Hacker -z
ISDN -»
¢ oz ailis E-Mail w,s1 ;sDomain-)¥VYV
)l i —all
Seig S Cey 00i3 gy ol - [l
oy S5 Ok o9
B pli-s

ity 5 § GG 5 sl 5 b1y o coui




fanl (B9l 30 Sl S 2w plas-) FVA
Review -l
Layout -o
References -z i
View -o
N g5 (o0 Azl (o0 yiy] Sl Wiled A5 o guar aSul 4V PV
LAN -
MAN -
WAN -~
Interanet - [}
€075 (o0 )18 00nildS &gt I jae diono 53 pigeal 438 plas L=V A
Center -l
Stretch -
Fill - @
Tile -
Soudd 0 plxil 5,5 4> Move or Copy g0,y ;o Create a copy 435 - YA
W S5 z 0 -l
Sl Bds -
ES LR ICICANEN
Sl glmlr -
ol S yhs Wlgi oo B Josl 4z (5955 3 (ol H5 51V TAY
ity | oo 3 a8 Sl el -l
el LG Lo sl ot b Jg )l Al Slegoge oS ls ol - I
e o Forward g B,k 5las Sl el -z
D5i oo Reply a5 Sla Lol -0
Tilad (oo ooliiuwl Wiww 33 (509005 118 (40,5 3,1 (gly 4y 35 plas 3V FAY
View/ picture -l
Insert/ chart -
Insert/ picture -z i
Home/ picture -
Sawiles oo ooliiwl yloyd pIoS 31 b (ST 33w yuais gl Y FAE
View -l
Sort -
File -z
New -o
TS 50 BN 1) 5 3 o S« gudd 0311 yuondsh cagr- ) A O
Format - ||}
Page layout -
Layout -z
View -s

ity 5 § GG 5 sl 5 b1y o coui




§ S o0 ol jLine! 09380 Cupr 4y 35 plas 3V AR
Style -l
Decrease Decimal -
Decimal -z
Increase Decimal - |}
§aidd ool Bl @ g0 a1y (Saig piS) Gy Cd b Wlous ) b e i I S plus- ) FAY
Google -l
Bing - Il
Yahoo -z
Hotmail -»
(09 g0 ooliiwl iy 35 oIS 31 Jgur )3 crin i 2 gl ) FAA
Insert a cell -l
Insert a column -
Text Direction -z |l
Insert a table -»

§ ol 4y 35 105 a4 (9309 999 3 ST ok 5l 9y oy TAY
wil oo Slall slo L slls a5 Sig Sl sl asl i -l
s 3 599529 (5 48l 2 (6555 4 -0
adlasls ) gal 5y, 4 ollyas Ol b -z [
S s adasl> sl eolainl -
Cably (o 435 IS (i 35U o 33 5906 4alS 5o SIS Sluted Jolam=) ¥4+
7 -l
Y -
A g |
VE-o
S o0 o3lisiul (yloyd plas I b ils pléol gl ) ¥4
Condition Format -l
Merge & Center - |
Format Painter -z
Comment -s
V] Oled wepg-ITAY
38l e -l
o5 aslin -0
wreasly z [l
shlate e =0
PR PP TS N, @35 3l olisS g P Semw & oy Slamy] gl AT
Text Box -ul
Format -
Page Layout -z
Word Art - i}

ity 5 § GG 5 sl 5 b1y o coui




€015 pU az WS (oo (el |y ALy B e B2 @S PR o (B -1 T
Modem -l
Ups -
Cpu -z
Memory Card -s
¢ oz 9 9301 31 sl (y0l (aasidd fig - V40
@ e 5> -
ONRS gy £ O97y e
9 s pb-g
Http 5929 -0
(i 4l (g g (T doliyy jo B Cuadle- ) FAT
99 5 oo ol -l
osns &5 0oss 9, 4 <l
925 1 5l ool oy e Sl -
O¥IR9 O9T9 T
 obly oo o 4y 35 plus-) YAV
oS 6,le0s> SeSie o3l blie [ jeee anlS 003 ols 51—l
3,5 osliinl Clus Wiz (6l OLeSG j5ee 4l STl -0
5 (B9e Sl 0)93 ype 4 wls Hoe adlS -7
WS (o3 e | )8 (092 ptae e aelST s
gl o0 oolaiwl diy 35 plus 51 gous sl ools (SIS Juled (gl -V T AA
Clip Art -l
Format -
Shape -~
Chart - |l
§ 05 y0F o0 1y dbgs pIAT 13 Yoo plaili sl anli-) ¥4
Inbox -l
Outbox -
Draft -- g
Other -»
Togus (o0 o0lhiiusl 4y 35 oS 31 Jakuw S5 50 (Bl (o (sl cagr=) €4 0
Split Cell -l
Shrink to Fit -
Wrap Text -zl
Merge & Center -s
COgu oo A5 Az « Cawl Sy LT 51 eolaiuwl olo Ky oo 4 45 b 4381 o g5 4V 0 )
Shareware - |l
Freeware -
3LaS -z

Open Source -»

ity 5 § GG 5 sl 5 b1y o coui




Sl oo &g 35 oIS (g (P58 i gl Y 40 Y
Column width - |
Row height -
Table properties -z
Preferred width -
o;.\ﬁ;:f u.;)oT —;IL”
6&.‘5:‘3 OAAJ‘)—.S w)\ﬂ -
wb gso5e —z Il
aal (e -0
¢ il (o o0l iy 35 ol 51 ol 81 gl dy Sig Sl Aol S duo Jlwyl gl -V € €
Reply -
Reply All -&
Send -z
Forward -s ]
CaigsF o0 47 o 4 Juako &bl Wiz byl 4m) €00
PC -
NETWORK -o
ISP -~
IP -»
Cgus o0 o0l diy 35 plas 31 Suig pisdl dol 4 B SO douous glp-VE0 T
Reply -l
Attach File -o ]
Forward -z
Priority -
aled (o0 @18 1) (Rl sy il 435 pIaS Gl 0y -V £V
Selection - |l
Current -
All -
Pages -»
¢ ol 1581 0 55 HLiil 3> 5o (T 3l 305 S 435 51 Sy plas-V £ A
Seslid (oo Copay @ 1) 1580 055l 5 Goi -l
bl go oy @ 1y 8 eaiST oy 35k -0 [l
S (oo iy QBGl ) 1Bl e 5 By 1
oo 1y ol SS9 el L1580 0 5 SUle Slau 5 -0
V) DU Codgaze gl,1s dowond B Jlw kY €04
g —all
oley —<
~> IR
JLM:)‘ CA.c).u.' -9

ity 5 § GG 5 sl 5 b1y o coui




! wl&o 4.0; p'df )" oolaw! Jgd.? ;él).bl .b,.la.‘; Qb}oi ‘;Ia.‘"gé LS‘)'."\ (AR
Pen color -l
Text o
Borders -~ ||
Line -5
TasS o0 (5,105 ailis ou ouilgs ply (wlwl w1y b oly a0 35 P‘AS-\ (AR
Unread -/l
Read -
Starred -z
Bookmark -»
Cgus o0 00lim! yguai Sy (gl jeswd plus j-Y €V Y
Page -l
Rotate - i
Format -~
Layout -»
Ta0S 0 (6l 1 ool Bis (gl aol aligy PlaSEmail 6 3% )o-\ IRy
Draft - I
Sent -
Delete Item -~ i
Inbox -s
5565 (o0 31,5 00liinl 590 Jaar (slb &5 33,5 plES] gy 1 aiy 35 plas=1 81 ¢
Split cells -l
Split table -
Draw table -z
Merge cells -> g
Sl oy 6 ylojlw 3 )l oF 1 bgs S plas-) €19
s -Gl
LAN -s
g 30 Coommnd pIAS 10 Wb o S w0l ¢ ol Jlwyl ol jo-V €11
To - |}
From -
CC ¢
Bce -o
Cgus o0 oliiw! diy 35 plas 31 St plé Slxyl gl -V EVY
Envelops -l
Lablels -
Merge cells -z
Mailings - i

ity 5 § GG 5 sl 5 b1y o coui




5 oS (o0 51,8 Ay plaS 50 Wigsh (g0 Jlu )l &5 (3 doli ¢ sl Joog iyl 4 LY EVA
Outbox - Il
Inbox -
Send Item -
Draft -s
a5 (o0 4z S luidly Joe oV 18
Number -l
Design -o
backup -z i
Table -o
CYPEIRNOE S P 7 Y CRUT N PV S Coomnnd 31 Sy plES] B jo-V €T
Start mail merge -l
Envelopes -
Address block -z
Select recipients - g
§ S o0 oLl 1390 o1 31 Aol cmz 9 0 (Sl V €YD
Email -l
Envelope -
Mail merge -z
labels - |
S OUutlook 150 g5 5l 4SS plaS g5y 3 Wl shol ol S puF Aot & aoli Gy Jlo,yl gl €V Y
oo Lod
Send -l
Reply -o
Reply To All -z |
Forward -s
TS’ (o0 ool Bl oS’ 51wy amiuo G dlowf cgar- Y EYY
Ctrl + Enter -/
Alt + Enter -
Shift + Enter -
Enter -»
ot (50 00l (SukelS 2 31 csidlol o5 L 1ol s ol g £V
F1 -l
FY-oH
FA
FY -
CT PONUES S 55l 1y SleSol 1 gl acgozmo 3595, Sg-V €0
Egdye iz~
B
eree oz

ity 5 § GG 5 sl 5 b1y o coui




RS Ve
1o 31 sl Jolow 31 Jud b g 3 b ylan o culi (6l « Freeze lo s 51 solisuwl oloj yo-V €Y7
Somiles oo ooliiuwl &y 35
Freeze First Column -aJ!
Freeze Top Row -o
Freeze Panes ¢
Freeze All Column -s

50 0Ll oo @ 35 51 s oyl oo culi gl Freeze ;o 5l oslicu! oyloj yo -V €YY
oesles
Freeze First Column -
Freeze Top Row - I}
Freeze Panes -z
Freeze All Column -
Tobly (o0 35 b 438 51 SO plas ol Jab b (Jo 00ld ggi-Y £ YA
Number -l
Yes/ No -o
Long text -~ |
Short text -»
TS (50 0Ll 5 yaw oS 51 ol (g anil> iy (gl Y 78
Page setup ~wl
Setup -o
Home -z
Create -»
Y- S 7S 9% E— a5 3l Olxiio anils pubiss gl o=V EV
Margins - |l
Size -
Columns -z
Orientation -»
$00,5 0 oudlino oy az #DIV/+ llas -V €7
3l o ol i (sligg e 908 ol g o8 4 1, Jsho Slagime iy (go JuST 4 Sloj ~al
Bl god b gt Sligg -
NG P VU ST R T P K1 I VI L g Pyt -z
asled ololis Jge s o 1 o ools 51 S5 wilgy oo ST a8 Sloj -5
ol (ood iy Gl (2 9)5 £ IS @ ()55 Jaaud-) ETY
Pdf -l
Docx -o
Bmp -z g
Xlsx -
oS 50 L] [y ol y Caoms 9 YU 31 cyamty le oy i gl =Y €Y
Show the ribbon -l

ity 5 § GG 5 sl 5 b1y o coui




TOP the ribbon -
Open ribbon -z
Pin the ribbon -
a3 bl 12! 5 aaliyg (Yoo ¥) b slo ddkuns 50 llne Wyl 316 S adlygis 4 i yg0 p0m) €16
TS (o0 o0liiw! (g guny
PPTX -l
POT -o
PPT - R
PPS -s
Sl BIAS VAT a1 0315 0l 1551 0 5 58 b Jy16 diguan=V ET0
DOCX -l
PPTX -o
Accdb -
XLSX -»
D (0 wenne S| w335 Wilmiio diols pulii yo Wide ay j5-) €71
olisS apisl> —call
Jboy adle -0
S,k adl> -z
RURWHERN
(Cowly & ez )T09b (o0 o0liiuwl 4y 35 9 5 yo o oIS 51 Ooldo aniblo ol (gl V ETY
Page layout------ print -l
Home------ margins -o
Page layout------- paraghraph -~
Page layout-------- margins - JJij
§ ] mannd (30T 0iRS (4L Saolus=) €A
$C$Y -
$C) -
C$) -
(AN |
CW B P RU N KRN L PR W PE AR D
Form -wl
Queries -
Tables -~
Reports -»
ol (andg 4z G (258 i ek (layout) gy z,b 5 51 (5,155 £
Design -l
Report layout -
Columnar -~ i
Form -»

?w.asLAJ = oo law! (Templates)ué,.é g Lglhngl )'| oo lasuwl ‘5|).g Olo).é ﬁ|.)5 )‘l-\ £¢)

ity 5 § GG 5 sl 5 b1y o coui




Save as -l
Save -
Open -z
New - i}
S pluS cawlio 4y 35 b Wilxio Ol gl-V EEY
All -
Selection -
Page - W
Current page -
s lod o0 00lsiw! 1 0,3 g Jguzr 50 SleMbl 09,9 (6l Los plas jHY € €Y
Design view -l
Layout view -
Design -z
Datasheet view - |l
o lod (o0 ooliwl . 51 Fledbl STU jo OleMb| 51 s b plod (g los AR R L
Jgoe -l
zson—— Ml
FR-T
ol -
S lod o0 05liinal b 18 5 Jouzr 5o leMbl 39,9 (gl Lo plas sV € €0
Design view -l
Layout view -
Design -z
Datasheet view -s I}
fuily oo ol B PowerPointY « VY aoli p 0 ) (gLodiguuy jl Sowolas-) €7
POTX -l
PPTX -o
TXT - R
PPSX -»
€S o0 o0liiuol &y 35 plas 31 Fledbl S 4o Sledbl ol (gl Y €4V
Report - Il
Filter -&

Form -
Query -»
$og0d oudline ;ylgi oo lod pIAS yo |y Wlxio ouiss lus -V £ A
Page Layout - [l
Page Break Preview -o
Normal -z
Custom View -o
UL PN T TSN DU &y 55 51 ol ouls ald slowyl g -V £ £

soite y § I 5 sl g 1, o il




ID -
Primary key - i}
First key -z
key -9
a5 g0 iled JolS g az,LSG 90 4 1) o)155 < 0)155 lales 3 Solus-1 €0
Report view -l I}
Print preview -o
Layout view -z
Design view -s
o PRl 1) 35 oIS mailed dlmsl (3T (sleeiil 50 9 JB 10 15 510905 (51 0015 oz 3 dlgrs ;51122
S
Inside End -
Center -
Inside Base -z
Outside End -s
....................... oS iy y%5 dgl oS guld gy SV EOY
D95 (god glwlid ald (pl b Jgazr 50 9,55, -l
09 o dye ald ol el Jgar Slgie o
el alils JB L g aslie o0ls 90 puilyy soi -z [
el el JB L g aslie oolo 90 wiley g0 -0
foled (o0 @l 9) 9 ol HI395 Haku |) Ciloxio aiy 35 plus-V EOF
Manually print on both sides - |l
Landscape -o
Print one sided -z
Collated -
$gus 0 9)lg 35 GO 31 Sawolus yo b ools (g laiel (ygils-) €0 €
Input mask -l
Valiation text -
Caption -
Validation Rule - i
ol (oni B o8 i lod (gl Lod plas-Y £00
Design view -l
Data sheet -
Form view -z
Layout view -s
faidly (oo gy Ji oo 30 155 5o Sy ypumo plas’ y3-1 €01
Computer «— Open «— File -l
One Drive « Open « File -&
Add a Place «<— Open « File -

Recent Presentation «<— Open <« File -5 JJj

ity 5 § GG 5 sl 5 b1y o coui




S o0 o3l uld Sluoguas olaS 51 U o315 3959 &l 285! byl gl -V €0V
General -
Field size -<
Input mask -~ i
format -»
(09 (o0 4iS ax (Jgiw ylogei 4=V E A
Line -
Pie -
Area -z
Column -s ||j
T0gub (g0 ool (g 985 ) &1 &5 > g 315 Gb 4aS'd 5 Sualus= €08
First record -l
Last record -
Previous record -
Next record -
o Lod 50 0Ll UlS Ao 33 e prilio 9l 5 Ol Jos 3 i suplive gl Y €70
Ctrl + FY -
Cul+FY -
FY =
FY -
TS (o0 Pl [y 4y 35 oIS B 001 1 comd S Syl (gl Y €Y
Auto number -l
OLE object -o
Lookup wizard -z [l
calculated -
f el cawlin yramo oIS Al 50 &) Al o S 43 0 )3 G Sl (sl ) 7Y

Create ----- form ------- form wizard -/l
Home ----- form ------- form -o
Home ----- form ------- form wizard -z
Home ----- form ------- form design -

(09 (g0 WMol (o300l ) 33 o iy 35 pluas=) £1F
Zoom In -/ M
Font -
Zoom Out -z
Font Size -»
oS LS | FX—— lod 90 30 1y Jgu (yled (o0 wud S Wluoguas cptd (glyp-) £ €
layout -l
Design -. i
Format -
Data sheet -

ity 5 § GG 5 sl 5 b1y o coui




$05,5 oo ol I3l p1aS 3 o3Shol (clalhas poazmai (gl - €10
Auto correct -l
View -
Chack -z
Spelling & Grammer - |l
(09 (o0 0oLl aiy 35 plaS 51 J o8 ol cgr-) 11
Form design -l
Form wizard -
Form blank -z |l
Form view -s
Sailod oo ooliiuwl &y 35 AIAS 51 410903 &1 ylais 905 aBLSI gl =Y €1V
Data Labels -l
More Title Options -
Add Data Labels -z
Chart Title -
o o0 oolaiwl p 48 sl plas I WleMbl 3959 cugr-V VA
Form view -l
Layout view -
Print view -z
Design view -
£ (0 03Ul 43 35 IS 31 Sl (51 £ 31 08liant b gz sl S (50905 AL (6T pp-) €19
New «— File -l
Layout < Home -o
Slide master < View -z
New slide <~ Home -
UCT SN TS0 B &35 51 Ao s sl prg gl Y EV
Edit footer - !
Header - |§
Footer -z
Edit header -»
80 )5 o0 oolisiwl Hloged Eg5 plas 3l duoyo as b ools wolie iuled glp-YEV)
Pie -/l
Line -o
Bar -~
Column -s
e 1) Jilio @ )lee o loi 0,9 (go0e wlud 50 L 015 599 (gl 1) Bee B Vew oy (b pib pudlgsy 51V EVY
=V and <=0+ +) €S oo gy Sluogas jI Sy plas
Index -l
Validation rule - i
Validation text -z

ity 5 § GG 5 sl 5 b1y o coui




Formay -»
TS (o0 SalS’ 4y 35 0105 (g9 Jidnd SO Bl -V EVY
clear filter -}
Filter by form -
Delete filter -
Toggle filter -»
RCOUTE! oo jloges S yo Legend -V €V E
s97e — Al
Lol - Il
b ools -z
e
fusS o0 Jgud 1y 21 o0ls &g ax short text uls-) €VO
SSTIS FYRR 1 S slael 5 e il
S50 e 4 Jlgie slael adei -0
O hid -z
ASLE YOO 5l eS slael g e - I}
$og05 olmyl ool (yuati by U 1) 92 9 iy GlgF (o0 gy ploS o= Y EV
Split query -l
Query wizard -
Query -z
Query design -}
TS (o0 oliiiaw] aoli =Sy (59, Pl sl Size sy yo iy 35 plas RV EVY
Labels -
Envelop - |
Mailing -z
Table -»
S (50 0oLl aiy 35 105 51 10905 £ 95yt (g1 Y EVA
Change Chart Type - [l
Templates -
Seris name -
Chart Title -»
10055 (o0 ooliiul 4y 35 o S 5l laadd (0,8 oy Hlotito oLyl cugr-Y £V
Size -l
Required -o
Caption -
Default value -> |l
TS’ (90 SlS 53 o0 oISy query slml sl EA
View -l
File -<

Home -z

ity 5 § GG 5 sl 5 b1y o coui




Create ->|}
G’ (o0 0oLl aiy 357 105 51 sy Mol (olod' (595 32 ddono) g Jlosl (sl Y €AY
Apply to All -/l
Apply to Select -
Ok -z
Cancel -s
Cogus (o0 oolaiwl Wlygsuws §ySKe g1yl gl oloyd plas -V EAY
Auto fill -l
Auto Filter -
Macro -z |}
Comments -
Sl plas aiigi (4955 )10 b 525 gy canwlin aiy ;5 EAY
Italic -l
Bold -
Underline -z i
Shadow -
fuly ooi (data type)osls g glgil 3 Sowlus-Y €A E
Primary -l N
Long text -o
Attachment -z
Short Text -»

.bgmwpl:u‘d.b).ohébrods.wbysw‘pébu" ......... u’;'aj)).b-\i/\a

Query -l

Query design -o

Split query -z
Query wizard -5 i}

Move -
Protect Sheet - I}

Cut -z

Copy -»

S (o0 o0l 4y 35 plas SIQUEry )0 (29,5 silw iy (sl Y EAY
Sort -l

Or o

Criteria -z

Show -

Tomalod (g0 0,lg 4igSar 1) byl cod LU 1) B0 B Ve (o 0181 92 9 (o 1 O eudlgy ,SH) EAN
Between Y+ and ©+ - I}

<=Y. and >=0. -o

—0
< NG

ity 5 § GG 5 sl 5 b1y o coui




>=Y. _,
(09 (o0 ool (gl aiy 35 az 31 (o byb (wlusl 3 Jouzr gl 00ls gl ol (gl -V EAY
Query -l
Form -
Report -z
Macro -»
faps o0 & Sl a> Hide slide olbis! b-Y €4«
A aless 0aus (65le <5 e sles o Dl — !
Al dwledu onys Jloyi gled jo adll -0
A dalgzs oass [l sled jo wdul —z I}
Al dpledu eays calizes slales jo adlul -0
PSP - W) B &U b &l s osls g9y p by Gy i g -V EY)
Average -l
Round -o
f--
Sum -s
YW I 1 390 - dowlxo cg> count number 4y ;5 Y £4Y
slael yoges 8,5 —call
slaet slaws i yles —o [
slael (1 SKlbeo -
olael goz -
€995 50 315 4 b Johw 2oz Jos (gl &b plas -V £8F
Max -l
Average -o
Min -z
Sum -l
IF(AY=) ), 0K";7N0”) S 15 Jgoyd ameis ail AV =V € ,SHY 848
Ok -l
No -o
True -z
False -s
G’ (o0 00liwl 4y 35 o031 (idnonsl 0glr (61,21 51,55 (sl V 90
Repeat - i
Delay -o
Start -z
Duration -»
SIS ad otz [y AT G AN (5oKilio Jga 8 plas =) €97
=Average(A):Al) -l
=Sum(A):AV)/Count(A):AV) -
=Average(AV;AY) -

ity 5 § GG 5 sl 5 b1y o coui




=Average(A),AY,AY,A¢ A° A7) -
5,5 o0 oolisiwl Cuodle plus 31 &l 30 Z 0 9 Hlgzmon b Jobw wlisl gl -Y €Y
-=
» €
$ -5
59 o0 00liimw! pileo oulS oluS” 31wy Sl oy 45T & JU gl =Y €9 A
Ctrl+Page Down -l
Ctrl+home -
Ctrl+Page Up -
Ctrl+End -5 |}
OBl (05 Sl (ales 6l (g 51 25 Sl a5 5 Sopoluas=) €84
Notes page -l
Normal -
Reading view -
Template -l
il (o0 Lod plas 31 oolisiu! « Curdg (o yitg oo il sl Yot
Slide -l
Outline -
Slideshow -~
Normal -s i
Cog (o0 ool 4y 35 oIS 31 Gl o3gume (i gl -1 0 )
Print Title - !
All -¢
Print -z
Set Print Area ->[J}
T (o0 g |y B ool (5152l i 5 ¢ (yloyd ploS 3l oolaiuwl b=V 0+
Frame -
Duration -
Delay -z
Reorder Animation - [l
il o0 plus Insert Function sl o yglxo jol5 (0 35 5L 1y sileo wuds -V 00 Y
F¢ -
Shift+F¢ -
Shift+FY -~ I}
FY’ )
Sposiled oo o3lisusl (Tlkas (slo 4aSs g3 syt 4ig 35 phas 510 ¢
Shapes -l
Run -

Begin Type -z

ity 5 § GG 5 sl 5 b1y o coui




Action Buttons - i
Cogds (g0 oolius] iy 35 oINS 51 GELS Sy 53 Kz g8 &y a4y Dlsl iy ol gV 040
Frame slide -l

Handouts - i}
Outline -z
pages -»
oty oo Lo o 1 o 6l oS ¢ gl Sl 5 L syl isles gl =Y 0+
AlIt+FY -l
Alt+Fe -
Shift+FY -

Shift + F° -

ity 5 § GG 5 sl 5 b1y o coui




