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Microsoft Word 2010
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& save As
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Recent Documents Recent Places

[ Close
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Save & Send

Help
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[y Exit
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Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

[
1_3 General options for working with Word,

User Interface options

[¥] Show Mini Toolbar on selection ()
[Z] Enable Live Preview
Colar scheme: Blue E]

ScreenTip style: | Show feature descriptions in ScreenTips E
Personalize your copy of Microsoft Cffice

Username:  mohamed

Initials: |m

Start up options

|| Open e-mail attachments in Full Screen Reading view

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

=
Q Change how document content is dispiayed on the screen and when printed.

Page display options

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

Always show these formatting marks on the screen

Tab characters

|

Spaces

Paragraph marks
Hidden text
Optional hyphens
Object anchors

|

ooo@

A0 0O

@

Show all formatting marks
Printing options

Print drawings created in Word

o=

Print background colors and images
Print document properties

Print hidden text

| Update fields before printing

[ @O

(E

Update linked data before printing

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Change how Word carrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCorrect Options...

When correcting speliing in Microsoft Office programs

[¥] 1gnore words in UPPERCASE

[¥] 1gnore words that contain numbers
[ZI Ignore Internet and file addresses

|| Flag repeated words

[T] enforce accented uppercase in French
[7] suggest from main dictionary only

Custom Dictionaries..
French modes: | Traditional and new spellings E
Spanish modes: th(ep vgvp qurrrms qnlx E‘
[j Arabic Strict initial alef hamza
[¥] Arabic Strict final yaa
[¥] Arabic Strict taa marboota

When correcting spelling and grammar in Word

[¥] check spelling as you type

[Z] Use contextual spelling

[Z] Mark grammar errors as you type
[¥] Check grammar with spelling

[7] Show readability statistics

Writing Style; | Standard E] Settings...
| Recheck Document
Exceptions for: @] word 2010 B

[ Hide spelling errors in this document only
[~] Hide grammar errors in this document only
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Save ’

General
Display

Proofing

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

H Customize how documents are saved,

Save documents

[=]

Save files in this format: Word Document (*. dooy

[V] save AutoRecover information every |10 2 minutes
[V] Keep the last autosaved version if I close without saving

AutoRecover file lacation: | C\Users\mohamed\AppData\Roaming\Microsoft\Word\

Default file location: ‘C.:\.Users\mohamed\Documents'\

Offline editing options for document management server files

Save checked-out files to: i
) The server drafts location on this computer
@ The Office Document Cache

Server drafts location: | C:\Userssmohamed\Documents\SharePoint Drafts\

=]

Embed only the characters used inthe document (best for reducing file size)

Preserve fidelity when sharing this document: @J waord 2010

[7] Embed fonts in the file

Do not embed common system fonts

Browse..,
| | Browse.. |

Browse..,

o]

General
Display
H Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Set the Office Language Preferences,

Choose Editing Languages

Add additional languages to edit your documents. The editing set P

ific features,

dictionaries, grammar checking, and sorting

Editing Language
Arabic (Egypt) <default>
English (U.S)

Keyboard Layout
Enabled
Enabled

Proofing (Spelling, Grammar...)
¥ Installed
5% Installed

[=]

[ [Add additional editing languages]

Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help |

Display Language

1. English <default>

2, Arabic [& 3]

3. Match Microsoft Windows

Help Language
1. English <default>

— |2 Arabic iy
= 3.

Match Display Language

View display languages installed for each Microsoft Office program

?,) How da I get more Display and Help languages from Office.com?

Choose ScreenTip Language

[=]

Set your ScreenTip language i | Arabic (Saudi Arabia) [&v 2]

#, How do1get more ScreenTip languages from Office.com?

OK Cancel

General
Display

Il Proofing
Save

Language

Add-Ins

Advanced

Customize Ribbon

Quick Access Toolbar

Trust Center

J )j Advanced options for working with Word.

Editing options

[¥] Typing replaces selected text
|¥] When selecting, automatically select entire word
[@] Alow text to be dragged and dropped
[¥] Use CTRL < Click to follow hyperlink
[T Automatically create drawing canvas when inserting AutoShapes
[@] use smart paragraph selection
[Z] Use smart cursoring
7] Use the Insert key to control gvertype mode

[T] Use overtype mode
7] Prompt to update style
[T] Use Normal style for bulleted or numbered lists
= Keep track of formatting

Mark formatting inconsistencies

Updating style to match selection:
[¥] Enable click and type

=

Default paragraph style: | Normal
[¥] show AutoComplete suggestions
Cursor movement:
@ Logical
) Visual
Cursor visual selection:
@ Block
) Continuous

[¥] Automatically switch keyboard ta match language of surrounding text

Cut, copy, and paste

Dactinn within tha cama Anzimant:

Keep previous numbering and bullets pattern

Vesn Canirrs Enemathin Nafso | =

m

[=]

OK

Cancel
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Customize Ribbon |

General
Display
Proofing
Save
Language

Advanced

Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Ribbon and keyboard shortcuts.

Choose commands from:
Popular Commands EI

2 Accept and Move to Next -
= Align Left [T
V=) Breaks 4
Bullets |»
Center

Change List Level »
Capy

Cut

Define New Number Format...

Delete

Draw Table

Draw Vertical Text Box

E-mail

Find

Font I
Font..,

Font Color |»
Font Size 154
Farmat Painter

Grow Font

Hyperlink...

Insert Footnote

Line and Paragraph Spacing »
Macros

New

New Comment

Next

Keyboard shortcuts: Customize...

m

L

MBLC~iTa®ra »> EDERE

Customize the Ribbon:
Main Tabs

Main Tabs

= [V|Home
# Ciipboard
# Font
 Paragraph
 Styles
# Editing

& [ Insert

[ [V] Page Layout

[# [7] References

# [¥] Mailings

& [7] Review

@ [7] View

[# [7] Developer

] [7] Add-Ins

[ [7] Blog Past

[# [] Insert (Blog Post)

[ [¥] Outlining

[# [V] Background Removal

New Tab I ‘ﬂewGroup‘ [ Rename,,, ]

Customizations: Reset v } D
[import/Export ¥ | ¢

) o

General
Display
Proofing
Save
Language

Advanced

Customize Ribbon ‘

Quick Access Toolbar
Add-Ins

Trust Center

al .
@ Customize the Ribbon and keyboard shortcuts.

Choose commands from:

Popular Commands lz]
2 Accept and Move ta Next -
= Align Left ]
= Breaks 3

Bullets |»
Center

Change List Level 3
Capy

Cut

Define New Number Format...

Delete

Draw Table

2] Draw Vertical Text Box

=1 E-mail

Find

Font 164
Font..,

Font Color |»
Font Size 154
Farmat Painter
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2
A
A
¥
A" Grow Font
=)
AB'
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o |
2

m

L, Hyperlink..,
Insert Footnote
Line and Paragraph Spacing »
Macros
New
New Comment
Next

Keyboard shortcuts: Customize...

Customize the Ribbon:
Main Tabs

Main Tabs
£l [¥| Home
# Ciipboard
# Font
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Customize Ribbon [7] save form data as delimited text file Options djé Jﬁ\ ?:. File Tab d}é Jg:" .1
ccess Toolbar V| Embed linguistic data IR T « . & we
’ \ Advanced 4adiia <l LA (358 A3 2

General

wu R Ep— b Juall ¢ sie 8) (General ) ple Gasay dind ) joailly b 3
Pri———— G2 Ol giadl sl
[¥] Update automatic links at open - . » . . . vew - wa - A %

AT N ‘. LalS dafadiicd) ‘ﬂ:‘s":' == EJU-"J‘ CRA V\(OTd ;“93.-.‘3 (@ga 340 J‘-“ 4
S sin s et Al dia gl dgand ) chlia (A Jupall O gie )3 @)

|| Show add-in user interface errors
V| Show customer submitted Office.com content

Mailing address: |m Aboelela@hotmail.com

[ Fite Locations... | [ web options... | .
Compatibility options for: | ®] word 2010 H

Lay out this document as if created in: | Microsoft Office Word 2007 | |
Layout Options

| ok | | cancel

Envelope Optiol M (Envelopes Options) Z\.GL.\H\ Gl LA e éM\*:’

M— S dagthal) ) LA e ) a5 Adf (ha (Eal) iy caTional) JNA (a clilial (ya dads Jdi S
Envelope size: uilﬂls OJS.I
. _ 49 (s

Size 10 (41/8x9 1/2in) E]

Delivery address N - N - N

Lldlia (398 A cplid) Ae gadall (8 Bl oy gl Aadle (2 @

@l bd 358 A o

Clilial) ) LA qu gl Aade 350 RN e

e s B ol 13) cilibial) ana g (Gl o JUAY (58 i) Cilial) ana gasall B
dlag) (S) Al (panada ana (g8 HA) g Aadlll) Jdad ) o el aBh (Calial) ana aa il LEAY)
gL g Gl all G pall (B Cilial)

delal) LA qugitll Aadle 36 8 o

S AL ghal) Adal) 4385 s S 1Y) Lag (Lbea cnaiia ((ppad) ciliall au ga 4350 A8, gl 2aaS o

| OK ] ‘ Cancel

‘ Font... | From left: Auto

‘ From top: Auto
Return address

‘ Font... \ From left: |Auto

From top: |Auto

Preview

50




Microsoft Office Word 2010 @ ENG. M. ABO EL-ELA

Envelope Options l 1

Printer: Send To OneNote 2010

Ol gindl Aol aly 3 Guilad) & dgal gl 9 JiudU ol oD Caliall dgaly 0988 O (Sas @
e

-

el meihe —— , , (o1 ) Lt gl o) Jhal « sl ) olial (s sil) a1} (B 292 gall dlial) a9 Ty @
] ’s\‘ E ’H’@H NS eda gall ) sad) g pa (o B2 g pal) cilalae D U g dagldal) B 5 jueaall) ABa) 4,35 oy g
= | | = (=1 | |
I @ Faceup () Face down
[¥] Clockwise rotation
Feed from:
'Default tray E]

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

ok || cancel M

e s vt S| v Al dte g cilia £L81%

Jclilha (g5h R s L) Ao gannall (B cDal pa qugil) dade (21

Delivery address: @~
| Reviem Tak g
Yicw Tab . (5l ) i) ES) () Jou pall () g g pall B2
Add-Tus Tab

A Al cdaaal) patll (368 Cradl) AN e S g (pall) daa (el Gawdi < i 13,3
3 yatidal) Aaildl) (pa Jad (59

[7] Add electronic postage

Return address: W ~ ] omit
,‘ Preview Feed . . s . - ., . . . .
| Mﬁj&yéﬁ\duﬂ\o\yceM\J\JuJ.d\Q\\g&‘,uS\c&.uﬂ\ab&@)fl\géA
L a
Verify that an envelope is loaded before printing.
Print | l Add to Document | [ Options... | |E-pos§ageProperties... |
| cancel |
A%

S Adradali i Y YY) g Lagh daladin) aly (S Japal) ) ging BUEAY) < i 1) o
Ciliall o daida g SliSes i ) e 553 0a Aadd (pa e Ay 30 1Y) ¢ g SN auldal) L) J g sl il A 65 130 9 JAlad JLEAY) gy e dda o Jlad) Cilial)

Evipes v v | - s 5o dliia 92 ikl Ao i) 1) o

| Labels |

435 aal) B rage ga LaS daglhall b Cilia ) ol a8 ]

Pibenyaidess: @~ Aslb 548 8 ?3 2
Revccwr Tab 12

Vecw Tab = Aaladia) SaleY cilial) da i 1Y LA

Add-Tus Tab Al ) AL 568 8301

- il Lo G581 g analy Bia (358 31,2

[7] Add electronic postage

Akl caa i 13 1 dadall A e Jad) aiteal) ) caliad) ddLaL Word asi:.3

l%etfzrrj:ldress:ﬁ A_-IJ v i':‘on'tt, . s éA L,G_';ejﬁ ?3;1“ g_'m ﬁh‘ﬂ‘ a.:lm -\M‘ ()A (}3:‘3 La e‘éﬁ&-&" G“-USA;: “ﬁ“:\zl
[l |
— Aiwa) sl B
: v G oil) Aadle Cpana L300 ay pall B ridaga ga LaS daglhall B Cilia ) ol 8,1
Verify that an envelope is loaded before printing. ‘du\ ‘;“Jlg\i J\Jﬂ‘ @J‘ ‘-’é 3{9@}«4\ ‘kw‘ ‘;“Jlﬁs
Print \ [ Add to Document ‘ [ Options... \ [E-poslzgepropertes... ’ a&l.th é}é,)ﬁ‘ ?3 ;M‘ u“ a.éh.d\ é}éJﬁU 2
| cance |

(Labels) <liaws 2
Cladua clrad! Jaladl (e 338 G JLEAY) (Say g Lghiebda g Cilsand oL 8 addiudi g
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2. Start Mail Merge Group

[N ==

Start Mail Select
Merge » Recipients » E=
Start Mail Merge

dormal Word Document

_} Letters
4 E-mail Messages
=1 Enyelopes...
[ gl Labels..,
j Directory
(w]
5

Step by Step Mail Merge Wizard..,

Type New List..,

Use Existing List...

Select from Outlook Contacts..,

@
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Cr ad) ) Ll ) Ay 43ad gad Al Jia ccilafial) (e A gana s LA 4 55 Ladie CBlul jal) gead adiieu g

ssiaall o e cilaghrall £ g8 bl o Arand o Al JS it o) Sag @) gind) e 48 5 g £ 30and)

JS panadl (S il o3aal) ) Lelban b o 985 AN Jilai sl 8 cJUal) Jasan Ao T8 0198 ¢ (Saall (1
danly Jaas IS Ldalial Al

(Start Mail Merge) <t jall gas 48y b 1

) Aol das) A

Aadal) clatioeall IS Apailly Lgudi (A Al Cila a9 gl o ulal) Al g giay
A g s b Aadl g Gyl 035 () s 1

(Select Recipients) il jiaa siiwal) Juail B

Aftoeall B Lgaad 3l pall cilaglaal) o o siay Cila oo 3 ke cliball jaae

o sb 9 Al 1) (ationa slansd (Jlial) S o

(Edit Recipient List) sabiall g (aaliceall daild 485 ,C

clibul) cila (& Jaw g) puaie S8 ol i) (e ddd ¢ LA Word a i

) diall das) o

bl pal) el gy (398 SR (D) gall gad 0 de ganall B il o cu gl ddle ]

0383 O Ao cililia Ao gana L) dliSay JEal Jas d2d oL & 5 M) Alical) ¢ o3 (360 31,2
JS e a8 olsis s dga gl ol sie (S clilial) A8 o 3 5a gall Adl g8 Juupal) ) s
QM‘MLA&\QM\ ada cililia 58 AL Gl S5 Al Jausal) i Cilha
M\Q\JQ&J\J&J\@J&QM\Q‘JQ&%J#\L}@&u.'amjmﬂ\d:u.aﬁj
J‘ﬂ\@yéw\&ﬁhw\‘&w\J.\Aeﬂuﬂwdﬁﬂ\ O d U oSy dsand
doandl) & LA

Jia Baa o alivia J$ Aald cilaglra o o giad Lgda JS 081 (Jilul 43S A Audi g ulul) (5 giaal) g 80 &g Jilay o ad gad Jilay A ganalr

LColaTiceal) (e #1980 038 SLARY (g S & Sl g Jibaay B gd I s AT cilaglaa 41 gl ) gind) gl ana¥)

LAliewall (e £ gill 138 QL».:AS\;JJ,,\S.\&JAJN\,Quudﬁou‘gs.qﬁmdsgém‘gﬂ‘g‘auwQﬁcdmj\geuY\chﬁuJM\ejMJ%j& dﬁh\gicﬁu&:’

ACRDONSS 1 AT OF IAMAVE FECRNLS T Te Mesge

Dt Smace | [V | st Name
| -

o st

w | Fil Novne - | Te

Refine rocipient let

v, NN =

Thiz in the Int of recewenty that wil be used In your merge. Ube the opborn below (o add to or change your ivt, Lee the
WO pour bt e ready, cck O

Gl e diiwall Jual) o
by il gl il duaay atiual) Juall cung ¢ puula) alianal) (B e glaa gan!
b pal) zad Agles oL o gL liCay (ciliby Cila Jadlly dlaad (<5 a1 13)

w | Company Nawwe

by cile jladl
aad (g8 JAI) (Ol pall el £ As ganall B (Dl pa gl Adle A
Cpaliceall
Cilga (r waad g8 8 OUtloOK (o8 Juai) cilga daild aladin) cia )i 13) o
) Outlook Juail
— s Access wilily 3228 i Microsoft Office Excel Jes 48,5 ¢hal (1S 1Y) o

(o cilall a8 ga aa Al (B3 g3 ga dadld aladiind) (3gd i) cclibull cilila e AT £ 48
Ll jaas paad ) gad) &g e

byl 5ae il () wileS Aaidl) Bia oy Aadlil) LY Aath oty o3l) 7 pail) pdiiead o8 (Baan Aaild A0S Gob RN (V) a by cile dLal (i a1 13

Al i Bale) dliSay 51l

_alinl) Ji Cimalicial ) Aaild c_ﬁﬁ °

rmilall) iauall B Uipuna drall ((uasSy) ) UL Cila B 4 gaall g cdlanally 53 g3 gal) cila glaal) IS gad ) gliad Y B ¢cpaa cilily Cilay Juaiy) e

‘Qm‘ﬂ\yéthw\@‘Qﬂu‘ywﬁﬂ‘hﬁgé‘ﬂu@\ dhgé)m&ﬂ@&c}aswﬂéﬁu\jw\u@w,l
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a,.ié)é ol Adaded
ilan Séﬁyd\ B E G FLAHEY glaJl.a ?33 ?4"-'-‘"‘43 KYgY (533\ W! ilan S.\J@J.AS\ JLOAY) U as _SJ;MAE A\AY s \3) MA SJ,,:.u ;\.'iuhl\ oAd M
AU & 5 ) Cpraliceal)
Mail Merge Recipients
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list, Use the
checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
Data Source First Name « | Title + | Company Name
abou elela.mdb ' - | mohamed abouelelea |
i’
Data Source Refine redpient list
abou elela.mdb 4| sort..
{ Filter...
%51 Find duplicates. ..
Find redpient...
[ validate addresses...
gﬂ‘ &M\&Aﬁ.\;ﬂ@ﬁ cwij\@a@ﬁd*ﬂ‘JgﬁY\ PR ES Gw‘&sﬁﬁe-ﬁ‘w&QM‘QA&M&SWUM*}&Q?MM‘M4
Jagd Ly 4
Lt 4 5 Y AN el Aalid) LAAY) GULA pladl a8 af ¢l 1 Ciua (8 3352 gal) JLEAY) DA daa (Aaildl) alina Gpanal iy )i 1315
AU 5 A1 B e agaall ol gie 55 SR (g ) (00 sae Ll gt i Aadlil) 5 Ty AL T g R S pal puaial) 3 gas (s isb SR CSladl 5,6
(Y 6 ) A sl iy
JLEAY) iU aladin) SliSay (dailil) il s gadll S Lgisadd gl W) 5 o) &5 Y il ala Bl Ao Aailil) cgial 13) aba e 138 ) Ldiai 7
Nl o) bl (pranail
L5 |
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3. Write & Insert Fields Group

-‘] j j (=P Rules ~

-,_'_'_l Match Fields
Address Greeting Insert Merge
Blotk Ling Fiefd ~

Write & Insert Fields

| [ B TnA T
£ oLl plaic LA 1l SR
s LT dal= k| 2
: gt f 5l o) _,:ul 1-:5'3
4
=]
=]
7
2
9
[ C [ B [ A
| poldglec || aSed | | 1
ysi oA g sy o YA

- £ A

2aplyic HiEss

q-:.:i..l B g pie
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4l jualic AdLi) g atiul) (ol 408 ] Al () 9 (ilily Cilay oabad) Alioead) Jlual) b2
O gindlS (Ailil) pualind) g liecall Cpa Al JS (B 30y 8N Cilaglaall ) ggds Gl ) i
& Word 2 8asagall Jgial) (381 55 O & g cibluad pall grad J s pansd cca sl g
Laaad o) i) cila 8 53 g3 gall Baas) o glic

Alieeal) ) LguBlialy a g8 A1 Jgialdl g cila glrall (pa cilid Ll Cila B 3ee ) Jidi o
L) i Al palic ¢ 5l ol

Aiall A Jia g dsh oo Glaglral) Edlaw cilnl) cila B 53 g gal) Cigiuall Jidd @
S alS cadgall QD B it S il glaall (pe Adima Ay 5 Q) L) adiias ¢l
Ol

AaaMa o
O ade (s JAal) adl juas i ¢ o) Aliaal) (B CBLa) 0 g Jia ) )Xo
gdladl Gall) (e pulad) Alical) 8 33 53 gal)

@Aﬁ\ die diaay (533\ Laede
o8 B35 gal) Jgiald) Jlasialy i) cala A 3 g2 al) J oY) Chall (e Cila glaall a6 cgadl) dis
p sl oY) gatall alicual) pLESY 3 (< ) ubB) i G As guda gall g o) Aiiucal)

Faall Alicwal) LAY J 8ol Jladiady Sl cila A 3 ga gall ALY Chall ¢ il glaal)
Jia g cg.a'lﬂ\

Jsiall aladin) o

Alilal) aad g J 501 ) I3 B Lay ¢ g8 Band Ao gana (8 Bl "'l glad) ALS™ Jaal) ]
csal) Jallg Al g £ LN ) sis

LA AN Aatl) ST gl andl Sa ey of Mema il et Jial) 2

G 931 Aadlad gl sl 9 J gal) 4US Ao ganall (8 Jgial) (il (358 R ¢ ghad) (el 3
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wnoroe: N e Jsinl S5 ) g g o

|| In order to use spedal features, Mail Merge needs to know
which fields in your redpient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

5 ) o i) Cila e Baas Y G glie 3y ally Gaaal) o qua jill g 0 giad) jaalic 3y Al
Word e i o<t Alilal) sl o cililbnd) cilal Gl 3 gard) A8 iUaay Lalats Word sty

Unique Identifier (not matched)  |FES . . . . .. e e e

Courtesy Title Title = S Uil cile (e Jo¥) sl ABildaa Word o odd (JUal) Juaw o | s AY) palinl) dijUaa
First Name First Name _ [+ |2

Middle Name | (ot matched) % 17 393 gall yuainl) aa (38 i s ULl Cila (ha 3 gand) aat dliSay ¢ Jlaad) o 3392 gall daildl) B
Last Name Last Name [ B i
Suffix | (not matched) & & Cad) u_‘p
Nickname {not matched) E]

Job Title | {not matched) E] g.h.\" ) 3..5&'4‘ 94:.43" ) LL:\S
Company |Company Name  [<] d add ) ¢
Address 1 | Address Line 1 [2 w “ o .. " . s . I . - .
Address 2 Address Line 2 [<] iy Jsial) LS As ganall ?M‘ Jaadl G‘J"! LA &4‘9‘5‘ @92 8 ‘Lf“‘?"«m iauall 7
cty oy = )l iiunn Y] M) FBLEL o Dl o ) Aadle (paia

Use the drop-down lists to choose the field from your database
that corresponds to the address information Mail Merge expects
{listed on the left.)

[] Remember this matching for this set of data sources on this
computer

ok || cancel

s reeing e S e S A Ehasiuas sy pul o g giaS Ghsie R o

| Greeting line format:

wssclssuc]v] (NETE~| [ [~] Ol giad) AL 568 A1)
Greeting line for invalid recipient names: u:m ‘;M' ~u“ ~.. . 'A.'.'JS u:m O‘JM‘ JAAL.\.; A L.J‘J"‘; m G\J‘A‘ J‘JA-“ &,L)A (.sé .2

s it | paS Siai]w] - ¢ - ; <
Preview LA-\:U:I
Here is a preview from your recipient list: . éé‘y ‘5‘95 JN\ .3

1

@08 widaw [ 0038 Siaw ‘

Correct Problems

il sl o

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

ok || cancel |

REVEgi I e T I N |

Aol 21 BTl g 4l (Gaeadi g At Candaly M) qua ) sl (Gaadl 2282
S8 Of s i g2 pall) aa 3
s (s 8D 4

Title
First_Mame -

- Lajill Jgaall o
Last_Name
Company. Name Aliecal) ) bl Cila ¢pa Jia dBLGY g ciilgd) By ) J oY) audS (A3 8 J gla (e cila glaa 7)) SliSay
Address_Line_1 ie yuy u-*-“l*“m
Address_Line_2 )
City ﬂu\ﬂ\gébtgié! ) salt Jaal M\‘jﬁﬂ\‘g c@udhgbaj ailag 3 g2 gall *A\d,éﬁi\,l
State
ZIP_Code

Country_or_Region
Home_Phone

Wark_Phone

Email_Address
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4. Preview Results Group

M 41 (| . . . p . v w w
gmass\.sg@m@m@umgwm‘gﬂu\zswauswjhuua).m@mqmmw

3, Auto Check for Errars Tl dglas Jlas) JB @l il ¢ 32 9 Aaadal) Cilaiiucal) Adilea cliSay Las BaY Jlu Y o @H\J 4..91:.41.:
Preview Results ,M

Bl g cu ol dadle (pana @uﬂ\l\.}gmk,@ \@&Wgueﬁah‘mﬂ °
(Preview result) gl dddae (398 83,1

i) Ala A ganall (B (abaad) Janaad) g (A Janaad) G2 )3 pladiiandy ada diieaa JS grdually o8 .2
(Find Recipient) .alica & Gl 58 A 3ok oo Aiwal) dijlasy 28,3

5. Finish Group

Lo e gana gl it 48 dolds dliCay Faa o Lghiand o dgasal) cilaiiowal] dolids dliSay mad g (Finish) s) 4 sane o

o4

Finish & (Edit Individual Documents) W s i Jasé Lgia
Merge ~
Finish

L) Edit Individual Documents..
.
3

Print Documents...

-
£ 4

Send E-mail Messages... (Print Documents) 4asiall cisiiual) sk o
slgd) Ao ganall (B (cidluil oy il dadls 81

lafiall dolds 558 A3 f cgadg slgd) (352 LA L2

Sl a8 ) o Waaad ) A gagall Lo 4 Ao gana g Jad Ll dag ) Adl) g culalicaal) (o AlalS A gana adaiios i€ 13) L 530 3

=

Aliacall 398 g 2l

(Finish) sl 4e saaall & (Mailings) bl s cu sl dadle 8.1

(Finish & Merge) g2 sl G &) .2

(Edit Individual Documents) 4338 cilaiica yad 38 il a3 3

Jaal) a8 ) o W2l ) Ao ganall Lo jd Ao gana i Llla A g ) AAll) g culatioeal) (o ALalS Ao gana i jad &y 56 il 1) La ji41 4
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> Review Tab <

£ [ = ABC % — S =B, 2% Final: Show Markup v =) o 942 Previous 2
? fd Bl 23 3% 'G ol =l BE E| 22 AL - v @l e 1 =

5] Show Markup ~ P2 Next .
Spelling & Research Thesaurus Word Transiate Language New 2lete Pre MNex Track Accept Regject Compare gio Restrict
Grammar Count - - Comment Changes ~ E Reviewing Pane ~ - v v Editing
Proaofing Language Commeants Tracking Changes Compare Protect

1. Proofing Group

Vv @ 0

Spelling & Research Thesaurus Word

Hge == A (Spelling & Grammar) .ss G833 Skl (385 o

Aliecally 33 g2 gall 43 gaill g AxidlaY) £UaAY) praauai! asdind

- (Research ) &ilayi e

Speling and Grammar: Acabic Saud Arabia U tesem O R (a9 Alma AalSl A 5 08 sl sl 5 ) sal) ciladd DA (ha cagll addieds
Grammatical error: K.A% )m clad das

5 el gl g galsall Cladi A s Cadl 335 4| [ IonoreOnee |
Laa Al il ae G LY OSagdinadaida s L

(Thesaurus ) <yl sall usald o

= | Next Sentence ]

Suggestions: - . - £ v o w . . - « 19 wa -
e T AalS (5 gl say Lgdlatiaal gl L s il -‘ﬁg—*‘*—dﬂ B a G s A ‘\-‘-‘iC‘JﬁY padiey
e Aliecal) 25 881 (Gl JIA Cra ral) (udi 275 g A
Dictionary language: | Arabic {Saudi Arabia) [v] (Word Count) QLA.‘S.“ NS e
[¥] Check grammar . v. . . . . . .
optonsi| |T M\@Q‘Jﬂj‘\’d})ﬂb)ﬁm\}buwﬁb@aﬂ‘é.’u..vd‘)uugha.iuh

2. Language Group

(Translate ) 4 s o

Llaia) ol of Say g Sual difia 43l usal 88 (685 O 3 AN (g (5 AT A ) daaal) alll dag il aadiid

B
aa;, "‘ ' ez il o) dibuatia (165 ¢ (ol AN) DA (e Aan ALY (gl g8
Translate Language .. )
5 4 (Language ) 4alll Gy o
Language

GBI word ) a sl dlld g diuall b AU Lgy a8 Al ARl LSS A%y lada g clad Bae Cp LAY AT Lga
B lidal) 43l o Cawa Al ASLaY)

3. Comments Group

S Aaglial) die ABaadly ¢ & 0 Lag el LS 3 g Saan (e clialatl) oda aliowal) B ciliadet ) 0¥ A g
L Galail) Jas a3 A 5 j3AN gl Al g Aland) oda 350 3

0 64 Td T

New
Comment AL ATial) A daaa £ e Ao B Galad ABLAY aaduS A 9 (New Comment) Sy Galsli o
Comments Al JLil) e dadal)
C :[Comnt[ml]J%L [
3 N A
Y el

aladl) (Asl8d ) 45 gl Aeeall 8 AU Aadia
i) ( ) sl P
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8 tal) 4818 Cida Ji A galad XN 23 (Delete) Coalad I XTS
(et s (g gh R0 % ¢ Galatl) (598 (eI BN 5 R g e S8 a9 (Balad il ]
B98I el de ganall B Aan) pe cuil) Adle Gaud el 8 393 ga (Balad (G 6d I (a e JS Allaall (B B350 gl clidal) ABIS Lidad 2
Aaal) yﬁw\ﬁudhdﬁﬂ\ eﬁu.\a‘jsu\ 362 gall ?g.«.d\
( Previous ) iiwall uﬁ Gl (aladl) ) JUEY) o
( Next) Atlal) ‘“; ‘;Std\ Caadadl) U.S\ Jaid o
4. Tracking Group
s e ALAS il ol Sl o S i 2y e ALY sl oy o iy
4 S { PSRRI o Juinddl Cilly) die atlual) o W gl sa) A Al i pudil) ABS (e dliSay M1 pudl) B B Jaa
S SUTewNeduny i L e Aade aidag (g dlieal) o il i o)y SliSay o8 sl
Changés - E Reviewing Pane ~
— ( Track Changes) < il s Jadi o
W) paaill) Gaiali B gea (350 I suﬁk}a&d\g&s:\u\ﬁqﬂ\hﬂs@ N
(Status Bar) Al Jay pd ) ) sl qied jlige ABLDY @
68 4ada LB Alad) Jay yd (398 G uglall )32 AN 1
ALl i) ) 1) i) it Sl ANa) day pd o ) pdl) Giliad jdise 548 AT 2
Page: 39 of 65 Words: 16,726 | 0  Arabic (Saudi Arabla) | Track Changes: On |
Glaal pal) jlgldl o
) clidail) (o ARy jha 5t LEDA (e (Say g Alial) & Adedaal) ciliudll) o) clideil) cilolBd o) cligly Aald A
| Formatted: Indent: Before: 0.7° | dlaaa cleal yal) 43S gl 1
I. Formatted: Indent: Before: 0.9° ‘f -F--* ‘L‘UJJL.' uﬁ Qlae\)d\ JLG"B‘ 2
? 7 v | Comments
I: Formatted: Indent: Before: 0.7 | o | V| Tnk
(Formatted:lndent: Before: 1" ]—""—’ : v | Insertions and Deletions
v | Formatting
v | Markup Area Highlight
=}= Balloons 4
Reviewers »
|: Formatted: Indent: Before: 0,7 Flr=- v | Highlight Updates
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o W Aaa] AU AR g) ) Jga sl (Sarg Lgaa Jalail) aly Al A g Al A a) gl g pali il 8 Al 2 s
Al 138

e Column

JS e e A g Bl oY il JIaaY) A BaasY) ety sy
A, A saacd Gal (AN 2 7)) diSay g L) Ly i e dga
Janl)

JSh e s Ay AR oY galall AlaaY) A cighuall el
Jandl 485 ) Gighaall (e LAY 238 7)) dliSay g 48 jra ald |

N D BN -

Gy G ) ga gae () 4 pdalily 3 phgall a AAY)
D4 A8l A aelly 30 4181 e LR and gise (e Wand
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e Sheet Selections
Glog) il o) ALl ) Lgand) il (e dially Ao jdall (3) 0¥ aa Jalaill) (Say dda Sheet Jaadl (349 ga Jalail) Alkaia

Sheet4 Sheet3 Sheet2 Sheeti

e Scroll Bar
il Ada ) addind L dadial) 3 gaa o0 Baas) g gl UL g Samia LA o Jaal) @85 ¢ gla)lic
g Jalail) aly i 43 ) o)/ cha duiidiatl o) W) leday

A padl) day pi (il ) g pal) g

e Status Bar

Sand) 35 G2 (3 \
READY B L] ——‘li‘i'/“m%
S Sard) 43 )9 piuaily juail

:\235.‘.4

Sl diad e ganall oy il Shals Wali ) Jai e il o) Jay pli () (B Lah S0
byl Jlglly o ganall Jaypdi et WAL 5y A1 ) LSS e ) oyl
cile gana bae ) danda cile ganal) Jail pd o)) aad g jlidal) cu gl Al Cle ganall

Lo Lgeat |l el o 5 e

BR5:
Office 36

= |



Eng.M.Abou Elela g Microsoft Excel 2013

T Home Tab i

Clipboard Group

fewdl) 5 Past @uallly Cut gall) dua G cilal) ga Jalaill aly gy Al de gana

Format Paintefia gl 4 53 8504 9 Copy

BAAY o4 auaal Al La 380 gl Cows 4 giSal) ) 88 JSTBRIRA 5 Ua ) gl )
Format Painter Jia Ll 30 yall ol 34N ) ladl)l g LAY laidl g Jlhoe Abadall g 5 jlidal)
S (2819 O b lapd aghandli g apaai g gl
Ao Cn Al il gpan gy Al U jedal JCBIgRIAS A3laY 5 o kil g

ol g al g fd (e Lgaa Jaladll a3 () (o puall)

Click an Ii

C
Copy 0

Bgale
cilbalaad) JSs alil) alalBU &l g \Word 2013 lisy dilaiud) diCay
R g xS B ey Al glaa o) Clllal) Gaaudi o 6 25 A

Font Group.
Eua (e Jaghail) pa LeDA (e Jalad) oy g ol A gana

hill aaa g hadll £ o8 it o) aa

U b aias i | Jila gl B cliaw ddza G bdl) IS4G o clipaiil) bt
U ki dbu gy f

ABdls g gl Aol yuas

Lghamadl (b aSail) g J ghaad) 3 g ayans

G sllaal) Gaail) Guana Jdl) sl )

B_haall g 5_usl) i aY) Ala uas
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e Alignment Group

il 88l 5 o peall) Gl 8 A glanall Ao ganal) LA g BIMas AS gara
O D a9 588 (o) Gandil LAY Gy Jas Al Lgda aly g Alicual) b
Gk

5_BAl dsalyl) A8Lucal) 3aL 5 gf (ealdl)

sudS by g Jasugi gl el i Cppaddl (e £ pa dial) B (alll BNl
(Merge & Center) Jdghal)d Lo&S) £a3

Bas) gl) 384N B jhau¥ilels Saad

(Warp Text) sl sf Gaad) (e 4igiigai oladlagans

QA e gl Ay el 4 g) 0 Baill sLaig) B i) Luass

Number Group

— . Rl yandy gaa JalaTi 3l LAY o GEIEMAERILA) o3 Lgiag o Ao gans
§-9% » W Al o) Adas ) e g A st dpaad il o) guw ALAL B g gl

Number

Style Group

LA ClS o) g LAY Jaad g JSAI) Gauadi B alil) aSail) ady Lgia g Jalad) de gara

Gl OS plgm & D68 sal) Gadll) £ 58 G LOAY) (1 A8 gada gl Baaly
Ciimniihe JssaS sis ABhare Gdi gl (Conditional Formatting) e
(Cell SWle) 4 gacan g) J g2 ul S Jia (Gl o (Format as Table)

6. Cells Group
QM\ué‘assmL@&MM&UUJAUY\QA;\SWLAME@JQ%:\&W
: Jand) 43 o 45 g<al)
Insert Delete Fo‘r;‘nat (Insel’t) G‘JJ‘ L]
’ ; . SJ.J.A@J.«&&”G\Jé\g\dﬁmgiSw\ﬁuﬁ\ylﬁﬁcbaiﬂ.&g@
(Delete) s o
3\&1&&49MJJJSAJ\Bm\J\dﬁAd}EQ\yQM\dh&AML@A
(Format) G e
SALG\JM);&JJ@J@JUJAJ\QM\J%U9&&3\ 9\3&\3@}3&@)\@%&\**& Cra Sl Lgdia
Alaiall Mlaad) Gaadil) (gl cial latan 2By 138 g Lghsand

Cells

7. Editing Group

i J\QM\J\QM\QQ\\,EM@AG\QUmm:tswuhjﬁﬁkw
Find & a4 g LYY ddad g LYAY ) cial) (any T e Sy Las Sl o) clialail)
Select ~ 9 R %

(I EQY] (Jé Aad o) oo duanll g
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E Insert Tab g

= » - % [ikad] 17 A=| [ q - Tl Equation ~
£ ' WA i . J £~ € Symbol
PivotTable Recommended Table  Pictures Online Appsfor Recommended T W Line Column n
PivotTables Pictures @+ Screenshot™  ofice~ Charts v o & 55
Sparklines Filters Links Tex Symbols

Tables llustrations Apps

1.
Al oL liSay LA (a5 dgaa 48 5a2a
= B EEs daadiall clibul) 3 10y Ui g Jglaa LY pddiud 2 g (Tables) Juia o
F'i‘-.:t:tTable Recomm.enx:h:-d ‘Téb-!; aul-;‘:\-“ MJ jJé a—‘\,@-\-ﬂ ui: M Laa WJ

Tables

A Jg) o SRl Jaaadl LA saady B o Jgan BI4Y) o L o8
S Jhally LS Jgaadyy 408 A e i) ildal) da gl (e Shift ki)
Al ity (381 5e oS G14 A doeall s AIg AL & 418

Create Table [l

Where is the data for your table?
=SAS1:5GS14|

O ND oA

My table has headers

[ ok ][ cancer ]

Sheet 1 gl (i LaS 4Ll 3l yal) J gaad)

gl i gy 2y Lad gde J puand) (1) g5 Laa A gy gl g i) i 5 (e LIS Ay ) el J gland) A (1 Ly
JYA (el

PivotTable sussadss o
Jes 359 Aaad 1) il g puaal) (a5 G Apllall s S iy luaiall J g2 (8 Da
(A ) ghadl) ¢y 988 Qlla (S (10 Ao ghaall cild g paall pan g L (Al
lea 4o ghaal) Cild g yaall g BUal) placd LA yaaty a8 ]
40ul 3L ot e dail PjvotTable 81Y) Ao &) 2

Gr=ate PivotTable

Choose the data that you want to analyze
© Select a table or range
Table/Range: | Sheet2iSBS2:5CS7|

Use an external data source

méJM\JJJQJ\ oA

S O n ~.. 3‘ S.\;I.\% nnection name: SJ].-. n JJN‘ %é&i

Choose where you want the PivotTable report to be placed

© New Worksheet
Existing Worksheet
Location:
Choose whether you want to analyze multiple tables

Add this data to the Data Model

Cancel |

Oftice 3¢
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Al i g 5 )3 Ankua (8 Jpaall gl LAl pdy (581 ga lo 3

able Fields
LSy (38 jal) ¢ il Sheet 2, Sheet 3 LB .4

ds to add to report:

L g aiyl jaaliad) daay o3
ol dgally

el Ba pLgli¥) day Jgaadl (e il
Cild g uaall Bl g cild g paall ALELY

Sum of =z uaall Gh Sum of <ldguaall
3300 6700

Defer Layout Update

RecommendeehBiVotTable susae Jgi> o
CSay Jgaa U ygdit e d85al) g de ghaal) iy jaall g MUl slacl el Jos L iy jlaal) J g2 DA (e D
A ) ghadl) ¢ 9S4 gy Ai) B
L cild g el @lly clguaall g il slamd LA yaady a8 ]
4 538U &l jedait Rec@mmended PivotTable 818y e &1 .2
M «:3» . f o) i) 5\ U m o ‘;jjj. JJ:L«:L Jg:te s Blsa o A 3
T e e sty (el Sheet 2, Sheet 4 LB 4

800.00
1000.00

1 Ao 2l clinl) yaay o8

We can't recommend any PivotTables for the selected data because there are too many blank cells
or duplicate values, or not enough numerical columns,

Click OK to get a blank PivotTable,

oK { Cancel {
—————— Defer Layout Update

(& B A

A plgiiN) axy Jgaad) J8& ) |3

Sum of cliysadl G Sum of widsuadl| - [Row Labels| 3
800 1200 = 4

0 2000

300 1700

1200 800

1000 1000

3300 6700

Micraste
YErn
lmice

AR
o o

=
- |
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2. llustrations Group

Aleeall  J) U 20 430 e ds ) oda SliCat duauia ¢ Cila is
Al Z1 3 (e > A g3 Cla gy AS gada

Jard) 435 ) Cila (a8 9 710 WA (e Sy g (Picture) Buga o

O B 13 WA e ¢Sasg (Online Picture) < i) e 8 0a @
Jand) 48 )5 ) i ANVINE

(b Uana Baxal) JSEY) (e A gana 71,0) DA (e (e (SHApES) DSaT [Te
Jilugy Anbeady) cillahaiially agul) JISET 5 al) Jaghd Jlaigali yalf

Ll g Wle anpll dagl Jae Ll (Sary il addlg asadll g ol
Skals Wiyl

ciblaat) S AUl alaD Wi g \Word 2013 Uy Al Sliay
A9 gy ) B gua ATy gina g Cilal) Gaadi Lo (5 a0 (A

e SmartArt

JLERYY ik e "Smart Art clage " el diCey el Aaldl) <) g claglaall e Jiiad g4 SmartArt awy e
pa LA gl Ladie Jlady Jguy fagw IS SBY) o) oy Aaldl) Jilull muagil ddlida claadl 3 G e
Adlide cillagbds Bae ¢ g @S (o giag 9 ABNS g (g sila gl (e Juulaad g dalla Jia £ i JLAL Gallbae cidld "SmartArt

Choose a SmartArt Graphic

® — .

e — i .-

Cyde Matrix

Use to show the relationship to a

central idea in a cyclical progression.
Each of the first four line:

text corresponds to a we

shape, and Level 2 t
rectangular shape to the side of the
wedge or pie shape. Un text does ™

ok | [ cancer |
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Screenshot

Screen Clipping

g Microsoft Excel 2013

dieeal) 8 jlga LALAY CllallS ) gual) (ang 8Ll (ha (S Lgia g ALY Adal

léb.'a 529 ats s u§ 4daal) Jsé E‘Jﬁ. 4929 EUEN gé ALl Jsd Available Windows
&l da gida g A g 4 giba 5 A P N

LAl atially Lgauda g g AGLEN (e da gida 528LL Ada8Y

Wl computeriesmbooks  x \__Y

«

C A Bot sites.google.com/site/computerlea

router [E] Google [ Facebook § gbwlpssl [1 xiidl f Eqypty @ YouTube [ Hotmail ) DVDFab Productsfo...

3. App Group

Search this site

EMAIL: maboelela@hotmailcom | Computer Learn Books

Computer Learn
BOOKS

Gawiially Al

ELECTRONIC BOOK
Computer Learn Book

Tl LS (e iS5 2013 Qads) b gau g pSika A8 gana (B B2an B e (A il A gana
Cilaall ) e SN DA e

Apps for Office

ently Used Apps F pps

Editor's Pick

Go! @ .

Sage Mini Calendar  QuickHelp Docstoc
Intelligence Go! and Date Picker Starter Premium



https://sites.google.com/site/computerlearnbooks/
https://sites.google.com/site/computerlearnbooks/
https://sites.google.com/site/computerlearnbooks/
https://sites.google.com/site/computerlearnbooks/

Eng.M.Abou Elela Microsoft Excel 2013

4. Charts Group

= Ml B o
' PivotChart

il el g (Al pma) ) dabadia 71 53) LEBA (e (S g ilhahidia A gana
Cillabaiial) 638 £1 51 (a9 g 4Bl g cililad)

M
Recommended
Charts A 2

I

Column Chart
Line Chart
Pie Chart

Bar Chart
Area Chart
Scatter Chart
Radar Chart
Combo Chart
PivotChart

PivotChart sossapw) o
S U ygdid e 485410 g Ao gaal) iy jlurall g il Bland (593 ann ) Ja8 335 Ly luaall Jg2a DA (e S
AL o ghadld) ) 9<ih A gy Akl B (iSay Al
Al 320N Ul yedal PivotChart 8191 e &3 .6
Al B o' A) dadea B Jgaad sl JLddly g (381 ga Jo AN 7
Y o s
Sheet 11 Gl LB .8

L jlgds) atd LMAY) paaty o8
[csermocn | | e 253 (el ama

Choose the data that you want to analyze

@ Select a table or range
Table/Range: | Sheet2!SAS2:5CS7|

Use an external data source

Choose w yo the PivotChart to be placed
© New Worksheet
Existing Worksheet

Location:

S -
4da jaal Lind) Asaay ad
Choose whether you want to analyze multiple tables o J ‘ J&ﬂ ‘ - .
Add this data to the Data Model é‘) 2 n : '] Y S‘ ‘)Sl-.l

i OK H Cancel |

Sum of Sz call §u Sum of Sz el
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5. Reports Group

Jes A8 )g dbla) (e dlisdiy 2013 () g Sila A8 paa B Bua B (Al AS gara
b aSaill 4 a Aol Al Jaad o<l PivotTable dia a9 Ldelis p &€ ¢ 65 Power View
ity 488 yal) ¢y el Power Viewl 48,y i a pll JS&

COMPUTER LEARN BOOKS

Al

Jeand e qullivw Power View alddial JMA g Aelii y 85 oL dic
@ Ud (ha Alsans dligay g dwadd) Jdid Silverlight gl

e PowerPivet Tab

B Align Vertically

- L Align Horizontally
Manage  Calc KPls ) A date Detect Settings
eld . A

s PowerPivot Tab & Excel 2013 geabi s b g Jay i (4 s g Jay i Al jgdad Power View adddied cui€ 1)
LaS 3 gla5 JAST (g glana (o Jpaaldill i ghea amy Jgia dslu gailad (patl A8LGY) PowerPivot wiith g aladic dlisa
il pn 37 $Lawi¥) Jhe) i gl iy 23 835 L sl i gl asll sl shial el sony padla Cypay i i
9 Power View Tab Jis Power View g Jalill dis 5 AT cily g 558 ol LaS cillabdlal) (& (Jadd) jsua gl 3 gual)

Power View Sheet (s (il cililes Jugusi Wil (a9 Design Tab

18 BRG
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6. Sparklines Group

Lga g Jadd aa) g AR &y pa 8 Badae il pdise Jad ) oY addiad A g sdisal) Jaghd Ao gana

(Line) 8aalg 418 3 had habada ) oY addiiiiy ol jdisbad )y e

Cine: Solumon: Win (Column) 8aa)g 418 B 3 gas Jabaia ) )oY aslindy 3gas ydpalad )3 @
e (Win/Loss) 3aalg 4uld 8 5 jlud/ gy Jabada ) pa¥ padicdig 3 lud [y bd 1)) o

_ " AL CRLARY EN P g P
Create Sparklines T xa LGJ )&:P d“; _")A‘ Qw‘ _\:‘_‘ﬂe ?3 .1

Choose the data that you want P s Ba et oo & .« o .o
oot Range & JMIJ.A” b ghi ;Lu.ﬂ. BA8L ll jedail Slia Jad 31NN e J.hj 2
G 9a Ao A ol g gb LaS Lgale QUL pasdTa2 3

Choose where you want the sparklines to be placed

Location Range: | SDS7

OK Cancel

E1Y Al Chger Al AR gUal daay a8
L2 sl

(BA s

SIS pdisa

Sl [ gy ipa

Filter Group

Jolaliebiiy) Lhaliddes (8 aadiady o ll 3ok auda 35k o8 dpbuall Jal o 4 sara
AV ghadl) 0585 ) Ao Lglaguatd €lld g ASUS ISy Adashadil) Pyt e g

Timeline

Fllters

@ K3y s LS PivotTable Jga glodk o
mtgie.u&a:\sww A pall LAY A,.u&'ueﬁ
) B W jedail j ad) 3ok puda 31 o A5
(@8 90 Ao ) A% (a ad) (§ sk Cilacda Baay a8
13 Jsaadl (o ginna R aad (g DMLl s ‘uu‘uiﬁﬂ:uuﬁjh‘é
8 jda Adlily ua‘)ﬁ‘gkﬁﬁull.hﬂ
listly (38 yal) (il Sheet 7 ki)
Sum of cildyuadi G Sum of cidguaal T Row.‘L

300 1700 >
300 1700 Grand

e
EE - NCC
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8. Hyperlink Group

: 2905 g (ha Awall ey La JSI il ) Jab (s CiSaS oa BLS ) e gana
H .‘pg‘l—:ﬂ gil.ﬁls <l G )9

“hl.ﬂ)\
7= V-C U Vi = I g R A M)A G OSang
QMH&AMJ%JWJ‘L.&AJ\M
Ll S Laguaa oy o 3 0431\ Sugall gl e
A Lyl liCey [ s s ) (508 L oS
Gt R Al 3 ) gual) s uaﬂ‘dﬁw‘!\ 5 V7,
aa) M a3 paidal) AWl e el i)

aal cig) Ay

adaall JSEN o Al e A ) gua gl 0 pal) el N) a8 ga )y AL, o3

g dadia gf 392 g ey il M
gl O3 Al 13) ) giad) @ e (B A Bl W) g d) O giad) S o1 BaBRge Clpadia o) 292 ga cila (348 )
) LELAY paali (amadil g gl sall Calal) ) JE) a5 & Cuny Qi 80 g gal) aged) (368 S8 Cilal) () gic
el Gty a5 ol 13 g8 el Gl Qi) o AGLAY gaali (sd RN i) BUGY) 3sb sdisall puay die ek

GaliS 4d) gis gl Clall jlua EXCEL atiiey

A8 B g ) &y Al g3 (i Dl ) L)

) BN g il Lol oliSey s LMJ\dﬁJL‘MLMJEMﬁuﬁﬂOJM\SM\Jiua.m.MA
‘_\AS\J\UAJJ.\S\Z\AAJ.\S\‘J‘JAQL’J&JN\ B yaiflal) daildl) o el Jaliiy) (398 81 A5 B gual) ol palll (348
Caghis Aaildl) b g Sl 3 iR o)k SRS & ) uU-G gl & lhaall g S 3 ) sie
S ASNY) ) AN S8 guda ga ) < gudn gal) g sal) B T A3 Aardicaal) g S )

uw\mth&Aji‘)N\M\uééw (i Jals ) L)
u.m.‘.’ﬂ\.hhaj}!\ @3.4“39 Ldle &Aﬂj‘—\h—\EXCEL@L@MU(—\M‘-\.\JWJ‘MUAJJAJA@FLLHJ).‘

dal) Jals ) éﬁyu.bu)&@a‘gd.\&u.wﬂ!hm\ﬁﬂ gy‘;s‘u)s @AJJU\LL\.U\ 4&&4\‘:.14.\@;‘9‘9\
o556 Jaai g A 5 ) Laf plasiudy

A a3 L) 7))

Lanslya 3 LA (398 LAY o duma pa B LG 18] 8 Cum R gl oAl dma ya B LAY Cptll 3y 5 o) puaind) g all) as
ey YLl i e G San g iy Ara yal) ) LYY placd 105 o cuag Land S) A yal) 5 LYY el Jiud
Lo yal) il LY sland B Cililun G

LSJA\HJJMJ\MuﬁuméJM (e ol ) e L)
M\k@)‘i\@yuﬁsmy&@AJL.AAEXCEL‘_ALFMLN_\A&‘_LUMJ\Muﬁap}aéﬁwk@ﬂ
uld\g\mg@m&‘&mya)l.u\cbéu‘d M‘h@)ﬂéﬁyui&h)& éoAJU\hLuJ\MM!yAAgAJJ!
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u&aépymgémj\épyuhdﬁﬁ\‘ahmj\wo)m‘mw\ub 28 i ) (398 &) af Cyady)
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9. Text Group

Lguadl g dieaally A jaal) o guaill pa Jaladl) (o ¢Sl lga g i 48 gana

e Text Box
G pey DA G le gal g a1 B i Ay LUK Al g Ganll) (Bl gl e E10) DRI (S 9 (ATl 4
M\gﬁwé\ﬂbgw\d&ﬂ\%oﬁuﬂ;@b DLl PlaL) GSadly (al

e Header & footer
i g dygle rlgi A g ciladiual) S8l g gy S iy ouly

S el 1Y diCey i) dladle aaad (hal g¢dl (pe Anila g
Hiash Cladealh OGP (w979 A W st ol Cila g

COMPUYER LEARN BOOKS

Bay
Al ciladual) cdLudi g G950 T Ais
Sheet 1 kil clada ) Jard) 43 9 asuids

Sladall 499 :\..ius

e WordArt
Aial) A dpAGe gai ) DA e (Say Al Ll (pa e gana G JLEAY) Lgda Sy

Excel 2013

e Signature Line

L plag dash i A (e dlieaal) 08 giaal) il JUB) oy A5 o i) s
Cillarall JA) g 30 g aly S B gil) dlas) 4y ) gal) LELAY ledi)
2 gill 4 gllaal)

Mohamed Abo Elela
Ower

e Object
Atial) ) cile i gad 713 o) Aial) aa Cradaa CHS 71 ) LENA G ¢Say g (RS )

2 : I Py
Office 365

T
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10. Symbols Group

T Equation ~ nglS Albal) ui\ A*l.ual\ SNl g ) ga ) s S @m LA g gy kw

€2 Symbol

e Equation
e bl Lald Ualea pL&) g dale dpdaly ) Aalae F158 2ty (s e alaeal)
Adlaal) LU (aaiiall GlSall g g diiaal) flh A pedad Aol Aslaa 1 2)
48 Lgilil) o sllaal)

&MW&YMJ&JNG:\SU‘;JW\M\UJ!u.uﬁg,m\hgﬁ%”‘ﬂgus
6 Aalaal) 4,US wic gl o A ggns 4 sllaal) Dslaal) Al Lo cuilsl)

Y aaiall GhSal) b ol ghil

) 18} g 4 lim 10
2 Uy sme ¢ 00 A 01
[[T]/2 Fraction Script Radical Integral Large Bracket Function Accent Limit and Operator Matrix

%% Linear
abc Normal Text L e Rl e L = ~  Operator~ - Log

Tools = 5 s Structures

s A1 359l © JElLde jsay of ® il cladall jga) Jia goiliall da gl B Bagaga 2 Jgay g1l (B aadiad
a0 00 30 o L Ll gl (s I i Ll 333 (S

?

Recently used symbols:
€|£]¥|o|®|™|+|=|=<

Unicode name: —

Character code: |32 trom: | Symbol (decimal) [ |

AGA Arabesque Desktop: 32 b
Inset | [ Cancel
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B

E Page Layout Tab g

5 (Gric
<
Automatic ~ e V
—| Sheet Right-
100% to-Left

Sheet Options

Nicth: |Automatic -

Bring

Print Print | Forwar

1. Themes Group

Ol aladiialy Atiuall § gdia J g5 ) 53 gall asaalll jualic (e de gana A (Gsliihe gare
)@EAQM&@Aj@ﬂMM@MML@J%OAMJQM@M}Ucb}hﬂ\J
MM‘Q‘J@&‘wkw@JMM&HyQ&j@\ﬂ\

(Cologs) el gl8li (e de gara

oaill g o) giadly Aalild) Ja ghadl) diauaia) (Eon ) damdl b ghad de gara
(sl

() g b ghaidl) <) i Alaia) (FTipis) damd) &l il (e 4o sana

OF (ol 81 Sy Ll ad () aileal) Ao skl liSay afiess Ao Gl
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To show the result of the underlined expression, click Evaluate, The most recent resuft
appears italicized.
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Reference: Evaluation:
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To show the result of the underlined expression, click Evaluate, The most recent result
appears italicized.
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