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il Microsoft Office Enterprise 2007 m

| Enter your Product Key

|
®

Type your 25-character Product Key.

Although you are not required to enter your Product Key now, we recommend you do so for ease of
validating your Microsoft Office License. For information about where your Product Key is located, dick the
Help button.
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-
Select Setup Language _

_1 | Read the Microsoft Software License Terms

To continue you must accept the terms of this agreement. If you do not want to accept the Microsoft
Software License Terms, dose this window to cancel the installation.

MICROSOFT SOFTWARE LICENSE TERMS ~

2007 MICROSOFT OFFICE SYSTEM DESKTOP APPLICATION SOFTWARE

Below are three separate sets of License Terms. Only one set apphes to you, To determine which

License Terms apply to you check the bcense designation printed either on your product key, near the

|:| K_ ] [ |: I l product name on your Certificate of Authenticity, or on the download page if you obtained your
ance

product key online. If your designation is FPP, then the Retail License Terms below apply to vou. IF
wour designation is OEM, then the OEM License Terms below apply to you, If your designation is MLE,
then the Media-less License Kit Terms below apphy to you,

If you need assistance finding your license type, please go to: http:ffwww.microsoft.comfoffice/eula
to determine which license you have.

1. RETAIL LICENSE TERMS
These bcense terms are an agreement between Microsoft Corporation {or based on where you live,
one of its affiiates) and you. Please read them. They apply to the software that accompanies these

A s ks v license terms, which includes the media on which you recetved it, if any. The terms also apply to any
. [ M Microsoft
« updates,
» supplements,
+ Internet-based services, and
» support services
€ Setup - Cassic Menu for Office EEE o o bt e bbb bt AP

Welcome to the Classic Menu for [] [f accept the terms of this agreement] Continue
Office Setup Wizard o

Thes willinctall Classsic Mana 3 foo Dfice 2007 on your
congule.

It i recommended that you clase al other spphications beiore
continuing

Click Nest b continue. of Cancel to ewt Setup,
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330,85 pllicass Isprograms File sadd 515

Browse For Folder

[=] =g Local Disk {C:)
I3 Documents and Settings

Program Files

|5) Screen Recordings
® (25 WINDOWS

[# < Local Disk (D:)

[ =/ Combio Socket (E2)

= %5 Office2007 Ent (F:)

Select 2 folder in the list below, then click DK,

'C:\Program FileghClassic Meru for Office

4SO NEXt cusSs SIS 5150

5 A

Bt

b= following folder,

Erent folder, click Browse.

Browse...

oK ][ Cancel ]

T = j’ et > ][ Cancel
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5 Setup - Classic Menu for Office

Licensze Agreement "
Please read the following important information before continuing.

Flease read the following License Agreement. 'Y'ou must accept the terms of this
agreement before continuing with the inztallation,

User License Agreement

IMPORTANT NOTICE

Read this License Agreement carefuly before using this
Software, BY USING THIS SOFTWARE TN ANY WWAY YOU
ACKNOWLEDGE THAT YoU HAVE READ, UNDERSTAND AND v

(3) | accept the agreement

(| do not accept the agreement

< Back ” Mext » ]l Cancel
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15 Setup - Classic Menu for, Office

S & Ses Classic menu for Accsess

Select Destination Location
where should Classic Menu for Office be inztalled?

onSiG ‘é-z-ﬂ% ClaSSIC menu for EXCCI ‘__J Setup will install Classic Menu for Office into the following folder.

To continue, click Mext. [f vou would like to select a different falder, click Browse.

‘“ﬁ}j}@ﬁg s" % ClaSSIC menu for POWCPOll’lt C:\Program Files\Classic Menu for Office

s a8 S Classic menu for Qutlook

.83 S=J$Classic menu for word

At least 26 MB of free disk space iz required.

< Back “ Mewt > |[ Cancel
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o Setup - Classic Menu for Office

{3 . ? . f Select Components
bz Jatlp = ehaale Al Uss e YW'hich components should be installed?
Ready to Install ~
Setup iz now ready to begin instaling Classic Menu for Office on vour coniputer. - ’
\ = Select the components you want to install; clear the components you do not want to
inztall. Click Mewt when you are ready to continue.

Click Inztall to continug with the installation, or click B ack if you want to review or
change any settings.
;Destination loeation: 7 ; i
| C:MProgram Files\Classic Menu for Difice : ElaSS!C Menu for Access 2007 1.4 MB
| Clagzic Menu for Escel 2007 1.3 B
|Setup type: Clazsic Menu for Outloak, 2007 22 MB

S Classic Menu far PowerPaint 2007 1.3MB
|Selected components: Clazsic Menu for Waord 2007 1.3MB
| Required Files

Clazsic Menu for Access 2007

Clazzic Menu for Excel 2007

Classic Menu for Dutiaok 2007

E::zz:g m::a FEIE\?;:SIEI%? 2007 ke Current selection requires at least 9.8 MEB of disk space.

< Back “ Mest » l [ Cancel
< Back “ Ikstall ] [ Caticel
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Register

License Name:

License Code:

\Web Site
hitp :/fwww. addintogls. com

Purchase Page
hittp /ey infook

Thank you for your trial. This
software is not free, and you are
expected to register it with the

author.

information will not reappear, you
can register or uninstall the
software: Classic Menu for Office
{or Word, Excel, Access, Outlook
and PowerPoint).

menuoffi hase htm

X

1f you hope this

L

Cancel ‘ | Purchase l

L Register _”

ok || cancel |

= Setup - Classic Menu for Office

Installing

Extracting files. ..

C:A\Program Files\Clazsic Menu for Office’armbccess.dl

Pleaze wait while Setup installs Classic Menu for Office on vour computer.

tao olyyesle

.0‘34.:.;345‘)3 o,lia léd‘d&;‘,ﬂu &S A-ju}f 34 G

Cancel
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= Classic Menu Manager | Cad|
) Thank you for your trial. This
License Name: software is not free, and you are I
boot expected to register it with the
' author, If you hope this
infor mation will not reappear, you
License Code: can register or uninstall the
software: Classic Menu for Office
ORD184-P1BBUE-KQHMX2-HDEEGR-PH2VPD (or Wrd, Excel, Access, Outiock ; I
and PowerPoint). ;
Llzer Mame:
Weh Gl Enter your name please
http ./ Aeww . addintools.com
Purchase Page ':""|'
http:/fweww . addintools com/englisl h S
I K ” Cancel " Purchase ]
| regster || ok || cancel |
Delete
Select Al

Right to left Reading order
Show Unicode conbrol characters
Insert Unicode control characker  k
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Menus Home Insert Page Lay

EFiIe* Edit = Wiew~ Insert~ Formal
_:_‘| Mew
1625 Open

!__;‘ Close

i LS Al (609403 pSul

L':-_“_:Hh Save As ¥ u $°3 A
L\ 4 L\ 4

|£|_’| Save As... Word 97-2003 Document

Save as Web Page...

| e — Yool 359 (oIS dluat

F =

=

&3 | Web Fage Preview
Page Setup... 3
|, | Print Preview
! ;3",] Erint
H Prepare ¥
Send k
L | Fublish r
ff" View Document Properties...
> | Exit Word

DT ‘;aie,su?‘ﬂ » New

. File
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Save As rl_lzl

Save jn % Local Disk (D:) ~ A XK aid-
oy Trusted 200 L KASPERSKY ANTL-VIRUS ¥7.0.125 irantw
Templates | |[oaRTRAGE v2.11 (Kaspersky Internet Secunity v8.0.0.33 Alpha 1 () System
_,-'.‘Mr Recent | | yavvoice )Kurdish Fonts Uiead WideoStudio 11
Pocuments | | BadCopyProd.8 Cmeda stodio learming - FLILY
(2} Deshtop Ibarnamay yandar L Microsoft NET Framework 3.0 e Sameis L
C)Blaze Photo 1.0 CIMve ) chirck
QN et | [EaConverters Cmukimeds ) HonRAWE
i od )Mukimeda buidar 1| hevs Micressoft Word Docume
) pridibas (iDictionaries nawead ) 5wF av1 GIF Converter vi | B
D . 2 i tr
3 My Netwark () Drivers Jnero micro 8.3.2.1 2 WistaMeer
S iices CESET NODS2 Anthvirus 3,0.672 Business LINERO ¥8.0.3 MICRO ¥ word 2007
Ched Cihiokia U] ss6 Vista Transformation
Ciferkrin L OFFICE |
CFlash L 0ther Taoks
CFlash, Saver.v6,50-ARN ) Partition Magic 8,05
Cfscommand L3IPDF Tooks
LIGORANI CIPhotoRescue
)hemdad pro.p
< >
File pame: word 2007 ~
Save 851YPE! | word 97-2003 Document v
(IR Save Cancel |

Sl s o gasd ji8 g5 gliazess 3 Save in

Sy dSey GyaSail lacs

CuaSey SsaSasl 35 &5 @Al a5 osb File name

o= ki 3 a5 gaml a8 Soylidas 3 Save As type
.C’A.M\Sg 03454.39‘

BB @osan w3 Delete
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3 OJJQJS wjés&ti % oS LT Algu 349 6634.'@; Open

o dSS a0yl CYsasas

Open E]E]
Look in: ) My Documents v @ 0 X CuiEd-
Trusted ) Cambasia Studio
- Templates 3 CyberLink

[ My Recent o vy Mussic

My Pictures
(2} Desizop ) Ukead VideoStudio
" #0oct
= Documents
4 My
Computer
My Network
- Places
File name: T
Files of type: | A} word Documens v

]

gwls Close

o35 wiaSaal Save

Sl Seob 50 55 (Soo S wyaSasl Save as

21




OSail 3 a5 goaY S oSl Wl s gadle wSasl pSave as word document 97- 2003

NPT 6453:&%)@}53:; ) bJSJbL:.’ gl...’.“ab'ds 4y J““r LNT wb‘ﬁ 3,39 ‘fbb @:;
Y.y

=b 3 oS 5 G, & olw, Restrict permission

S 45 o 7K

Save n w Local Disk (D) v @ A XA
oy Trusted 23200 LIKASPERSKY ANTI-VIRUS 47,0,125 iraniw
Templates | | AR TRAGE v2.11 Lkaspersky Internet Securky v8.0,0,33 Mpha 1 (Z)5ystem
3, My Recent L avvoice Jkurdish Fonts ) Lilead VidenStudio 11
v, way . . . = Dacuments L BadCopyPro3.8 ymedia stodio learming L axle fu
Jadle 3 qio & goa a8 e Web page preview | et g o g
v ¥ . e v ® Radiladd 3 Blaze Photo 1,0 CIMMB Y chirok
—}&umerh A Cpryvertars Cmultimedia I HoMAwE
. M W) Nesw Microsoft word Docume
. . AS Ls . .l “,E | & AJ oo 45 b "y 2 see: 10.0M8 L) Multimedia buikdar 1) ' or
m () GJ G.And "J“ 34*04% r bjjé 9 Ao - . P 3] Fies: 33.exe, BlazePhotokeygen.exe Cinawzad '__'_i_l;su-'r AVI GIF Corwerter v1
M My Network | [E30rivers Cinero micro 8,3,2.1 vt abizer
e CIESET NOD32 Antivirus 3,0,672 Business CINERC V8.0.3 MICRG #\ward 2007
Cexd Cihckia W], ;4. Vista Transformation
) Ferkirin ) OFFICE
CiFlash )0ther Tooks
JFlash. Saver. w6, S0-ARN ) Partition Magic 8.05
L Fscommand LIPOF Tooks
JGORANI IPhotoRescue
Cihemdad =y
< >
Fie pame: word 2007 b
Save a5 LyPE! | word 97-2003 Document -
| tods - | save | cancel

e sauwssy, Page setup
Save As web page
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i sawssy, Page setup

sy 3 alas S5led 03 wae Margins
.Afaedf"i Sl sz e 30 8,08 Sl
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)

Margins | Paper | Layout
Margins
Top: (5 - Bottom: {5 -
Lsft: 1" * Right: oy =
Gutter: 0" . Gutter position: Left -
Orentation
Portrait Landscape
Page
Mukiple pages: Normal v
e
Apply to: | 'Whole document %

i 5 Sb eesbas Paper.

26

Fage Setup...
FMargins
drientation
Size

Calumns
Breaks

Line Mumbers
Hyphenation
Watermarl
Page Colar
FPage Borders,.,
Heacder
Footer

Fage Mumber

w
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&3, Height

BRI i e[| —— i, e HO K S SO o S

) i
| Margins Paper Layout |

Section :
Section start: fNew page L -
Section direction: ELeFt-to-right i

Headers and footers
[] pifferent odd and even
[] Different first page h

e e 1

From edge:

Page
wertical alignment: | Top el

Preview

apply to: | Whole document v | ’Line Mumbers... ] ’ Borders... ]

o) (o]

199 Sk 5 Sba alas g g5l Orientation
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o

Page Setup

b BT
Paper size:

:.Letter

width:  [.5"

Height: [11"

Paper source

Firsk page:

|Main Paper Traw

Preview

Apply ko [whale document

Default. ..

[es]|

Other pages:

[D=Fault tr'a'-.-':'r"l Fa nEer'r'a'-.':l ]

{'

4

[DeFault tray lfr-1.i|F'a £
Main Paper Tray

Print Options. ..

I (a4 l’ Cancel ]

sy g,La3 Page size
.4 Width
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Letter Small
8.5"x 11"

Tabloid
e " B

Ledger
17" = 11"

Legal

J 85"x14"
Statement
5.5"x 85"

Executive

J 7.25"x 10,57

A3

A4
8.27"x 11.69"

-1 -

A4 Small
8.27"x11.69"

Fare Faper Sizes...

] » |

Aooa Il & gales yw L

11.69"x 18.54"
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j FPortrait
él Lancscape

.J}é 545 db)dﬁy ‘V,J CAE.)JKQ PI‘OtaI't

Slea S 3 Sb; w3 ga 45 gea landscape
Db B Clony oS

0318 2 aonyid pad 35 g Gld,3) S e

.O)dg:y db)l{ds SiZC
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Columns

il Presets

Mumber of columns:
Wyidth and spacing
Col #:  Wyidth:
1. | |6.5"

[

apply oy | Whole document

|4

Spacing:

W

i Left . Right

[
X

[] right-to-left

Pressiew

(o] 4 l [ Cancel

3 Q\‘.u‘,ﬁ 43'} cSes Mw bjd‘{.ﬁd{ 4.%‘3 3 Q‘—u‘,} Bl‘eaks
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cgaSddy 4

Sy oy el W 3 colS s S Saals Column

T S

|

HE

g
|

Iy

AR T T o 8 =

. o0yl

Page Setup...
Margins g
Orientation F
Size g
Caolumns 2

= ne
Brealks 4 ==
Line Mumbers F

= T
Hyphenation F —
Watermark F

22 Thres
Page Color k ]
FPage Barcers...

=| Lleft
Heacler F .
Footer F -

= Fight
Page Mumber  F e

== Mare Columns..,

b5 =33 More columns

31




4 3 sl ks 03 war o)y L Line number

Cifr & &

i

=l
Ly i

n_
114

OB

i2) [l [

Page Setup...
fdargins
Orientation
Size

Calumns
Brealks

Line Mumlbers
Hyphenation
Watermarl
Page Caolar
Page Barders..,
Header
Faooter

Page Mumber

o

a3l g ya Hawad &S gal)le)

a

Hone

Continuous

Eestart Each Page
Festart Each Section

Suppress for Current Paragraph

Line Mumbering Options...
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Page Setup...
Fargins
Orientation
Size

Columns
Brealks

Line Mumbers
Hyphenation
Watermarl

Page Colar

Page Borders...

Header
Foater

Page Mumber

Page Breaks

Page
Fark the paint at which one page ends
and the next page beagins.

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objecds on web
pages, such as caption text from body text

Section Breaks

L

==
=
==l
r%ﬁ

Mext Page

Insert a section break and start the new
section on the next page,

Continuous
Insert a section break and start the new
section an the same page,

Even Page

Insert a section break and start the new
section an the next even-numbered page

Odd Page
Insert a section break and start the new
section an the next add-numberad page,

33
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Page Setup...
karains
Orientation
Size

Calumns
Braalks

Lina Mumbears
Hyvphenation
Watermarl

Page Calar

Page Barders...

Header
Foater

Page Mumber

Sy a3 Jaalio was SUls Watermark

4 S, Page color
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Theme Colors

Standard Colors
HE EEEER

Mo Calar
Mare Calars...

Eill Effects...

nad SUl oL (ol

W

| O Y B

w Il

T

=4
el
1

EIDDgEe

FPage Setup...
Margins
drientation
Size

Caolumns
Breaks

Line Mumlers
Hyphenation
Watarmarl

Page Calar

Fage Bardears..,

Header
Foater

Page Mumber

)83 gy« Hyphenation

Wl (i 94

HMaone
Automatic

Manual

Hyphenation Options...

35




.O)Ag;y d)'}ij ‘;Jb) CO]OI‘

N i o AolS calis 3255 ‘;Jee par ki nad
& 3 5abl gledS,aN gzl 3 & @Y 8 paSy
|A.ﬁn.<$ea e SEd aa gl cp 35 &S c\gej,fn &aé
SO pleaSiylS g5 3 c ol ‘_;q.;iaea.! o8l L

S

s+ ¢yled  Page borders
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Borders and Shading

jBndes] PoceBorder |l o
Setting: Skyle: Preview

Click an diagram below or use
buttons ta apply borders

e 318
Sekting: Presview -
Click on diagram below or use
buttons to apply borders U
[ 1l
D NN T 8
i
_____________ !
D Shadow e Lt q
-
D Color -
L I Automatic El
B cutomatic il
.E . H SLEo Theme Colors Bl ta: I
H EEEEE hole document ;I
I I I Opkions. ..
Horizonkal Line... | [ I I I I I I [8]'4 I Cancel |
Standard Colors -

38

E
5]
|:| . Shadows !
B

Colar: i 9
W0 b
- Automatic ¢
wickh:
Custom 14 pt
| Apply to:
At whole document b
| {none) ) -
Options. ..
Horizontal Line.. . QK l [ Cancel ]
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i Matgin
Top: (24t 2 Left feept
Bottomy: [24pt =] Right: [24pt =

E

Measure Fram:

IEdge of page vl

Options

™ align paragraph borders and table edges with page border
¥ always display in front

o surround hieader
¥ Surraund Faoter

Presigwm

2k Cancel
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Borders and Shading N ﬂi‘

Borders  Page Border | Shading I

Setting: Skyle: Previcw

Click on diagrarm below ar use
buttons to apply borders

E
3
LI+

:

Tttt H

| Aukomatic j
widkh:
Cuskam |31 ok 3‘

Apply ta:

Ak IWhoIe document j

PEHHD - cptons... |
[o]4 I Cancel |

Shadou

.
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] [ g

Horizontal Line. .. |
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Printer

Mame: -_2‘1? doPDF v&
Status: Idle

Type: doPDF 6 Printer Driver
Where: DOPE&:

Comment:

Page range

@l

O Current page

|| E

_ O Pages:

Type page numbers andfor page
from the start of the document or the

section, For example, type 1, 3, 5-12
or plsl, pls2, pls3—8s3

Print what: | Document
Print: All pages in range
Options. ..

ranges separated by commas counting

v

v

v
Find Printer...

[ Print ta file
[ Manual duplesx

Copies

Mumber of copies: |1 *

H H [¥] Callate
] colla

Zaom
Pages per sheet: |1 page .
Scale to paper size:  |Mo Scaling R

Ok l [ Cancel

42

agnydwdd glis,b SUls 3 Header

Footers,ay gl s>4l oliassb SUls page number

| .:I 1% e

|ﬂ Page Mumber  #

| & Top of Page b

OJ@:Y @Ulb

-

& Bottom of Page
«]  Page Margins b

-

#]  Current Position

ﬁ:‘ Farmat Page Mumbers..,

41




%" doPDF v6 Properties

Fage Lan.guage | Abqgt |

Page size

(* Predefined

o waias Properties

Preview
E———:2159—

ko

Iy
f* Partrait
" Landscape

Letter j
™ Custamize
width: Height: i
| =1 =1 &
el azl
Units
|Mi||imeters ﬂ
i
COrientation Graphic
Resolution: Scale:

300 w|dpi 100 ey
300 r|dei 100 -

[ ak. H Cancel ][ Help
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Prinker

i,

Mame: g3 Send To OneMaote 2007
Status: Idle

where: Send To Microsoft Onellote Port:
Camment:

Page range

@ al

() Current page
O Pages:

Tvpe page nuribers andfor page
ranges separated by commas counting
fram the skart of the document or the:
section, For example, type 1, 3, 5-12
or plsl, pls2, pls3—pos3

Print what: | Document ~|

Print: | &l pages in range w

Tvpe: Send To Microsoft Onelote Driver

Copies

Mumber of copies: :-1

il 1}

Pages per sheet:

Scale to paper size:

:
Find Printer...

] Frink ko File
[ Manual duplex

4

Collate b

1 page

pade
2 page
4 pages
G pages
& pages

Ly )
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16 pages

Printet

Harme: | @& Send To OneMote 2007
Skatus: Ide

Type: Send To Microsoft OneMote Driver

‘Where: Send To Microsoft Onefote Port:
i_omment:

Page range

@ gl

O Current page

O Pages:
Twpe page numbers andfor page
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Watermark . W EEEEER

O il e

Tabs...

Change Casg...

L= @ E’ I|III

2 |

Change Styles 3
Frames + | Standard Colors
7 AutoFormat... HE EEEEE
"'!;‘l Styles... Mo Color
PL; Reveal Formatting... Maore Calaors...
Arrange . Fill Effects...
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AutoFormat

Word will automatically Format “01 File®,

@ AauktoFormat now
I () AutoFormat and review each change I

Flease select a document type to help improve the
formatting process:

izeneral docunent W

Qpkions., ..
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AutoFormat

‘Word will automatically Format *01 File®,

E} AukoFormat now
() AutoFormat and review each change

Please select a document bvpe ko help improve the
Formatking process:

148G @b Jaaabadda (ol aday pd

| |
izeneral document F

‘General document

l p=d LS Lol B

]

| : | i_ancel
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sz, Spelling and grammar.

Spelling and Grammar: English (LL.5.)

Mat in Dickionary:
ol Ignore Once
Aol Ay (53 5154418 =
Ignore Al

Add to Dickionaty

.{ i

Suggestions:
-(Nn Spelling Suggestions)

Dickionary language: f.Eninsh .5 |
Check grammar
| P —— 2 S e E S Y S R E A

by Ja yawdd gls gasadly, Ignore once

el o o guiliy ja5 spead Hawdd gls ghianly, Ignore All
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el 505 &5 3 Add to Adictionury.
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Tools

References hailings Review

|Tm:u|s*i Table~  Window ~  Help »

: ff’ Spelling & Grammar |.
i E‘Lj, Besearch... :
Language » L

’*2%’ Word Count... |

| ?ﬂ Auto Summarize I
= i:{, Look Up !

(5]

aF

Create Document Workspace

|

[ )

Tracking »

I

Compare & Combine

Protect Document...

Letters and Mailings ¥
Macro ¥
Cantrols »
XML b

Document Template
AutoCarrect Options..,
Add a Digital Signature

E §o sl =@

Word Cptions
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. LTI

AutoSummarize gj

wWard has examined the document and picked the sentences most relevant
to the main theme.

| Highlight ke points Insert an executive
summary of abstrack at

the top of the document;

Hide everything but the
summaty withaut leaving
the original document

Create a new
= document and put the
summary there

Length of summary
Percent of original: 25% ¥ |

SUMMary: 53 words in 16 sentences
Original document: 211 words in 59 sentences

Update document skatistics (click Properties on the File menu)

[ (¢ ][ Cancel ] ]

108

8330,5 Cojbs fiio &5 Cg 35 ada 48 Sley Language

Tools | Table  Window

Help

J | Research...

?’ Speling and Grarmmar...

7 BWEMRESH G

Ale+Click,

R O I =

:‘ Language r | t& Set Language. ..

] word Count.., dagd Translate. .,
Speech Thesaurus,
Shared Workspace. .. Hyvphenation. ..

wan 13455 ,a goud oS gailsy 0 ol Word count

by gole Ludly &l

Word Count

Statistics:
Pages
Waords
Characters (no spaces)
Characters (with spaces)
Paragraphs
Lines

[[] Include footnotes and endnates

Show Toolbar
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ey oSy, Create document workspace

o b
Sosisn aiser wla) wlus SOl b3 wae Tracking
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- '_‘j?' Track Changes »
7 3
| _j': Balloons L4
B
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S =
| II§| Reviewing Pane 3
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sy Accept »
= .
| P o Reject L4

-
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Research v X
Search For:
Lok, B

all Reference Boaks

<

&) 53
= Thesaurus: English {(U.5.) ~

= seem {v.)
SEEm
appear
aive the impression of ...
COME aCross
seem ko be

= gaze (n.)
gaze
stare
glance
glare
glimpse
peep
peek

=l appearance {n.)
appearance
expression
air
aspect

guise
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(31| Restrict Formatting and Editi ¥ X

=|| 1. Formatting restrictions

[ ] Lirnit Formatting ko a selection of
sbyles

Setkings...

2. Editing restrictions

[ ] allow anly this bype of editing in
the docurment:

3. Start enforcement

Are wou ready to apply these
sekkings? (Yiou can kurn them of f
laker)

112

a5 3sh,d 5 854,53 Compare & combine

i 333500 pa 5 094838 3 colan Lol loadiay ol pap il
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s g3 Sl S S Ada s wp

33 Cadde Kol jan dad salas ioled g3 490

ey IS 4 el g

Compare Documents

{3 Compare bwo versions of a document: {legal blackline). Compare is best if you
want ko see what has changed bebween versions.

@ECDmI;ine revisions From multiple authors into a single document. Combine is
ibest if wou wank to keep all existing revisions and see who changed what, |

Learn more about compare opkions [0]4 ] [ Cancel
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Templates and Add-ins

Templates | #ML Schema | %ML Expansion Packs | Linked 55

&yailable BML schemas
Checked schemas are currently attached:
[ [ add schema. .. ]

[ achema Library. .. l

[ %ML Options. ., ]

Schema Information
URI:
Fath:
achema validation options
Yalidate docurment against attached schemas
[ ] allow saving as ¥ML even if ok valid

Crganizer. .. l [ Cancel

o
-
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Joaesa aob g3, Letters and mailings.

(ped 45534{2 $ba3 558 5,8 & wawl S oMacro

m

o 5

.QKA.&J

Macro ;
| Macros

Contrals L r

pAE
= Record Maao

3

Dacument Template
AutoCarred Options
Add a Digital Signature

Ward Options
' Macro Security
B |

= Visual Basic
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Ward Options

[ papurar
Display
Proofing
Save
Advanced
Customize
AddIns
Trust Center

Reso

iy so)lidas Word option

EJ Change the most popular options in Waord.

Top options for woiking with Weud

[#] show pdani Toolbar on selection
[#] Enabile Live Preview
[#] show Deveboper tab in the Ribban

[ Atways use Clear

[7] Open e-mail attachments in Full Screen Reading view

Cobor scheme: | Blue ¥

ScpeenTip style: | Show feature descriptions in ScreenTips -
Peisonalize your copy of Miciosoft Office

User name: | hemdad

Chaose the languages you want to use with Microsoft Office: | Language Settings. ., |

Initials

OK Cancel

545 0k 3 e 238 @150 3 Add a digital signature
Ll T oLy syan 35 colS el w o gawsS

Y Y o CoiS e paelya jawdd 5345 S USS WS 5 5L

Microsoft Office Word

Microsoft Office digital signatures combine the Familiarity of a paper signing experience with the convenience of a digital format. While this feature provides
users with the ability to verify a document's integrity, evidentiary laws may vary by jurisdiction. Microsoft thus cannot wearrant a digital signature’s legal
enforceability. The third-party dighal signature service providers available from the Office marketplace may offer other levels of digital signature assurance.

[l Dont show this message again

|_signature Services from the Office Marketplace... | | oK J
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Microsoft Office Language Settings 2007

Editing Languages | About Language Settings

Set your edting language preferences for all Microsoft Office programs.

Available editing languages Enabled editing langyages
Afrikaans A Arabic (Iraq)

Albanian Englsh {L1.5.)

Alsatian

Amharic

Arabic (Algeria)

Arabic (Bahrain)

Arabic (Egypt)

Arabic (Jordan) v

Primary editing language ‘
Set your default editing language. This choice defines the English (U,5.)
editing options in your Microsoft Office programs., TES)

EI'W‘I 3, | Ead

English (Zimbabwe)

Estonéan (liméted support)

Faroese (limited support)

Filipino (limited support)

Finnish (lmited support)

French (Belgium) (limited support)
French (Canada) (limited support)
French (France) (limited support)
French (Luxembourg) (kmited support)
French (Manaco) (limited support)
French (Switzerland) (limited support) w

[
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| Edting Languages || About Language Settings

akej wesewa Language sittings

pod Jaae Gplsn as sl o3l Selaly 530 Las

e ) S &y bl
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Microsoft Office Language Settings 2007

Set your editing language preferences for all Microsoft Office programs.

Ayailable editing languages Enabled editing languages
Afrikaans A Arabic (Iraq)

Abarian English {L.5.)

Alsatian

Amharic

Arabic (Algeria)

Arabic (Bahrain)

Arabic (Egypt)

Arabic (Jordan) -

Primary editing language
Set your default editing language. This choice defines the Englsh (U.5.)
editing options in your Microsoft Office programs.

ok | [ cancel
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Word Options

[
FDiplay
— Page display options
[¥] Show white space betweaen pages in Print Layout view
w highlighter marks
Advance
[¥] Show document tooftips on hover
stomize
Alwars show these formatting marks on the saeen
-1
-
Thust Cente

Prnting options

GOUMEnt properties
Print hidden test

Change how document content 15 displayed on the screen and when printed

&

[#] Pint dgawings created in Word

ground colars and images

Update fields before printing

Update linked dats befare printing

I Ok Cancel
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“.;-, Change the maost popular options in Word

Top options for working with Word

{¥] Show Jini Toolbar on selection

] Enable Live Preview

seveloper tab in the Ribbon

Always use ClearType
een Reading view

pen e-mail attachments in Ful
or scheme: Silver »

screenTip style: [BME Lure descriptions in ScreenTips w

Personalize youn (4, —osoft Office

User name: | hemdad
Tnitials h

Choose the Ianguages you want to use with Microsoft Office | Language Settings

| T
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H Customize how documents are saved

Save documents

Save J Savefiles in this format | Word Dacument i*.docd v
frances Save AutoRecover information every |1 * | minutes
= AutoRecaver file location: | C:\Dacuments and Settings hemdad Application Dats Microsoft [ Browse J
ik Default file lacation C\Dacuments and Settings hemdad My | Browse.. |
Trust Center Otflime edating options tor dooument management server files
Re "

cked-out files to
%) The server drafts

Saw

Ton on this computer

The web server

Seryer drafts location: | O Documents and Settings hemdad My Documents SharePoint Drafts | Browse

Preserve fidelity when sharing this document. ) word 2007 -

[ Embed fonts i the file

Ok Cancel
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Prooting

Advanced

AH
J Change how Word corrects and formats your text

AutoCommect oplions
Change how Ward commedts and formats test as you type: | AutoCorrect Options.
When conecting spelling in Micosoft Office progiams

[#] 1gnore words in UPPERCASE

[#] 1gnore words that contain numpers
[#] 1gnore Intemnet and file addresses
[¥] Fiag repeated words

[#] Enforce accented uppercase in French

[#] suggest fram main dictionary only

French modes: | Traditional and new spellings %

When cottecting spelling and gramman in

oad

[#] check spetiing

you type
[#] Use contedual spefling

[#] Mark grammar errors as you type
[#] check grammar with spefling
[#] show readabijity statistics

ting Style | Grammar &

Recheck Document |

Excephions tor i'_] word

[ Hide speliing errars in this document only

[7] Hige grammar emrors in this document anly

Cancel
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YWord Options

Popular

Display
Proafing

Lave

Advanced

Customize

Add-Ins

Trust Center

Resaurces
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Word Document [*.doc) -

o Word Document [*.doc)

Word Macro-Enabled Document [*.docm] =
Word 97-2003 Document [*.dodg) "
Ward Template [*.dot -

Word Macro-Enabled Template [*.dotm)
o Word 97-2003 Template [*.dot]

single File wyeb Page *.mht, *.mhtml]

Web Page [*.htm, *.html]

Aiveb Page, Filkered (*.btm, *.Html)
Rich Text Format [*.rif)

E Plain Text [*txt)

Word XkL Document [*.xml)
Woard 2003 XML Document [*.xml) T
Mwvarks 6.0 - 9.0 Fawps)
Works 6.0 - 9.0 *awps)

T
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Word Options

d Papular - ; :
R ﬁ stomize the Quick Access Toolbar ar
Display
aose cammands fram:
Proofi
RO IPupuIarCDmmands j
Save
Advanced *3eparators o
F . 1../_;? Accept and hMove to Mext
[ECUstomize O Borders and Shading...
Add-Ins _-rJ’? Draw Table
S| Edit Footer
Trust Center =S| Edit Header
Resources j=1 E-mail
A Font.
‘-gjy Insert Hyperlink
*,_'—;" Insert Page and Section Breaks 4
ﬁ@ Insert Picture from File
1 Mew
oA Mew Comment

126

SIS Slaa S swnan 3 b lin So)l5Tan

AT AIAAA

AR

Pasting within the same docy

Typing replaces selected text

‘When selecting, automatically sele
Allowe text to be dragged and dropged
Use CTRL + Click to follow hvperlin

entire word

Automatically create drawing canwps when inserting AutoShap

Use smart paragraph selection

Use smart cursoring
Use the Insert key to control gwe
[T Use overtype mode
Prompt to update style

Use Marmal style for bulleted
Keep track of formatting

numbered lists

v hark formatting inconsistpncies

=l

¥ Enable click and type
Default paragraph style: | Marmal
Cursor maowement: Adaobe is a trademark
* Logical EULA hody copy
0 Wisual EULS head
Cursorvisual selection: EULA subhead
" Black Marmal feh)
el Continuous Ealloan Text
" . ) Camment Text
Autamatically switch keyb HTML Preformatted
List 2
Cut, copy, and paste Header
Footer

Plain Text

Pasting between documents: [Heading 6

Heading 1
il

armal

Hi

El

El
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Customize Quick Access Toolbar (i

For all documents [default) -

Faor all documents [default]

=
)
]
C4
d,
&
4
[
Fe

Save

Undo L
Redo

Spelling & Grammatr
Print Prewiew

Juick Print

E-rmail

Drawe Table

Page Setup

Paste Special...

< Leparatar=
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Popular Commands j
F

Popular Commands
Commands Mot in the Ribban
Al Commands

hacras

hMenus Tab
Hame Tab
Insert Tab

Page Layout Tab
References Tab
Mailings Tab
Review Tab

“wiew Tab
Developer Tab
Add-Ins Tab

Smartsrt Tools | Design Tab
Srartart Tools | Format Tab
Chart Taols | Design Tab
Chart Tools | Layout Tab —_—
Chart Tools | Farmat Tab

Picture Tools | Format Tab

Drawing Toals | Farmat Tab

Wordart Tools | Format Tab

Text Box Tools | Format Tab

Table Tools | Design Tab hd
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s Sl Ss)lidas Auto correct option oSaeb S gue  Document template.

AutoCorrect: English LILS. 2
AutoText AutoFormat Smart Tags Templates and Add-ins E]gj

AukoZorreck | AuboFormat &s You Type

[#] Show Autac S . Templakes | ¥ML Schema | ML Expansion Packs | Linked C55
Now BUEOC_arF e pLions DUCtons - - 4l L

Docurnent template

Carrect TWwa INitial CApitals :
iy =ECTD N |Mormal | | Aktach,.. I

Zapitalize First letter of sentences

Capitalize First letter of table cells I:l Automatically update document styles
Capitalize names of days :
Correct accidental usage of cAPS LOCK key Global templates and add-ins

Replace text as vou bype Checked items are currently lnaded.

B Replace: Wikh: !
] 0 1 |
licy = =
L |ira ] |
'{tm} | T :

Automatically use suggestions Fram the spelling checker

oK ][ Cancel ] Full path:

ik l [ Cancel
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[rable | window =~ Help -

!_ef Dirawe Table ﬂ' = é ‘-lj a.'," :—:‘1‘. = :";
i ] Tahble * | Insert Table A
k I [
I O
I
I O
I [
I [
I [
/j Table AutoFormat... DDDDDDDDDD
j Insert Table..,
_JT Dirawe Table
_;_!, Excel Spreadsheet
Quick Tables g |
Al can [
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Table g

[Table | Window ~ Help ~

_-f|’? Draw Table

i (5] Table

21| sort..
Jfx | Formula...
I

View Gridlines

#1] Table AutoFormat..,
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[Table | Window - Help -

j Drawe Table ]" ES :_~: \.ﬂ o
T | Table y | 3= - EE iE ]| |W
Insert r L

'il}_T Insert Above

?:I Table &AutoFormat..,
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Insert Tahle

Table size

Murber of calurmns:

Mumber of rows:

fukoFit behavior

-

J &

% Fixed column width:  fauto
i AuboFit to contents
™ AutoFit bo window

[ Remember dmensions For new kables

Ik, Cancel
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wis gleyys 5 axss  Table auto format

7 Table AutoFormat ﬂﬁl

I Categaory:

Table styles:

Tahle Classic ¢
Table Colorful 1
Tahle Calorful 2
Tahle Colorful 3 Delete...
Table Columns 1
Table Columns 2
Table Columns 3
Table Colurmns 4
Table Columns 5
Table Contemporary

Table Elegant
T | Ccfo

1=

Al

Madify. ..

Presview
Jan Feb Mar Total
East 7 7 ] 15
“West ] 4 7 17
South 4 7 9 24
Total 21 18 21 6l
Apply special Formats ta
v Heading rows | | Lask rawe
¥ First column [ Last column
v Row banding [ calurn banding

Qi I Cancel
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Mumber of columns: |2

: —
Mumber of rows: 1 —

I Merge cells before split

ais gv5a 0 Delete

Sais oo)lpdae Select.
oSul sxwnse  Merge cell
S8 al SsS walyss Split cells

LSS LG w0 S LSS Split table

[
A |ose

| ] 4 I Zancel
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S8 sl Swlé S Auto fit

o ais g Seals Distribute rows

oWauis .0, Report header rows

Table ~| Window >  Help -

5 j Dirawe Table
\{ 3 Table b
o Insert k
Delete k
Select 4
E ! Split Cells...
i :gj Spl'tT_hI
e 122 plit Table
7/_='| Table AutoFormat..,
EH AutaFit .
4F  Distribute Rows
E Z'j Distribute Columns
&E] Repeat Header Rowes
£ Convert b
™ A
21| sort.,
t:h B Formula..
HH | Wiew Gridlines
E‘ Properties...
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~o8 Convert.

-/ 3] Q- H @

e T i Tl
1 |ﬂg 1
2|
|
—To © asendng
—1 [ Desesnding
= A
e
?i

EEfl= Convert to Text...

tais 03l é“i’g“{y S S 3 New

Create Mew Style from Formatting i 2 x|
Properties

Mame: |Table Stylel

Skyle byvpe; ITai:Iee j

Style based on: I M Table Mormal j
Formatting

apply Formatking bo: IWhoIe table j

|TimesNewRDman j| j| B I O ||

Aukamatic ;I ILatin j

| :i | 1 pt —— j | Aukomatic ;I B - | Mo Color j | Ev
Jan Feb Mar Total
East 7 i 5 19
West 6 4 7 17
South 8 i 9 24
Total 21 18 21 60

Based on: Table MNormal

%' only in this document £ Mew documents based on this template

Forrat = |

[o]4 I Cancel
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TEiak

2%

Sork by
iil i+ ascending
Faragraphs | Type: o
I H " Descending
Then by Mumber

[Date

| =] Ty -

= pzcending
" Descending

Then by

I ;I Twpe: [(Text

' pscending

" Descending

My lisk has

i~ Header row % Mo header row

Qpkions. .. 0] 4 I

Zance|
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sort Text 2lx

Sort by

; s .
1 IParagraphs j Type: IText v| Ascending

{" Descending

i Then by

[ i
1 I j Typst m SCEnding

{7 Descending

| Then by

| e el

[ 7 Descending

Iy lisk has

" Header powe €% Mo header row

Cpkions. .., [0]4 I Cancel
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Table | Row |C0Igmn| Cell |
Size
rPreFerredﬂldth ID" ﬁ Measure in: II”EhES 'I
Alignment
Indent From Left;
Ed EH H g =
Left Center Right

Text wrapping

Around Bositianing, . . |
Table direction

" Right-to-left €% Left-to-right

=
{u]
=)
m

Baorders and Shading. .. | Options. .. |

Ok I Cancel I
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Eormula:
H
Mumber Format:

| =

Paste funckion: Paste bookmark:
| =l =

5] 8 Cancel

aidy 30 s 3 View gridlines.
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