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' Change how Word corrects and formats your text.
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Display
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Language
When correcting spelling in Microsoft Office programs

Advanced

Ignore words in UPPERCASE
Customize Ribbon Ignore words that contain numbers
Quick Access Toolbar Ignore Internet and file addresses

Flag repeated words
Add-Ins D Enforce accented uppercase in French
Trust Center |:| Suggest from main dictionary only

Custom Dictionaries...
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When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
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Search for:
|book |
|AJI Reference Books El
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4 Encarta Dictionary: English (Morth America) -

4 book (noun)
book [ buk] ( books ) £
1. bound collection of pages

a collection of printed or manuscript pages sewn or
glued together along one side and bound between
rigid boards or flexible covers

2. published work

a published work of literature, scence, or
reference, or a work intended for publication

3. bound set of blank sheets
a bound set of blank sheets of paper, e.g. for
writing in

4. set of things bound together

a set of objects such as matches or fabric samples
that are bound together

5. division of literary work

a major division of a literary work or of the Bible
6. set of rules

the body of rules or procedures relevant to a

situation

» likes to do things by the book
7. bookmaker's record -
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@_] Document2

Document23

Thank You letter

Exceptions for: @JThan You letter

Community Center Supplies

E Hide spelling errors in this document only
]: Hide grammar errors in this document only

oK ] [ Cancel ]

035 0bi L S 9 398 (00 3> Hiuled OLelS slaws Caml 48,5 )13 ¢

pic-word- 166

OlodS Slaws gy 2

Sz BB Y31 sl ojlg Jlol 45 59 0 23958 o) Glae (Sl 0 i 3S SIS JLgs 325 g0 Liules 45 (s332 (59, JST. 39 g0 Jo M

F A
Word Count (L2
Statistics:
Pages 105
Words 17,055
Characters (no spaces) 65,005
Characters (with spaces) 81,802
Paragraphs 1,015
Lines 2,303

Indude textboxes, footnotes and endnotes

www.Modirlran.ir

WWW.jozVe.org

AU


http://www.jozve.org/

Word 2010 i s

S OLsl i L) Word count (s 435  TeVIEW 3 0 s jl awilsi g0 YU (5 02 4 (o w3 (S0

“Home Insert Page |
id EO @23
2 EE ®a
Spelling & Research Thesaurus Word
Grammar Count

Proofing

\$ A —pic-word

www.Modirlran.ir o
7L'

WWW.jozVe.org s


http://www.jozve.org/

Word 2010 (& sl

45 ity S Jl ol — g Jas

J»Aécﬂ|)>4s‘5))|3.o)g.,&uaw—|’;r"' 39 4 piy syl ol 9 )5 (sl 48,5 s 5 ) jl 550 33z b s Juad ol o
29bas Jgaz slwl (Table Of Contents) clbue cuw ygd slomsl « Jgo 8 S 205 9 o999 1 jl 35 ke S 90T aalgs

s plesl (Cross-refrence) g(Book Mark) (Hyperlink) xig. glgil sl ¢

U903 G 70 9 (o 93U g0 0

%U).go..a_|2010Lg4.‘5;....3))Q,.iSth.db))Sbﬁ.JolSJi)j)onl&oth))))jghbx))mw‘i)‘sw,n)é#,i
S calises £lgil b S Ol 1) eqUAtion s 43S « INSEIt &S . juw I Col SIS Cawl gnns 95 Ugo 8 g9 DUISl 1 (5w (10

35S Ll ) 5 3 90 9o 8 ol 9 03 jL Uge b g s L

el

[Equatian|Symbol

A= [&sSignature Line ~
53 Date & Time
t Drop ;
Cap~ "$d Object ~ _ _
Built-In -

Area of Circle

ey

A=mr?

1]

Binomial Theorem

n

(x+a)?= Z (:)x"a""‘

k=0

Expansion of a Sum

nx nn—1)x?
(1+x)”=1+F+T+

Fourier Series

nmx . nmx
flx) =ap+ Zl (a,, cos—— + b, sin -L—)
n=

TJU Insert New Equation
Br | saves

\$4 —pic-word

www.Modirlran.ir 7& 1Y49
WWW.jozVe.org T


http://www.jozve.org/

Word 2010 (& sl

1398 (50 73 i OSw Yoo ) S (g0 DN Jge b glgil I (SO Lol (B9

9 d9d 0 palb Ll s 5 395 )3 1) o9 Jgo 9 4 by o 6h)|)g|4ﬁl$4sequati0n tool IoU L 393> ) .l Ylei Jgod Ol L

C 3B kS 395 oy JSb 1) Jge 8 Ul (2l SeS L sl Lol

(S hetenens T - X p 5 3 e > . [
o I=|[e x|[+ . < S = e s i 10
N B : .y e, & e g in A [
Euatiae ( 0 A . JICUE “f clially I LE (3 s 1 Faden ol RS0l Misgal  wngr  Saa0u Fungion Ao

. v Opuse .

- - Ul and Opomar Matin
o Moooedl T 3 - ; 2 A

Lzg

V. —pic-word

(Table Of Contents) Clae cuw 5¢8 sl

Canw 2 45 315 jLi €895T 4ol OLL b Cawl OS5 Wao ¢ 315 gikiseo sl Juad paw 3wind OT L )BS Jl> 3 45 (g3 45 ol

35 a3k 35155 (51 e (5 aollhe 03,5 I b 348 slowyl OT slaial 3 1) e

S oy 1301 OISl ol 1 2 3lisanl (51 + 23S SoS Lot 3 o Canw g8 (5 a5 13 b Canol 3,5 5 )3 1) S8l 559 4l (51 0

c 23S 23a b 1) 3b3 g0 i bod 4 45 il sla JS3 b oS Ol |, table of contents s 4, ;5 < references

I -
Home Inient Page Layout Reference Mading:
gt im ¢

S ] = Add Test ~ 1 L Insest Endnate ) &

- X Updats Tabie A Nest Footnote ~ = ']
Table of Insest Intert

Corftertty + footnote fmation = §

| Builtin
! Automatic Table 1

(smarmnn
- 1
Voin 1
Tming ¥ 1

Automatic Table 2

Takds uf Comtrmts

B 1
Vvt '
mbrg 1
Macsaal Tabile

Tabie of Contrats
Time chugner tte Power 1) 1
T dhuutes W (v 1)
Trvw Swpner thw fowel W} ]
L ] L

4 )veect Tabie of Contents

I Hemoee Tatile of Contents

www.Modirlran.ir =
1 i 7L
WWW.]OZV@'.(O‘Fg'd g e—


http://www.jozve.org/

Word 2010 (& sl

- 3wS Ol ) cdlio S pgd i los (S0 s 3 )90 JSib s T (s I pmagew

Table of Contents

5 PSSR Type chapter title (level 1)
2 e eeeeeieeeeeee—eeeeeaiteeeeeseateeeeeateeeeeaitteeeeaatteeeeaatteeeeaasteeeeaaanteeeeanreeeeeannraeeeanas Type chapter title (level 2)
PSPPI Type chapter title (level 3)

G o e e e ———ee e e ——eee e e ———eeeaa——eeeeaa——eeeeaa—eeeeaataeeeeaatteeeeanntaeeeaanraeas Type chapter title (level 1)
D e et et e e e—eeeee——eeeeai——eeeeai——eeeea——eeeeaa———eeeaa—aeeeeaattateeaartaeeeaataeeeeaarraeeeeanraaen Type chapter title (level 2)

D ettt e e e e —— e e e e ———ee e e ———ee e et ——eee e e t——eeeea——eee e e aeteeeaabreeeeannraeeeearaeeeeenarees Type chapter title (level 3)

ookl b 9 auil 4y 0Us g3 e Cuw pg8 (59 (S iuir Dlolis auilgi 40 INSErt table of content s 433 jl okl b

L3S B3> suilei 0 1) 2Ll CIlae Cuw b FEMOVeE table of content

Ola b g 3l 3,8 jasuiue Lad 45 IS 0 B 33l 03,5 (s’ Juad puw Olgie 4 45 (3190 plod S o3kl Slogsl sla > I S|
-3 anlgS SSS Caw pgd U9ax )3 Y5395 Hab 4 i 5 9 b (B 9,9

ol 5l Juad o plo3 5132 Ul sgb 4 9 3u3S s 30 SEYIES 1 03lisl U 3ilsizn 1) Olsic gebias (panss 3015 sl 45 Jshilen

. 3558 okl Heading 2 51 0T gl b sl 4e 00 5 512 9 headingl

o> 0 9 3sS 038l ) QU953 G pgd 3uilgd oo jus Lwil )3 39 0 OULIINE Liules cll> 4 cunidg Jlgs OULTINE eSO T Ll b S|

S e jl

™ Rt AL Woes -~y
[ v
"o Eay) - %)

* Word name L A5 - g Jut

o S Aflawe) e oSl

v et ) ke Sy ape Jad

) V¥ —pic-word

www.Modirlran.ir jLO VP
WWW.jozve.org


http://www.jozve.org/

Word 2010 (& sl

»olai Jga= sl

35 50 0313 Giulod (5l w3 p b a3kl gl I i) < INSErt table of figures sy 438 Ol b

F B
Table of Figures M
| Index | Table of Contents s i | Table of Authorities |
Print Preview Web Preview
Caption 1: Text coevveeeeeeeereeenennes 1|~ | |Caption 1: Text -
[ K
Caption 2: Text oo 3 Capfion 2: Text
Caption 3: TEXT civevvreerrerreereeranes 5 Caption 3: Text
Caption 4: Text eiiineniecinaneas 7 |l Caption 4: Text =
1 Show page numbers IUse hyperlinks instead of page numbers |
Right align page numbers
Tab leader: |....... |E|
General
Formats: From template IEI
WY —pic-word Caption label: | (none) IEI
Indude label and number
’ Options. .. ] [ Modify. .. ]
|l
b

(Cross-reference) g(Book Mark) (Hyperlink) ssgu glssl slx|

D Mg Gl e Jl (s

www.Modirlran.ir

WWW.jozVe.org

LAUT.


http://www.jozve.org/

Word 2010 (& sl

-
Insert Hyperlink M
Link to: Text to display: JE g
Select a place in this document:
Existing File or - Top of the Document
Web Page - Headings
= Bookrmarks
Flace in This - chapterl
Document - chapter2
- chapter3
i - chapter4
Create Mew - chapter?
Document - chapterd
- one
E-mail Address
. —

) V¥ —pic-word

QTQU*&S&)'K 45[.2'.5')0.'&0)1kf.i'..ér.!4;._:_)'§Oﬂl)lb)l&.ﬁw“{A.:J',I@Lo.&.@ulo:&oo))sg)ﬂf GWsJ)logS,.g:BOOk mark

- awS obsl 1) bookmark « iNSert & o pw jl 9 399 0 alssds Sl 4 1) b Ol SIS 03,5 SHbo Sgo sl . 23,55L Sow e

one

chapter3

r > Ny
Bookmark lM
Bookmark name:
chapter4 Add
chapter1 -
chapter2 Delete

Sortby: @ Name
) Location

|| Hidden bookmarks

GoTo

Cancel

\V& -pic-word

9 g0 ol ) (S B iy

9 de 0 QU393 sl GLS L |) (21935 pU b aily (0 Lo
L3S SWUS 1 AdD (s 45>
1) bos 0o GOT 035 b Canmad 1 B il o pb DLl L b

- 3w 295 2Ll (¢ GLiS

www.Modirlran.ir

9 YFY
H » L
WWW.]OZVG.Org AU :


http://www.jozve.org/

Word 2010 (& sl

S92 ¢ 2algsu 4S5 800 15 ssliwl 390 ol WOTd 2010 5 40l 0 5 9 cawl Jilie gl )l slize 4 « Cross-reference

2245 )55 6350 b bl cunl 230 o oy ol LYPE Cnd )5 45 (53,150

I $Sa b Olgic ¢ o losd ¢ uSe ¢ U9z « Glis b SIS

S 18l 03,5 Hasine INSert reference to cuwd

-
Cross-reference

L9 oo

Insert as hyperlink
Separate numbers with
For which bookmark:

chapter1
chapter2
chapter3
chapter4
chapter?
chaptera
one

Reference type: Insert reference to:
TS~ | |sookmark text ]

Indude above below

e, -

Insert

| | cancel

) Y& —pic-word

hlu,&)um&M'pwhdh‘n),bbﬁu»'uo&&|y1)y)lsw|))94.~9)~uq._ S5l (o9l )5 “U)u""“%f'l"':"

1) 3131 ol io . S 429 3590 o> 2 |y salllio 3wiS (g0 Sl )| 45 ko 13 Stoasd MoBMe Lol 3wiS Juogl b (uS6 iliseo 31,91 sl 1y

3uily (g0 ol 4z )51 O )90 )3 - 3uiS 703 ilisre 5131 sl 1) iliSe (s

b dibgi (o sl Jhud Jl (>0 03 9 3uiS 75 pasies )

B 93 S )5 b 45 30300 5] Laid 40 gtaa ples] . 3,8 3alg5 o o Laid 1 (53U 0o ki3 g a3 plowil ) IS i JSib 4

-3 plwil )5 ok lws )55

OT 15 305 1) (3d) 22l puiio 3adlys oo 45 SleMbl Sl 9 w95 g0 J1 S 13 1) S oo oo Ol el 1 o3lisunl (g1 Lo

o pLEdl el ) 95 ol olgss Cdg s G 9 Cadils sudlgs 505 sl o

9 5593 J1 Sy > el it OleMbl . 1S o jaseidn

www.Modirlran.ir

WWW.jozVe.org

N


http://www.jozve.org/

Word 2010 (& sl

341035 0,655 01y 3 1) (ghaned SV &5 L6 5 Lol J6 . 3115 o 95 o Lok Al Merge j1 o3lazsl 5>

23 Gl S0 (1> 9 Sl 23 3ol Wd 457 16 S 3a b I L select recipients s 433 jl aslisl b suwilsi 5o 1) OleUbl
..?.ubtype new ||St64.u)§ buwgi 39 (s Wb o> S 1> o Y3 L 9 3D YIS sslitwl 590 dBb ST JuuST S SO B

23l Cannd Olgic 40 OU T I00K 4ol o 1) Obsg3 sla Lwled jl 29,5 S 45 b3 40 8jl>l L 4 « Select from outlook contact

a8 aslawl 5 )50 29wl Jlw )l Oldes (s

Wd9-0|= traingword2010 - Microsoft Word
Home Insert Page Layout References Mailings Review View

= @ B3
Envelopes Labels | Start Mai” Select

Merge ~ |Recipients »|Recipient List | Me ge Fields  Bloc e Field- (2] Update Labe Result -]

Create @ Type New List... Write & Insert Fields Preview Results Finish

Use Existing List... 35 300 B CEORNICS o B & TN NRCE 00 TR © SOM S0S 1 SN SHON SR JCOT : SOu ROty Jr Ry IO S [ ~SCRN e SO ECHS: SO BIO
= 0 v 7 0 0 V v 0 0 v V

85 Select from Outlook Contacts...

1
\VYY —pic-word
st 939 U 1) O3 93 Canmnd leUbl ailgi o0 Lol NEW addres list (s o joxiy s
B3 g0 bl 4 ) OleUbly sz b SO 035 3l Ol : New entry
Dby ) pols (52519 23S 0 SWS : Find
S0 B3> ) Loib olgds s : Delete entry
S il 9 OUss3 il 9 dide cans o |y Lgigiw 45 3B 50 3 jl>1 L 4 : CUStOMiza columns
New Address List I 't‘.) l&ﬂ
Type reciplent information in the table. To add more entries, click New Entry.
Tile v |First Name  [Last Name v [Company Name v [Addwss Line 1 |
| sl i Sl Saams UBle v lanl s
1= Ol oEis]
|
[ New Entry I [ Eind, ., ]
| Relete Entry | I Customige Columns, ., ] OK | I  Cencel
www.Modirlran.ir =? V¥o
5

WWW.jozVe.org causns


http://www.jozve.org/

Word 2010 (& sl

G ($3l> 45 SLeMbl S5 S5 Olgie 4 20U b 1T 3L IS (sleil )3 23S oo sloml o oty ool o5lisenl b 1) g Lot 45 oS

.).,,.';';lgu'bbw):waoﬂlq@g,l))@Ggﬁ:Gudg))UAgSn)ﬁiScmw
S Gl 9 1) G o g0 B ans o0 0Ll e 4 MaIliNG S 0 e jledit recipient list s 33

RIS 9 e pbgs 9 0315 JLS (Sl (Ko Cawl 48,3 1,8 MAIlING S e y> Write & insert fields iz )5 45 oy 45
* 230 Cannd OleUbl bawgs 9 2itnd Lo Candd U393 Ogiuw J (S0 (5 GLES 322 &5 paseides Sleiolie iy 3lid . 2L oo ba sl

RENPY-4

301355 e 3L algsds sla Joro 4o dtdigs 1) oo lasd sl SIS 093ST ¢ 33103 ,8 23LoT 1) SleMbl Can S|
2 S 90 JUo yob @

prizo Last_Name, (Title,

plrl g plao b

Company_Name» p jisxe 3o

L s 4 finish & merge gs ,id b sl ) 9 auS sanline 4ol 5 1) G OleUbl suilgs g0 835 00 e 9 o ol (sl 3S L 0 9sS]

223 4a3ls 1l ol

Canol 038 43,5 b5 13 319 13 4 Camsl (5ol 4 1 sloialy OISl j1 o3kiusl (M| MEFGE) 39051 Yol j1 03kiteol (510 3L o]y S

- wiSue ol | start mail merge (s 4635 cmailing & o Jjl 1l 1Sl ¢l jl 23kl (g1 01

wd9-0 !?v—tﬁngwordzﬁ"o P N hcrosort Word R —
Home Insert Page Layout References Mailings Review View

al

=1 8 =2 B

Envelopes Labels = Start Mail Select
Merge » Recipients v F

Chmed A=l A 4 O Tk Cimldn Nensiiaces Marlée

SN
=" '._'&g \YA —pic-word

Start Mail| Select

‘Merge = |Recipients ~ Re
Letters C3wS o Ol 4y S (55T Start mail merge (s 435w

E-mail Messages

Envelopes...

Labels...

Directory

Normal Word Document

7E OD o

Step by Step Mail Merge Wizard...

www.Modirlran.ir jL
WWW.jozve.org (s —


http://www.jozve.org/

Word 2010 (& sl

P [

H oo owoq

Mail Merge v X

Select document type

What type of document are you
working on?

@) Letters
(7)) E-mnail messages
() Envelopes

") Labels

~) Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives.,

Click Mext to continue,

Steplofé
® Next: Starting document
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E Mail Merge * X

Select starting document

How do you want to set up your
letters?

(@ Use the current document
() Start from a template

() Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add redpient
information.

Step 2 0f 6
® Next: Select redpients

4 Previous: Select document type
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Write your letter

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

|2 Address block...

|2 Greeting line...

;_fj Electronic postage. ..
:ﬂ More items. ..

When you have finished writing
wour letter, dick Next. Then you
can preview and personalize each
redpient's letter.

(]

Step 4 of 6

Mail Merge Recipients v Em-:—-l‘* il
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, dick OK.
Data Source [v | Last Name + | First Name v | Title v | Company Name =
[ wign SUT oo | &l e
1.mdb [V el Al Sl ols L
1.mdb Vs e A Sticla  ab s e 8 bl
<] T | [t
Data Source Refine recipient list
1.mdb ~| 4l sort..
¥ Filter...
%31 Find duplicates...
= $27 Find redpient...
Validate addresses...
2
Mail Merge * X
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Preview your letters

One of the merged letters is
previewed here, To preview
another letter, dick one of the
following:

. Redpient: 1 .

41 Find a redpient...

Make changes

You can also change your
redpient list:

5 Edit recipient list. ..

[ Exdude this recdpient

When you have finished
previewing your letters, dick
Mext, Then you can print the
merged letters or edit individual
letters to add personal comments.

Step5of 6
\AY —pic-word ™
£ % Mext: Complete the merge
o @ Previous: Write your letter
3
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Complete the merge

Mail Merge is ready to produce
your letters,

To personalize your letters, did:
"Edit Individual Letters.”™ This will
open a new document with your
merged letters, To make changes
to all the letters, switch badk to
the original document,

Merge

35 Print...

LY Editindividual letters...

|

Step 6 of 6

4@ Previous: Preview your letters
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