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Adjust margins

Click on File - Page numbers - Margins

Mark the margins of the four 1.5 cm
What is the margin of authentication?
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Adjust the zoom
Click on View - Zoom 75 -%
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Framework

Click on the Format - Borders and Shading - Page Border
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Write a paragraph in Arabie
Write a letter in Arabic, and make the following statement
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Tape format
Consider this tape from left to right
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il Report - Microsoft Word
FEile E dit s Inserk Formmak Tools Table wimc o Help Twpe a question For help
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The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with 3 high level of ongoing customer
support, which we have albways believed to be an essential part of any dealings with the public,
and we hawve a format that should be capable of replication in rmany other rmarkets.

To stay ahead of the competition we must at least maintain the carrent lewel of research and
developrment, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliwver on tirme and within budget, our targets could not be
met.

gy company is ndmber one. WYWe have the vision for the future. “We continue to Mmowve forward with

talented employ ees who share our vision for success. Every day we come to work with the
interntion to be succesful and break news ground with our inovation and desire.
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The main secret of our succe=ss in this area is the provision of a range of excellent world-class
product=s that are aggressively priced. Cormbine this with a high level of ongoing customer
suppart, which wwe have always believed ta be an essential park of any dealings with the public,
and wwe have a format that should be capable of replication in mMany other Mmarkets.

To stay ahead of the competition we must at least maintain the current lewvel of research and
developrment, as innovation will be one of the key aspects in thie expansion of an already highly
successful series of products.

The =workforce continues to be one of our greatest assets, for without their dedication to the
production of gquality rmaterials that deliver on tirme and within budget, cur targets could not be
met.

= = -l 1
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| Open the document Minutes in the My Docurments folder.
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Social events can greatly contribute to the Teasrm spirit and shoold be encouraged throuoghout the
organisation. The more that we can bring people together as a “family’ the more chance we have
of thherm feeling that this group is where they want to see their future.

Health programs=s can also be a waluable way of keeping staff both happy and healthy. If they are
ot wworried about financial pressures or waiting lists then they will be less distracted if they
themselves or any of their family suffer ill health.

Sporting activities also malke for a healthy body and mind and we shouold do everything that we
can to encoudrage the inclusion of these in our programs.

Mone of this is mew or rocket science. I'm sure that everyone in the group will have different ideas
and wvariations on some of the thermes that | have outlined here. Rdail me over the next few weeks
and let's get the project planning guys to work on some timelines for us.
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Print Z2 copies of the current page of this docume nt.

HMote: This is a simulation - you do not need to hawve a printer attached to your computer.
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calj Report - Microsoft Word

Eile  Edit  wiews Insert  Forrmat  Tocols Table Twpe a question For help
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If wou could copy all of these actions and list them separately on a sheet at the end of the full
minutes this would help to focus all of us on carrying them out before the following rMmeeting.

wWie'e =hould then make the first iterm of the SAgenda for each meeting signing off on these actions ar
carrying forward any that hawve not been carried out.

LS wou are fully occupied with your present role would it help if Bob were able to take on some of
the aorganisational load for future Mmeetings, such as booking the venue, organising accommodation
and ordering the refreshment=? | only suggest this because | know that you always end up with
the rmajor part ofthese tasks and while it is commendable that you carry therm out with ama=zing
cficicncy it docs Scorm unfair that the ontire burden should constantly fall on your Shouldors,
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O = &S Lo O 1= =T | v - o= - | &, B T == M 100 = 12] dd

=8 rorrmal -~ | Arial - = & IO = .. W
PR

Staff lssues
It i= essential that we do not lose experienced staff and | am delighted to report that moaorale has
never been higher.

Faintaining stability in the workforce:

Salary scales that match or exceed the market level.
Cngoing staff training and developrment.

Excellent intermal communications.

A o good working environment.

Ao good managerment tearm.

Hurman resources report Dec. 2007

As the team' is so central to our success, we Mmust strive for the best passible working
environment so that a minimum level of staff turnover is Maintained.

EEI:4II
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Print one copy of this document using the Heception printer.

Hote: This is a simulation - you do not need to have a printer attached to your computer.

IO nains
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To stay ahead of the caompetition we must at least maintain the carrent lewel of research and
development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on tirme and within budget, our targets could not be
met.

Staff lssues
It is essential thiat we do not lose experienced staff and | am delighted to report that rmorale
has never been higher.

Frlaintaining stability in the workforce:

Salary scales that match aor exceed the market lewel.
COngoing staff training and developrment.

Excellent intermnal communications.

A good working environment.

Aogood management tearm.

171 Cals L ExT

Sawe the current docurment onto the Desktop.

Mote: Wou do not need to change the filename.

0O mins Skip Item
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To save the file Apta the following steps: -

1 - Click your mouse - right left - a list of "file" or "file"

2 - Choose which is the "Save" save file must be called

3 - Type the name of the file in the place in which it notes the index.

4 - then click on the order of the "Save" save and so is saved and this is the
conservation of the year means no passwords If you want to save your file is
password or a particular place follow the following steps: -

1 - Click your mouse - right left - on the File menu file

2 - Choose which is the "Save As" save as

3 - then Highlight the file you want to protect it with a password.

4 - Then select Tools tools

5 - then security options options

6 - and then type the password in the password box to open, then press "OK"
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o ] Report - Microsoft Waord
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A= the Yteam' is =o central to our success, we must strive for the best
environment so that a minirmom level of staff turnowver is Mmaintained.

In the best scenario this should be done without increasing costs.

IBEI:qul

FPages 1 Sec 1 171 Fa1s LN Col 1 REC TRE ExT OWR IES§

Cut the selected word possible and paste it between the words best and scenario.
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Report - Microsoft Word
Ell= Edic wlews Insert Format Tcols Table welrndons Help Tyvpe o yues=lim Mo Telp -

= E ESlS % & BaE T - o0 - 8 B O A% | M oo [ (=) e ¥
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Saccess Faclms

I he main secre. of our success nthis area s the provision of 3 range ot excellent werld-class
products that are agdressively pricec. Combine this with a Figa lewal af ongoing customar
suppart, which we have shwawys acelieved to be an essertial part of anwy cealirgs with the public,
and we Fawe a farmat that chould be capable of seplicating in many other markets.

Futire Streteyy
To stay ahead of the campetilion we must at lesst maintain the zurrent level o research and

develoarment, as innowvation will be one ofth= key aspects ir the expansion of an alkready highls

successul series of products
The wworklo-ce cor lirues Lo be unie U oar gr2glesl @ssels, fur welthical Lhen dzdicalion Lo L e

production ot qualty matanals that delves on fime and wibhin budget, our Targets could no? be
met.

Staf lssues
It is essential that w2 do nct lose 2xaeriencec staff anc | am cel ghted 1o repont thst mora has

never been higher.

Flaint=in ng stability in the swork ornce:

L= T ) L]
| Page 1 Sec 1 11 Ak n ol 1 REC TRE EXT oWR [CEAT

Use thve Find tool to automatically find the next instance of the phrase series of products in
this document.

Report - Microsoft YWord
Ell= =dic LY R Imsere Formac Tcols Tabls i o

O =2 = &= LS 55 4t O @R F =~ o ’ 100 | (=) gibm

= MHormmo - aria - 1o - =

E%---.---l--.---z---.
Tae FFMaster Plarn:
T2 main secret of our sac-ces=s ir this ares is the prowv =sian of @ range of 2xcellent wwworld-class
pradiict=s that a-a agograssively priced Srmaine th = weith 2 high ewal af nnaniog costomer
Sapoort, weaich wwe howz alvways bolicved 1o oo an cocosential pat of any dealings it the pab ic,
Sac wwz ha=s o foraaat 1lhat shoud lbe capals = of reaslicazitng n paan= otlazr Amarkets.

T o ogueslon T el

Toa staw ahead of thhe comp=tition we rmuust at leas1 maintain the corrent level of r2search and
Aavelnpiriant . as inmovatinn whill e nne afthe cay aspe—-ts in tae ecpansinn af 2 alrezcys aichile
Sacocoooful cerics of product o,

Tt e selected picture fromy thha documment Report and paste it into Mission Siatenyent, wvwhich

is already open.
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2l Report - Microsoft Word
ot (=100 INsere Formac Tcol=s Table ' ird o [ =[] Twvpe ogueslicn Nor el
S (B o5 | R Em Em F e - s - | ¥R
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The mair secrel of our

products that are aggressively priced. Combine 1this wita a high lz2vel of ongoing customer
suppoit. vwhica we hawve always beieved to be ar essentisl gant cf any deslings witk the publ o,
and «wva himwva a foarmat taat shiculd be cspabla of raplication in Fany olhar msrkats .

To stay ahead cf the carmpetition we must =t least maintsin the cu-rent level of researck and

development, as innovation will be ore ofthe ker ssgpects inthe expsesnsion of an aleady
high w successtial series af aroduc=.

Page 1 B 141 Sk _n ol 1 EEC TRE EXT OwR 1B

CTopy thhe selected word success and paste it hetween the words this anmnd witly in the
second line.

=i Report - Microsoft Word
Inserk Forrmak Tools Twpe a question For hels
E 5=, =7 ; 100 - [Z) da

- 10

L - . . =

The workforce continues ta be one of our greatest assets, for without their dedication to the
production of quality materi als that deliver on time and within budget, our targets could ot be
met.

Staff Issues
It is=s essaential that we do not lose experienced statf and | arm delighted to report that moral has
never been higher,

Fairntaining stability in the workforce:

Zalary scales that match or exceed the market lewel,
Ongoing stafftraining and developmeaent

Excellent intern al cormmunications.

A good working environment.

A good management tearm.

Hurre an resounrces rep ot Do, 20007

A= the 'team’ is so central to our success, we must strive for the best po=ssible working
erivironrmnernl =o th=t @ rminirmurn lewvel aof staiif larnawer is rmgiriliainned.
-

Sec 1 1,1 ok LM —ol 1 REC TRE EXT OvR

Wiews this document at 5% of its current size.

el L= 1) Insero Formac Tool=s Table o imdos [ =1lm] Type agues=Ln Mo el

OO ER =T =0 - o= - | %@ HACO G = 4% | M 00w = [2) oa

- 10 - = .

Its massive remains hawve been restcred as rmuch 3as possible. The Abhbot of Jerpoint -efused to
ALl in lu 2fzcl Thie stalules ul ilkernmy and weas bizasil= fried, Lo nia awvsil, o 1540 this cer Lre ol
Cwill Zation was suppresed, its precincts, Iaads and waters bestowvweed on the Butlers ot
Zrmond.

HMrnocktopher

A4 5 ki bewand Jderpaint Abbey = anothe- willage associalec with a differeqt grea: Order of the
medieva church. The Earl of Jdmmmond, James Hotlesr, rmade a ljocndation Ferz2 tar the Carmrelite
Crd=r of Friars n 13565, Aalthoagh supp-essd By 1540, the Carmelites continaed 1o replace aad
Sopoint frisrs 1o s=2ree the srcacs until thew wers Sinally

SILsz ok —r ol 1 PEC TRK

Change thhe text in thie page header to Guide to Kilkemnny Counmiyr

Close Header and Footer wiew to submit yvour answer.

e —
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Staff lssues
It i= essential that we do not lose experienced staff and | am delighted to report that
has never been higher.

FAmintaining stahbility in the workforce:

Salary scales that match or exceed the market level.
Dngoing =taff training and development.

Excellant internal carmmunications.

A good working environment.

A good management team.

E=T

= miins
e

E dik R =T Inserk Tools Tabl= St imd o Help Twpe a quesktion For help
= & <= (&8 & =F | w2 - cm -~ | a7 10o0=n - | =) @
orral ~  arial ~ 10 - = - = -~ A ~

Tables and Borders

Database
S raphics

Sec 1 151 ek TRE EXT OY%R

Chang+e the height of row 1 to 0.7,

ZF0 mins
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Hewr Products - Microsoft Word
File Edit i Inserk Formak Tools (R T (= TP Help Twp= a qu=s=stion For help
(M =g & == a4 EH= = : /1 == s | M 100k = | CZ) g

=  Times Mewe Proman | = 10 - = /1 - E .

= =l Insert wword Fisld — S <@ e Mail Merge
Warrite your letter

E R T - S -
1 ! = ! > IF wou hawve notk already done sa,
wribe wour lebker nows.,

====sddress Block>=>=>> To add recipient iInFormatiorn bo
wour lekker, click a location im the
document, armd then click omne of
the items below.

= Sddress block. ..
— 7 Sreeting line. ..

Tues daw, Febraary 26, 2008

: - . . . Eleckronic ostage. ..
Thiis letter is to am—oiisace oLy 1319 Cofndts ramge of e amcl insaosratives prodia s =

intro<haced For the autiunn pemod of 2005 . The details of owr maew = clecticn o 1
thie ezaclosed fall colowr catalo mae. Thers is an order foxmm inchaded at the bac Bl mMore items. ..
items ordered cam be guaranteed delivery within 48 holrs of us receiving the

when wou ha-we Finished veriaktimg
wour lekber, click Fext, Therm wou
can prewiew and personalize =ach
recipient's letber.

Step 4 of &

To make ordering even speedier we havwe also introdiac ed our new online ord
emter the produact codes and gantits of iteans needed inmto the online form an

= Mexk: PFreviews wour letbers
== = N

<= Previous: Selecke recipients
Fag= 1 Sec 1 171 ok LM ol 1 REC TRK E
Insert &a merge field that v display thhe recipients name in the format Dear Mir. Randall, at the
insertion point_

= =5 rveins
Qi ’ el

HMews Products - Microsoft Word
Fil= E dik Wi Insere Format Tools Tabl= St i Help Twpe a quesktion For hels
= | = [ | R B - o= | e, af  1ooee = (=] g

rorrnal -~ | arial = e T = - = - é -

. . . . .1 L. .. = ... L. = = ol Meroge -
P - - Prewiew your letters

10 Fitzwilliam Sguare
Archweay, London Came oF Ehe mergsed letbers is
r19= SHCJ. previewed here. To prewviews

amother letker, click one of the

Followsasimeg:
Tuesday, February 26, 2005 Recipienk: 1
Thi= letter is to announce our up corming range of new and innovative
introduced for the auturmn period of 2005 The details of our New sele
fournd in the enclosed full aorder catalogue. There is an order form incl —
catalogue and iterm=s ordered can be guaranteed delivery within 45 ho IV‘:"—' can also chuangs wour recipient
ord er. =k N o -

Edit recipient list. ..

To rmake ardering even speaedier we hawve also introduced our new anl | Exclude this recipient
Simply enter the product codes and guantity of items needed inta the
is guarante=sd.

EFa Find = recipienk. ..
Moake changes

wohen wou hawe Finished
prewiewvsing wour letkers, click Resxt.
Then wou can @rink the merged
l=tt=r= or =dit imdividual letkers Eo
add personal commenks.

Step S of 6

== Mext: Complete the meras
<= Prewvious: Weribe wour ettt er

bAr do= wWlaonz =FulllaTex Pull e bl o hetalor=
CouEeSoft Lid. G P
Elon Housz widdra =z 1w
- = ool dre s=2w
S gua e fum i et 24
G Address= 1 D-on lous=

whRAasAlradew

COomipoargs Counze Son Lol

il e 2 10 Figwillian Fyuaie

hi= Jdalia Smith wMed Resorde cFulMamiee

dalire “raning Solwtions A0dress J Fchmay
Swncoe Squars

17 Synige Street Crty London
Chimngi o

Loncon wFosml Code: Moatal Codoc [ SR E=R= Y]]
Wl 2C 0

Data Source | | Main Document | | Merge Docurment

SUE M

Dragy each of the red labels to the appropriate document.
ou can click on a label to restorz it to its original position.)

Clirck SIHHBMIT when ynu have finished.




