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(Question 1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
File Save as Web Page save. 
 
 
 
 
  



ICDL 
)4v(  ExamsWord 

 Word Exams   release 1.1                  3 of 35            By Talal       March 2007 

 
 
 

(Question 2) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the Mission Statement from the task bar  
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(Question 3) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Help → Microsoft word help → write the sentence format 
painter → click search  
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(Question 4) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
View → select print layout  
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(Question 5) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right click on any place in the toolbar → uncheck the 
standard   
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(Question 6) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Insert → symbol→ select the tm symbol →click insert → close  
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(Question 7) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the sentence    Our products provide quality at minimal 
cost. 
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(Question 8) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click cut from the standard toolbar → put the cursor after the 
word best → click paste from the standard toolbar  
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(Question 9) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Edit → find → type area in the find what box → find next  
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(Question 10) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Format → change case → check the sentence case → ok  
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(Question 11) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the format painter tool from the standard toolbar  
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(Question 12) 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Put the cursor after please note → press enter from the 
keyboard → click submit  
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(Question 13) 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Format → paragraph → in the indentation section →in before 
text use the arrows to navigate to the 1"  
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(Question 14) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Format → paragraph → in the spacing → use the arrows to 12 
pt  
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(Question 15) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Format → tabs → in the tab stop position write 4” →select 
decimal from alignment→ click the set button → click ok 
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(Question 16) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the bullets tool in the formatting tool bar  
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(Question 17) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Press enter from the keyboard 
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(Question 18) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
File → page setup → in the top margin enter 1”   
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(Question 19) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Press ctrl + enter from the keyboard  
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(Question 20) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
View → header and footer → delete the word city and write the 
word county 
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(Question 21) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      Insert date&time  insert 
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(Question 22) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on   the                 symbol  
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(Question 23) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Table → delete → rows  
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(Question 24) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      Format border shading border tab select double line 
from style ok 



ICDL 
)4v(  ExamsWord 

 Word Exams   release 1.1                  26 of 35            By Talal       March 2007 

 
 
 

(Question 25) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Insert→ picture→ from file → select giraffe. Jpg → insert  
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(Question 26) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the copy tool from the standard toolbar → from the task 
bar click the committee file → click on the paste tool from the 
standard toolbar  
 
 
 



ICDL 
)4v(  ExamsWord 

 Word Exams   release 1.1                  28 of 35            By Talal       March 2007 

 
 

(Question 27) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click delete from the keyboard 
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(Question 28) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The first page is the form letter  
The second page is the main document  
The third page is the data document  
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(Question 29) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      Click on the merge (start mail merge) button select new 
document from merge to: merge 
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(Question 30) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      R.click on the selected word select minutes  
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(Question 31) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

File print select from page range current page then 
type 5 in copies ok 
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(Question 32) 
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(Question 33) 
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1. Create a new column to the left of selected column 
 
   Table menu insert column to the left       
 
2. Change the default user name for this application to Tom 
 
Tool option user information type Tom ok                                    
                             
3. Which two of the following statements about proofreading 

are true? 
  Carrying out a spell check means you don’t have to 
proofread a document.         
 Print preview lets you see how text and graphics will look 
when printed. 

 
4. Insert first Name merge field after the word Dear in this 

letter. 
Click on the insert merge field in the mail merge 
bar select the first Name field. 

 
5. Use the formatting option that would make the selected text 

look like this: 50 0 C  
Format menu font check superscript ok.     

 
6. Display the non-printing point on this document 

 Click on the show\hide buttons on the stander bar 
7. Change the selected row height to be 2,5 “ 

   Table menu table properties row type 2,5” 
8. Automatic hyphenate this document 

   Tools Language Automatically hyphenate document. 
9. Change this selected paragraph to be coordinator on the two 

sides  
Format paragraph Aliment select justify ok 

 


