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' Change how Word corrects and formats your text.
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Display
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Language
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Advanced

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

French modes: Traditional and new spellings EI
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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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Select document

When correcting spelling and grammar in Word

[¥] Check speiling as you type
(V] Use contexty M)  All New Documents

Community Center Supplies
@ Document2
&) Dpocumentz3
&)

Q) Thank You letter

[¥] Check gramn
7] show readat{
{
Writing Style: ||
{ Sales Team Report

Exceptions for: @JThan You letter

E Hide spelling errors in this document only
i: Hide grammar errors in this document only
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ey
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Binomial Theorem

n
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k=0
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Fourier Series
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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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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, dick OK.

Data Source [v | Last Name + | First Name v | Title

v | Company Name =

[ wign S ol | ol ol win

1.mdb [V el Al Sl ols L
1.mdb | CZRTI- N e Ao S ola  aiS e oS8l il
<] T | [t
Data Source Refine recipient list
1.mdb ~| 4l sort..
¥ Filter...
%31 Find duplicates...
= 4219 Find redpient...

Validate addresses...

Z

Mail Merge * X

» [

)A) —pic-word
Write your letter
If youh t already d , . T . o e E 3 . w N [ <
wr?zuyoz‘rf?e:?eri;ewa. v enes MIP Ol 4’90' 22 I) f}” U"h.n .).ul,.l s Louio 9 ),a':u < EH J.aD' w‘b,.; Cogs fls w' )
To add redpient information to
your letter, dick a location in the

document, and then dick one of
the items below.

REWLY e T LYW a,.:i' Jlol
|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
@  Next: Preview your letters

<@ Previous: Select redcpients
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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

H o B q

Q5% |:::_:| D |:i-_:|

pic-word- 184

o2 b i s 0l (610 b 1) ol 038 Sl o3 yaseie sl Joro 43 SleMbl Gt b 45 ol 40l 250l 33lg5 o Lodb ot p8

9 35S o3litwl HuSB Ol 8lws @ 0905l Juoal bl Sl 00 G290 (2] I 3le5 (g0 Lo L3S Ol 20U 3332 1B S 3 Qb 0 03D

< arled Jlw )l 9235 3udgi 09uil (S Juos] Y uod 4

www.Modirlran.ir

WWW.GhadamYar.com




Word 2010 (& sl

(U

Ol 9 0lg3s (5 4dl> b b+ 5SS e 1) 395 Oz Oldoc 5 3038 Olz ) 6l S 6985 45 39 j901 (50 lod Juad (2] 13

398 Jws )l )50le 4 xlys o 45 3t | ol Lo olgsels

053 Juad (2l 3 45 Sy 3 g oz | oz 9 40 ESY Ol 5 5 PAF BB L b Job 00055« Gl 46 pbay olaghis

~

/

sl

(Print Preview) ol ioles i

O lod e (5 238l (510 45 Lizo (] 4 Cuwl 23,5 Sz 58 Sglir B (51d e 4 s Giwlos i « WOTD 2010 (5 40U 0 >
a):.d.'f.&wbQw;)c#lgub"w&b).zr.&.:.C,._a_.o.b)).)yﬁaplﬁn%lﬁ%glﬁ&i”)print‘sﬁjf‘klé‘s,;ajlc,\wh}ls

.:,Sa»l.:':ml.szpal,.éd;,_;o)l;.illgol,suabdlx.éuc;lau,wammwlu&pl.BG

o " I
] v - 1y rupastnd Y < MO0 Word =
i
- Print
&l oy
& Ceen
o |
o O L
¥ e -
o - ——
Nacert - s
Noa " i
_ T g2
S & Sard 'y | P S | e B st
‘v
olp t 1
J Cpt»
- et
o
i
e
Wagn
Page o memt
ot v s
. m

\Ab -pic-word

www.Modirlran.ir = =

le 1)
WWW.GhadamYar.com AT —




Word 2010 (& sl

399 z9J Olbrin Ol (ke jl Flrio Ol b ol e Ol ()l axin Ol

DS SS 1) SELtiNG (5 degommo w1 (5 S ol oz ! U3 ST 05iST awS Jall 1) Ol (s 8 oy  PIint s 455 jl aslizwl L

Dbl 4l 39 Ol 3ubleS g0 &S Flbo 350 ) (S Cu e ilgiae

2iSae Ol 1) Il 2w Olxiwo 44 :Page all page

S Dl 1) ol Jisw « Print selection

Db oo ol 31 )13 OT )3 Gusle JKilis 45 (5,1 (5 4ivo kb :Print current page

DS o plaitio dublgS g0 Lo 45 1) Oz 1) algsds Wilxius :Print custom page

2iSae Ol 1) (5)lz 2w Olasin :Document propertied

SIS o Oz L) 6l M 795 s 4iwe ki :Only print odd pages

S 00 Oz ) 6l i 38 sla axiws ki :ONly even pages

T mm——————————

= e — g
W trangreedZBL0 < Micraseft Ward
I Seee
Primt
U Save A [}
W s
- Copi
i Open bica ™
d Qose [
o Printer
HP Dificapet 4300 Serves =
Recent 5
N £art
"
Settings = T SRR~
- Ry P ————
_ | Frint Al Pages -
Save & Send - <
Document — .-
Melp 5 Prott Al Pagen -
Prnt the ertire doccment ~
J Ostiom
xR
. Print Cumvent Page
i Only et the tument page
. Print Custem Raoge
J)'—' Erter pves peget o 1actiom 1D piind
Docement Fropertes
Oocument Properties
Tatrle of properties and vakse
Ut of Markup
LIt af matkup a0k
Stybes
ME af thyies wand in Secument - e e ]

v Mt My
Ordy Priok 000 Rage

Oy Priet Even Fage

¢ 108 cflll »

= Sy

Q

\A# —pic-word

www.Modirlran.ir

WWW.GhadamYar.com

5

AU



Word 2010 (& sl

S JIPriNt (5 oS5 038 SIS L 45 Ol (50 2 45 SEUING Gisw s 39250 b 4055 jl Ol sl i Olouhiss ploul sl

(Wl — 23,8 oolaiwl 59l 0 2l (S

L S = I — S 0 pasiie |) Olz Gl 45 slass :COpieS

wo Printar Sl 1) 59 plonil Gl OT awgs aalss g0 45 (5,551 6 Printer
_— e VI PESV-JNE JESPTAWIE PV T TV J F AU E I TGOV YR VIR g

Pages RSV WU E 3 )))'._a_.'ufj” WD 3929 23 45 > d9=>g90 sl )f.nl.? il OlSl

Help

1] Options

=i © IS plaS 45 2S o Hasuiie SEHING 4 bys o Olesbis (5 e gozre jl 425 sl 4>

Sty -39 Jlw )l Ol 5l Gl 3w Oloino
B 2igd oz 9) 95 b 9) SO i 45 1iSe Hasuie Print one sided

VAV —pic-word Pl olgsds el (510 Mlgi (50 3S Dl s 3z )3 ) Axdo iz dadleS 0 S

bl ade Ol

2iSae Hasuie |) ol 0391 881 L (5390< : Print orientioan

IS S 393 diww Sl | 2lg3ds (5 Ail> 3 0 2 jl>1 : CUStOM margins

39 Ol Ao iz dmio JB )3 S Huei 45 2iSue SWS lad 4 : 1 page per sheet

39 (50 83948 Cawd (pl Jl (53150 9 Cagz 9 bl (i 9 LU (5l dxiio Oloahiss (5 0 o 43S ] sl L : Page setup

www.Modirlran.ir jLO )oY
WWW.GhadamYar.com e —




Word 2010 (& sl

PAF a3 b 03,50 >

1) PAf 55290 Caliseo 1951 oy j1SAVE 8BS plEia cawl SIS PAF o )3 b (6ol B0 038 8,033 sl 309 8 b 0 3332 sla 45es >

« 394 3033 PAT Bgay L By b 2iS Ol

4.9[3).509.)..13A&S@MQTMQ,QW,[&&ﬁ),&b&%g&)a@);:ﬁh:y%unn)ébpdf)&mlg kB B9
4.g|)._gg_lét_a_).¢;$n).ml.’:,.n)§ﬂ>nlix.»)pl)ulg_lé.x,,mbéuaGw&A,_slx.),oj:L:H|,_5)m.6.?oﬂl‘5l,:mpol,.¥uosnji,‘5lm

2390 3alg3  culbio Ol PAT o 18 Sl 25kl 3B (5 a5 3,135 (5 )0 oTpua:'h:‘:.ng.\*m.\._u I3 Hasub

- urond:mtd.u ¢ Locel Disk (T} » v ol - ul Ciiy 5 > |

Owpnaze = Mew fodier - - o

(W] Mcresstt Ward

rivers

¢ Favurkes GesgooTemp
M Debtop ()
& Downioats Perflogs
. Pecent Places Program Flex
¢ Dvopmox Prograen Fles (35
Lsers
e Laranes - Windows
+ Documents
o Ml Wet G000t _______________________________________________________________________________________________________ |
e Prtures Waord Macro-[nabled Document
Weed 972003 Document
’ Videos

Word Template
Word Maoso- Enatded Template
Woed 97-2001 Tem plate
POF
35S Document
& Comginer Sengle File Web Page

. Web Page
& Loca! Dk (C:f wmv.::_ i dtered

# Lecal Diske (0x) Rich Tt Format

Plan Teat
Weed XML Document
Woed 2001 XML Docemem
OperDogummmet Tot
Flecome s 6 - 9 Document

S oe v (o ocument B
ad Lateger Tag e & Vag Title & e Spac by the sudgert Merag ¢ menae

o Homegeeup

» Locel Disk (E)

* Hute Foiden Toaks ~ i._" | Cancel

\AA —pic-word

oz 1 9 b CSL o) 0 Pz

Wles 903,5 o>1b 0lsl s LS5 b ol ped 9 Cilises sl jlail 9 skl 43 1) 395 Jlw )l ool S Lol slgs o ¥+ )+ Word s
IS ol plosil (509565 4 338 5 ol )3 .3uS Slaul Gab el Jl i L) 395 b 390 ciliso Sz 0 3uilgi g0 Guizred S Ol
:),K«'uo Cﬂ)‘f'f"ﬁ)b)‘-ﬁw

3sS SIS Envelopes (sg) 9 83,5 4ol MAILINGS & om0 s sl

35S 319 1) 3 13 3T s RETUIN AdAreSS cuomd 43 9 835 S )T sl Delivery address cuomd )3 sai jb (go poiy 3
S asuiie ) 32 (59 S 7ob (5 5 Yoo 35lg5 g0 s FEED oS (590 0 SIS L

S s 1) S sl 3l o0 ju Optlons S92 SAS L uized

www.Modirlran.ir = o

WWW.GhadamYar.com e




Word 2010 (i !

38 Ol ) b 3uilgi 0o PNt (59, 2 SWUS L coles 1o

3290 LabIS 5 4 0 pomy aod 03 55 oz 2 >k sl

S 73 1 vasi 8 s T ADAIESS cuond 43 0S|

3B ks ) cannnzz p3 01331 34195 0 s LADEIS caonnd (595 2 SIS L

3,5 splys Ol 32 (595 2 )z 0 PTINt (59, 50 SUS L 3T o

LN
=9

9 0
! Fane et Page Lagms Beteewneny | Maling: Bevem View
i r -5 - ey oS
g :@ @ 3 "7 ::' —-—;} -'.:] '..llﬂ ':,-:h:'lv Vietts ? ;‘:L‘“IZHII" . “ ’{'

labais | Stot Ml Sefect e Mighihytd  Rattyee Coreling Braart Merge Prvview ot A

Trveinge by 9
Merge = Recpierte = Reupient Lt Slpgs Salshs  Blspd Y Fioldd A Ueaute babes | Basists ‘, Autn ENeS S ENDY | Mage -
WOTe & dewdrt Flakds Prewem Aot P

Crasts art Mak

@~ Tlom

| Prevew Feed
£

Verity that an envelpe & loaded bedore prnang,

YA4 —pic-word

S 07l puiSie DLl 3 90 s 1) labEL L ENVElPES (5 4 35 MAIlING S s jaw Sl 3wl B oz 10 9 40 S| Sloul (sl
c 398 83988 O juass

Home Insert Page Layout References Mailings

p— Review  View
=8 B 2 28 8o AL B

%E] Match Fields 03_3 Find Recipient

Envelopes Labels = Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview | . Finish &
Merge ~ Recipients ¥ Recipient List | Merge Fields Block  Line Field- (2] Update Labels | pesujts S Auto Check for Errors Merge -
Fenaba Chaucd ARl Al e Aleibn Qi Tomravk Cinlads Nenssincie Marilés Cimirk
Y4+ —pic-word

www.Modirlran.ir ;71: 180

WWW.GhadamYar.com e




Word 2010 (& sl

C 3w s SudlgS 0 436 o ) ESL 9 b canz w 3uiled 0 €NVelopes and labels (s o oy Js

s ==
Envelopes and Labels (B )
Delivery address: & ~
Aieded pslal zyo- LI
|
) LR k_gl.»bu.f.c @J-Word Art t_g..\.;\_..ﬂj af in
bb&?
0l Laylogas glssl z,0-Smart Art); (Chart( l
|
[] Add electronic postage
|
Return address: @~ [ omit
» | Preview Feed
(4
= [
Before printing, insert labels in your printer's manual feeder.,
print | | NewDoaument | | Options... | | E-postage Propertis... |
14) —pic-word
www.Modirlran.ir —5°

g Vof
- 2
WWW.GhadamYar.com L




	jeld_final_nahai
	amoozeshe-kamel-word-2010

