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P90 o3l sl
Format Cells (Ctrl +1) :
Tab Alignment : (Text Alignment-Horizontal(Center),Vertical(Center)) Joo> o (yis gansjl

Tab Border : Style, Color, Outside, Inside Jso> bshs pu, 5 0l
Tab Font 18 wledas

a. Tab Formulas-Auto Sum-Counta
b, sl e g Solgls ol slo giw wlssTab Insert-Chart....

2 pgw ooyl sl il
1. Lo osls oogue wlisl- Tab Page Layout-Print Area-Set Print Area
a. Rccesb, LBl g, - Insert Comment

b, (dlaws # ceed) — (Cdss aoyo # olaws % cwud ), Tab Formulas — Autosum - Sum

2pslex 0o Sl st
1. Start-—Excel 2013 , Tab File - New-Blank Workbook ( Ctrl+ N )
a. Sheet1-Rc-Rename
b. List???
C Cand jloolatnl b &les )0
Oy o Total - Tab Formulas-Auto Sum-Sum , 5. o Average - Tab Formulas-Mat&Trig-Average , (5w o

Resule - Tab Formulas-Logical-If: Logical_Test: Jow ,s1>70 — Value_If_True : “Pass” - Value_If_False:

“Failed”

sligiw wliName,Average- Tab Insert-Chart , Tab Design-Move Chart-New Sheet — Average
Tab Desighn-Add Chart Element-Chart Title — Icdl1 Average

2o 90T sl sl
Format Cells (Ctrl +1) :
Tab Alignment : (Text Alignment-Horizontal(Center),Vertical(Center)) Jso> slo o (sl 5

Tab Border : Style, Color, Outside, Inside Jso> bshs pu, § 0B
Tab Fill ao) oo K5, s
Tab Font o8 wledas

A Ggi> = (b Sleluscels o sjaws) , Autofill
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do =/ ) # 345> , Autofill

Sk = 7Y s 548>, Autofill

8Ly Boi> = (Gsi— (Dllleransy))

8L 0 5sii> o Soleils pbi 5 ab gligie sl Tab Insert-Chart , Tab Design-Move Chart-New Sheet:Sheet
Meazs giw wls-Home-Sort-Sort Z To A

Tab Formulas-Auto Sum-Sum — Cell I7 — Tab Home — Autosum — i 5,50 slo 4> 54, 5,0 - Enter

Home-Alignment-Format Cell Alignment-Tab Alignment-Orientation-Degrees:38
3 s 9037 S 4101

Format Cells(Ctrl+1)-Tab Number-Decimal Places:2

Tab Formulas-Auto Sum-Average
Tab File-Save....

a.
b.
C.
d.

1. |Insert—Table
a. Home-Alignment:Center,Right
b. =slassasly cw.d , Tab Formulas-Auto Sum-Sum

C.
d. U5 cwd g ol ol slo 9w wlses- Tab Insert-Chart
2 i (59037 Sl 411
1. Format Cells(Ctrl+1) -
a. Rc(Sheetl)-Rename:Karmand
b, =6,5 celuteg,ls celo ,o 050
Format Cells(Ctrl+1)-Tab Number-Currency-Symbol: Ju,
Tab Formulas-Auto Sum-Sum
List
If (394> >100000 , “T” , “F”)
Tab Insert-Chart...
1o 9037 sl slal,
Format Cells (Ctrl + 1) 5 Jgoz obxl )
o (Tab Data — Sort A-Z) 54 i ye Lill gy ol 3 4 axlg ol oy Il .3
Tab Data — Subtotal — At Each Change In: (Name Vahed) , Use Function : Sum , Add Subtotal To :
(Hoghoogh) - Ok
b.  JS cwd s olS ol slo 5w ol Tab Insert-Chart

c. Tab File-Save....

Y URT I U
Jsszr g0 sl )
Format Cells (Ctrl + 1)
= (Olawd # Ceond) — ((Candsd duo 0 # dlusd # el )
Tab Formulas - Auto Sum - Sum
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(Long Text)cl.sgi- (Currency) jis,b cuad- (NUMbEr) Joams oy 5 als - (Date/Time)uats
Coules el Uas liy 1)l 0 93,55 slaie Laald 51 S ym sl ()M o5 (590 53 39b Jgoz o (D
el )5 a1, " asl sod pusme oad ools dae " gl plig Voo 5l i 306 (0903 3)l5 Oygo 40 Jgamae Ly, 4 bogs e ol o (C
Sl
P gesl

les cud o1 50 0,65, @iy g bl 1) pj Jgux -)

Short
Text
Short
Text

Yo

Long Integer ils o8, A Sl in b ieS il Number

Long
Text
Short

sz ladigss, plol B sleibl laid Text A

wems el el (555, ol il Ll s o (las S, oles 52 5 o S ol (@

A8 ol yalh as x8s S -Y
CaS 0 lg e slowl Jgaz o1y 585 0 Slasie § oS o)ls ) uyol ¢ 4l o ek ( Solgls b ol slaals (@
A Gialed 1y conl e Ll oS g0l 31 il o)les (b
A Ol ead ol 355 (€




WORD -EXCEL-ACCESS-POWERPOINT s sl

Access oo slo S,

sl o5l sl el
1- Access- Blank Desktop Database- File Name : sl - Create , Tab Create- Table Design- Save- Table Name : Salary
Field Name:uLs si- Data Type:esls g5
a) o 5 oS uls ,o- Tab Design-Primary Key

Tab Design- Indexes
Rc(Salary)- Datasheet View- Jgox 5l oygiw ondsl ok Re- Insert Field- Rename- Identity

Tab Create-Report
Tab Create-Query Design- Jsa> obxsiSalary-Add- Ly o ,ee slaals Ol g9a> aLé(Criteria: >200000)-Run

Tab Create-Form

P9 ol sl Sal,

Access- Blank Desktop Database- File Name : Student — Browse : C: - Create , Tab Create- Table Design- Save-
Table Name : Mark- Tab Design-Field Name...

a) Tab Design- Primary Key

b) . aLs ,o- Properties-Validation Rule: >15 - Validation Text : a.sb V0 5l jin wb oo

c) Tab Create-Query Design- Joo> olxslFAdd- L 5,90 sloald bl oo ol (Criteria: >V#)-aJg e ol (Criteria:
=cz938)-Run
d) Tab Create-Report Wizard
o 0015 3,55, ol g Data Sheet sl ,o Jgaz 0,5 5L (e

f) Tab Create-Report,...

Fpge 0303 slo Sl
1) Start- All Apps- Microsoft Office 2016- Access 2016
a) Access- Blank Desktop Database- File Name : ,sgs oi - Browse : Desktop - Create

b) Tab Create- Table Design- Save- Table Name : Personal Info, Field Name:uLs i- Data Type:osls g4
c) uaLé o Code- Tab Design-Primary Key
2) Tab Create- Table Design- Save- Table Name : Contact Info, Field Name:uLs oU- Data Type:osls g4

a) Personal Info — Design View- Rc- Insert Rows- City
b) Tab Create-Form
c) Tab Database Tools-Relationships

ez 0seil sl Sal,
- Access- Blank Desktop Database- File Name : J.., - Create , Tab Create- Table Design- Save- Table Name: ..-
Field Name:uLs si- Data Type:ools g4
a) Tab Create-Form...
b) Tab Create-Query Design-cu. ;o Gsi> 5 Juols slaaks (8,5 o)l

sy 093] sl Sl
Access- Blank Desktop Database- File Name : School.Mdb - Create , Tab Create- Table Design- Save- Table Name
: ;501,5- Field Name:aLs l- Data Type:osls ¢4- Description(Optional)

a) Tab Create-Query Design- Jso> olxslF-Add- L 0,50 (sloals wlsesl-o yo5 als(Criteria: <12)-ae oL3(Criteria:”Yes”)-
Run
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b) Tab Create- Report

Access- Blank Desktop Database- File Name : «lxls - Create
e Tab Create- Table
e Design View- Field Name
e Design View- Field Name

Design View- Data Type : Lookup Wizard- | Will Type In The Values That | Want- Next- Col : .5 ol 5 5,50 5 ale-

Finish

Home — View — Design — oS aLs oL sl — Filed Size - 20
Field Properties- Required- Yes

Field Properties- Caption : ,ub sl

<l 51,5 als ,o- Properties- Validation Rule:<500- Validation Text : ail e zseo oo ools sae

Access- Blank Desktop Database- File Name : o+(%34,5Cd - Create
a) Tab Create- Table
b) Required - Yes

C)  Jspame o, ald o~ Properties- Validation Rule:<1000- Validation Text : ail e zuses oo ools sue

i ge5] sla Sl
1- Field Properties — Field Size
a) Tab Create-Query Design- Joo> olssl- Add- L 5,50 sloalis Gk i ol (Criteria: = " s95, lul,5")- Run
2-
a) Create Table — Design- ..., Datasheet View
b) Tab Create- Query Design- Jso> ClxstAdd- ks o )90 slaalé Lkl ols(Criteria: = Je)- Run
c) Tab Create-Report
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Powerpoint os sl S,

d)
e)

:Jol (ol sl

Ctrl + N- Homt- Slid Layout- Title And Content

Typing

Tab Home-Bullets-o,lws Jow sl —Bullets And Numbering- Color: ;. 3 5,
Tab Animations- Add Animation- olgsds ! ol

Tab Design-Themes....

Ctrl + M — Insert Chart

Tab Chart Tools - Tab Design-Change Chart Type-Pie

Tab Animations-olgsds il ol

Tab Design-Theme....

Tab Insert- lllustrations- Shapes-Action Buttons-4.Ss ... 5-Hyperlink To:End Show

3) Ctrl + M-Table....

a)
b)

Jga> wbxsk-Tab Insert-Hyperlink- Link To: Place In This Document- Select A Place In This Document- Slidel
Tab Design- Format Background- Solid Fill- Color

390 o3l sl il

1) Ctrl + N, Ctrl+M(,L0)

a)
b)

c)
d)
e)
f)

Slid4- Table
Slid3- Tab Insert-Shapes-Action Buttons-4 «Ss .. ,5-Run Program-Brows-(C:\Program Files\Microsoft

Office\Office15\Winword.Exe)

Slid2- Tab Home- Side Layout- Title And Content
Slid1- Tab Animation-Setting-Tab Timing-Repeat:4
Slid1- Tab Tranisition

Tab File-Save...

pgw o903 b a1,

1) Ctrl + N, Ctrl+M(,L¥)

a)

b)

c)

d)
e)
f)

Tab Insert-Shapes-Action Buttons-4.5s .. 5-Hyperlink To:Next Slide-Play Sound
Tab Home- Slide Layout- Two Content- Tab Insert-Shapes-Action Buttons-«.Ss ».—. 5-Hyperlink To:Next

Slide, Previous Slide
Tab Home- Slide Layout- Title And Content- Tab Insert-Shapes-Action Buttons-a.5s s, 5-Hyperlink To:First

Slide
Tab Transition-a,dl ,a sl olgsds 138 bl
Tab Animation-elgsds ot sl

Tab Transition-Timing-After:4s- Apply To All

pale 090)T bl

Ctrl + N, Ctrl+M(,L¥)

a)

Tab Home- Slide Layout- Title And Content

1980 (IS 9i dxdo 2 oS dugd
Y4




WORD -EXCEL-ACCESS-POWERPOINT s sl

b) Tab Animation-Animation: Fly In

c) Tab Home- Slide Layout- Two Content Tab Animation-Add Animation-More Entrance Effect-Drop
d) Tab Home- Slide Layout- Title And Content- Tab Animation-Setting-Tab Timing-Delay:5s

e) Tab Insert-Shapes-Action Buttons-4.5s s s-Hyperlink To:First Slide

f) Tab Design

o o901 syl

1) Ctrl + N, Ctrl+M( 1Y)

a) Slidel- Tab Animation - Settings- Tab Timing- Duration: 3s

b) Tab Animation-Animation: Fly In-Effect Option :From Left

c) Tab Design-Theme...

d) Tab Insert-Shapes-Action Buttons-a.Ss . 5-Run Program-Brows-(C:\Windows\System32\Painting.Exe)

e) Tab Insert-Audio-Audio On My Pc

f)  Tab Insert-Shapes-Action Buttons-4.Ss o 5-Hyperlink To:First Slide
2) Tab Insert-Slide Number-_s Slide Number-Footer : - tsgs ol

3)Tab File-Save As-Brows-Save As Type: (*.Pps)

I (99031 Sl 501
1) Tab Home-New Slide(Ctrl+M)
a) Tab Insert-Shapes-Action Buttons-«.Ss . 5-Hyperlink To:First Slide , Last Slide ,Next Slide ,Previous Slide
,End Show
b) Tab Animation-olgds yivesl olssl-Start: With Previous
c) Tab Animation-Add Animation-More Entrance Effect-Drop
Tab Animation-Add Animation-More Exit Effect

Tab Animation- Animation- Entrance
Tab Animation- Animation- Exit
Tab Animation-Delay:3s

Re(pgw d)-Hide Slide

i 90T byl

Tab Insert-Text Box
Tab Insert-Picture
d) Tab Home-Bullets
3) Tab Home-Font
4) Tab Home-Font
5) Tab View-Slide Sorter/ Reading View
6) Tab File-Save...

i (9031 by yls1

a)

b) Tab Insert-Slide Number -Footer: togs ol
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c) Tab Home-New Slide(Ctrl+M)
d) Tab Home-Bullets
e)

e Ogo3T Sl sl

1) Tab Insert-Wordart
a) Tab Transisions
b) Tab Animation-Add Animation
c) Tab Insert-Video-Video On My Pc
d) Tab Transisions-Advanced Slide-s.; On Mouse Click, . After:5s

2) Tab Insert-Shapes-Action Buttons-a.5s s 5-Hyperlink To:First Slide
3) Tab Insert-Charts




