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g i AlPsgm oo B TSy o g
(o] uGJOSﬂg)i:xEll Y::?&‘% Box (Windows) 6o u‘§¢df Red GJGWE @ﬁc@uﬁ Close

Button Gog?x\?(% BO&J&\%(‘BI Typing Tutor 6&)&73@(&3’:@?30?@ &cﬁtn WCS!}D
oude3qorcdi cog§socSelotn GosaBateon %Wcﬁs% egoroddlonadi

=.C  Typing Tutor 6 c3o:s:FFS:

o3 Typing Tutor 6(!%3?9%3%3 Mouse Gﬂgﬁ?ﬂ%ﬂ%t () O% e@cln;m&

<§_ 0.0

Select Open from the File meny

a
I you would like to learn how 1o use the mousa, >
press return. j
To begin, select Mew from the File manu
if you are a new student. &
iryouare a returning student. a

U U U U U

| =1 tyming Tutor &

(0) File Menu f]!3$5{ﬂlr (6 00 P%Es@mmé&yp] Menu Box ojeondc88ucSn

() =% Menu Box adon New r]nmﬁaﬂo‘a%dln t.'E o GuTcmn.ﬂ('Sféutﬁl

(P) 8¢ FirstName § Last Name com€edic88ocdi go0p5odoopSeord @cﬁcm%os
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Mew Student Registration

Welcome to Typing Tutor 6! Please regizter your name so R & T
that the program can create an individual history file for you e
This history file will keep a complete record of your progress.
and use the data lo construct individualized lesson plans.

First name: [YOUTH l

Last name: |Eumpute|1 |

() ¢ ©.00 adloondie36weSn 3§§<Jn m?agompuc%ﬂn 0K c%o}acxfc%% Mouse ES
tmuﬁmrﬁaofog] mS;ﬂrﬁ?&%ﬁ&i

-
il (Save New Student History File

Select the directory in which
to save your student history file.

Directornies:
c:\ith

(9 ¢ o000 edlondle8SwcSt # Box oo Level n‘éaa:%&muin a0fm m??omm'_:
cooowlgboisecnod Beginner o3oegsdiocdn agm:@ms@ﬁqcm@a@q& OK
:xxfcﬁ-r:%ﬁ?aauuﬁu

©) ﬂa%c{ﬁr.'f 0.9 | cobadlondleBéwoSs # Box ongom 208 aap'ﬂ‘éc;@ n%umﬁ
l o‘%«?pgcoe%: 0K %Scwx.ﬁu

3 :p0pbagencon saedonekpdo) Typing Tutor 603 3205dfffs Mouse soooytoss
{ J} cBl ﬂUCSO%GEO%G’)LSGCOH Typing Tutor 6 a%a%s@s Mouse n?gcmwgcﬁa%cﬁ &
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| am not familiar with the lapout of the keyhoard.

” Hunt and peck typist
| am generally familiar with where most of the keyz are. | look at the
keyboard when lpping and may use only one or two fingers most of
the time.

" Touch typist

| type the alphabetic and baszic puncluation keys without looking and
uze all of my fingers when typing. | might have to look when typing
the number and symbol keys on the top row.

" Full keyboard touch typist
I can type all or almost all of the keys on the keyboard without
looking [including the numbers and symbaols on the top row). | use all
of my fingers when lyping.

l{) G.DJ Practice Goal

The key to achieving your goal is regular practice. | DK
Please enter the minimum number of hours that you | -

intend to practice in a nommal week. e | |

Minimum Hours: El

2.9 Mouse a:xgaq?a?a J

(3)  File Menu ¢, pooocSon Menu 6oppifofeadony Games Menu ¢ Mouse B¢
mﬁa}ﬁrﬁ %Lﬂll 9 0.0p cﬁ@é%&ﬂmél edloonol Menu scgc:?: Mouse Invaders mﬁaﬂ
mﬁgrﬁmﬁgﬁwaﬂu

() ¢ 09g meon Level Sewtondi womspgofs Gopoytenaleon; Beginner

o$degscosdu Player ofcopSs Q?Emw}no%& One Player Segpaosd §iaE OK 20pchen
6y §ocusdh

® ¢ 0.9 meon Mouse o%o:cﬁ-:%a%tt mensqondisipond Mouse BEona
segipacgo mrensionensgaiacadt efpidhou ogfioemngiaonacornaon; fRoSmecos

cg%ummj {(\ESG%SEGS} Microsoft Word 2003 Vs Word 2007 (4 in 1)



r‘.f_nl.r-r adjusted typing speed is B[l
accuracy of 2 percent. You have
121093476.5 hours. ;

Suggestions

\Wark on improving your accuracy with  Reqular
lesgon, Don't warry about specd. Focus on striking

GO0 Cheeseacgmm»mm% rﬁu&am@wup&ﬂﬁ:q&cﬂcﬂﬂ %&)@%&m
adh 860 G@Em@tﬁn’%&mﬁuﬁsqﬂmﬁl canchGteyn Cheese woHGeoteadeudH
% Cheese rsmscaogo% @rﬁmsmmcgm m:ﬂ:mcfm&cw@: mm@ﬁm $eom

o Sty Mouse Invaders
~SKill level

T Intermediate
 Advanced

~Players

= One player
C Two players
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| Welcome to Mouse Invaders!

, Use the left mouse button to click on mice and double-click on

| armored mice before they eat the cheese. You can also use

i the left button to drag cats down from the status bar to block the
mice or draw traps by dragging with the right mouse button.

Ordinary mouse - 50
I Armored mouse - 100

Click “*Continue" to begin round one.

Esc=Cancel 1

rﬁt&ﬂﬁ@)ﬁmmaﬁmag @fﬁmmagmx%acpms Mouse & omsBiqedi cmsagﬁn

(2) o (0.09) ¢ 6001600086oEDYEOT @rﬁmamsn%amg m&arﬁ%ﬁs Mouse ¢,
2uSadoeo) (cochpde) i@oﬁann%?@mﬁsqtﬂmnﬁu 2903 Single Click c%eﬂm(ﬁn

() mt%Es::ml %&msc@ @rﬁmcmmﬁaﬁﬁq&sc@ Mouse E‘Lmnﬁmﬁac\tos {m(ﬁﬁs} :
f@ fs:ﬁfﬁmorbo%ﬁ%ﬁﬁs (}EE{LﬂO’JOSII :ﬁn? Double Click c%c&ﬁmu& ('E 0.99) ?E{:msw:n%

pmé@:ﬁq& Continue g> Mouse ) m@mrﬁa%@ %Guaﬂu Cancle f)?&:ﬁcmﬂ: 2
Game o3 mogrﬁagatnﬂc@@wﬁu n"‘?l:tﬁm % Game n%mmmnﬁ:%cm_) Continue cd o ﬂ:@

Mouse Gc\_quq,a?xﬁ D(MH Eo@cmmgmcﬁmm&cmc&@mﬁu % Erﬁmmmcgo%
Mouse m&moﬁa@%%w@:mm:mﬁsm 35::::(% mmm?q&ﬁg Mouse
Operation o3 Pointing $& Clicking o7 ogeseryEogradcBouddi

() e$0dc6eeon Dragging G 9308005 3opbapocialeon ¢ 0.96 ¢ 800107
30040 Gﬁaﬁmﬁmmcggpxﬁsm % G@:Emsmmoaccﬂb% Mouse U?Gﬂﬁg)!cﬂl ﬁs@lﬁ
mﬂqcﬁgﬁﬁa Mouse n‘zuc}gcﬁﬁ @rﬁmammogms?cr} mSm@oEmgﬁcﬁSa@mnﬂu
@(&mﬁ%%’%&?ﬂgﬁ) c.gcﬁc%r&ﬁ :ﬂ#ﬂf& @o&ncmmoam Chccs'canazgmcprﬁﬁ
GE’)EMGNIELGSIﬁXE&ﬁ? Sqdionuds dongomy Dragging CLEUCEESL“BIG@’)&}E)GWWLPDS

na%ql‘:m {c?50§3850£] Microsoft Word 2003 Vs Word 2007 (4 in 1)
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spptamscoimediesaiendien ddubancopSs %005 Single Click sop Double Click 6op38
[egodanGoteoa? [G$f§SaSogicamt ﬂﬂx{éqtﬂmnﬁn

-
!{ 0-3@ M Typing Tutor 6 - YOUTH Computer
Fle Leszons Tests Pmp'ess Cphlons. Games  Help

o
Score: 200 Ca&({%ﬁvﬁ@@ ; Trap area: _@

B
2 ]
2ga

(g) o3 Mouse imnﬁmtﬁa&eogo%'} W H:km? Mouse E‘LP_'merﬁ
aneo%‘éu%@é&ﬂunﬁn agn?em‘_) Right Click o%;aﬁaxﬁl @ogmmwogo? 35:@3?:3?3
caontagpobeotft oiladorcSs caontagpodeotf obiouSaBaf Mouse paoodd Right
Click 03035(8s @cﬁmammogn‘{ mtﬁ(\%ustqmﬁaﬁamg [Redmseoeanancso
cobicfoplieqen dovcnds @cﬁm&m&i 645> Mouse ¢, po0033Eds (condocoud)
b gretingnh oo oo by
edendicB88uuSi s3den seorbagpaioscondh [poSmeroseonum GoorBeqpadSffs Cheese
oSyl Sy s oS gt
60303 sa0pigeaeootomn qeomoient Bondeon ¢ 058 o sfpptmscoied
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r_r 0. :K'l I Typing Tutor 6 - YOUTH Computer 3
File Lessons  Tests ﬁﬁmﬂpﬁnrﬁ Games  Help

Score: 25[! Cat:r EEE ﬁ ﬁ
i S ORI SRS SR TSI,

o g

@cﬁ{mmog m:c%:rﬁiaﬁaa&s%ﬁﬁa%q&w? LE 0.90 Gdloondle88wuSn # Box GOO2NGON
Gfﬁrﬁmggmrﬁmmw{.ﬁ#:@ Continue T')gﬁﬁus{.ﬂu ummmm?:n?sa?fcl&emg Cancle
3ocodh 0008656 E330m0GoN0E Tape Area geaed poronodEaghas [yobelacs
(Close) anfog@mtﬁn%ssuaﬂu mﬁmﬁmm@u [Gea Yes TJ?SGU&& % Game :;m:rﬁiam?

@80$"ﬂ'353° mms@ésuuﬂu do Mouse o%s:vcgugmozog%:us%ﬁﬁnﬁﬁdlmusu

Q 0.00 | Round: 2
Player 1: YOUTH Computer

, Watch out for decoy mice — mice carrying sardines.
| They can slip past the cats, but still eat your cheese.

| ﬁ Decoy mouse - 75 points

Click "Continue" to begin round two.

EEctna
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Program GeRad03 muﬁc@eo'éqaxﬁa%etmo% ediod 0 ff)m&mﬁnnmf& Geesqt
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apion$encdoq 0.0 06§ 09 B enechats @§a36333m1& Mouse Gooogtodest
s dons oo o oSt -

(2) File Menu Gooton Lessson Menu 90%561::& oyjooo03 Menu Box o3¢ Regular

conda oef7 Regulseggopiooor Sy o weiapaispora

() Qoo afloondicB8euSt %38 Box g0 Duration Bonm WQ%@
s ey bl S BSRrgs sk B
S g oo Ppocgs s pocoS ftonSer
wedoffgor [Bdscorc Up Triangle Sedgs ogcdf?:@&o%n&ﬁ B*‘Scogcﬁngmﬂoxﬁn
o b o S g Sppio P bl g oS
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NGO ﬁm(ﬁn%mwg@g Down Trigle 6dh ﬂa%qﬁ P
o

G@M?ﬂ)ﬁﬂ'@ Show Timer 31 990060 m%%@é%ncg(&i o%g&ﬂzmaw‘i
SeiSmonrrone) FSqfncSiop Scyobecnpficiolont oS
Bateon :a.g?LormS:m{ﬁm msmg:n%xﬁccmf)%%wk 43 Mﬁl
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Duration [ Continuous lessons
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¥ Show timer [¥ Keyboard

Fw, ¥ Keyboard hands
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P i

=29
Gf)ogcnsiaﬂmmg Show WPM c:§| WPM c%o-nmamg Word per Minute Jli {3153750%

m?ccpxﬁc:mﬁ%ﬁwmn% :&ﬂ&@ Show WPMq'mcﬁmo'Smcmmmif:rxg&nu
2 qun‘ig.ScﬁoS&l :ﬂ:@qs o3ude|, Typing Speed o} 3BqdleBGwud Bsqf OK 6c0rd

B ¢o. o meon TypingoEofiondd ocdqdfon coch36§3300010%3 9cScoosquad
:%mao%coés gﬁzgmmnc& wﬁ:ﬂ:;?nmn% m@g&@aus@xﬁ 3601 OK 3§5eusdh

Ll
{f D.JO Start of Lesson

Lessons begin with the home keys for the left hand:
"ASDF". Place the little finger over the “A" key: ring finger
over "'S"; middle finger over "'D"; and index finger over "F".

Keep the fingers curved, relaxed and poised just over the
home keys.

Use a thumb to strike the space bar for each blank.

(E G'J:} i Tt ot o
F.I "" skl

Ca &8 dads dnd &d6 b4 dbda & Bf sase sf Cads sass Cads

‘fa dada & a5 ara daff sass as fa da sad ads sazs a dads aa

'-Bﬂ &G0 & aa di add dap a25 &35 &da das dads Ch Adad ar

fad daff af fas af far ada fas sass af dar of daff az =f of da dad

820 dbd axa aded azs Fass Bada fa &2a fads Cas dACL dada daa ade am

dada a5 af a5 da das fads Ead dads fa sad dads az asa £as dad a dad

d&42 & ay aa dada [a dads add fads dad fa dada 3 fad dad da aad af a

ala dada daa a dada aa af daff as asa fad af &z das fa af fad daa £a

[Ssam

RYje» {c\fﬁc%gsos} Microsoft Word 2003 Vs Word 2007 (4 in 1)



m?c%clg mﬁnog(ﬁ mo%cmaogc&mdﬁ:u deowed eacsiea0ieoym Gaose$eocd
a0 fjiqGomadi excpraopofelTigaf ¢ (0. ) oo Foioomsciogepyp obqcd
g&{h @xqﬁ B): {Puinter]n%mrﬁmémémgtgm: Enlarge Font TD?SGUI&

RSBl eacproguSamentoaepodons SmcfEdfbapieardh eSefqorsas
sl ol oo

o) maijfﬁaﬁ @mén@&zﬁ@é&u:n@:u % Show Timer qub Show WPM
clus Bs?m:.ﬁsf& Timr:rff.) n%tﬁ%ﬂ%u?@)ﬁ?ﬂ% mgglﬁcpgsm:fgﬁcfcﬂcxﬁl Show
WPM alas {n%nﬁ%rﬁo?m@%ﬁ:} Speed o3fgdioacds m?cscr:r;ma?u%o&lummmg 0
WPM E&;qdlm(ﬁu Show Timcr?t? Show WPM ry% agwaﬂ&ﬁé@iﬁc?& m@mmoan‘é
%50?{0%33::3?1 Speed on0Scondke88eddt 02688803 o js g cos oaofaCad

12

daa fa daff fa aa dads dad ada aa dada a sf sazs 3
I daa fa sas"

das asa fa da dada a as asa daff sass as fa da sad

dada fad a =ad add a aa da add das asa asa ada das

fad daff af fas af fas ada fas sass af das sf daff

add dad asa adad asa sass ada fa asa fads fas daff
Speed: 20 %P

ada dada daa a dada aa af daff as asa fad af as da

IE‘WI;I [ hekcben Progeticber 7.0 [0 | & 021 -Pmne

(3)  Typing o§oSconeuSaBal cocdagabeap§on ASDF JKL; dl 2 RREEZPRch
Keyboard aﬁf: mcﬁ:aoao% mt)&*%m&lmc&#em? =
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0§50, [4$eofa8dlonaSi a&oﬂrzgogacgﬁnm?q&w; 03§07 cse3dleSSuadi Caliseley
$3kcopSs Speed spnodayteeag conffre§osdi clgeafgs o§cE8aSh watocdfodqf
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moemadeonmu Jeon Typing §odqt wecPi cfgalgest 9$9$805dh 6520558
asacgq@crf§sr]:o %ogomc?s(‘%a%: 0obogeS Home Key 58Ea3gcSom coobeapns
m&:ﬂ:&%&c\?ﬁ%ﬁ% 3083610 ?pc\'? cﬁcqﬁq&%ﬁcnnq&ﬁagz#
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o e b ol fposnac P oz
526dlg {Y}KEELGNSGCEMJEG?NBI ¢ (o) :J:')Ecmaﬂmus: ﬁkxf)mﬁ%ml
?oaoﬁmc%soﬁgﬁogﬁmcgrﬂ aofo")cﬁﬁdmcﬁl Bocyodmsootnco; Backspace o
¢ o ¢ %Es@m’a:nﬂmcﬁu apon Keybaord g, Eﬁmrﬁ (009 c\xﬁogusn?&osm::w}
E{rmﬁ conBo0$IG0s ékmdi E}mrﬁam@cmr]w Backspacecgm?c:mb!ﬁl 3_%::(\305
GOSN B%cﬂfﬁa’;’r ac‘fd:mco:cﬂl %60 mgﬂ@a‘%@? mwﬁwmtﬁo%& % Backspace :%:J?
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? OS5
This line introduces a new home key: vy, Use the index

finger of the right hand to strike the "J" key. Remember to
position your fingers over the home keys of the keyboard.

ok

M

:me%rﬁﬁ?mam Regular di don Typing mﬁd?oﬁosgzoﬁﬁoanoac% 82020807
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Duration: 3 minuics

Contracy to the misinformaticn of an usenlightened few, "Clip Are®
- Time Aemaining: 300
| 5% sax 75N 10054

mastecing the practice of bairdressing, Clip Azt has been s very

| graphically underprivileged in commerce for almost a century. F=c
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Speet 0WPM
different companiesa. On the other hand, & drewding of Sodzills fum
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Exercise 1

10 Beecham Croft. (Enter)

Epsom, (Enter)

Surrey. (Enter)

S41 OHD (Enter)

(Enter)

151 July 1997 (Enter)

{ Enter)

Personnel Manager, (Enter)

Rampart Ltd., (Enter)

Snowhill, (Enter)

Surrey. (Enter)

522 3EQ (Enter)

( Enter)

Dear Sir, (Enter)

(Enter)

(Tab) [wishtoapply for the position of Sales, Representative. 1 am 21 years of age
and was educated at Hilltop School. 1 am employed as a sales representative with
Stains Ltd., | would require a salary of at least 10,000 per year. My references are
P.40 Grove Streeet. Moorcoroft and J. L. Pierce, Longacre Road, Littletown,
Surrey. (Enter)

Yours faithfully, (Enter)
(Enter)
{Enter)
{ Enter)
(Enter)
( Enter)

JAMES SMITH

#8616epEoMIoNM m%:c%qus Space GGSO% %gé&%mm& ?svjnmés
Gﬁr}&@m&ﬁrﬁﬁdmnﬁn wdo opn Grammaro%.ﬂogcuxﬁngmﬂil oa@aoﬁc‘;ccgmn

Sofomanemmiucmdol :6c850086etcoinder Grammar veniesnEadd Word
o oppdeoropigfaddonaSi

R$gjor {c?50§t8505] Microsoft Word 2003 Vs Word 2007 (4 in 1)



- qJ -
2> Screen Movement Key (Insertion Point g %)

anm?o}mn‘éﬁ&a&ls umugeaiu @Sf)w?ofx;w Insertion Point n%ccpcﬁa:m-ﬁ
ac?&olffﬂcx& .%Gcn;_: 20607 Insertion Point o%c‘gp)oganjx\js D’)GUW
Insertion Point n%sﬂuo?m:ﬂ?: 699 G‘&?él ?Sﬁtmc{hdma&

(2} Mouse

() Keyboard dlu

o sﬁ:a@m’x& Insertion Point cc\:om% cw:%og_c@cp:a:& ocows Mouse
# og§ cqsebiofefplidocss

m?oa$ﬁoﬁm Insertion Pﬂintn? Exercise 1 adon Snowhillsioggmq&m&

m&étm@%aﬁouﬁ%ﬁ S Gmfkﬁﬁ‘m@u Beom mw N
(2) Mouse mm% CI%EU’L

{J} Mosue C\L [ Beam Pointer Gmm‘é Exercise | El- Snowhill (\%G«.Fcn'xtﬁ: S ei'.‘-'i]‘o? Gg
cond

() I Beam Pointer cooson S ?Lt;s‘pfgﬁcpn&m;ﬂqe Clickm&rﬁ?&.ﬁ

:ﬂct%q& Insertion Point coosom S &‘Lmihoﬁéscprﬁcmﬁmfu
don Mouse 0%:1?!@! Insertion Point G_g’c:mtﬂu

86dlaon Insertion Point Gmsﬂ% Keyboard 6§ Gﬂ@&gx@u&
Keyboard ¢ 5 pooI nedl 6ancd [gpsecoteogfidioncds
t.'E JS 9 Keyboard oo Arrow Gmmczgo%gmdstﬂm{ﬁl
(0)  med Gsndd [piecoseey mGon Insertion Point o3cnbctigtsd wodesmod
:sgom‘%q_cﬂmaﬁu
() ooudpm aammsogmm)g oxx%mﬁa‘ésed&&i:mﬁ e’an?agawmk
@ o3 egfoipdden
(g) m&ﬁgq} E’Jt (UpArrow ) Gma%%@édh :ﬂ:z% m&\?&;l&s m&r?mogagat

dlonchn
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- 5
{9 mn&%ms (Down Arrow ) W :s;!% G’)&W G:::Dn&ﬁlao&
:g)n.lo'm&t

@®) m;ﬁo:{ﬁ:u%@o?aams (Left Arrow) tx‘f %Wmdﬁn mcn'gumﬁa%un&ﬁél'zxﬁ
wﬁ:?ag:snﬂcmﬁn

(@  pooochafgodgpseens (Right Arrow) o3 ?5%5 02031008055 E18e] poooca
apsdiorodu

o3 gpdespdsceosgncopbagieant m6donbqcS (Up Arrow Key)1 Gamnabondgiod
(Down Arrow Key) 005008505 (Left Arrow Key) 1 poonbgod (Right Arrow Key)

%@édﬁ Insertion Point Gﬂag.‘;so’nn% Eéﬁ! fﬁméo(ﬁc\%co&ﬂmu&u
%o Insertion Point rﬁa‘&c}n;ﬁfa Mouse m%&mmﬂqﬁl

Mouse Waﬁ@ Insertion Point amm% @Mcﬂﬁmgq&%ﬁm&
Ronédeon Insertion Puinm% Dear ﬁpﬁfatﬁcﬁﬁa @émﬁﬁf&

(o) Mouse n% 0%5&“

() Mosue ¢, I Beam Pointer 6eoso? Dear c36q00010} r ¢je§20503 agoondh

() I Beam Pointer 6cotom r §e#905036epoden§aBq Click oodgjo§odh
:ﬂa%q& Insertion Point coosom rclsprﬁo%@cpogmdlu

don Mouse ry%o.?:@: Insertion Point fﬁﬂ'ﬂtﬁal %&3&%030% f)samécﬁ @50%)?8‘)
E%ucﬁ@: mﬁmg.‘.ﬂ& rg%.mcmﬁ moScog_aESEénﬂ& ceelt aoﬁﬁ?rﬁ%‘;@ mEa@:miﬁ:
uo?o&ﬂu :ﬂo?cﬁ:%f r;?acﬁao&fﬁsmmsim? mrﬁmgmm:%m&uﬂmusl

Word 2007 r]m:é: B?émn‘}&m%%dwﬁ.

=] (=]

"3%‘{[‘3’” {mﬁc%tg&a&} Microsoft Word 2003 Vs Word 2007 (4 in 1)
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= qq =
J-5- | Select The Text r:aaga%eﬁschﬁgs

encopdy oobppagrodgogbabaf saqfohs FufiqBo3enc? egiqeSeotiiint 3:6c85
dg- Selection n,zsc'xﬁc{%ca-&ﬂwﬁl pow Dear a%o'\::_‘mo% B&a&mﬁ%’% ﬁa%:ls Dear
a%o}mn% Selection c?gﬁunclc?)@mﬁl Selection uofsa%sxts Microsoft Word on wﬁmc‘%
B&lﬁmagaimu Dcarn‘} Select c?S:ﬁEqua%qE oqécioncys Goggo Effect 55?300?05

GoRop Dearmﬁiacﬁrﬁﬁ Ei&susd:}@unﬁl Selection c\f&%ntﬁ?é: & v%%.ﬁo'x.& umrﬁ?o
cnﬁﬂﬁa:ﬁrﬁ ﬁ%mﬁuﬂomﬁl

&2 One Word namgms'ga% Select oggE&

(2) o%cﬁEEqS@mo%mﬂrfé (Mouse Pointer) 1 Beam Pointer cﬁcﬂ'& 1 Beam Pointer
oneschreda? Gepodapifadal Double Click 86c30hdh
() JaBaE sBencpracgom moeepSecotfabopsdfl 53403 Selection cpbonue cgiged
mﬁc\%sﬂ}.ﬂmusu
()  ©$905 Selection cxa&r}?éamﬁ?o% socfmipbagsnti GOIIGODOUGOD ua:{ﬁﬁa?cﬁ
Selection ABeapodqtat poochmfGimegdolcsep (er03sc03083634p) 2 6085
n%cﬁjal

:ﬂn%q.f: Selection oficordlops

¢ Multiple Words sessipgmcs  Select 8RS

oomicssapiios Selection cpf3pdeesti

Exercise | (f:»gﬁo} mfﬁ&:?x‘n umocm:@o&?]’gxmﬁm Representative 026§ ?c%qm
alppEaejzaco0S Tam 320803 Selection coSlepSqeaxti

(o] Mouse 0%0%&1']1 I Beam Pointer Gmsrﬁi Representative EL G&Lﬁﬁ mﬁqj(ﬁ%s:

uggo%a?) Eaémmttﬂu muSmccha%amg ?c&umaﬁo&ﬁ,w:&n l am ncﬁﬁﬁm(ﬁu I
am ﬁ'm =08 Mouse o%aécﬂu mc\]'af)os-n’éecpngcﬁmﬂﬁn Mouse 0%.};::560& :ﬂt@c%ﬂg
mmm'ew.uﬂ:@m‘} Selec;inn M W Wﬁmﬁ m&;aﬂtﬁméa?i
GO ::JS(LE(SmcSqIS? c?umogc&céuu& uclcl&*.m? @uc%:gmfs@w" Mouse n%
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%u@ancr?m:ﬂ&n n%t.ﬁ(‘%cgc?epm% uc;c'[)og u:ﬂst Muusen% SW'JIWJO% ucgoﬁc%&%
E}?GB’DUWUQSII n?uS Select aoﬁug@—sﬁp&n mSiﬂfﬁ%Sl ugg@gﬁmsﬂ U?Lﬁ&(\fﬂaocﬁ
Selection 3'::1%308 Mouse rﬁégag:lg»clm tE J9 9 Selection c\ﬁ@sqﬁ E&\mu@
%&%ma&c}o&

<Gl

(2)

Lepresentative. [am 21

[ wish to apply for the position of Sales,

vears ol age and was educated at Hilllop School. 1 am [GilalSees BEE e e
representative with Stams Lid., Twould require a salary of at least 10,000
per year. My references are P.40 Grove Streeet, Moorcoroft and 1. L.
Pierce, Longacre Road, Littletown, Surrey.

Selection [gfagpodoiedincopds wedislpsanads [§eqpadeurd
One Line c28:8&ic2:5:c3 Select «pSF&

m&\%&mém% Select aeSaquclE - Mouse Pointer o‘f
Selection Bar .‘)%c:g(‘ﬁﬁi D?US Select C\BSCESO‘:J(\?ESO% Eam:ﬂ&?aﬂmﬁx Mom‘.e&l

ubanah Click mSeﬂcﬁgscﬁoSdTu S 1B n‘f@éo’h

-

(2)
()

:ﬂ::%clsmSCSEEam rgrﬁcﬁ Selection BSG&?I&S@QUSU

I wish to apply for the position of Sales, Representative. Iam 21
years of age and was educated at Hilltop School. 1 am employed as a sales
representative with Stains Ltd., | would require a salary of at least 10,000
per year. My references are P40 Grove Sireeet. Moorcoroft and J. L.
Pierce, Longacre Road, Littletown, Surrey.

Multiple Line o3a[53=&igmec? Select 3B

Mouse Pointer n‘:E Selection Bar o‘écgrﬁcsmu’ll mstﬂmm&%mmo‘é&ﬂéu

O%QS Select ﬂne{scﬂﬁo? o?fstar) Click gﬁﬁx Gmog(ﬁmémégcgqc@rﬁtﬂu
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il
(p) rl%tﬁqﬁiﬂ&ﬂ?uﬁiqmquﬁqs ggc"}cﬁo&ﬁl ¢ 39 {f:@ma:u‘]mcﬁu

2 .09

I wish to apply lor the position ol Sales, Representative

years ol age and was educated at Hilltop School. 1am employed as a sales
IL[r sentative with Stains Ltd., T'would require a salary ol at least 10,000
per year. My references are P40 Grove S.m.u.l Moorcoroft and J. L.
Pierce, Longacre Road, Littletown, Surrey.

<~  One Paragraph o3§3c088320:8:c3 Select =32E%:

(2) Mouse Pointer O;ESclection Bar a%:gcﬁﬁmnﬂu
() n’?nﬁ Select ec\f&ﬂ&é‘: m(cﬂ’ﬁﬁn B—:m:ﬂ&gtmés Double Click génmcﬁ:
:aa%qﬁ m@gm5$m%é£ Select Eﬁzg)sd]mu&l {'E o "?E:J;é‘:xi

VEArs ucated at Hilltop Schoo
2 (L tains Lid., Twouldr

erences are P40 Grove

year.
Pierce, Longacre Road, Littletown, Surmey.

03388000 Space fpifisfodaoicBEsgpdeonadalpomnds exdiicbainden Space
@’J @ %oﬁcv.ﬂméu Enter %Sncp un‘%d]:ran Enter mm%&gmm:ﬁi Grﬁﬂ?&:f-&w&mm:ﬂ

0000930l
<+  Whole Doc %agmmglwaagm:rg?:%gé Select =335%:

(=) Doc :%O'nm Document o%r.@acanu

{ J} %ﬁw)mwmcgnom;m% Select L\ﬁsﬂ&lﬁ Mouse Pnintcmf_i Selection Bum%cgfaﬁs
mﬁLﬂmmEﬂ%ﬁmn{:@:ﬂO‘é& Eﬂiﬁ&lﬂ% m&camcﬁa%acﬁmaldﬁ i:lE Keyboard f)?p} Cirl
(Control) c3eauoontalocsco? mE&‘LmL:Smngmogﬁgﬁl Mouse cﬁmuSmcﬁnc?cﬁo‘é
U)E;ﬂrﬁ?ﬂdh:ﬂﬁ%cis %ﬁmmnﬁmcc&ms&ft Selection ES:}g}iuﬁi

o3 8cBa8qC Selection Qﬁmﬁcm&aﬁcmcﬁm%mﬁm@m@u
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=7 Delete The Text exssgniacpyciotis:

Typing%?go?ﬁammogfx@ﬂrﬁoﬁ 92000003 Backspace W:
Sosdn e60pa3g0So3mdes Backspace nponpdes cﬁcﬁc%qmuu?ogaim 6§2050089
o100

don Delete o3 :)immé: Keyboard vpfj?pﬁar.ﬁu Ej%ﬂuuﬁn

(2) Backspace :fﬁcmm Insertion Poinu‘l_:mﬁmrﬁmmrx;{'ﬁqrﬁﬁmr_ﬂn
() Delete afomon Insertion Poitn g, @mo@mmaa&n‘g godG010305H

SeonmgybelgqqE Insertion Point QorcSoncbmenadqoiqlaf Backspace gajoi
pncdmescdByebyfaf Delete qoSed don Character 8c81gi€s8320305dh

o3 qodf3pSaeents

Dear caqcontodenen a odqoSqforadi

(2) Insertion Point 03 e § afo3psenconssordh 0 @ JabescBBocSy
¢ Je

D::iar

() Zeom n?o&:ﬂcﬁadio% a o Insertion PDintcimLﬁmrﬁ?)?pDIl p3a5eGeon
a?m:m% @E_chﬂmu& m?cuzﬁaﬂ&'@ a o Insertion Pointﬁe&mrﬁ?ﬁo}m%rﬁn@@
Delete rr??&\%ﬁ{.ﬂu ﬂa% a Lﬂfﬁ&g)it@ll

o m?% = Dcar?o Derﬁ?pcygom.ﬁl Insertion Pointon e ?E, rﬁxﬁnﬁcfm(ﬁu
(3)  Backspace B85c805qE m:ﬁmcm?u.i]ﬁgcg)wcﬁu e qodapinedh o3 c\ﬁ@ém%cﬁ
cﬁ(ﬁdg)iﬁﬁ?gn 33 Insertion Point o> D § r@atﬁnﬁc?mcﬁu
() 398> Delete Key o?%c%ﬁ.ﬂu m(ﬁrﬁagnsocﬁc\%l rcufﬁag::?umﬂl

o Backspace Key oﬁﬁﬁsqo&m% Delete Key GWSLHO&TDU% m&ﬂmé@cpaa:
GINE 3:@5@&?5@@; Dear o3gjobe3cbon moﬁoﬁogz::ﬁ r;?orﬁmmsmﬁﬁn
exapgotonadh Seomn 320905905q€ -
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(2) muS:ff Backspace
() E)a% Delete Gt.ﬁl

o 864 oracgmepFionbioSioneScqebecdformaffiocs
eGRTGPHI qodqtaeon -
) "%“S‘ﬂ“&ﬂsﬂ?mn‘i Select C\?(S: Delete mg:w

Mﬂrﬂq&} enomsen Personal Manager c\%‘-clmw? mc@o&m Personal &Hﬁ
‘HM@L{}%I 3:;073 Personal o3 One Word coo

(2) ::acr? Selection Dﬁ‘[&\iﬁ{ﬁu 3’:!.5(%\359:\3;1 Mouse Pointer (I Beam Pointer) t'!%
Personal 8803 encdiedbgrscnoonsclod

() Beaf Mouse & 2050005000058 Double Click $oqoacSeg & (oo cbegcStuud
48 Selection[36ogeffn Selection [§6o321q€ Delete 53§5c305h 23 Personal goSogasdn

g
MManager

3(\‘%6 %mrﬁapm?omogo‘é qcﬁ:ﬁsqﬁmét Selection 0355#]: Delete 35(1&0)0&
BcBommn One Line oy Multiple Line o One Paragraph o3 Whole Doc o3c3aobqbaoopds
Selection mfa@:? Delete ?5:}0905{\%&@3@&& oe] mﬁc?ﬁﬁé:fzuo&

() dBqf 15t July 1997 cSoquaoio) ovefopptio? Select cpdfs Delete $6coidh ofud
omamnaoforfficydpipdesd obeotatiuakplgeoronp

Word 2007 &)méa g?éls:’o%&ﬁl
75 Undo opSffieonionagda} ecplacmES:

ﬁm%nﬁ?ﬁ&@aﬁo} ma@aﬁxﬁqrﬁc‘%rﬁ@? ::p:qing&%ﬁa%ﬁ: ma@:ﬁmm‘f
B%cﬁégﬂﬁmtﬁa@qﬁ -
(2) Edit Menu cdon Undo afémm%camuaﬂu
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et Cj@ =
() :ﬂ:%‘lﬁ qoﬁmoﬁﬁmao&ﬁ%mﬂm&cﬁ@uuﬁu

Word 2003 ¢o Edit Menucdon Undo o%@ogo:sn&f, Standard Toolsbar ¢>§c3 Undo
(2265200508 [ges03 [gpreagiaapsceos) 2090601038630
Q Jo° oo Word 2003 § Undo acpodecosdh Word 2007 gnoyjeon Edit Menu

GINAm Undoc% 65‘::\%0:1& Word 2007 ¢o ¢ jo | ﬁnﬁmﬁm@ Undo ac?cﬁo?c‘ﬁ&ﬁ:
Undo QSGHJBSMUSH

- 39 |
(E J- Standard

? JoJ

i O
E % Word 2007 e

Ut s fpc fi s o
fgpedicfpoctl 22523055080 0pbclodl cpbefo’ pSfraony wopiqbaonopeBal Undo
G o S ooy oo g
$ercSelqorcdefafipond

G$ekplgecSs Undo 807 Mﬁ@oﬁ?ﬁqﬁoﬁﬂ&&pfﬁoﬁﬁ%?ér%qmuﬁu

o3 29 J)ES)%B'} § :m;??@ m%‘:&rxﬁaznfsaﬁcul.:ﬁcxﬁ %ﬁ@mmﬂ&rﬂg
3603 afSmgoieagantevsdonidi 2o€ofson J §760% ZeconcSon cofofsen p oo
0360308} (&fgomaozanBaotgadi 329607 gfosic] obenmo) evecy aptfgfedieannt
RYqerg386tco0i60ieBx6 ot Faox; BE Béegtrotofsenoqesnt

J-5 Saving The File ggﬁs$§§

MWW Documenls:ﬂ?uo?os File () c3eddonabu &}
R ooy [edmipbafort [ffojrqborcSalef § §Eaopat pfqgomyo dod
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-4y Sl:l -
Hard Disk som{dsgn 286scutaonsqdorudi

Hnude) oo€om Hard Disk Boncfeaddql Rgufdopn Bdecgacmoonicdodi
GomeamnzouSadagno -

AeSoanic) erecxeacge} sty waBtreomiaf pplighedfeqeonogm See
oSeghn 3eon @%Wiﬂ&ﬁ 8Eecna} a86sc0zconqeads %E::S&m’)a‘} 33 Save
aEEmuSC\%GJmQSﬂ

oy S g by i o2 4 oSS
S0y 0 g qobpocyifoifiy FoteSEifiFrenys fefomm o bt g P
§oGaprocp sefrpbrsnudeafriot apheo> Power Offogscf o omom o>
e ooy gy 4 ooy S S Eospocs
G Bragprg 8603 8sgo0005 spSsspbeffionst a?ﬁs:ﬁﬁmg:mflimv&hxﬁ

File Dg&mﬁa?{cls =

() Word 2003 ¢ File Menuadoo Save tlnag:;:?&‘rﬂm(ﬁl

Word 2003 ¢ File adom wogorgbefs Standard Toolbar o cqaismaseasf a3eipa>
aaaogcmlm Save q&c}ac?cgac\x& Word 2003 :r:acgtﬁ -'.E 9 @i

L ————

I dor e
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Wnrdzol}?noao‘}(EJaJo@i Pq:%cﬁmp&cm@mﬁjnﬁ:mxﬁ
thc@mmmo%m&&@o«.& 6058560t & |.op edlondcBEucSs

() 38 Save inJeqpootonaieoporSessi o Jop 8&facodonabe

do» File Saqodbagepeiofipomdi Bhqocagepd] goSoonuonifgpaon cpSen
edi 23 Save in go My Documents E&fmcﬁc-fsl maoacg&wﬁa%qs My Documents
Oyd Bbiwadesdi Save in > My Documents m?p?ﬁl&)'}il »;uSq Segpe> My
Documents o&opsa8q€ Save in qez0500pdorpden My Documents c$6qE000503 Geepen
§0cBodcopbiqoaudi & o eomEadiigoondionaSn da8 My Documents oSeapadopified

) File aoaoﬁgag&cls 3egupeusqdioncd 3eon File puécumSa@qS File name
Seqioonio} Gooegd 10 Beecham Croft o cdlogc85wcSi %9a851650300600¢, cBSads
oraoyads $20p503 10 Beecham Croft c\‘éamcﬁxﬁﬂmxo%n Microsoft Word cosafrjcutescy
ooGomdh o3 GHE:IEGUSI

e s pefpionsSoqehon EffifdecSkf EpegSe
S s oo o i oghaSpadioest primcgdions
Bieon ogfRieBonbonuti sppoBonbocieandboyeon 8 orgodeearaduSaBisespoiamand
Boogeh ) pfoepogfpopereS s 28 B cpfqrenonhti o
oo o Sagoginorhs

o el BpposS eSonasonf§eblly 4 B
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= ﬂJ =
8a0pd3s861cd EppoSaotaf oRuSBAFSpupSeorcapopSafeatigpicopds -
qapooc For8853, oB5adnerafrpbacfonn GepupSnfboaciyoifracacioief
g§edorzadioieo - ao6omedadornsealonn cpfFiedon E%E%&cﬁmgcﬁm ARoBen

Sed
o » ¢ Microsoft Word on G 3 10 Beecham Croft
dofoppt 005 wlpjeotepol
a?o} Puﬁaﬂ&wméﬂ

9 §SbomgodiarcifiepiorbSunipen Progrmopforbistntion
gu&c\%uqdim Bc3onm 0260303680335 8cenEiocbsent File f)oéuozc[:a?s

S0t $pepSieBct oppoborbacsbogaf sffprpepSieSingns doncopts
o 5 ol e oonbont
orSaont popSopopecpoSSarpbiiporndogm sodSiprapiogegionscibucs
0gSquedsfona SexsSypoacdigiecndopn At §Epopbeial obfEstonblE
.?auéuoamn&mnﬁogﬁmnﬂu

o3& Jop ygoodso) ama‘iama&:cm&axm Save a%ﬁac?:ﬁ?ﬁ& DRy
woSGsgEeonqt Cancel %cgrﬁcdll meamgo%m%cﬁr.ﬂl

o :qE File rﬁ:ﬁ%ﬁc\m u:\%nq_ﬁmmzmat a.’écmo? agq&ﬁ Microsoft Word
8 T Barorrron Sy Fompessodons B S5

Word 2007 ¢607 %;:S-Sw@ FilecSon Saveen ?&-[&uéaqm@ ¢ 1o ?)Bm‘:iwé
Wé@:?ﬁméﬂpﬁo’xﬁl i}'ﬁpuéculmﬁoamsmg za6dlon Word 2003 ?36895003:9?
gy oo Sy s S Sy

d6038 seco devwdd %Eﬁﬁm‘:}ma@)&rﬁ ﬁs@%ﬂs@aﬁ:m%mﬁqﬁ%mm@ p
=9 E’EG?‘P? Exercise 1 iamrﬁn@:m JAMES SMITH EL H G?’)OSO% Insertion

Point oonconscosds :Smnﬁuqﬁu Mouse Pointer (I Beam Pc—imer}n% JAMES SMITH aL H
G?m"sjnnnmml @sﬂlﬁ Mnusuﬁ’mtﬁmrﬂaofogaﬁmgqrﬁ?&?fcﬁdh Insertion Point ooz
o JAMES SMITH ¢ H Gf’)rﬁn%ﬂpfﬁma%%u:.& o o%scrfcﬁm Enter Key f&'ﬂrﬁ?ﬁ
codls amrﬁm&%&@amcptﬁago@:qﬁ 9 mﬁuﬁ?asmsaogﬁmmﬁ mfﬁc@o&rfé
%n&néouuﬂn
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Please Write to me.
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['wish to apply for the position of Sales, Representative. [am 21
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Dear Sir or Madam W@Gc@ﬂf

I wish to apply for the position of Sales, Representative. 1am 21
years of age and was educated at Hilltop School. Iam employed as a sales
representative with Stains Ltd., I would require a salary of at least 10,000
per year. My references are P40 Grove Streeet. Moorcoroft and J. L.

Pierce, Longacre Road, Littletown, Surrey.
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per year. My references are P.40 Grove Streeet. Moorcoroft and J. L.
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Dear Sir or Madam

[ 'wish to apply for the position of Sales, Representative. I am 21
years of age and was educated at Hilltop School. 1am emploved as a sales
representative with Stains Ltd., I would require a salary of at least 10,000
per year. My references are P.40 Grove Streeet. Moorcoroft and J. L.

Pierce, Longacre Road, Littletown, Surre

to apply for the position of Sales, Representative, [ am 21
years of age and was educated at Hilltop School. 1 am employed as a sales
representative with Stains Ltd., Twould require a salary of at least 10,000
per year. My references are P.40 Grove Streeet. Moorcoroft and J. L.
Pierce, Longacre Road, Littletown, Surrey. .
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[ wish to apply for the position of Sales, Representative. [ am 21
years of age and was educated at Hilltop School. 1 am employed as a sales
representative with Stains Ltd., I would require a salary of at least 10,000
per year. My references are P.40 Grove Streeet. Moorcoroft and J. L.
Pierce, Longacre Road, Littletown, Surrey. [ wish to apply for the position
of Sales, Representative. I am 21 years of age and was educated at Hilltop
School. 1 am employed as a sales representative with Stains Ltd., | would
require a salary of at least 10,000 per year. My references are P40 Grove
Streeet. Moorcoroftand J. L. Pierce, Longacre Road, Littletown, Surrey.
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Dear Sir or Madam

I wish to apply for the position of Sales, Representative. 1am 21
vears of age and was educated at Hilltop School. 1 am employed as a sales
representative with Stains Ltd., 1 would require a salary of at least 10,000
per year. My references are P.40 Grove Streeet. Moorcoroft and J. L.
Pierce, Longacre Road, Littletown, Surre)i [ wish to apply for the position
of Sales, Representative. 1am 21 years of age and was educated at Hilltop
School. 1 am employed as a sales representative with Stains Ltd., | would
require a salary of at least 10,000 per year. My references are P.40 Grove
Streeet. Moorcoroft and J. L. Pierce, Longacre Road, Littletown, Surrey.

[ wish to apply for the position of Sales, Representative. | am 21
years of age and was educated at Hilltop School. 1am employed as a sales
representative with Stains Ltd., | would require a salary of at least 10,000
per year. My references are P.40 Grove Streeet. Moorcoroft and J. L.
Pierce, Longacre Road, Littletown, Surrey.

I wish to apply for the position of Sales, Representative. [ am 21
years of age and was educated at Hilltop School. [ am employed as a sales
representative with Stains Ltd., 1 would require a salary of at least 10,000
per year. My references are P.40 Grove Streeet. Moorcoroft and J. L.
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Pierce, Longacre Road, Littletown, Surrey.
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THE COMING OF DAY WAW

A night watchman whose duty was to guard some cattle sat in his little hut. As
the roof of the hut was full of holes and the sky was dark with ram clouds he would
get soaked to the skin and grumbled to hiself. Ifthe thief comes. I can deal with him.
If the Tiger comes. I shall be ruined. I shall be destroved. Now unknown to the
Watchman there was a Thief on the roof of the hufand a Tiger hiding under- neath
the floor.

They were hoping that the Watchman would become drowsy and fall asleep so
that they could steal the cattle. Ad the Thief did not know that the Tiger was there
nor did the Tiger suspect the presence of the Thief. The Thief did not know that
Day- waw was Pali for rain and wondered to himself who is this mi ghty Daywaw that
the watchman that the watchman is afraid of? The Tiger also did not know and
wondered to himself, Who is this mighty Daywaw that the watchman is afraid of.

Rain fell down in torrents with peals of thunder . The Thie fjumped down from
the roofin fear and the finger rushed out from beneath floor, And it happened that
the Thief fell astride the Tiger back. The Thief thought that the Tiger was Daywaw,
who was carrying him to his den to be eaten and the Tiger thought it was Daywaw
who was astride his back. In fear the Thief gripped the neck of the Tiger and the
Tiger ran on and on thinking that Daywaw was trying to break his neck.
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Exercise 2B

THE COMING OF DAYWAW

A night watchman whose duty was to guard some cattle sat in his little hut. As the
roof of the hut was full of holes and the sky was dark with ram clouds he would get soaked
to the skin and grumbled to hiself. If the thief comes. I can deal with him. I’ the Tiger
comes. [ shall be ruined. 1 shall be destroved. Now unknown to the Watchman there was
a Thief on the roof of the huf and a Tiger hiding under- neath the floor.

They were hoping that the Watchman would become drowsy and fall asleep so that
they could steal the cattle. Ad the Thief did not know that the Tiger was there nor did the
Tiger suspect the presence of the Thief. The Thief did not know that Day- waw was Pali
for rain and wondered to himself who is this mighty Daywaw that the watchman that the
watchman is afraid of? The Tiger also did not know and wondered to himself. Who is this
mighty Daywaw that the watchman is afraid of.

Rain fell down in torrents with peals of thunder . The Thief jumped down from the
roof in fear and the finger rushed out from beneath floor. And it happened that the Thief
fell astride the Tiger back. The Thief thought that the Tiger was Daywaw, who was
carrving him to his den to be eaten and the Tiger thought it was Daywaw who was
astride his back. In fear the Thief gripped the neck of the Tiger and the Tiger ran on and
on thinking that Daywaw was trying to break his neck.
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The Thief did not know that Day- waw was Pali for rain and wondered to himself
who is this mighty Daywaw that the watchman that the watchman is afraid of?
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In fear the Thief gripped the neck of the Tiger and the Tiger ran on aad on thinking
that Daywaw was trying to break his neck.
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The Tiger also did not know and wondered to himself. Who is this mighty Daywaw
that the watchman is afraid of.

And it happened that the Thief fell astride the Tiger back. The Thief thought that
the Tiger was Daywaw, who was carrying him to his den to be eaten and the Tiger
thought it was Daywaw who was asiride his back.
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Rain fell down in torrents with peals of thunder . The Thief jumped down from the
roof in fear and the finger rushed out from heneath floor.
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Exercise 3

ZYERGREZZW

Once there grew in the centre of a large park a beautiful maple-tree. The park was
close to a great city, and in the evenings many people left the hot dusty streets and went to
walk on the smooth, soft turf, or to rest under the shade of the spreading trees.

All through the summer the maple was covered with green leaves, but when au-
fumn came, its leaves changed colour. They began to trn red and yellow. Then
people said, "How beautiful the maple-tree is! In all the park there is not another tree
whose leaves are so pretty and so bright"

The maple was so pleased to hear herself praised, that she began to flutter her
leaves and toss her head in a very proud, vain manner. She spread out her boughs so foar
that a littly holly-tree which grew beside her was almost hidden from sight.
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He is a techer.

He is als a dctor,

His nam is Kyaw Kyaw.
Is this a book.

I lik cake.

This are a car.

I lov him.
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:nogtﬁt;m:ﬁm Cell Pointer G‘&O??éi ?S?élﬁomﬁl Keyboard Cl(.!SI Mouse quSc:ﬁa

(0) Mouse 3600 c%ﬁcmn:ﬂ&:}awﬁn Click mﬁqoﬁ%m‘&wml 053Ga0sC0M
Microsoft Word cd¢n Insertion Piont m:rr?cﬂ’c?mo%&ﬁn %éo%rﬁtﬂ@n
() Keyboard o‘éa?au&a%qﬁ Keyboard ¢ Arrow Key eootacponadi m6dl 6zn0b

0S| poaGeLN faa$covsmccr:3 208 Keyboard oo Arrow cogn% ?ﬁaafﬁc\%m&ﬂmu& %

Arrow cq;__:a.?tcls Cell Pointer goosom mﬁc%&:ﬂ&s wedl canod mo%s:m&nf&%c@m
0:-51'303:“&3 a00d Em%agmﬂmﬁu

Excel 2007 s'fomés 33}0%&3’.):-%%&0){.5!

=.z Type of Data [mqagmﬁqx%asméﬁgﬂ
Excel 2003 § 2007 ¢> §0500p58E03 Data (329053a0005) sarzvent (q) Fd
00p58EdoruSi 3decganaon
()  Text
() Number
(P Date and Time
() Formulaand Functions

200860} mn%»moar Gaﬁg Gcg:nBE Formula Gogi Function GCED.?II m:-%mcg
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ercopfosforipducdepin
(2) A Column, Row 1 ¢o Click c08gc5§68s Su Su c{ﬁcﬁméawﬂu

) Eclobporbipe o Ene gk v s o e B
() o260 Cell zanarﬁsmsc‘lmﬁmrﬂﬁ&o‘%mﬁc?oxﬁa?%u

%u’.@?oﬁmuﬁom Excel {ﬁ!]!)m%(lsqa o260 Cell Pointer E‘Lmtﬁmo%c%ms
donoSu

{q} tr.*LE A Column, Row 2 W Youth Computer t%%nﬁmécmtﬂﬂ
m%lﬁﬁio%& Enter%mnﬁe?gu o s?'nrﬁa‘% EIIEET?S%UGE’)GO’J?UESH u%.\§:m:m

305 Enter $5comi 329 Youth Computer (%%:ﬁméc\'%nﬁcﬁm:msm B Column oS¢
cepaiogionct§ 0. erfjemsdonci Excel 2003 (J?mofi:ﬁ:eccp Excel 2007 03 m;?ﬁ:fccp
 oednd

'_.-.f. ' ‘rnuih Computer

{ﬂ} B Column, Row 2 9 Click qurﬁ?&ﬁ: Ave Aye c%%ngméﬂmtﬂu Enter g&ﬂl

o0 oﬁ%&gwﬂcﬁﬁoc& 48 Youth Computer BafjpSsapefitaeorops daowdd
Ci%mGLﬁ)K‘SQgJEO'ﬂU(YEOgD?N mSarﬁengSaﬂmz.&;ﬁg
) Youth Computer c3eq300007 o2adln Click »6gc585s Formula Bar o3fo3pde305
B sofipbmifitegqorcSagt ¢ 0.9 gp§Eigaordory

{q_} DD'AGE’J&’BD%GUH Cell mr@cﬁmaog'ﬁoaﬁn %ﬁm&%‘xn Character nsclm%xﬁcn
ne%rﬁcmw% Youth Cnmputf:rm R 910005 aorforioiencycd m&ﬁ%nm& 343
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@oéaqwﬁ? aﬁ@é&mguu& ﬁ%sm?ﬁro%muﬁnm Excel o (Data) Goﬁrﬁmﬁw%
Enter $5qcﬂmu5|

=.q Entering the Number (amﬁ%%ﬁméﬁ&]

mmacobefctondp omfacgohoorSFpiecsors

(2) A Column, Row 3 ¥ Cell Pointer congaosdh
() B 100 §goScopSHam Enter §5k
() m?%mé(%tﬁw} 100 o> Cell Pointer ¢, p 92050306093300056851 3eom

SBoomsqpon Excel 2003 o386 Excel 2007 233858 ocn$iaopfioopief prmborce
20216038056F 2265m8uS & 08 Bdd
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Sonéd 63860 mﬁ?&cg%tﬁméunﬁﬁf&

(9) A Column , Row 4 eoCell Pointer oontcosdli

() 7/13/96 c%%ﬁméaunﬂn Eicls Enter %&ﬂn E):mﬁn?msagowxﬁﬁo&cmﬂ
() Gmcﬁ?'.r 13/7/96 C\%mﬁ%ﬁwxﬂn muSmrﬁn‘Emsung-S@mﬁI

{qémm&mm 05333’[)084.‘1 E’Jwﬁwﬁm W m&fa?pﬂmél}

500600 eomial eSS Wm&%&@mﬁ:wﬁcm
2980500p3050mm omgieoy Jaompmmdagaed devend oﬁimﬁmﬁﬁswrg
() mc@agcﬁ :%:amg Excel cﬁfoaﬁgﬁog%tﬁméqﬁ mc}rﬁi?S :'Eéiﬁ%ﬁqmaﬁu

7/13/96 oo q ol 9p qodi 26 6l

13/7/96 a%cmm op ol q eI e@ o3

8com 7/13/96 cg§onuSacoi acn§sscedpmmdesonddi

6$2050069 13/7/96 Romo 9p ol q qod E@ cdln 0p cosBomn wfeon eo:
%683 opaoffs 2650005 e3mbeutlabonudi o | co cBpmmddyfesyadi pown 12/28/96
c$doSoopbateon anﬁrz%m&]mﬁu o | apepy> op [gbogorons uSmodalespadacpi
omafpEadadon 8oruSeshn

Excel 2007 ?méc amgamqa.

=.C Entering the Formula and Functions (Formula o:§czc3g o555 )

Formula6og Functions Gfﬁ&?ﬁl oa:\%mo:g ogogo?o%c&\%ogam& Excel 2003
weeReepl Excel 2007 sowmieopeep mcﬁwcgogn&x.ﬁa&lﬁ Wém@%ﬂm:ﬁu
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:p%:anhrﬁa?md?a euma%o?:no%& Row ¢og Column Gcg%ﬂmu?m Ruww
2§ ol ocfEcgbpepdency o el oS
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H\.])K\%tﬁﬁdEmv%l 3 Excel o3 ng’g?éi am;?éeﬁmn&gcﬁomm&cf& =3

acuggSicRoqafocs BigepehocSash
O Befoboogs:
() Cell Address gp5
{p)  Functions $pbs
Auto Sum p5s

9

#ﬁ:mﬁmu&r 5% GooEpadm rﬁ%w%ogmé?éxﬁu‘ 32qEadseuSest Excel

2003 sowsaepr Excel 2007 owGp moaog@éc\%c}ﬂmcﬁa
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A Column, Row 1 @ Cell Pointer consch :c[E 3 c%%ngmé(ﬂu
A Column, Row 2 ¢ Cell Pointer coosdi 4 cﬁrﬁm#u:& 3 %4%
860 mu@cgrﬁ:ﬂ&o‘%ch:?: Cell Pointer conseusdli

n?%pgwammgn Column TD%?SCD’JIO?JDCBOSG@D.E Gwy}mn g&zm_:-

41:3:130‘5?3 Cell Pointer consausdh I-C}_E =344 o%%rﬁmég: Enter gﬁauuﬂu :ﬂ#qﬁ :m:@
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s |
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LE 0.q ¢ f3§mm%ﬁmp§-§écq Formula Gt\)@@(xﬁﬂﬂow&a

Gfongmﬁfémd&ﬁ:ﬁ?wén Cell Address $pStcd
(2) B Column Row 1> Cell Pointer cmt@: 3 C\‘ﬁoﬁmédu
() B Column Row 2 ¢o 4 3g05copSdl
(p)  welgogadytodesepyn Cell Pointer covscoich 4 §ezncdeedh

Cell Address gpSsodagsforpbuctn Cell Address gpbsafion duSedBivuSom§rdo
Ggep (Cell) o ﬂqé?ﬁﬁwd&mﬁcﬁvmcﬂu
() Cell Pointer m@sqﬁ %o&:oédln
@ Bt Mouscn%n%f@: BG&fumSaﬂ('ﬁ?Bwsnﬂa Bl c%@«.ﬁb*c@&uﬁu mc%ﬁa‘%cma
3 §o3egepan B Column Row | [gSomeot BI 0% edlomndi Grjs:ana%cm) Bl 6o0t0 +
Godoopdfs 4@(5@!30353“:-5%5& B2 c%axﬁo?c&o‘.& omaopt B2 c%c:.ﬂ’mc@a%m:%c?&
ﬁxlE Enter gst:um'lm
() %6f3 7 0gadegeSGucdi ¢ 0.0 6o Cell Address $p5s¢] og:ﬁfécriéﬁﬁcﬂo’xﬁi

Go =F1+62
" I N o
4 - SRS
7|=B1+B2 :

C)] B Column Row 3 o 7 adﬂjn cﬁwﬂ?ﬁwa‘du Formula Bar ¢o 3«030‘5@:?1’ For-
mula r:%ﬁ?dts@ou&

n:{zm&}dg‘n ?S@oo;nﬁ_ogugasqn%%cgagmﬁn
(3) A Column Row 2 mﬂﬁn Cell Puinterman@: 14 n%%(ﬁcoécw:& sq's Enter %Jn
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gﬁcnéwmcmo?n ﬁasmgaim 334 6lsomda8onabn 4 w14 E&gwt:mo%o;\gaikbgn
ombiec pi ceostiffiediioiondy gt oanfionbpgaf Fcgadeor
seonn eqaonopiagh Bieonepatelql § fodeopSodsebicy wajieonopigy
() B Column Row 2¢n Cell Pointerm’nﬁt 14 Wmé@: Enter ?560:& :zla% 'na@
sktiapiordSepl opmomnc3afptiadadeon B1+B2 c§eqooiomnadu Belomo B Col-
umn, Row | goeqeaonioioa$ss B Column Row 2 goeqeeonioioass §dpedEsomnseon

P m&f»émo@g ch[;%m%nsg} WWW B Coloum Row
1 9 ooan§sclaélgdl B Coloum Row 2 gonomsiediad apoegeps sondsficditicos
+ doncSi defopt safgelpSifGs nexagicoiondn B¥sonombeamapdRiedtodSsol
59992168 4599 [fEcgqomad
%00ddl Functions féxﬁo‘%ﬁ@m&wﬁ
() CColoum¢n 33 43 Enter $6s§cconsdh

() [t seelgogoducSesepen Cell Pointer consd
) Functions a?l'a}ﬁrﬁm i TDmS:ﬁrﬁ?&.ﬂl (:: o.p Gt.ﬂ'cmt.ﬂc&gmﬁﬁ

L]
o I Insert Function
Al [ 1t Function
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() Mﬁna%ccng Sum 86 Ok $5coid ¢ 9.00 edloordiB88wuS Formula
~ Resulton 7 3edlepdeB50cSy Bt Ok o88c0sd

(@ 4§ Function moqongbacod’ QogoSagioncSi ooacdadedeon Formula $edic%0%s
o s iporb B S WS cgorif adiony
(6)  Function meonededgts 2060hon Sum B agm\}cnﬁwﬁngn{;m QogeSomad
orgfgbrocgor0cgipyBef 2258 Formula sepocdofaon Fx §3f1 Average agscfool
sefjororbdangSiogoioprcSucss omfracy mooiofifhs (qBofosgS: FEctpocSorsi
40 Tc%%o&ne%s Enterw nimé meﬁs@o&aumxﬁcfsl

deagpcsts obSiedfjoct

(3) D Column g wqEc38: 33 4@?%1:0@: mﬁcgoﬁm:&a?cp?} Cell Pointer
consoonedh

() %oobd Auto Sum?ém?a{ugmm Auto Sum ¢, 206050200 Standard Toolbar
o ZMMWWGUR& ¢ ©.00 P Excetlﬂma:oaogﬁﬁﬁué CXY
o Excel 2007 2203053602 Excel 2007 ¢ Sheet Menu adon Editing od¢o§doncSe
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&

EP} U?USG{.%IO(:@ ocn§:?5?n? Selection E&f@#cﬁ Enter ?&‘%ﬂgtﬁ
a6l 7 ogotogasde8SuuSi Auto Sum ?écmﬁm?ncgcﬁaésu@ M

Rﬁlmﬁﬂ%?ﬁ Auto Sum §SediEsconwuSi

9 oSt opepoogmentcfeBifiEfnorSagtn sestchicd oqomon voouadispid

o s0fels wyocdaos defiodbrgpbiacoring 8 Begh cdbpoonciopss

g1 SgpSrocgofadicfaomdn sa0dsogepyn offprecpamsagssosschedabidds RS

%-9 Type The Following Spreadsheet And Perform The Calculation.

% Exercise Gm:o% Sheet zxga';o':-ﬁsecé‘?u%ﬁméso:&

1996 April income of Virus Il Computer Group

st Week [2nd Week | 3rd Week 4th Week |[Total
DTP | 4000 3700 3460 6000
Training 8000 1200 4000 5500
Servicing | 3500 1300 7000 2000
Total 2]
}

% Exercise a%aao@ﬁmﬂ?a Gcﬂﬁqé:mqéaéagn%%qoxﬁaq& ﬁ%ﬁmaﬁ
mcgéa:'a:*érﬁﬁoﬁ Auto Sum ?é:%a%musr

(2) Exercise 4o opon Total $6pdo3 AelpE :;ﬂ&%o&scpw G@E@m?smcp
Redeodi

) Soom S (Row) g s o) i et
epepy> Cell Pointer conscosd Row no?&c;g:ﬁgxﬁamg DTP&L:;UCSWOEGQGCQ 3qt
edbrqgads

®  3eon DTP 4th Week 6onscn Total coten Cell Pointer cooscSoSch & 02p

Rqger {nE‘So?cg&\E] Microsoft Excel 2003 Vs Excel 2007 (4 in 1)



- 260
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Select opco%o&ﬂl Enter Ml‘ﬁﬁ(ﬂ? mﬁﬁcgrﬁcm@u DTP ¢}, Total w:@w:ﬂp
Training ¢|, Total o3copSs E&ﬁmgrﬁcpﬂaxﬁl Servicing copbs Fc8dopadaosd 48 Row
303ERO0oM wclgeGedh
(c) Coloum 0303058 qﬁmmu&;‘?ﬁu mSudS:ﬁ&B?L o€agaogeopbiogndeBieddi
gem:_; 1st Week ?L Total zbogrﬁanﬁn Cell Pointer ::ms@: Auto Sum ?no}ﬁzﬂcﬁgaw:&
zc'[E Enter §5c0sdh ﬂa?g G:ﬂﬁc{%émo?&ogrﬁmmgmﬁ?cﬁa& 2nd Week, 3rd Week,
4th Week o8copSs Column wBEscnoSagicosd :ﬂu%m@cog mn?hxﬁé?ag)lcﬁl

sl

I st Week |2 nd Week | 3rd Week |4th Week Total

__ 300 3460 6000
1200 4000  5500]

13 1E$Apnl income of Virus IH Cnmpu!nr Gmup

ool ol otsslocy nce oo Foacks

.o Smart Copying by Dragging (Ss33&EE co380p:5:)

mad Exercise Gmo? cgn%éz:ﬂv}n Row mﬁ:ﬁ&& Coloum m&f:ﬂ&ﬂa? Auto
Sum 23530 Selection 0680 Enter §5c3c5page0n sa§frporuSi smapbecbomads
%W 33%0’) :?im?éwws Copy rrawic%lo}fémcmn doo Excel
2003 20w036ep! Excel 2007 a0eoseep mo?czc\eﬁﬁéc\%qtﬂwﬁq

Seom ﬁmcgrﬁmo? 3:650030% Select ae&ﬁt Delcte?ﬁcauscﬂu Selection 0350};::3
2 mgogrﬁméa:ff 0)5105?5{76! W@w?fcﬁcmg 8:@@: Select niﬁt.ﬂl a?o Delete
§5Sh
(2) Smart Copying by Dragging n%a?ao?s:ﬂ?woés mv@z:o%ﬁsmeﬁcgrﬁq&o}c?w
Cell Pointer conscosdh
() Bt Auto Sum 8§ Enter ?5&53:&?3 m@cg:ﬁmﬂ@n %o Auto Sum
Feds0303eion0Som 08c3Ei6om GeogosfGad og$omaeocopbs Auto Sum REVIESeN

() % Exercise msin'?m% Auto Sum Go%wﬁnaﬁamg Auto Sum ?‘_@5(\?05 Enter ?50%5
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W Seom mﬁ&rﬁmcﬁ:mﬁ: cgﬁsm&cso%nﬁn
9 Smart Copying by Dragging afﬁcmm (‘Eﬁm?éwicla Copy ozm%c[axﬁam Seom
ma%:cgrﬁmoﬁ mefgeden Cell Pointer conscosdl

@ [Beqt Mouse Pointer o3 Cell Pointer & pooocbedt cemodalgalegapdoipSd Cell
Pointer Qém (+) Sign Gmlﬁﬁagmﬂcﬁ_SuuSI L'E .06 r]r:E»om:dhnuSlr

! =% (+) Sign ﬁdfmc;? m&ﬂcﬁ%ﬁ@: Servicing E’L Total ncsaaé‘%omﬁ.ﬂl :ﬂ#
z:aanacgrﬁcmx@n B%:ga:mcﬁcﬁﬁl

(@ Column mc%ﬁxogogcﬁmés 1st Week EL Total o Cell Pointer mv@s Auto Sum %
oméedaSedtdh :c[E Mouse Pointer fr? Cell Pointer ci Ej:mﬁ Gmtﬁcﬁ EC&%C!%G&

aémﬁl (+) Sign G(.ﬂ-.l::}mﬂ?) Eamﬁrﬁgeéwm‘h aia% m[z}c&n‘ixﬂﬁl

ks 155 Aprll mcumu uf Vlrus III Cnrnpul!m Gruup
11'st Week 2 nd Week | 3rd Week Ath Week Total_

60000 17160]
55{::

2.z Changing Column Width/Row High

(Row §& Column =3 § 3EE)

Row ccac? Column 6080% 80"3% aﬂﬁqﬂmusu Q> Youth Cnmputerc?
i i Aot apchamgs xRt
geiecSeeopbalgpdeasinudaghi 329 apdlogplucSaghn
()  %eo»n AColumn Row I ¢ Youth Computer L‘%ﬁtﬂl
() B Column Row I g2 Su Suc38c5c305dh

:ﬂa?_; A Column oo Youth Computer n?s’a@éo@ﬁc[wrgaimfsl
() A Column o%%_ucﬁa%cls Column Title Bar o‘é:gnt@s A Column % B Column @’NO%
Mouse Pnintemgsgmdh ¢ 099 Ya@wu:o?mo%& A Column § B Column E’mp 3’:&5@3
Ewﬁmmcﬂ'nnm)% eawﬁn%&)éWn :ﬂa% Column :B_::g:raoﬁn E%q'm& ':m:S:noSn%
[5$830d
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() Row n%:ﬂ_:ﬁ&@mﬁcjmué: Row Title Bar o%ag::& :«'.15 Row NO. ?5?@3:55

Mouse Pointer n?m:lc%ﬁoné Row Highta%:am; mmﬂo:nm%@as mm’@wﬁé«&

o Sl Row R oo oo o S
don Excel 2003 20wiGep! Excel 2007 20w6ep WE%M

a.2c Auto Fill (228222053 F3:35S)

W&amnﬁa‘%mxn oxqseoioSomdkn Series No. sogdorchonuSeco
pown ﬁwﬁmmmw&ogo? aqpoieadyn $§ode0aRBEs sqpqoruSecor eom
crpSin moamchontepfeceSos g ocs kSl
§oSodmden 1 3c58s Enter §6i 2 o3305Gs Enter §61 33c8000 coppEiooimcanciebep
RoRgSoqEracgequbeiel wdgbepd] om§ifoscdod Enter §5cgosG8pgnods
Sy Scofrocyfc e Tt b3 AuoFil bt

Excel 2003 2owtaepi Excel 2007 0wiGep 3’020?&'

e-50.0 Number Fill (§o3gm:c3 m@mmﬁﬁéﬁ&]

(2) Coloum :fmgcﬁms?ﬁn 1 nﬁcﬁmé@: EnWr$5cﬂu Cell Pﬂinterr)? 1 YJBM!
Smart Copying by Dragging fémo?& (+) Sign ::Jcﬁa:mnﬂa? n%mmrﬁsw-:ﬂu
38 1 oogmqax@m? Auto Fill [goScoof§ooos [s8c8Guudi

() =9gbeogfonm I 65 10 38gplqborn devwdd »pfgpleotonm 1 6opfRed
[BpSeozomn ma@cﬁa{is@ 2R 1 :q&auﬁnﬂ:m&mm&aﬁm 02303320305
sfpide

() : 8c07 1 "GH ]Unogﬁécdsmnﬁafhﬁ 6§05 Coloum 08¢0 13203 Enter $
BeoSeord

(9 1320} Select oy cosdh § 0.9p o> NumberFill 956docSn Selection § ad?
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il Pointer eglfe Smart Copying by Dragging $p5183E Row No. | 6% Row No. 10

ﬁaéognmos& :Ia% Series 390%5: Auto Fill Eﬁm&psn@l
9 ﬁss\pgﬁc\)@ AutoFill f5ebcBadloncy 6§20 Column 05690 5§ 10 5%p5cops
Auto Fill [gpSeosd

=.zz. | Time, Date, Month and Other

(2)
(p

(@esoeaFrioocpym}  F3RE)
Numberaopo} Fill [ip5ed froeadyn orfiprancfpiplissepaogaioopSe [apbo3pbedS
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o 2203 mcﬂmgﬁ:ﬁ@o?mo‘g& 8agcosdh da8 oyfod mﬁoan%dl o Auto

BpSapecosdoncSi ¢ ©.0q R3S January [Bqf February conoebalomn SIEIEGT{}GP
u-n%.ﬂ:i:u m&.ﬂmél m&cﬁécgunﬂmu&

pooq

@

44905026900 Column 32c305058903azf8s Monday Fosoops Fill pSoipSBa

AeogSs Moy Boef oforsfifionpocogn

9
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wophfipleotoxts
°.>> Saving the Spreadsheet (§33&FS:)

Save neﬁon%uogoxﬁﬁs Wnrdcﬁﬁrxuéz m%m& File o3 Save?nw

o

GOl § .00 edleondlc8SwuSn Excel 2003 GepI 2007 $GEPT0RORN

(2) %Eﬁﬁ@@c?qaan My Dncumentsﬁﬁqaﬁcfﬁn oﬁScfc[En%ﬁmmc[smoEaﬁ&
() Ppopbofeor o3u3Boithos pupSfpienpSonrcqornts GegpupSacgucpdooy
(P Blﬁls Save ani\oST:n Click m@qag%tﬂi :ﬂ‘.‘:? %&ﬁﬁmgunﬁl

=.= | Saving the Spreadsheet With New Name %gméami'amﬁge

P5060R} FWQ?' ?wéz:mﬁauszn&l&mizﬁcpx& File cdon Save
As 5385305€ $r0p560m803 Box odl conucSi File Name ¢ 980060I00210376p5800c5
S fesioon oo pagSomsionby e
Wm\%ﬁ& :la‘h& Title Bar ¢o xn)&mc%ﬁcéfm@&gm@ ONIGLIDM
w Save §088sdh Save As %5.::35»(%1 Save As O??wémmﬁauﬁn&c?
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Excel 2007 Wéﬂ%ﬁfomémmaww@ File c3on Save As ddn

==z Closing The Work Sheet 338303

ucﬁoﬁ;zaa{)mao} File cogcﬁ&ﬁqmﬁu %Eﬁcﬁsﬂ&[ﬁ File odon Close @ﬁrﬂw&
Menu Bar ic*&cﬁa’i’:—sm @ogsga:fm??ﬁclsmé: clnﬂc'xﬁl

Excel 2007 :jmoés gswﬁﬁw']ﬁu

=25 Creating The New Worksheet cxgcfoocs8en8gclecss SRS

File cop8obalcSoisdly mg‘rﬁmgarﬁfuﬁam?oaxﬁqa 03g053208038g05 06
sonticdadonai macﬁmﬁr%&lﬁ File oSon New ¢o§6qdonaSi File 3o New oot
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Document c3onfiesc88uubn 232 mg«’ﬁmccﬁm&mﬁfﬁ?&uésq&x& :ﬂa%cls 0290532006
edgehorgeondf

Excel 2007 gocops File 030> New g0 $5c8qdoncSe

=.27 Opening The Old File %gem§@$g$]§§

a?E:maw}%Scagﬁ%ﬁEqE Open 200052§6qdloni File cdon Open $ogscopds
qdlonaSi Standard Toolbar oo sadeepE Box GCOIED Eummtﬁ@éq{@ Open a8scnlg

Ae8S0uSu #38¢>§5c0pSsqdiorady ¢ 00 edeoode8GuoSn da8ef Open Box Goosorjecnfs
Look in a%mumsn?eoaﬂ(ﬂcswu ﬁwq@afcpcgcﬁ'}mdh aB&sopSson My Docu-
mernts @ﬂﬁs@o?ma{ﬁc@@ E%‘j‘l&oé' My Documents gafu$epadonuSe open File
Name 6030 A to Z 5s0808i8oonscncli 132 20000640 o%ﬁ-?&ﬁ B$egiqem k8donuS
;ﬁwfg Gaa:[E File Name copdieoson Down Triang]ew%aanrﬁcxﬁu W
by oo xS M
ae8ed
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Excel 2007 g6 File o300 Open azotqdloncdi og$ornopond f38doncSi

o.2C Exit The Microsoft Excel <3533

% Program dnlg§agadtat Filecdon Exit dyoorch medodindod Title Baron
~fospSfosafiposipfctdonsi

Excel 2007 ?:)méa Es:c‘é‘émfm%qcicx&

Details . __|Unit Price
p Floopy Disk ] 5 150
2/12/1995 | Monitor 11 34000 '
3/12/1995 Hard Disk ! 7| 25000/

51 8/12/1995 Mouse& Mouse Pad 3 950
3 9121995 Printer 1 75000

Total

Tatal
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Name
1|Chit Su B0 75 67, 90| 89
2| Aung Kyaw Kyaw 30 29 45 34 34
3(Than Toe Aung 4B 34 57 b1 B1
4 |Myn Hiaing Win 33 45 56 43 B7
5|Win Aung 43 51 62 54 45
B|Pwint Phyu 76 75 =) B8 76
7 Nge Nge 56 64 42 34 60
B|Zaw Myo Htut 45 56 B2 68 g2
Exercise 3
[ Youth Computer Sales Centre

Income (FEC) 100000
1000
2000000fIncome (Kyats) 77
50000;
|Other Income (Kyats) 120000
B5.87)
i 1 ?7?

% Exercise Gcrgn?wwgwq@ Save C\i«Sm:::c@:n

Exercise 1 n% 39:1503(5@&5673- % Exerciseﬁmmmcpm '&:g Date &Jgém?
™ Ma%mcﬁ:&ccﬁcmmusl m&:dssm‘? ogmydeutaoedH a%m:ﬂa&a%c[&}m%cmn’scﬁ
a%@mgng%ﬁmﬂl :;Ia% oaatﬁchnmﬂn Cell Address félO%Q%mL‘SGfSI
(2) ms@cgogsﬁsa_ﬁcfcp?: Cell Pointer conscosdh
() Zeom Cell Pointer o Unit Price § 60010 Total 632005003303056008 (E2) ¢noonis
2341 GsfjodoopSeord
() B"lﬁ Mouse n%n‘f&ﬁ: 5(C2) awqtﬁg&ﬁ
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() cpobpaeon mafpoScooamoBaucty opooonpamnn Brpdi pomon

g$adi0n M&Lm%ﬁdax& $dcb 99 medion (+) sevson ﬂc@aoﬁ?tmerﬁmaﬂu
Pporbagos§ichodds

(9) guls Mnuse% ]5{]{[)2]‘34;’!30)85”05% Enter 5cosd :ﬂa? :ﬁ@ms? cgn&ﬁu

%a. _Jo o Exercise | :ncgng ngﬁ?és«uuﬁr Tgta]o%ogo&,_; |

wdpcon Smart Copying by Dragging o?:x%@:cgtﬁa{gﬂacmdh

$ 0. o - : R -
Dﬂg___PZ_tg_t_gr!s__ _ Unit Unit Price | Total RN
11211996 [Floppy Disk B, 150=c2'0g |
: 1::’1&1‘9& Mnnjmr_____-__._ j_i_M|______
125 Hard Disk | 71 2enm] |

Mouse & Mouse Pad —f—:a’_l_ I —
I T ) e v
B i T

Exercise 2 6oxncpuSdonuSy Go'i}&mmogé‘l‘ m@c&&ﬂw%&m&u
(@) $3doS (o) 694, a:aﬁ)cgmq&fgz}:lﬁncﬂﬁwcﬁ@& :.HS??L Total Gz:05 (H2) ¢

Cell Pointer consgosch
() AutoSum §chcusch DGEc:gfﬁo%sxﬂP Smart Copying by Dragging f&q?mxcg
rﬁméoaﬂﬁamdh ‘%%”EGC"’?C’E"‘?S' cgc&n:.n?u Beom a-po‘im&ﬁn‘émrﬁm&

Exercise 3 ongon

(2) December cosaona$ Report c0053Es0mdy :ﬂoSo.Bﬁc%Tm:% W?a}:xﬂ?a o2
Y5qdorcSi OSGSO'JOOLSGGJ‘JOgI nﬁmﬂoﬁcﬁmmﬁsmoﬁn gcdmmcSeon 1
condi ¥ Exercise o o?ﬁozga%cﬁc.cgn? @q&spucﬁn ulE -:::Er;gﬁcgﬂ?ﬁ;’)ucﬁl Gf:ros:x?s
“Ebogpagod
{(2) Expenditure:%onm o?hoﬁogscg(ﬂn
() Income oo OSGSJA
® Profit mnﬁo&ﬂu

39 Exercise G

3)  Expenditure »6p3 0036026019050SH
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=
() ogpbrecgocSqoadSs
) =eefipsacopsosooddi 3% Total o3zqEepadlucds Total afepucdadeon Auto
Sum $epgaedl Q@ ﬁnﬁmmzﬁmuﬁn meﬁo&a@u;@qcpgu Cell Pointercmcgt? Auto
Sum r:%?&;fsl

2op B

'Other Income {Kyats]l_ 12@@,

: 7‘??

maBmJoEoooc[Lﬂax&:Im Expendmuea%mﬁpcn&@uf. Inmmeo%‘pcgum&
Income gpucﬁa%nmg 3p5cS0So3mdlen obpm FEC ondpm Kyats [g6egorudi Seom
Total Income wcwsipc%qucﬁl FEC 0‘5 Kyats g_amqipa{.ih #%6om FEC a‘é Kyats ggcﬁ-:r?ﬁﬁ
Income Kyats?l"??'? GOOIGORED Cell Pointer conteosdi w]_s =) %ﬁmﬁ: Income FEC |
10000 6dlen Click 02805850 338e07 FEC o Kyats §qocdalson FEC 0odgasa? 300
Kyats 3%:@ Income FEC 10000 n% 300 %a:rﬁqwﬁgw GBXS?)E‘%GD’!;J mﬁxﬁ\mgcm
8§56 oBeopddoes 300 %ﬁmé&u:nﬁl ¢ 0. | | 3qgdazpscBiuct GiqE Enter §6d
i ofin 5 0 ooy

g e

101 Youth Cnpu!lr Sales Centre
2 |Balance on Month of December Iﬁ

|
|
incoms (FEC) [ 1o00q]

10000
2000000 Income (Kyats) =D4=300]
50000
Other Income (Kyals) 120000 7
2060000
o Total Income Fie'

7?7
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Income $8p00%s Kyats (3893060700 Total Income ofpagnseon Total Income plsaoch

FEC 0% Kyats g conso} Total § Other Income Kyats rﬁad&q?m(ﬂn 860 Total Income

 Cell Pcinmrcmcﬁ: Auto Sum W@Sma& :ﬂa% Selection %Mﬁm& Tmﬂs
Total ?5?0%8@3 Select Ewcuuﬂn ¢ o.po > Formula o3fgeontdloneSi @sﬁz Enter
$Sad :ﬂar% Income mﬁm PO Joooo P@G?SE

2 o Jp

Incame (Kyats)

———

Other Income (Kyats) L“"@f

2080000 _

r Total Income = :
?97? 1

8com Income eep Expenditure aqpoSogaffaleon Profit a?o%:@o&z% peSofed
Profit Kyats § oo Cell Pointer conteosdi zagogn?c@au&m? oEcgcx?:-m UEMﬂw
#0599 e Cell Pointer m::t@sa?& (=) Fﬁcﬁﬁuuﬂgu ﬁ:qﬁ po Joooo Snm&ﬂo‘@s:
5o rfgolio poooo b RISk By e §5 ) ol
s0loooo qE»edh  o. J§ 2 Formula o3fgeonsfloneSy

e
Youth Computer Sales Centre
Balance on Month of December 1996
onthly Report) |
(Expenditure Kyats) Income (FEC) 10000
Salary 10000
Purchase 2000000 |Income (Kyats) 3000000
Office Rent 50000
Other Income (Kyats) 120000
Total
Profit (Kyats =010- otal Income Ell
Profit (FEC) I??‘?
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s

m@mm ('!:I[(SGE% Bo%?cmcmlr 990 Profit (FEC) :ﬁ@: FEC %‘"‘%‘I&‘T’
mcﬁﬁmagﬁogccac% 0305%5107:& o) FECn’} Kyats §0p$scn poo gafgpoddoncaos
K}‘atsn% FEC E%GUJ’E poo %§mmmqﬁv}m_ﬂa 8aom Profit (FEC)4j, 6oo3¢0 Cell Pointer
oo () fcotdh pponagofiono aofion apefiec Slaacio} poo Fieorsomads
=) %fﬁﬁsqﬁ sol8oooo e mSSECJS%SBi msmcgmaya?&ﬂn el los) sochn";Gm:m
aé@cm&cmrfagﬁﬁs poo §oboopSdn [Beqf Enter $6du 43 FEC $algodondSecncdq
cd8on cgrﬁo:m%l ¢ 0. jg ¢ ogoS?ém% [gooasdorcSn

/il

1| Youth Computer Sales Centre
2 |Balance on Month of December 1936
3 |(Monthly Report) | l

4 | (Expenditure Kyats) Income (FEC) 10000
8 |Salary 10000
B |Purchase 2000000 |Income (Kyats) 3000000

Other Income (Kyats) | 120000

S oot b SRS Bl Sk o o
3 gp5pdeg10%0050080ouS aeataeataaotG0secG: ogohed goscopSogaaf cgeSogrendi
995537507 cgeSdon S .

o3 20toson © meon Excel ?L:?G@.’)Bﬁ&ﬂm:ﬁl smsagﬂmo‘é oty

caoeond ®§$ o 98 o8sc0cSeorncdddd8Sucts
coperisle 2 e oo ceomabaonnfeBocts apoicon [fomesnt
sogoich oot} YOUTH §, Sframcibrcfpqqg -
(2) :363:0&\25&
( J] U}D‘Sam&\?&.ﬂn .
@ ogSiogbesmbaybh

sonfmadFisoen sospoooosesns 00 cppffenfig 4 Bosdon
Gocfoqn s p qeencts cnbenfiqbiop oS soboefgfoonckoct
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YOUTH Computer Co., Ltd.
Training & Multimedia Production
anal ool wmb) ofjm Boudn emp cicfinbrenpeg, opnoopnpl

Centre Tll- Ao jo) mafs{ooghomudn B Block: E5A83% ogoppnnil codiaf: ~gpp jnon i
obiS: - =bySeqfiefdiEfin 9§ 091 o j5pi0g 1 jopl I
e - qdgoi-op ardfetiobe §o5el (o) e

Certificate iy
Business Environment

%% o7 escgenapSopepu cpbcfipotupSapypio?
wafsgeseotirpioonond guobefiof opfpormefsatordisodS:

Microsoft Word 2003, Excel 2003, Access 2003, Powerpoint 2003, i
Adobe PageMaker 7, Windows XP GmémED?tmtpttﬂo—Eméﬂ

U7 & Design Comse

gapeer80ofo5et EsoobonfiiBoophs coofacpepbiofigt Jocgansoniof
PRetiromods E?”M%W¥Eﬂ§
worotpicorop ex8exfoSpSchigpiogEcdmbans $eEnpr l
ofeopds cofforpraocoghe

Page Layout with Adobe PageMaker 7, Corel DRAW 12

o0p3a0BogsesqpidotoopS

e

-
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ey
c-= Select the Range of Cell (Cell ozclerc? Select c333%:)

(2) Select q&c?mdg: Cell(’gogcﬁ%rﬁmém‘% Select “35"15 ﬂwﬁgswa
() =qpifio} Select cpSynadqbeon 026305858 Bagqnd 8ua3ds Cell GOaPs
@mﬁ Select pd035p5e GPOSWSTE?I?FQJIU)C&]

Excel 2003 NGOG 2007 20AGORGED Selection C\E5mmqm';: aso?ozdél
Chapter 8 4|, Exercise 2 g€cooseodh

&) Sr T:m&ﬁtﬁ%s& ==15$hiﬁog§3§: s?'}fvsa?: Total :a-.:?cg 363 ¢o Mouse Pointer
E~§ 805 $5cu:& :ﬂa‘}r@ Select W@@SD&GM& 3 @2 mo‘f@é&u

z-=.> Select the Entire Rows / Column
(Row co8pciar Column oo83ci:c3 Select o35S

Entire :x%o'nm mﬁfo%ao%cﬁmn& 8con Row mS?n‘és Column U)S?CI'EBO? Se-
lect nﬁmo%sﬁ:mdu

(o) Row aﬁ?cm‘él Column msiao{as Select (\f&n&ls Row Title Bareogi Column Title

Bar 6oganagopdqdiecSn

() AColumnof Select p65Eq€ A Column GBS Cell Pointer o‘én&c\%ﬁﬁmﬂ?a
Ea:mﬁscomdﬁmo’lc&@mﬁn ¢ @ Plgeoardionchn

Q@2
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?) SHpracoradooql 02805363l daBoheanaiod 655368 ACﬂll.mmmg;;?

Selection ﬁcprﬁagasc@@uu&

{9  Column ms?méu%mﬁcﬂ:ﬁ?ﬁl mrﬂo:@w%cls amw?nsgaéagaw[w&
© 1,2,3 Row Gcgn% Select c\E&ﬂsménp'xﬁ!

) aﬂa@ Row Title Bar n%:némﬁs Ea:s:&;m GJ(\J’.K’[E mEqrﬁ%S& :ﬂa% Row | mST
o3¢ Select Eﬁagmfﬁl Row No. 1 :6din oﬁqrﬁ?ﬁ: amﬁo?&gagml&mg Row
sozaqpife Select [séomcds Row Gog Select n?Smn? Téugmqmﬁl Column o}
Select @Wl Wamea dB Row C?)S?O.‘Ei Column U)ETC{)&D? Se-
lect nﬁmo%ﬁc:.ﬂn

>.2- | Select the Whole Worksheet (Sheet a:.%'g:%sé Select “iggg}

Whole Worksheet a%cmWorksheet @amﬁim%w? Select o?Scmu’ll
A Column E‘Lmu{.;mng@& mﬂ&m@mmn{gﬁcg&mm&gn@?pxﬁa %

mqgrﬁ&mnp qurﬁ?ﬁcﬁio&ﬂu ﬂ:@ Worksheet @:cns?c\?: Select ESago:n.@n Qe
&:Emnﬂ.ﬂwﬁn

=- | Copying / Moving the Cell (o353% 58 egopegFS:)

Cellaogo‘g Copy opswadl Move aaocﬁcﬁcgmxﬂn #3607 Copy op:0n651 Move
aﬁmﬁa@@n@&oﬁ Microsoft Word ::é‘ﬁnroéc m%ﬂnﬁSmuSu ﬁgsczgfos&nmml
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- g
Copy e m@cﬁf&nﬁ;ﬁu MD\'EC?&IE‘.?S ¢ ¢ COll Gaot
39 Sr. 6 Total 3203 sdﬁ:uémﬁn'%&n? soﬁaozt@&r Ggﬁ?.masﬁuu&
(9) =360 Sr ™G$ Total OSO‘E Select c?aau:nﬂl
() [Gsq€ Copy oprecdaleon Standard Toolbar o Copy ac?o";?am&ncﬁ%&
(P)  Cell Pointer o%n?cﬁomﬁu&oﬁcfc[)?a Click ooégeb8Se0sdh
(g) Copy D‘C?OSG(\)D&LG?D(‘IS&TJ (‘005;@:‘30&?69(1?056:\:: (Paste) TDG‘:S@:?"S?LS&
daBsencenmn Selection cpScontol Sr 6$ Total ﬁma@aﬁmm Cell Pointer
cot30) G?qm‘%a:c[)rﬁmjﬁmﬂu don Copy apsondl Copy r;cr:r_}o-eaﬁwgatﬁl
(9  deod ocowas o303 Selection meypaSogIems eeyPadoRiGEs
() da8€ Keyboard qoouSonoSzaed econtefo’d Esc Key n‘f?&%{&.ﬂu 43 Selec-

tion acpogogaiﬁl
Gfxﬁc‘.-&?(n Mﬂvenatgu(.& Muvﬂnfsmsa%q&véa mm&%ﬁnﬂnmﬁ

(@)  s38com Sr @64 Total Bo? Select B%?Sauuﬂa

() Bt Move 064460330005 Cut Eg05§S a0t aeopSs Standard Tools
Bar ¢o8omdh m&eoyracoiaeon g058aa0to0ns
() ﬁiqsmmm@c?cp&n Click cﬁqrﬁ?ﬁ&

() cqxﬁa{::mm&: Paste ::c\tc:ﬁqmuﬁ $6c01ch ﬂc%aﬂog:z@a qoacSesSn

[Gsq€ Move cpSo3enSs GfDGSU}S?éx(‘I%GE'JOOSI
(2)  Chit Sugo Cell Pointer conscosdh
() ::IE Mouse Pointer GCIJIG% Cell Pointer iamﬁoﬁaﬂognﬁt Eama%wmagmﬂcﬁ
o) oppeegFpSh ol SygSiegsSomah g g B
S3PegXIgeordoncy
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i 983
Copy cfcopbs Select (0B Beoncdon Cirl 33 Mouse Pointer 03 Cell Pointer

S gyt G adboacho conadkf qitopprpioS
#3 Copy [360>05s ? G yfgoonsdioncSe

TE9 s Name Myan [Eng _ Phy  [Chem  Mahs Towl _
1@ % m e w  w an
2AungKyawKyaw | 30 9 a5 4w 1
3 Than Toe Aung | 45| 34| 57 61| 61|

Excel 2007 ﬁnt‘oél Wﬁcgmo%& mc{)mltﬂmsl
Erasing the Cell (9c3-8F%:)

Cell sogcdm mqtﬁmuoﬁc%rﬂm&%c@om&
2o Delete Wmﬂl Cellaogtﬂngusmmmg Excel 2003 cowoseepn Excel

2007 200166p 3ppSta0cBEq0SBqdondSi

(2) 8acBc30% Single Cell oG »Rodeqpiofsa? Multiple Cell SedorcSn
() Single Cell fquduaSaaf qoSqbo Celladppordqas§Sqt Delete §5qdoncSe
(p)  Multiple Cell 8qEq050 Cell sopa} Select cpbodaadyn 8%: SeleclarSc[&mcSl .
§=t1:- Delete ?5‘:1&0«:& :i:r%cag Multiple Cell qo@nﬁdﬁu

-5 Deleting Rows / Column (Column coz Row copc39c3-85%:)

Row 6ep1 Column 6opafgjoSeaSclafgromndi p500 qoSoman odeomtoiensoga?
quﬁm 32907 Row ma?oim Column mﬁ?céstﬁqfﬁmﬁc\%cgnmﬂh
Excel 2003 o0woteepi Excel 2007 sswoteep Qfétzao?&r.uc&\‘hnﬂwu&

() Rowo6pahsaf gqodecSaBaf Row Title Bar Begadcord

() [BpresopSiecotadiqf a5 §ScSaSh da8qE Row oo8gcds Select [36ogordfBi
() Selection [§6asfa3q€ Selection qz2coaSad Mouse Pointer egagosdh

(@ [Bqf Moused (Right Click) 00503 08056805k
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- oBB
ﬁ'? @9 %m&maﬂc@@mﬁl LﬂﬂﬁuuSa%cls Delete t\%cqmw@mcwqcﬁ%
Column Column o>6903163 Selection 2 Right Click 85 Delete
T -

QE9

c-9 [Inserting Rows / Column (Column coy Row ez «c33ES:)

Row Gopl Column G%}ﬂ%mamech&v%Gwn
(0)  Column mﬁﬁuﬂ Selection 0po(s Right Click $60m & p.g ?)Ecmmo% c0bo3s
iﬂ&’lﬁ Insert To?Ec%cﬁ{pﬂGn Column Gcgmﬁméma%qs Selection &), a:}uSmogma?
mécomcﬁl
() Rows eogon Selection ﬁ'maﬁmtﬁmc%mosu
(P  do WinAung §EPwint Phyu @ow]nafmgmﬁ Gop&:mmuﬁnunn’im&méaﬂﬁ
o0 o‘?nﬁmmcﬁinﬁ aﬁ@é&gn GIUUSO%CD&HU}GSI

Excel 2007 aownszacpadoeon 9 E.@ (m: Insertaep Deletecqx?Sogt[LﬂUx.&
q%moz&)n
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1 8r [Name Myan Eng Phy Chem Maths Total

(2]  1ChtSu | 80 75 67 90| 89 a;

3 2 Aung Kuow Kuaw .30 2 435 M M m

4 IManfacal [ A" & &> B Ff1 61 61 258

5 4 Myo “§ |43 __6lf 250

61 Swn/B L UA-®ESEEp 5 45 2
i 8B 76 404

(B 7Nge | & 2 34| 60 2%

9 | 8 Zaw |43 copy 2| 88 92| 363

_'!E._ | a Paste i

1 1

12 Faste Special. I

13 - Insert | f

i‘!’.. ' Delate

% - Clear Coptents |

17 5 Format Cells_

1§_| Row Height..

13 Hide

20

21 Unhide

>-5  Changing the Row Height Column Width Exactly
(Row cop Column cogcd cBc3onen 8 3§ §%)

doneom Row 6o Column a%o’éogc?qcﬁﬁpnrﬁs@m& 3qEm Row
mﬁ?o‘? %&18 Row Title Earn?ogzﬁﬁa Mw:ﬁgﬁ%%%:ﬁox& Mmm
#0505 bpiionbogaonpSfipuctu 0bopamaydSelo’ oxBagSomoficgofbascs

cdh %900m A Column ?Ls:ang)mcoso% 15 :ﬁq& B Column mméa 15 ﬁgzﬁogagrqmd
%_wnﬁt%a@)m&

{2) :ﬂa%’%nﬁﬁ‘ﬂj&n? Row/ Column Goaogéumua%l Select nﬁﬁut&ﬂn

() A Column % B Coloum rx% Select ngSo@nﬁcp Column Title Bar 6§ Select

neSmu:Lﬂn A Coloum GL;[{‘.GGT B Coloum n?cmm%rﬁgaéﬁs Coloum ?5?0% Select n?&;um’h
? [ Format on Column g Width ¢0028q0585du ¢ £q ¢doocB5ucSy

8 388Geooion 8.43 epcBSuddi %80 15 $odcopSBs Ok 6 a3 1 080%? 15
SqpgproSgoch
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{2) Rowl,2,3 0% Row Title Bar ™meH Select C\e&ﬂl

() e Format 3o Row @6¢ Heigth g2§5c0sdh Rﬁw@smﬁw?c‘imvpem
anﬁ@a@wyg Height gdloroSn

@ ¢ eo edonSiuuds %8 o8 1275 Gooon #3403 20 §§oSoopdffs Ok
$Scordn dadqaic88ucSs B:qs65008208 8.433 12.75 [g8conscusdh

a

Row Height
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=z Changing the Style (Style a-S3%:)

ea0ps36acpeomadelpomdh Chit Sucas Zaw Myo Hiut 803 Select o5

cfc' B.I,U @mﬁq&qatsgﬁﬁéwﬁh Microsoft Word cﬁ:mmé: m&}‘uﬂn
rﬁm%&&u Qﬁg%ﬁ:‘ﬂsmnﬂﬁqﬁ B,I,U vpmaﬂrﬁq&@@%@ﬁwaﬁi

Excel 2007 ¢o Sheet adon Font ?JE&\%CP&D'JLSI

:-= Changing the Fonts and Appearance (Fonts c53c3 325%)

Font 6ogi Font Size GD’SGB’)EEWO%GEJWJH
() Chit Su o> Zaw Myo Htut o3 Select codcosd

() lv:lE Font Box on Arialcﬂd} a-cmicﬁa.m::.ﬂn Word oﬁ:mr}&:% Font oo Times New

Roman, Excel g0 Ariali 0 ﬂ::%eoaim Down Tﬁang]ea»%ﬁ@:cﬁ W Font ﬁa;\?&aua%
Ja%sﬁv&aaau‘g@mﬁl (Eff.?zw%& E&mtmﬁaﬁcﬁ Font Gooson Down Triangle an%Sﬁsu
Keyboard o306 MW Arial GLH(\J)«:LE aga.ﬂ'f:m&ﬁnsgsc\?n&k ﬂ%%ﬁ
:vg)u,@u don Toolbar (ﬁg%tﬁ%&%cﬁmdu

#080g€o3 Format adon Cell zﬁagn@s Font gocopSsfg€aladionude

(9) mn% Select EMS@x
{ J} Format Menu cdon Cell o%ag:scﬂl EJEW!:E&[SG{D? Shortcut Key oo Ctrl + |

BF6cSqdorcSe

) :ﬂa% l'.:-) 00 GMCS@Q«.SH ﬁgmoﬁrjn Font ?E,ucﬁwrﬁﬁ: BOS@WGJLSH
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Exercise

Exercise cooteBeamnabeneoydo8SecSy SedaopSdi RNGINEITNEGEecotdN
Rbomond HBunecoreanst 01600160303 cosamntajuSefionciesntauicoiomnds

INCOME
Director of YOUTH Computer Co., Lid
Self Spouse

Monthly Gross Wages 5000 5000|
FICA 120 120|
State Withholding Taxes 120 120
Federal Withholding Taxes 200 200|
Other Dedutions 200 200|
Net Salary| 4360| 4360|
Montly Net Salary 4360
Spouse's Montly Net Salary 4360
Other Income 100
Total Montly Income | 8820|
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