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Barrier analysis (BA) is an analysis technique for identifying hazards specifically
associated with hazardous energy sources. BA provides a tool to evaluate the
unwanted flow of energy to targets through the evaluation of barriers preventing the hazardous
energy flow.




Use the Ribbon

When you first start of programs in 2007 Microsoft office system, you may be surprised by what you
see, the menus and toolbars in some programs have been replaced with the Ribbon.
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The Ribbon is designed to help you quickly find the commands that you need to complete a task.
Commands are organized in logical groups, which collected together under tabs.
403 Fonl 0 Sl & e &g L
1. The menus and toolbars have been replaced with.......
a) The commands
b) The taskbar
¢) The Ribbon
d) The access bar

2. Which version of word you use in this book?
a) 97

b) 2003

c) 2007

d) 2000

3. Which toolbar helps you quickly find the commands?
a) Ribbon

b) Task

¢) Command

d) Toolbar
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Create a one-level bulleted or numbered list

Word can automatically create bulleted and numbered lists as you type, or you can quickly add
bullets or numbers to existing lines of text.

Type a bulleted or numbered list:

Type * to start a bulleted list or 1. To start a numbered list, and then press spacebar or the tab
key.

Type any text that you want.

Press enter to add the next list item.

Word automatically inserts the next bullet or number.

P 0w DR

To finish the list, press enter twice, or press backspace to delete the last bullet or
number in the list.

203 Fwly ) S & ie & ax s b

1-we use ......... for creating alist.

a) bullet b) numbering c) tab d) a and b are correct.
2- Word inserts next bullet by typing.........

a) Enter b) Tab c) Space Bar d) Backspace.

3- You can quickly add bullet to your document by typing .......
a) + b) & c)* d) #
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Page margins are the blank space around the edges of the page. In general, you insert text

and graphics in the printable area between the margins. However, you can position some

items in the margins - for example: headers, footers, and page numbers.

Headers and footers are areas in the top, bottom, and side margins (Margin: The blank space

outside the printing area on a Page.) of each page in a document.

1. Itis the free space around the edge of the page
a) Page

C) Header

2- Printable areais.....

a) Text and graphics

c) Area between the Margins

3- Which one couldn’t be positioned in the margins?
a) Header

c) Footer

4- Where can you see header and footer?

a) Top of page

c¢) In margins of a page
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b) Page margins
d) Footer

b) Page Margins
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Learn about template

A template is a document type that creates a copy of itself when you open it. In Word 2007 a

template can be a .dotx file or it can be a .dotm file.

A .dotm file type allows you to enable macros in the file.

You can find word templates for most kinds of documents on Microsoft Office Online. If you

have an internet connection.

S Gl o) S 2 4 Hie A b

1- Which format is used for saving template files?

a) .doct
b) .docx
c) .dotx

d) .dot

2- A .dotm

file type allows you to enable ............

a) Library in the file

b) Macros
c) Style in

in the file
the file

d) Theme in the file
3- You can find kinds of word templates on ............

a) a book
b) a file

c) an style
d) Internet
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Count The Words As You Type

When you type in a document, Office Word 2007 automatically counts the number of pages
and words in you document and displays them on the status bar at the botton of the
workspace.

You can count the number of words in a selection or selections, rather than all of the words in
a document.

3303 Fewly p) Sl »3 & e 4 axgs b

1- Which part of document will show us the number of words?

a) on the ribbon b) on the statuse bar

c) on the access bar d) on the menu bar

2- When you type in a document, Word 2007 automatically counts the number of.............
a) pages and words b) books and words

¢) pages and books d) columns and rows

3- You can count the number of words ina ..............

a) notebook b) world

c) selection d) botton
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Move The Table

In the print layout or web layout, position the mouse pointer over the table. A handle ( i)
appears in the upper left corner of the table.
1. Position the mouse pointer over the handle.
2. Drag the table to a new location.
3. To copy the table, perform these steps but press Ctrl in step 2.
S by ) G 2 4 Hie A aags b
Select The Best Answers For These Questions
1. What is the title of this text?
a) Print Layout b) Move The Table
¢) Table Handle d) Print Layout or Web Layout View
2. Which one is useful for coping the table?
a) Drag the table to a new location
b) Press SHIFT while dragging the table to a new location
c) Drag with right button of mouse
d) Press CTRL while dragging the table to a new location
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c) click preview / properties d) click go button
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Create A Hyperlink

What do you want to do?

e Create a customized hyperlink to a document, file, or web page.

e Create a hyperlink to a blank E-Mail message.

e Create a hyperlink to a location in the current document or web page.

e Create a hyperlink to a specific location in another document or web page.
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True Or False
1- You Can Not Create Link To A Mail Without Text.
2-  Hyperlink Is A Text Or Picture That Moves You To Another Document Or Web Page.
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Mail Merge * x
Select document type =
Wehat bype of document are you Select starting document
working on?
Howe dio wou wank to sek up your
(®) Letters letters?
() E-mail messages {3} Use the current document
{:} Envelopes {:} Skart from a template
() Labels () Start Fram existing docurment
O pirectory Use the current document
Lektters Skart From the docurnent shown

here and use the Mail Merge
wizard ko add recipient
information.

Step 2 of 6

Send letkers ko a group of people.
You can personalize the letker
that each person receives,

Click Mext to conkinue,

Step 1 of 6 & Mext: Select recipients

® Mext: Starting document 4@ Previous: Select document type
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Write your letter

If wou have not already done so,
vrite wour letber now,

To add recipient information ko
wour etker, click a location in the
docurnent, and then click ane of
the itemns below,

3 Address block, .,
3 Greeting line...

=f] Electronic postage. ..
rgﬁ More ikems. ..
When vou have finished wriking
wour letker, click Mext, Then wou
can preview and personalize each
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Step 4 of 6
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Preview your letters
Cne of the merged letters is EDITID'EIIE the merge
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Recipient: 1
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1 Find 5 recipient. .. "Edit Individual Letkers," This will
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You can also perform a mail merge by using the mail merge task pane, which leads you step
by step through the process. To use the task pane, in the start mail merge group on the
mailings tab, click start mail merge, and then click step by step mail merge wizard.

A data source is a file— for example, a Microsoft Outlook Contact List— that contains the data
that varies in each copy of a merged document.
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Preview a page before printing

Click the Microsoft Office button, point to the arrow next to print and then click print
preview.

Click the buttons on the toolbar or ribbon to preview the page or make changes
before you print in one note, in the print preview and settings dialog box, select the
options that you want before you print.
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1- Where is the preview command?

a) Ribbon bar

b) Office button

¢) Toolbar

d) Access bar

2- Before of printing a document we need .................

a) Quick print
b) Print

¢) Print preview
d) Office button
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