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[Microsoft Word]        

1 - ���� �	 
����� ���� ���� ��������� ���� �����	 ������� ��� � ���� 

1 (Alt                                              2 (Shift+Alt                      3(                          Ctrl 4(Alt+Enter 

2-�"�� #��$	 �%�& ��$� #'�() 
��� *�	 +��, ���� � � ����  

1(Full Screen Feeding                    2(Print Layout                   3(Web Layout                4(Draft 

3- ��.� � ��/�� ��� 0 1 ���� �� 2��3���4 ��$� #'�( ��  

   1(            ��� ���  ��!�                                  2("�#$ � �%&�'  ��!�  

  3(        (�)�* �	+
 ����                                  4(�,�-����..� /� �	+
 01�2  

4- ���63 
��, 78 *�9	� :$��3 ���� ;���< 2��3���4 �� , : �� =� �� ���� �� �����8

��$9�	  

   1(Line                                     2(Line Spacing                     3(Hyphenation         4( *����1�3  

5- ���.�	 
����� ���� ���� �� ?)�@ ��� :��8�� A�9B	 =��C :� � � *�9	 ?�D�� ����  

  1(Tab                                      2(Shift+Tab                          3(Ctrl+Tab                 4(Alt+Tab 

 6- ���.�	 
����� �� :$��3 :F �� 09� �)��� G	 *��� ���( ����  

 1(Behind Text                         2(In Front Of Text                 3(Squar                   4(Through 

7- ���.�	 
����� �� :$��3 :F �� ���I, J� �<�K� ��� " L( M�� ����  

 1(Cut                                   2(Crop                                3(Size                        4(Rotate 
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    8 -�"L�F ��O	� P�� 7�Q �����	 ����  

  1(F5                               2(F1                                      3(F7                           4(F3 

9 -  �� 
�)�S	 ���� " L( ���� �� TU.	 =�S�C V�F ����Print ���.�	 
�����  

1(Pages                           2(Selection                             3(Current Page            4(Number Of Copies 

 10X  :S�C 
�� � :9$��  �������� �U� ������ ��� Y)�� Z�8 ���1�� Format Page 

Number ���.�	 
�����  

١(Page Number          2(Number Format                       3(Section                     4(Start At 

 ����� ���� ����� ���� ����� ���� ����� ����Microsoft Excel  

11-0L�� 0��< ���L4 .......�\'� ��� 0��< ���L4) ...... :UL���2007 �����	). :� "�����

+F(  

  1(Xlt-Xls                  2(Xlsx-Xltx                                 3(Xlsx-Xlt                   4(Xlt-Xlsx 

12-  :$��3 ������ ?��� 0	�� *��� _�4 ���� ) �� ?��� ���S	 *��� _�4 ����

���.�	 
�����  

 1(	�%�Delete	�%� �56&��- � �+89: ;�<-��� =>��Delete 

 2( � �+89: ;�<-��� /�%� =>��Clear Contents- ?@���� 	�%�Ctrl+ - 

3( 	�%�Delete	�%� �56& ��- � �+89: ;�<-��Delete Cells���: ��  Cells 

4( � �+89: ;�<-�� � /�%� =>��Clear Formatting-	�%�Delete	�%� �56& ��  

13-�"�� `�SC :$��3 ���� ���@ *�� �� �a� b�� ����  

 1(Ctrl+Shift+Space          2(Ctrl+Shift+R                3( Ctrl+Shift+=               4( Ctrl+Enter  
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14- ���.�	 
����� ������ :F �� ��$� #'�( �c� ����  

  1(Copy Format           2(Format Painter                3(Copy                         4(Style 

15-  :� ����� �������.�	 
��� ��� :� ��� M)� ���� d���,  

 1(Shift+F3              2(Function                              3(Insert Function      4( *����1�3 =>� A�5& .  

16-  �$L� �$	 ����D	 ;�) ���1 ����D	 ����� ;� :� ���� ?��� ���B, M�� � ����

�"�� `�SC d��, ����  

 1(Count                  2(Counta                            3(Countif                  4(Countblank 

 17-  :$��3 ���� ;��� ��� � 0� �� ��C�� =��C :� �� ���� � ����D	 ;����U� :e��$@

�"�� #��$	  

1(Area)#>5?         (2(Pie)�� ��8�*(                 3(Bubble)?
�@       (4(X Y )�� �#D�(  

18-  ��S	 26f ����X �� ��Y�"�� `�SC :$��3 �����3���L	�����  

1(Design-> Chart Type                                   2(Design->Select Data 

3(Layout->Axis Title                                       4(Layout-> Axes 

19- ��"�� `�SC :$��3 ���� V�F � 
�)�S	 G��g, ���  

1(Page Breaks Preview                             2(Set Print Area 

3(Reset Print Area                                     4(Clear Print Area 

 20 -  ���� �� �� 
��� �����8 ��� b�� �������.�	 
����� :$��3  

1(Auto Complete             2(Auto Fill               3(Pick From Drop Down List           4(Sort&Filter 
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 ����� ����� ����� ����� ����� ����� ����� �����Microsoft Powerpoint         

21- �"L�F #'�a	 :����� ��� 0��< ���L4  

1(Ppt                                         2(Ptx                       3(Ppx                                      4(Pptx 

22- �� 0��< A����� ���@ 0��< M)� G�� �����.�	 ��/�� ����� 7��, 
�� :8�� 0�(  

1(Blank And Recent                                    2(Installed Themes     

3(My Templates                                            4(New From Existing 

23-���.�	 
����� �� ��O�� �f��h) ��/�� ���� � � ����  

1(Slide Sorter                         2(Normal                3(Note Page                              4(Slide Show  

24-�� ��O�� ���S	 G<�3 ���( � 
�S� :�..........�$��\�	.  

1(Slide Design                      2(Slide Layout           3(Slide Sorter                           4(Color Schemes  

25- i���� ��Outline �"�� `�SC :$��3 ���� ��O�� �� , G	 ��� � ��1 ����  

1(Collapse                           2(Hidden                 3(Alt+End                               4(Ctrl+End 

26-  :$��3 ���� ) i���� ���� *& 09� ���g, ���� ��O�� J��� ���� � ��/�� �� j4

�"�� #��$	  

1(Layout->Change Chart Type                                  2(Insert->Change Chart Type 

3(Design->Change Chart Type                                 4(Format->Change Chart Type 
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27- ;����U� :� �,��C ��  �� :$��3 ���� �$$� "��f �����8 =��C :� �� ��O��

�;�$9�	 
�����  

1( � �+89: ;�<-��Autromatically After E�
�> ��Animation 

2( � �+89: ;�<-��On Mouse ClickE�
�> ��Animation 

3( � �+89: ;�<-�� F	GOn Mouse ClickE�
�> ��Animation 

4( � �+89: ;�<-��Rehearse Timing E�
�> ��Slide Show 

28- :$��3 ���� ) i���� ���� ���� ���� _�S	 Y���$F ����� �� J� :9$�� ����

�"�� `�SC  

1(Animation->Animate                                        2(Animation->Animation Effect 

3(Animation->Custom Animation                       4(Animation->Transition To Slide 

29- �3�10���U� 7D< ) ;���� :��� ��O�� ;�5 �� :$��3 ���� ;��� ��� � �� �)� ��O��

�;�$9�	 
�����  

1(Layout                          2(Setup Show                       3(Hide Slide                  4(Page Setup 

30-���"�� `�SC :$��3 ���� �� ��O�� 
����� ;�k$, ��  

1(Page Setup                   2(Setup Show                       3(Font Size                    4(Arrange 
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 �� �� �� ��� �� �� �� ��� �� �� �� ��� �� �� �� ���Maicrosoft Access         

31- �$L� *�L9� ��� ���< ����� :� ���� ����� �� �� :1� /	......����� ���.  

1(       H�	I                2(          	%�'                       3(        *����                 4(?��GJ)� /��
  

32-  �,�1Oh� J��� ��� 0��< ���L4Access2007 �"L�F  

1(Mdb                       2(Mdbx                             3(Accdb                             4(Mdbt 

33-  *��� � �� ���< ���� �)���Index���� ��/��  

1(Number,Ole          2(Memo,Ole             3(Number,Text     4(K��-�� �, 	%�' F�L� ����
 *�� *�M8�  

34-�/L@ � 
�S$4 �� ;����U� :e��$F, ��/�� ?)�@ ������< 0� �)��� �/L@

���,=� �k$, ���.�	 ��/�� :$��3 ���� ��  

1(Search                 2(Look In                         3(Find What                     4(Match Case 

35- � "�� `�SC :$��3 ���� ���� #,�	 ����  

1(�*�!&Descending - ?1�9�Ascending 

2( �*�!&Ascending -?1�9�Descending 

3( � �L�* ;�<-��(A-Z)�*�!&- � �L�* ;�<-��(Z-A)?1�9�  

4( *����2�3 =>� A�5&.  

36-� :$��3Last  � : �� ��Go To  ����� ��Findi���� ��Home��� �	 ��/�� �� 1 :@�  

1(	+.�� ND-+� H�	 *����  �1�� �
 �� �L� K�.�.      2(�� ND-+� �	!
 *����  @1�� �
 �� �L� K�.�	+..  

3(�
 �� �L� K�.� �� H�D-�� H�	I *����  8�$�	+..    4(K�.�  �
 �� �L��� ND-+� H�	I ?%@2 *���.	+.  
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37- ������ ���( ��< �� :�f�� ������ �����<  

1(     F�' � �<6&�>          2(         F�' O>�           3(       F�' P��89I =L�2      4(F�' � �56&�Q  

38- �"�� `�SC :$��3 ���� ��� V�F M���3 ?)� � :S�C �� 7D< �$	 ;����U� �3�  

1(�* ��  -� =L�2Page HeaderR�,* ?� ���2.  

2(=L�2�* ��  -�Report HeaderR�,	�� ���2.  

3( =L�2 �* ��  -�Group Header R�,	�� ���2.  

4(=L�2�* ��  -�DetailR�,* ?� ���2.  

39-  ��1 *�.	�� ����� :� ���� *& 7D< �	��� G���� ;����U� :e��$F �/L@ � 
�/$4 ��

:$��3 ���� ��� �/L@ �����	 ���� �	 P�U��  

1(Whole Field                     2(Any Part Of Field             3( Start Of Field                   4(Match Case 

40- ����� �����	 ������ �$F ���< ��� ?�h �l���f  

1(255                             2(206                                 3(64                                  4(18  
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V8*�  A�5& �+89:  V8*�   �+89:&A�5  V8*�  A�5& �+89:  V8*�  A�5& �+89:  

1  1  11  2  21  4  31  1  

2  4  12  4  22  4  32  3  

3  4  13  3  23  2  33  2  

4  3  14  2  24  2  34  2  

5  2  15  4  25  3  35  4  

6  1  16  2  26  3  36  3  

7  2  17  2  27  1  37  3  

8  3  18  4  28  3  38  2  

9  1  19  2  29  2  39  3  

10  4  20  2  30  1  40  3  

      

  




