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Display

Proofing

Save

Language

Advanced
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Quick Access Toolbar
Add-Ins

Trust Center

E Customize how documents are saved.

Save documents

Save files in this format: Word Document (*.docx) v |

Save AutoRecover information every |10 ‘{—; minutes
Keep the last autosaved version if | close without saving
AutoRecover file location: C:\Users\NS\AppData\Roaming\Microsoft\Word\
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[] save to Computer by default
Default local file location: C\Users\NS\Documents\
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Offline editing options for document management server files

Save checked-out files to:
(O The server drafts location on this computer

@ The Office Document Cache
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Preserve fidelity when sharing this document: Iijj_ Document1 E
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Word Options

General
‘ Display
Proofing
Save
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center
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User Interface options

Show Mini Toolbar on selection®
Enable Live Preview '
Update document content while dragging

ScreenTip style: |Show feature descriptions in ScreenTips
Personalize your copy of Microsoft Office

User name: Msc. Rafid Abdulaziz

Initials: |DS2

[] Always use these values regardless of sign in to Office.

Office Background: iCircuit ﬂ
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Start up options

Choose the extensions you want Word to open by default:

Defauit Programs...

Tell me if Microsoft Word isn't the default program for viewing and editing documents.

Open e-mail attachments and other uneditable files in reading view !

Show the Start screen when this application starts

Real-time collaboration options

When working with others, | want to automatically share my changes: |Ask Me:\z
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el

I B poleadl [ Oilbwlxdl Bolo

OK Cancel
Aol dl> ol

15



s dglal) A G g e Al g8
o dgle £ OO 4ais Loyl dulall 8 05 32aWORD it Wl (K 3]
1 L s adde 0L ¢ al

D JSAN B LS i 3l jelaid i 353 File ale Al (4a, )

Mo 0.0 & iadl dus dggmo By 0.0 [ Bl uyde I B poleadl [ Oilbwlxdl Bolo AL dl> ol

16
el



Open
Open @ Recent

Save
OneDrive - Personal
SaveAs . alhashimy.2009@gmail.com
Print =
T Thisee
e =
Share
Export + Add a Place
Close
Browse

Account

Options

Documents

Adobe

Apowersoft

Camtasia Studio
ControlMyNikon v4.2
Custom Office Templates
FXHOME

library

My EndNote Library.Data
NewBlueFX

Outlook Files

PUBGLite

Sound recordings
ViberDownloads

Visual Studio 2017

Wondershare Filmora 9

Document1 - Word

I B poleadl [ Oilbwlxdl Bolo

3/5/2020 11:28 PM
2/27/2020 3:38 PM
3/4/2020 5:19 PM
3/2/2020 11:41 PM
12/4/2018 7:20 PM
3/7/2020 3:50 PM
3/21/2019 8:18 PM
3/22/2019 12:38 AM
3/5/2020 11:28 PM
2/9/2020 7:22 PM
2/27/2020 2:18 PM
3/15/2020 7:55 PM
12/21/2020 2:20 PM
12/3/2018 11:28 PM

2/27/2020 4.59 PM v

AL dl> ol

17



ddall 8 05l a8l sa e laiThis PC e Jarall nic 45f 328Ul o2a 8 ¥

Cjﬂ\ a3y Wl C—‘ﬂ-‘-‘“WBI’OWSE

@ Open

Organize ~

% This PC

- 3D Objects
[ Desktop

=| Documents
¥ Downloads
D Music

= Pictures

m Videos

% Local Disk (C)
~.~ Local Disk (D:)
« Local Disk (E:)
«.~ Local Disk (F:)

A

v

New folder

<

File name: |

T 5| > ThisPC > Documents >

Name

Adobe

Apowersoft

Camtasia Studio
ControlMyNikon v4.2
Custom Office Templates
FXHOME

library

My EndNote Library.Data
NewBlueFX

Outlook Files

PUBGLite

il

Date modified

3/5/2020 11:28 PM
2/27/2020 3:38 PM
3/4/2020 5:19 PM

3/2/2020 11:41 PM
12/4/2018 7:20 PM
3/7/2020 3:50 PM

3/21/2019 8:18 PM

3/22/2019 12:38 A...

3/5/2020 11:28 PM
2/9/2020 7:22 PM
2/27/2020 2:48 PM

Search Documents

Type

mal

ile folder
ile folder
ile folder
ile folder
ile folder
ile folder
ile folder
ile folder
ile folder
ile folder

ile folder

~| | All Word Documents

I B poleadl [ Oilbwlxdl Bolo

“ LSOpen

Cancel

A1 dl> ol
% J‘QJ 18



pen Lyial 136 Calall & ¢ daad Jh JawV) 8 dsasall agall e, £
) bl iy 403 Al Word Documents 25y <laiii
Leaiy IWord zeelin ki

el (84 Al Glildl aien jelaindAll Files clalall aaaa U yisl 1)
Lo 5 O Laga

3 Open @i oo in o) agaye i daul o in cald) ) | o

R ATREW
Mo 0.0 & iadl dus dggmo By 0.0 [ Bl uyde I B poleadl [ Oilbwlxdl Bolo AL dl> ol 19

el



r Allcall P
sidFile cile 48 eClose s el (e z s pall s Jall il 3y
o el Wall &gl 3l 8 ol iall Jay 35 e @Dle) an ol Al sl (3dle
“ S 8 LS A 3L gla Laie 5 5360l

Microsoft Word X
I Want to save your changes to Document1?

If you click "Don't Save", a recent copy of this file will be temporarily available.

Learn more

Save Don't Save Cancel
Mo 0.0 & iadl dus dggmo By 0.0 [ Bl uyde I B poleadl [ Oilbwlxdl Bolo AL dl> ol

20



:u.\p.bi.a.'al\ﬁs'éﬁéu\ alhg.an

\.g_“\lc a_\.iﬁi ‘_;d\ C'_\\M\ Jads - paalal) e 4_\5.0.:: @Save Jada )

Gl yuadl) daas pde A 3Ll 3dle) dalac ~5 Don't Save Jasall axe ¥
el Sy el Al

c4 Jaadl ) et Caldl ) s gall dlae aTiCancel sl ¥

Mo 0.0 & iadl dus dggmo By 0.0 [ Bl uyde I B poleadl [ Oilbwlxdl Bolo AL dl> ol

21
el



- @Gﬂ\ &Mﬂ\
) AN i) s aWWORD el asty () (Sirg (Al mmail)
LS 8 ¢ hads g Jada 4alS CSH Ladie @lld e JUaS ¢ o guaill 4US oL 28
Safe leiiSip il L8 s Save 4al i Ladie gl (ada 18K 8
AU L Lalal LS oda musal Baleny zeali il a iy o Sy Allal) 02a 3
OSaly Sl peall il g Uadll cladSIL il s o Yl Wile caay
il o) jal (Say @l L3 Wl & a0 g0 maaill ddae o) gl (e gl
- A0 Gl ghadll 38y Alalll

LS a4y 328l )@_E:'.'é(:)pti()ns Gl javFjle  aled) 4@ ) L._\\AML- )

Mo 0.0 & 3o5a)l dus 3940 81 0.0 [ Bl uyde I B poleadl [ Oilbwlxdl Bolo AL dl> ol 99
sl =



Word Options ? X

General ABC

+, Change how Word corrects and formats your text.
Display
Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type: | AutoCorrect Options...
Language

When correcting spelling in Microsoft Office programs

Advanced

Ignore words in UPPERCASE
Customize Ribbon ;

Ignore words that contain numbers
Quick Access Toolbar .

Ignore Internet and file addresses
Add-Ins Flag repeated words
Trust Center [] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionaries...
French modes: ‘Traditional and new spellingsE
Spanish modes: i’uteo verb forms only \j
When correcting spelling and grammar in Word

Check spelling as you type

Mark grammar errors as you type

Frequently confused words

Check grammar with spelling

[] Show readability statistics

Check Document
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Show AutoCorrect Options buttons

Correct TWo INitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key
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Replace: With: Plain text Formatted text

!

i 2 A
=( =
3 e
) koot
i 0
il ez
2 = =7
Automatically use suggestions from the spelling checker
OK Cancel
Mo 0 & 5adl dus Dggamo LIy PP [ 8okl wyde I B poleadl [ Oilbwlxdl Bolo Aol dl> ol

el =5



e Auto Correct (Al posat cu ol Joadi () 65 Ladie 32800) 28 (&= Y
St ga Jeba ) S sl dpols s 38U el S
2 sl Gl HLaiaVL e JAY) (B jeday g 4y ISEY) ARlL 4, ¢S
e i
Led AalSl) o2 (o)) iy 138 ¢ (is S (iSiReplace Jlaiu¥l s e 8- €
ALl 1] Lt

GAMSM XYY u\@u\& ch;w\wﬁ\ <iSS\With @JA‘;-
Uaaj\ YOALN| e ‘234 LWBSWORD C‘A\"JJ lec Lfd‘ w\ YOALN|

@\M.\M L“é A ¢ ga }M.A L.A‘ AK) pla Calias L_u;Add aalaYyl ) )SA.\- |
Lt

Ayl ey g AT LS dilal (Sar v

Mo 0.0 & 3o5a)l dus 3940 81 0.0 [ Bl uyde I B poleadl [ Oilbwlxdl Bolo AL dl> ol

26
el



s (sl Cpan i 5 il 8 ALK ) 3gmiy lsall 33806 3las Laxie- A
da ol 2Bar Space 3 el Jde laiall g lanasy Al u_d\ cUadl)
Ol 6 xTab U saall ~lide SEnter JiaYl ~lide siKey Board gmiliall
Ll Ut 3 prmty o gy gl

028y I 2e23 Auto Correct Lé_sbld\ C_\;..cul\ dalae alay) Layl 1) — 94
Replace ¥ <l a3y Auto Correct : Arabic (Iraq) Uls~
. text as you Type

Mo 0.0 & 3o5a)l dus 3940 81 0.0 [ Bl uyde I B poleadl [ Oilbwlxdl Bolo AL dl> ol

27
el



