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: ٌرضًٍ ْذا انذرص 

  خٕنح تٕاخٓح انثزَايح اندذٌذجNew Interface  

 يٓاراخ انرعايم يع انٕاخٓح اندذٌذج 

  2007انًٍشاخ الإضافٍح فً الإصذار  

  انرعزف عهى انشزٌظRibbon  

  انرعزف عهى انشزٌظQuick Access Toolbar  

  إدخال انُص 

  عزق انرسذٌذSelection  
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: ٌرضًٍ ْذا انذرص 

  عزق إَشاء يسرُذ خذٌذNew Document  

  عزق فرر انًسرُذاخOpen Documents  

  عزق زفظ انًسرُذاخSaving Documents 

  انرعايم يع الإصذاراخ انساتمح 

  انعًم يع يسرُذاخ يرعذدج 

  عزق انعزضViews  

  ذكثٍز ٔذصغٍز انًسرُذZoom  

 إغلاق انًهف انًفرٕذ 

  إغلاق انثزَايح 
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Create a New Document
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 Microsoft Office Button 

 New 
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 Create form a blank document 
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 start from a template 

 Microsoft Office Button 

 New 

 

Installed Templates 
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Opening an Existing Document

Ctrl + O

 Microsoft Office Button Open 

 Open 
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Recent Documents 
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Saving a Document

Ctrl + S
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Save Save AS 
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Save
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Working on Multiple Documents

ViewSwitch Windows

√

 



Microsoft Office Word 2007                                           جّؼ١ت اٌشػا٠ت اٌّخىاٍِت اٌّشوض٠ت

      

31 

 

Document Views
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 :Close a Document- 

 Office Button 

 Close 

 

Word

 Close

Title bar 

 Office ButtonClose 

 Alt + F4 
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: ٌرضًٍ ْذا انذرص 

 انُص  ٔنصكأٔايز َمم َٔسخ Cut & Past    - Copy 

  انثسث ٔالاسرثذالFind and Replace  

  أٔايزUndo & Redo  
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Cut and Paste 

ClipboardHome

  

 Clipboard

  

 Paste 
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CTRL+X

  

 CTRL + X 

 CTRL+V

 

CUT

  

  

 Cut 

 

Past 
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 Copy

Copy

Copy

Cut

Copy

ClipboardHome

  

 Clipboard

CTRL+C

  

 CTRL + C 

 CTRL+V
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Copy

  

  

 Copy 
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Paste Options
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Keep Source Formatting
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Drag and Drop

Drag and Drop

  

 

FindReplace   

Find

 Find and Replace

Ctrl + F 

FindEditingRibbon 
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Browse Object

Undo Changes 

 UndoQuick access tool bar 

 
 Ctrl + Z 

Redo 

Undo 
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: ٌرضًٍ ْذا انذرص 

  ذُسٍك انخظFormat Font  

  ذُسٍك انفمزجFormat Paragraph  

  علاياخ اندذٔنحTabs  

  انسذٔد ٔانرظهٍمBorder and shading  

  ًًانرعذاد انُمغً ٔانزلBullets and Numbering   
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  Bold Font
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Italic

  

  Italic Font

Ribbon 

  

  Underline FontRibbon 

 

Grow fontShrink 

Font

  

 Grow FontA 

 Shrink Font
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Font Size

  

  

  

Font

Font
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Font Color

ColorFont
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Change Case

Capital Letters

Change Case

Small 

LettersCapital Letters

Sentence Case Welcome to Microsoft office word  

Lowercase welcome to Microsoft office word  

UPPERCASEWELCOME TO MICROSOFT OFFICE 
WORD  

Capitalize Each WordWelcome To Microsoft Office Word  

tOGGLE cASE wELCOME TO mICROSOFT OFFICE 
WORD  

Clear Formatting

Clear Formatting
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Format Font

ctrl + shift + f

Font

Font

Font

FontFont

Latin Text

Complex scripts

Latin Text Complex 
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Underline Style

Underline Color

Effects
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Character Spacing

 Character Spacing 

 Spacing 

 Expanded 

 Condensed 

 Normal 

 

 

 Character Spacing 

 Position 

 Raised 

 Lowered 

 Normal 
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Copy Formatting

Format 

Painter

 

 

 Clipboard

Ribbonctrl + shift + c 

  

  

 

Formatting Paragraphs 
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 Paragraph 

Ctrl +L

 Ctrl +E 

 Ctrl +R
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 Line SpacingParagraphHome
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 Ctrl + 1 

 Ctrl + 2 

 Ctrl + 5 

 Indent Paragraphs

  

 Increase IndentParagraphHome 

 

  

 Decrease Indent 

ParagraphPage LayoutIndent

Before After
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Paragraph

Paragraph

Paragraph

Paragraph
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General

  

 Paragraph 

 Alignment

Direction

Direction

Left to right

Right to left
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IndentationSpacing

  

 ParagraphIndentation

Before TextAfter Text
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By

Hanging

By
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Microsoft Office Word 2007                                           جّؼ١ت اٌشػا٠ت اٌّخىاٍِت اٌّشوض٠ت

      

71 

 

  

Ctrl + Alt + shift + SStyles

Styles

 

 

 Styles 

 stylesNew Style

 

 Create New Style from Formatting

 



Microsoft Office Word 2007                                           جّؼ١ت اٌشػا٠ت اٌّخىاٍِت اٌّشوض٠ت

      

72 

 

 

 Name 

 Style typeParagraph 

 

 Formatting 

 Ok

 

Bulleted and Numbered Lists

Word

Add Bullets and Numbers 



Microsoft Office Word 2007                                           جّؼ١ت اٌشػا٠ت اٌّخىاٍِت اٌّشوض٠ت

      

73 

 

 List 

 ParagraphHome

Bulleted or Numbered Lists 
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Set Page Margins

 Page Layout 

 Page SetupMargins 
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 Page Layout 
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Word 2007

Cover Page

 InsertPagesCover 

Page 
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Insert a page break
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 Page BreakPages 
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 Page Layout 

 Paragraph 

 Line and Page Breaks 

 Keep lines togetherOk 

  

 Paragraph 

 Line and Page Breaks 

 Keep With TextOk 
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1-  
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Tables

: ٌرضًٍ ْذا انذرص 

  إَشاء اندذألCreate tables 

  ذُسٍك اندذٔلFormat Tables  

  اسرخذاو الأًَاط فً اندذألTable Styles  

  زذف انخلاٌا ٔانصفٕف ٔالأعًذج / إضافح 

  ديح ٔذمسٍى انخلاٌا 
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TableInsert

Formatting tables

Table Styles

Splitting CellsMerging 

Cells

Borders
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Shading

  

 DesignTable Toolsshading 

 Shading 

Table Styles

Table Styles

  

 Table ToolsDesign 

 Table StylesDesign
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More .

 Style 
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Add table borders

 LayoutTable Tools 

 TableSelectSelect Table 

 

 Table StylesDesign

Borders 

 Borders 
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 Borders and shadingBorders
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Remove table borders from the whole 

table

 LayoutTable Tools 

 TableSelectSelect Table 

 

 Table Styles

DesignBorders

No Borders 

Table Style Options

Styles

Borders

Table Style OptionsDesign
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Header Row

Total Row

First Column

Last Column

 Draw Borders  

 

Line StyleLine WeightPen Color

  

 Table StylesDesign

Borders 

  

 No Borders 

Display or hide gridlines

Borders

Gridlines

Gridlines
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 TableView Gridlines 

Add a cell, row, or column
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 Table ToolsLayout 

 Insert Cells

Rows & Columns 

 

 Insert Cells
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column 

Add a row 

 

 

 Table ToolsLayout 
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 Table ToolsLayout 

 Rows & ColumnsDelete 
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Merge Cells

Merge Cells

  

 Table ToolsLayout 
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Split Cells

  

 Table ToolsLayout 

 MergeSplit Cells 
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Repeat a table heading 
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 Table ToolsLayout 

 DataRepeat Header Rows 

 

:- ملحىظت 

فبَّ ٚظٓط فٙ ططٚقخ  (صف عُبٍٔٚ انجسٔل)عُسيب َقٕو ثعًم ركطاض نصف انطأغ 
  فقط Print Layout Viewانعطض 
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Graphics

: ٌرضًٍ ْذا انذرص 

  انرعايم يع انزسٕوGraphics  

  إدراج انصٕر 

  إدراج انزسٕوSmart Art  

  إدراج الأشكالShapes  

   انكراتح تاسرخذاوWord Art 

  انزسٕو انثٍاٍَحCharts  

  أدٔاخ انرعايم يع انصٕرPicture Tools  
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Insert Pictures or clip art

Clip Art

Clip art

InsertIllustrations Clip Art 

 

 Clip Art 

 

  

 Go 
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Insert a picture from a Web 

page

 

 

 Copy 

 

Paste 

Insert a picture from a file

  

 InsertIllustrationsPicture 

 

 

Insert Picture 
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Smart Art

Smart Art
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Smart Art

InsertIllustrationsSmart Art 

 

Choose a Smart Art Graphic 

ok 
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Add text to a shape

  

 Add Text 

 

Add a Quick Style to a shape

  

 FormatDrawing ToolsMore

Shape Styles 
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document
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Picture Tools
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 FormatPicture Tools 
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Crop a picture

  

 FormatPicture Tools 
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Return a picture to its 

original size

  

 FormatPicture Tools 

 AdjustReset Picture 

WordArt

WordArt
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WordArt

 Insert 

 TextWordArt 

 

  

 

 Edit WordArt 
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WordArt

 WordArt 

 Insert 

 WordArtText 

 WordArt 
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Word Art Tools

Word Art

WordArt

Word Art ToolsWordArt

Format TabWord Art
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: ٌرضًٍ ْذا انذرص 

  إدراج انرعهٍماخComments  

  انرعذٌم فً انرعهٍكEdit Comments 

  زذف انرعهٍكDelete Comments  

  إدراج انزيٕس ٔالأززف انخاصح 

  انرعايم يع رأص ٔذذٌٍم انصفساخHeader & Footer  

  إدراج أرلاو انصفساخPage Numbers  
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Insert a comment
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 CommentsNew Comment 
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Delete a comment

Delete

ReviewDeleteComments

Delete All

Edit a comment
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Show comments

Invisible

 Review 

 TrackingShow Markup 

 

Add a symbol and a special 

character

¼©

 

Insert a symbol

  

 Insert 

 SymbolsSymbol 

 More 

Symbols.Symbol 
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 Close 

Insert a special character

  

 Insert 
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 More Symbols

Symbol 

 SymbolSpecial Character 
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Insert headers and footers

Header

Footer

- Page Numbers 

- File Name 
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Insert a custom header  
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 Insert 

 Header & FooterHeader Footer 
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:- حز١٠ً ِخخٍف ٌٍظفحت الأٌٚٝ ِٓ اٌّغخٕذ / إدساج سأط 

 Double click 

 Header & Footer ToolsDesign 

 OptionsDifferent First Page 

 

 

 

Remove the header or footer

  

 Insert 

 Header & FooterHeaderFooter 

 Remove Header Or Remove Footer 
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 Insert 

 Header & FooterPage Number 
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 Top of Page or Bottom of Page 

 

 

 

Side margin

 Insert 

 Header & FooterPage Number 
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 Insert 
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 Remove Page Numbers 
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: ٌرضًٍ ْذا انذرص 

  انرعايم يع الأززف الاسرٓلانٍحDrop Cap  

  إدراج الأعًذجColumns  

  ًانرذلٍك الإيلائSpelling check  
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Drop Cap

Drop Cap

  

 Insert 
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 Equal Column width
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 Ignore All 
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 Change
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Print Preview

 office ButtonPrint 

 Print Preview 
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 Print
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Giza Pyramids 
 

A view of the pyramids at Giza from the plateau to the 
south of the complex. From right to left are the Great 
Pyramid of Khufu, the Pyramid of “ Khafre” and the 
Pyramid of “Menkaure”. The three smaller pyramids in the 
foreground are subsidiary structures associated with 
“Menkaure's” pyramid.  The Egyptian pyramids are ancient 
pyramid shaped masonry structures located in Egypt. 
There are over 100 pyramids in Egypt. Most were built as 
tombs for the country's Pharaohs and their consorts during 
the Old and Middle Kingdom periods. 
 
 

 

 
 

 

 

 

 

  فٟ اٌّجٍذ اٌخاص به 1بؼذ الأخٙاء ِٓ اٌخّش٠ٓ لُ بحفظ اٌّغخٕذ باعُ اٌخطب١ك سلُ 
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Format Font

Find and Replace

  

  العالم كأش بطولة

ٌعمذ  . (فٍفا) أْى يساتمح ٌمًٍٓا الاذساد انذٔنً نكزج انمذو انـبطٌٛت وأط اٌؼاٌُ ٌىشة اٌمذَذعرثز 

 صازة انزلى انثزاسٌهً و ، ٌٔعذ انًُرخة 1930كأص انعانى نكزج انمذو كم أرتع سُٕاخ يُذ عاو 

 ٔ 1994 ٔ 1970 ٔ 1962 ٔ 1958 يزاخ فً أعٕاو 5 أزشرِانمٍاسً فً كأص انعانى زٍث 

 1982 ٔ عاو 1938 ٔ عاو 1934 يزاخ فً عاو 4 أززسِ انذي الإٌغانً ٌهٍّ انًُرخة 2002

 . 2006ٔ عاو 

 لُٕاخ ٌٔعرثز 208 تهغد انًَٕذٌال انمُٕاخ انرً ذُمم أٌٌٔسظى كأص انعانى تًراتعح كثٍزِ زٍث 

 تٍٍ فزَسا ٔإٌغانٍا يهٍار 2006ْذا رلى لٍاسً كثٍز تًٍُا تهغ عذد يشاْذي َٓائً كأص انعانى 

 عذد يشاْذي يثارٌاخ انثغٕنح يدرًعح انرً ذثهغ عذدْا أٌَٔصف يرفزج تًٍُا ذمٕل دراساخ 

.  يهٍار يرفزج40 يثاراج أكثز يٍ 64

 

 :-لى ترغثٍك انرُسٍماخ انرانٍح  -2

 

  .Courier New ، َٕعّ Bold ، 18انعُٕاٌ تسدى خظ  .1

 .كًا تانرًزٌٍ " كهًاخ فمظ"لى ترسغٍز انعُٕاٌ  .2

انًٕخٕدج تانسغز الأٔل يٍ "  بطٌٛت وأط اٌؼاٌُ ٌىشة اٌمذَ"كراتح انكهًاخ  .3

  .Boldانفمزج تانهٌٕ الأزًز ، 

 تانهٌٕ الأصفز انفٕسفٕري عهى كم انسُٕاخ Highlightعًم نٌٕ يًٍش  .4

 انًكرٕتح تانفمزج 

 . َمغح4يزفٕعح عٍ انسغز تًمذار " تانفمزج انثاٍَح" انًَٕذٌال "كراتح كهًح  .5

 " .يسثً"ٔاسرثذانٓا تكهًح " يشاْذي"انثسث عٍ كهًح  .6

 

 

 

.  اٌّجٍذ اٌخاص به فٟ"  2اٌخطب١ك سلُ "بؼذ الأخٙاء ِٓ اٌخّش٠ٓ لُ بحفظ اٌّغخٕذ باعُ 
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3  

 الاحخباس الحرارٌ

 ْٕ ظبْطح اضرفبع زضجخ انحطاضح فٙ ثٛئخ يب َزٛجخ رغٛٛط فٙ الاحخباس الحرارٌ
 عهٗ ظبْطح الاؼىٔعبزح يب ٚطهق ْصا . ؼٛلاٌ انطبقخ انحطاضٚخ يٍ انجٛئخ ٔ إنٛٓب

ٔ قس اظزاز انًعسل انعبنًٙ . اضرفبع زضجبد حطاضح الأضض عٍ يعسنٓب انطجٛعٙ
 ذلال انًبئخ عبو C °0.18 ± 0.74نسضجخ حطاضح انٕٓاء عُس ؼطح الأضض ة

أغهت "فبٌ  (IPCC)ٔحؽت انهجُخ انسٔنٛخ نزغٛط انًُبخ . 2005انًُزٓٛخ ؼُخ 
انعٚبزح انًهحٕظخ فٙ يعسل زضجخ انحطاضح انعبنًٛخ يُص يُزصف انقطٌ انعشطٍٚ 

 (غبظاد انجٛذ انعجبجٙ)رجسٔ ثشكم كجٛط َزٛجخ نعٚبزح غبظاد الاحزجبغ انحطاض٘
 .انزٙ رجعثٓب انُشبطبد انزٙ ٚقٕو ثٓب انجشط

ٚزفق انعهًبء انًؤٚسٌٔ نٓصِ انظبْطح عهٗ ضطٔضح انعًم نهحس يٍ اضرفبع زضجبد انحطاضح قجم 
 الإجطاءادفٕاد الأٔاٌ ٔشنك يٍ ذلال يعبنجخ الأؼجبة انًؤزٚخ نلاضرفبع ٔارربش 

انطؼًٛخ فٙ شأَٓب عهٗ يؽزٕٖ انعبنى ثأكًهّ، لأٌ يعٚسًا يٍ انغبظاد انًؽججخ نلاحزجبغ 
رعزجط انٕلاٚبد انًزحسح ، انحطاض٘ عهٗ يؽزٕٖ انعبنى ٚؤز٘ إنٗ اضرفبع زضجخ انحطاضح

.  ثبَٙ أكؽٛس انكطثٌٕ انُبرجخ عٍ الإَؽبٌ لاَجعبسالأيطٚكٛخ أكجط يُزج 

 :-لى تكراتح انُص انساتك يزاعٍا يا ٌهً 

 . نَّٕ احًط 16انحجى  Simplified Arabicكزبثخ انفقطح الأٔنٗ ثبنرط  .1

ٔثبنهٌٕ الأذضط  16 ٔ ثبنحجى Times New Romanكزبثخ انفقطح انثبَٛخ  ثبنرط  .2

 انساكٍ 

 . نهفقطرٍٛ Justifiedقى ثضجط انًحبشاح  .3

  1.15ضجط انًؽبفخ ثٍٛ انؽطٕض نزكٌٕ  .4

 . ؼى يٍ انًٍٛٛ ٔيٍ انٛؽبض 1انًؽبفخ انجبزئخ نهفقطح الأنٗ  .5

  1.27يؽبفخ ثبزئخ يعهقخ نهؽطط الأل يٍ انفقطح انثبَٛخ  .6

 .قى ثُؽد انفقطح الأٔنٗ اؼفهٓب يجبشطح ثعس الإَزٓبء يٍ انكزبثخ .7

 .رُؽٛق انعُٕاٌ انطئٛػ كًب ثبنزًطٍٚ  .8

 

.  اٌّجٍذ اٌخاص به فٟ 3بؼذ لأخٙاء ِٓ اٌخّش٠ٓ لُ بحفظ اٌّغخٕذ باعُ اٌخطب١ك سلُ 
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4  

Symbols

 

 حمش٠ش اٌّب١ؼاث اٌشٙش٠ت

 َ اٌظٕف اعُ إٌّذٚب و١ّت اٌّب١ؼاث 

 
 1يُذٔب انًثٍعاخ  520

ٛحش
ٙضة وّب١

ج
أ

 

1 

 2 2يُذٔب انًثٍعاخ  420

 3 3يُذٔب انًثٍعاخ  630

 
 1يُذٔب انًثٍعاخ  110

ث
طابؼا

 1 

 2 2يُذٔب انًثٍعاخ  150

 3 3يُذٔب انًثٍعاخ  700

 

 1يُذٔب انًثٍعاخ  230

حباس 
ا

 

1 

 2 2يُذٔب انًثٍعاخ  250

 3 3يُذٔب انًثٍعاخ  240

 4 4يُذٔب انًثٍعاخ  350

 5 5يُذٔب انًثٍعاخ  102

 الإخًانً 

 

 . اٌّجٍذ اٌخاص به فٟ 4بؼذ لأخٙاء ِٓ اٌخّش٠ٓ لُ بحفظ اٌّغخٕذ باعُ اٌخطب١ك سلُ 
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5

Format Paragraph 

Pictures

Styles

Borders & Shading

Bullets and Numbering 

 

 مكتبات الرعاية المتكاملة

جّؼ١ت اٌشػا٠ت اٌّخىاٍِت ػٓ ٔبزة حاس٠خ١ت 

، ٚ واْ اٌغشع ِٓ حأع١غٙا اٌم١اَ بخش١١ذ اٌّىخباث 1977حأعغج اٌجّؼ١ت ػاَ  

عٛصاْ ِباسن أْ اٌّذخً /وّٕاسة ثماف١ت فٟ الأح١اء اٌفم١شة إ٠ّأاً ِٓ اٌغ١ذة اٌفاػٍت

بذأث اٌجّؼ١ت ٔشاطٙا ِٓ خلاي  ، اٌطب١ؼٟ ٌخط٠ٛش اٌّجخّغ ٠بذأ بخثم١ف اٌطفً ٚ الأعشة

حط٠ٛش بؼغ اٌّىخباث اٌّذسع١ت فٟ أح١اءٍ ِخخٍفت ، ٚححٌٛج ٘زٖ اٌّشحٍت ِٓ 

اٌّششٚع إٌٝ ّٔٛرج ٌٍؼًّ الاجخّاػٟ اٌزٞ أوذ سغبت أبٕاء حٍه الأح١اء فٟ الاسحماء 

ٚ أْ سعاٌت اٌجّؼ١ت أطبح ٌٙا طذٜ حم١مٟ فٟ اٌّجخّغ ِٕز اٌبذا٠اث .. بّجخّؼُٙ

 . الأٌٚٝ
ٚ واْ ِٓ اٌطب١ؼٟ أْ ٔطّح إٌٝ   لطاع أوبش ِٓ  خذِت

ِىخباث ػاِت  اٌّجخّغ ٚ أْ ٔمَٛ بخأعـ١ظ 

ٌلأطفاي، ٚباٌفؼً حأعغج أٚي  1985ِىخبت ػاَ 

ٚحلا٘ا بؼذ رٌه حأع١ظ بالٟ  ٌٚمذ  ، ِىخباث اٌطفً

ِّا ... بّىخباث اٌطفً ٌٚذ ج١ً ِٓ طغاس اٌّثمف١ٓ 

دػا إٌٝ إٔشاء ِىخباث ٌٙؤلاء  بذئٛاالأطفاي اٌز٠ٓ 

ٚباٌفؼً حُ . اٌجّؼ١ت سحٍخُٙ فٟ ػاٌُ اٌّؼشفت ِغ 

 بأح١اء ِخخٍفت بالإػافت إٌٝ ِا عاّ٘ج بٗ اٌجّؼ١ت فٟ حأع١ظ ِىخباث ٌٍىباسإٔشاء 

 ِىخبت ِباسن اٌؼاِت وّٕٛرج ٌٍّىخباث اٌؼاِت

 :-اٌّىخباث اٌؼاِت بجّؼ١ت اٌشػا٠ت اٌّخىاٍِت 

 ِىخبت اٌّشوض اٌثمافٟ   ِظش اٌجذ٠ذة  (1

 ِىخبت اٌّؼادٞ اٌؼاِت  اٌّؼــــــــادٜ  (2

 ِىخبت اٌبحش الأػظُ  اٌج١ــــــــــضة (3

 ِىخبت خاٌذ بٓ ا١ٌٌٛذ  اٌى١ج وــــاث (4

 ِىخبت عٛصاْ ِباسن   اٌذلــــــــــــٝ (5
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 ِىخبت شبشا اٌخ١ّت  شبشا اٌخ١ّت (6

 :- ِغ إجشاء اٌخٕغ١ماث اٌخا١ٌتلُ بىخابت إٌض اٌغابك 

 

 ح٠ٍٛٓ  –Justified - 16 ٚ باٌحجُ Times New Roman باٌخط الأٌٚٝوخابت اٌفمشة  .1

 . الأحّشباٌٍْٛ إٌض 

  الأصسقباٌٍْٛ  ح٠ٍٛٓ إٌض  –Justified 16 ٚ باٌحجُ Arialوخابت اٌفمشة اٌثا١ٔت  باٌخط  .2

 :-ػبط ٘ٛاِش اٌظفحت وّا ٠ٍٟ  .3

   عُ  2 عُ ، الا٠غش 2الا٠ّٓ ، اٌٙاِش  عُ 1 عُ ، اٌغفٍٟ 1.5 اٌٙاِش اٌؼٍٛٞ 

  1.15  فٝ اٌفمشة اٌثا١ٔت ٌخىْٛاٌّغافت ب١ٓ اٌغطٛسلُ بؼبط  .4

 . ٔمطت 12اٌّغافت ب١ٓ اٌفمشح١ٓ ِغافت  .5

 .قم بنسخ الفقرة الأولً اسفلها مباشرة مرة وفً مسخنذ جذيذ مرة اخري .6

 .قم بخنسيق الاطار الخارجً للفقرة المنسىخت باطار من اخخيارك .7

 ادراج صىرة حعبر عن المىضىع فً منخصف الفقرة الثانيت  .8

  علً الصىرة  Center  Shadowحطبيق النمط  .9

  . للفقراث Bulletsاضافت الرمىز كخعذاد نقطً  .10

 كخابت قائمت اسماء المكخباث كما بالخمرين  .11

 

.  اٌّجٍذ اٌخاص به فٟ 5بؼذ لأخٙاء ِٓ اٌخّش٠ٓ لُ بحفظ اٌّغخٕذ باعُ اٌخطب١ك سلُ 
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6  

Header & Footer

Borders & Shading 

 

 :-لُ ٠خظ١ُّ طفحت ِغخٕذ وّا بإٌّٛرج اٌخاٌٝ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

.  اٌّجٍذ اٌخاص به فٟ 6بؼذ لأخٙاء ِٓ اٌخّش٠ٓ لُ بحفظ اٌّغخٕذ باعُ اٌخطب١ك سلُ 
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 :-حطب١ماث ِخٕٛػت  

 

  لُ بٕمً إٌض إٌٝ اٌّغخٕذ اٌخاص به ِغ إجشاء اٌخٕغ١ماث اٌلاصِت ١ٌظٙش وّا

 :-باٌخّش٠ٓ أدٔاٖ

1 

icrosoft Office Word 2007 helps you produce professional-
looking documents by providing a comprehensive set of tools 
for creating and formatting your document in the new 
Microsoft Office Fluent user interface. Rich review, 

commenting, and comparison capabilities help you quickly gather and 
manage feedback from colleagues. Advanced data integration ensures 
that documents stay connected to important sources of business 
information. 

 2 
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integration ensures that documents stay connected to 
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Microsoft Office Word 2007 helps you produce professional-looking documents by 

providing a comprehensive set of tools for creating and formatting your document in 

the new Microsoft Office F l u e n t  user interface. 
Rich review

, commenting, and 

comparison capabilities help you quickly gather and manage feedback from 

colleagues. Advanced data integration ensures that documents stay connected to 

important sources of business information. 
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Microsoft Office Word 2007 helps you produce professional-

looking documents by providing a comprehensive set of 

tools for creating and formatting your document in the new 

Microsoft Office Fluent user interface. Rich review, 

commenting, and comparison capabilities help you quickly 

gather and manage feedback from colleagues. Advanced 

data integration ensures that documents stay connected to important sources 

of business information. 
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Microsoft Office Word 2007 helps you produce professional-looking 

documents by providing a comprehensive set of tools for creating and 

formatting your document in the new Microsoft Office Fluent user interface. 

Rich review, commenting, and comparison capabilities help you quickly gather 

and manage feedback from colleagues. Advanced data integration ensures 

that documents stay connected to important sources of business information. 
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 6 

Microsoft Office Word 2007 helps you produce professional-looking 

documents by providing a comprehensive set of tools for creating and 

formatting your document in the new Microsoft Office Fluent user interface. 

Rich review, commenting, and comparison capabilities help you quickly gather 

and manage feedback from colleagues. Advanced data integration ensures 

that documents stay connected to important sources of business information. 

  قم بخصميم الجذاول الآحيت-: 

 اٌغٓ الاعُ

 إٌٛع

  

    

    

 

 اٌّبٍغ اٌغؼش اٌى١ّت اٌظٕف َ

     

     

     

 ؟؟؟ الاخًانى
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 الحصت السادست الحصت الخامست الحصت الرابعت الحصت الثالثت الحصت الثانيت الحصت الأولً 

       السبج

       الأحذ

       الاثنين

       الثلاثاء

       الأربعاء

       الخميس
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1- Microsoft Office Help  

2- Step by Step  -   Jaecy Cox and Joan Preppernau 

3- Microsoft office word 2007 For Dummies – Dan Jokin  

4- http://www.fgcu.edu/support/office2007/Word/index.asp 
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