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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.
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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.
20 Fuwly ) SO 23 &3 (yle s ax o3 L
1. The menus and toolbars have been replaced with.......
a) The commands
b) The taskbar
c) 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

c) Command

d) Toolbar
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Word automatically inserts the next bullet or number.
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To finish the list, press enter twice, or press backspace to delete the last bullet or
number in the list.
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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 Fwly ) BRGIm »2 i d dagi 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 in the file
c) Style in the file
d) Theme in the file
3- You can find kinds of word templateson ............
a) a book
b) a file
c) an style
d) Internet
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Move The Table

In the print layout or web layout, position the mouse pointer over the table. A handle ( ﬁ )
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.
Sudd by ) G 3 4 e A AxgS b
Select The Best Answers For These Questions
1. What is the title of this text?
a) Print Layout b) Move The Table
c) 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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() Envelopes

() Labels

() Directary

Letters

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

Click Mext to conkinue,
Step 1 of 6

& Mext: Skarting docurment
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Select starting document

How dia wau wank o sek up swaur
letters?

() Use the current document
() Skart From a kemplate

() Skart: From existing document

Use the current document

Skart From the docurment showr
here and use the Mail Merge
wizard to add recipient
information,

Step 2 of B

& Mext: Select recipients
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Select recipients

(%) Use an existing list
() Select From Cutlook contacts

() Twpe a new list

Use an existing list

Iz2 names and addresses from a
file or a database,

Browse, .,

# Edit recipient list. ..

Step 3 of B

B Mexk: Write waur letter

4 Previous: Starting document

ool YU pusi o 0w s po -1V G

9-& Jsas

THb Gyy8

ol I aglos 5 0,3 9 sl b ol 35,8 wlasive Jobb Jud I S
S oaliswl ol oT Slsisl gl aig ;5

Use an existing list

GazmlS Jl ) ol 36,88 wlasie Swles 50 435 ol Jl oslaiwl b
_ | Select from outlook contacts
PRV g 5 | Out Look U"‘)‘\I

ol Il oslasunl b Sl xS Sl 1) YlF 35 18 wbasine wand S|
Type a new list

S o Sl @y pladl auilgs 0 aiy 35

313 )13 T 5 O 85, wbasine a5 L'




w:
55

bl ) b5 g0 b 5 2w SIS Browse sasSs 50 Use an existing list (sai 357 bl Jl g

S S Next saess (55, uaws (3-FY JSii) Swles
Jes ) 4ol glF3iiS @8k oS 5o 03lie ) g 36,68 JolS wuwd Mail Merge  slo)slxe )l s
o3 odls 7 b -0 Joaa 0 (R-YA i) aaas Pl 3uilg3se Sloyslme VIl Vs &5 Sldes a0

el

Refine recipient lisk
2} sort...
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Write your letter

If vwou have not already done so,
write wour letker now,

To add recipient information ko
wour letter, click a location in the
docurment, and then click ane of
the ikems below,

2 Address black...
2 Greeting line...

__f] Eleckronic poskage. ..

A more items. .

Whien wou have finished writing
vour letker, click Mext, Then you
can preview and personalize each
recipient's letker,

Step 4 of 6

& Mext: Preview your letkers
@ Previous: Select recipients
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Insert Merge Field

Inserkt:

() Address Fields () Database Fislds
Fields:
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Preview your letters

Cne of the merged letkers is
previewed here, To preview
another letter, click one of the
Following:

Recipient: 1

Q Find a recipient. ..
Make changes

‘fou can also change wour
recipient list:

T Edit recipient list...

[ Exclude this recipient

‘When wou have Finished
previewing yvour letkers, click
Mext, Then wou can print the
merged letters or edit individual
letters to add personal comments,
Step 5of 6

& Mext: Complete the merge

@ Previous: \Write your letter
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Complete the merge

Mail Merge is ready to produce
wour |etkers,

To personalize vour letbers, click
"Edit Individual Letters," This wil
open a new docurnent wikh your
merged letkers, To make changes
ko all the letters, switch back to
the original docurment,

Merge

L33 Print...

& 3 Edit individual letters. ..
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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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