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Define the meaning of
Processing and IT.

Explain the terms "Hardware"
and o'Software". List two
examples of each.

Create a table to compare
between four types of
computers uses, prices, speed,

their capacity and memory.

What is meant by the term
"System Unit"?

What is the difference
between Intelligent and Dumb
Terminals?

What does the term Peripheral
device mean?

Identify the components of a
computer system.
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Distinguish between input
output devices, give
examples for each.

Explain the term CPU.

Explain the function of CpU.

What unit is used to measure the
speed of the CPU?

What the term VDU stands for?

Compare between VGA and
XGA.

7. What is the difference befween
the Mouse and the Trackball?

8. What is the difference between
the Light Pens and Scanners?

9. What is the difference between
the Touch Screen and the
Plotters.

10. Describe briefly what is the
meaning of a Control Unit and an
AtU.

11. What are the types of printers?
Describe one.

12. What is the difference between
the Inkjet Printers and the Laser
Printers?
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What is Random Access
Memory? What it is used?

What is R*M stands for? What
is ROM used for?

What does i{O$?-Bf,$$ stand
for and what is it used for?
What is a bit
How many bits are there in
byte?

How many bytes are there in
ME?
How many bytes are there in
K&?
How many Evt*s in C$?
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Compare between ftAft,f and
$e$M.

List items that affect the speed
of a computer?

What are h4agn*ti* Taps?
Where can you find it?
What are types of storage

media? Give an example on
their uses.

What are shortages of main
memory types?
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What is an operating system?
Give examples.

What are Application
Programs?

What is a Graphical User
Interface?

What are the advantages of
using GUtr?

List four common software
applications with their uses.

Explain system
development cycle?

List four key stages for
systems development.

Describe briefly the
differences between
Commercial Software and
Freeware software.

Describe
computers.
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6.
7.
8.

12.

13.

14.
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3.

4.

5.

15.

16.

17.

18.

What does the
stand for?
What does the
stand for?

term LAN

term WAl\l

Compare between LANs and
WANs.
What is the meaning of
ISDN.
What is a workgroup
computing?
What is a Fax?
Explain the term Modem?
What is the difference
between digital and analogue
signals?
What is the meaning of Baud
rate?
What is the term e-mail short
for?
List some of the benefits of
using e-mail.
What is required to use E-
mail?
What is the term WWW
short for?
What is the Internet and
uses?
What is the difference
between the Intemet and the
www?
What is the Internet search

engine? List three examples
of commonly used engines.
Compare between email and.

Conventional mail.
What are disadvantages of
E-mail?

ik*l

fLAN Jt"4:tlt G,j l)l." .1

fWAN J["4:;)t :..-pill L .2

.WAN9 LAN gtK,".i, cti dJg .3

frslN r:_*aill L .4

f,-r3*tll et-(-:" ;elLl 
"pl 

.:tey^7a.r-:"'a.ill L .5

f".St.cJt't:lc-all t, .6

ffr}! r-..aijl L" '7

(Jtj) q-hls"3 nDigital 
o-i-," P r4i Jll t" '8

f "Analogue

I ":3$l ' ee *Jl J.rr+ :r"e;lt U .9

.E-roail rt"4:'Ylj& litr Jl .10

., ir-ifl)l J,Jl pl-r;:-l\ty 
"a1;il 

.11
q-rcd.\

f.',y;<J)t .r,.Jl El.s.:-y qJteg 6JJlt .12

fiJul t4rl i<^::,rdll l, .13

ft{j!*Ir;!l el,/ t"J fcit)l 4 l" .14

fiJul .-:jl ei;3 cirt)l i^..ill t" .15

r:5! il:"I ib,u;;l f.Jiyl.r e-plLl,e.Jl .r13.:l,r:". t" .16

f l.rl$-:-l d.-*.Jl .r13:l

.f+Ji;tt sJl; 
'/r;J)l 

*Jt .r: Jru .17

.Cr-^<JYl -$l okt-'t'il '18

fl
,t

I
a

9.

10.

11.



t.
.,

3.

4-

Explain the term CBT.

{haj are the advantages and
disadvantages of CBT?

List where it would be better to
use a computer than a person.

Explain the term
"E-Comm€rce'r.

List. fypes of computer systems
used in education.

Explain ways in which banks
have exploited the use of
computers.

Explain ways in which
supermarkets have exploited the
use ot computers.
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2.

L. List some good working

practices with regard to the use

of a computer

List some bad working practices

with regard the use of a

computer
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3. What is RSI; how would you fllu:-l * ,.- Jq f^--" qft' gl$-!l d$r .-* liU .4

avoid it?

4. Why is it essential to use

designed chair when using

computer?
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6.

Why do you need to back up
your data

Compare between complete
and incremental backup

Why should you use off site

Why is it important to use
passwords to protect your
computer data

What is UPS?

Why might electrical surge
protection for your computer
be a good idea

What are computer viruses

How do viruses infect PCs

How might you protect your
PC against virus threats

List the main points of the
ACT
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\li*dolvs XP.

You can start programs in several
ways:

" Clicking the Srart button
displays the Sfart menu. When
All Frogrnms is clicked on, a
list of the programs which are
installed on the computer will
appeax.

" Click on the item you require to
open it. See Figure (9-15).

If you are using the classic style for
the Start button, notice that the
cornmand ,\ll l)rogrlms will
appcar as Progr-:rrrrs.
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On the Stnrt menur seloet
llly Fictur*s to display all the
pictures stored in your computor,
This is the default folder to urvo,
view and rotate pictures.

You can save you piclurct itt
another folder if you want,

Use My Music firldcr to grlay
music stored on your conrpttlct,,

To open My Musir, click Stnrt
button, and then click N,lp i\lrrrll a
window will appcar ns irr litgure
(e-t4).

To play one music lrirck, rhruhle
click the track.
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applications appear all togethcr'

iti.t on the arrow next to the

application You want to move

to. A rct of the oPen windows
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one.

Click A$,"fi'+'T'{B on the
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. Speciff the drive, rologr, or file ,-u1 - .*J C+l ArL +t i5.rJ1 -,c111 :1 *'4r 11 ucrlJl :s- €

you wish to scan, and then Press
Scan. Scan r**'

' when the scanning- P,t:"::: wi: L+*,!-r,ulll .:Lnlll *-'1rt-jt r+b- .'14:;)1 -r= 6

finishes, a rePort showtng the e J

number of viruses, their type, .CJ-41 U oM jIt g"rJt 'l;!li W-rt
their location, and the

procedures to be taken to get rid
of these viruses will be

displayed.
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What are the steps to turn on
computers?

Describe the procedures for tuming off
your computer.

What are the type of processor, t{+b&
and operating system in your
computer?

What are the steps to adjust ilarE" ;rcrri
'Firrr* 

at your computer?

What are the steps to format the floppy
disk?

Use Help function to find information
about; "X! r:{{ il'r:r.g}ix".

How can you sort files in a folder
according to its type?

How can you move "43t:c.r{q.{,,i" to
Folder t$er*ii at drive?

Write three settings that you can adjust
using {*l*ttArrll E}xel'r.tr.

How can you create a subfolder o'*i'f i'q!,,
in "33*ifuiialg" folder.

s 5'ES-\X'gryr*

e c!F-! \{i.E

a ,1 $5*,X'r{'a'Eb

* SiFj-$t*ct'q:y3et:ilt{

* lt:-r;!i1,,::l

* i a."ti ?}qlr'gctlla':lrs

!-,3*t-!ljk- JF*J e-*dl.:lr-b!l ,ra 
r_

f-,y*Llljk .r$y ;-,--4)1.:l3.t!l ,.rr t
fu: ilrJl Jt+t)l;rsli r+--r 6lLJl p, r-r-

.a-"ri*..*i 6jJl .r1-tAljk- + cf"*j:
jk- A 6::Ul: s"rl J.^, elsb; .ra $

9:rt-
.i,Jl e Al .rl-r-cY 

----ll 

,l->!l -r_-

"iLs 
.:Lrl* * Jr4A;_r.'LJl ,"i ps;*

. &ir.li1i::::'i:i '=

,-.-...- .r.1+ ,J .rliL byt .i.J_iJ .rlrtll -:l
.kot

i3;:lr1" rEl Jl iE*ail"..€:{ JXl Jj; .rlr-b; ;;
.{ Jo.dl Jo t,-.

4-, ll$=:-! L^{# ;Kr .:1.:l-r-cl 4j)d -j
List three applications you can find in
";{ } t 6}}'t}f:.8.;*t}ts" command.

What are the file "r*;.;r that used 
l*t

for the fbllowing files:

U

€Al

;ry,7yll

'-.fi-i5

":t>i "i

.*J ; ".q. ' . -.

1 4.i;. ---

-, .li

.{ .1-iellell l}:;;:a.-i 
-(=;

rl+t ,t-!J

.:li-L{1



From Desktop open F€;v E3**:*rraeaa{s

Folder and create "fl.Ea:l?s" folder.

Find information about "F?*d*$:5"
copy five lines into word file.

Describe how to select another printer

as the default printer.

Create the following subfolder

structure within your folder Fa:qa:-*s as

represented by the diagram below:

Irr rt treinrld ;;[:tllt

' Rename SI,;iEEs folder to "Fr?m:aI".

' How many files in the " 
"t'

Di,:r::r:':eclts" directory are of the type

.f-.tt?

Speciff how many files in "?"'€7

D*e :l:*e::tg" folder are of the tYPe:

* ppt

* xls

* doc

- How many files are in the "1u"'93'

i-,1 * t -'azzz* -tztz" folder?

- How many folders are there in the ",2-91

S 1 ;, :; :"1 723 q Y2{3" fO ldef ?

- I Delete any file you want.
': Copy the largest frle in o'!'Eil

*t:i:t:rzz*.{et9" in to "*:irs{" folder.

t ,1. ,'t
c- q -u: 't-*tJ

.*iii L*a:r

;,A". ili;,-ijgalirtEbt ?CL "i 
i"i

l_\

il ." i=! ., ; n

. #!*"""'

."a4'qrr"J ,it Jllr:r!1 f .:t"$ji A UF
.,:/ljiiil i'ltlJl *) +r1 a\3L; 7e3 i::

LK^AI .-*-- .rl.r1e 3:;1 
lti;.ri+i:?,,.:-?t tF U ' ? ft

.4JLJ I

_-J
.----_-- -------1
l- ,"r -{I r I 'i

' o-e).;; ,i:^ rflt ir*; -r-cl i 
-. *t',* L

.1ir $Fssiu:$1rt'crtr Jll 4 I -f fJl .:l,cL ;c €.-41 - ' i"

1!€-,v l3*cnir*t*stts Jlt a! ;:g;J.l .:tcJll )Jt )b'E€'i

'.? u ',.eg'

*rle I
Eg:- &

tltcz-' &

d+ b-*;.l-e--7yll .:t ;lJt )J-e f-_5 ':qE

. E E 
"r,' 

[']gs* u catq::t {s

.FEl' *Scaeaar:irt:t= rl.* ;i ;r1'7jll .rtr$t :* f .ZE

" &€5, €}tr*ar***fi{c rlt cf os-l Y .jl 61 j.t-t "22

4 aa-,o3 hG7; Eisat't'nzzzz*s!?* d4 ,* -,tL J^51 e-Jl Z-4

.cbl 6jJl , i rL*
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lul ,l""a,Aji

.llS-\\'ord e,*'ail C'*";.lu e.C
.JJuJl ;r!L; 'l-'-i 5-r,-

.et"yJJl L'-r AW Jrdl dJK4 rajl .ru,$l d u

.Ribbon Lir.1.li ,\;7\ s's.-

.Jzi,Lts i"+Jl Jj, i*L!trtrlt ,* q-# rdl,e Fite.*il" iJt-il J-€'- lJt"

.Cll J,*-)t 'rleri L,, r' J!;+'ra )Arl alWL i* .-+

.Word , c,-a:,Jl lt " '!'j.j .;liivJ(J_

Creating a New Foeument -l-.l7.*"-". *l:;!

Zir:\it,1,^;tA^;t+ P* Word opt')I dU;*X rl.*; -u"E-,En- time you start Word ?S07,

,r biank document is created by
,rfu-ult. If you want to start a new
fu.,-ument with Word, simply do

dtre following:

Click the Offrce button ' ,

and then click l{ew. See

Figure (10-20). The New
Document diirlog box will
rppear as shown in Figure

' 10-21).

Under Templates, select

Blank and recest. On the
nght panel, select Blank
document and then click
Create. A new blank
document will appear.

;;
4ra;r1{?S-1$) J5.Jl

-,*1!1 +ql ;, lriew Dscument {+ J::*. jf gf tM
i*.J.>-r r;ti ,;;l Ternplates +l;e "" JeJ tI*\ Cy ,y

.(21-ID J.CJI rbl Blank and recent

,9-e

-!

JJ3.-J;i-itiJl c*\.t,:tr-:'ll L'"-,-J d -\:-Jl 
-l 

frL'J
:aJtJl elr"tll il abJ r-r.- -r;*4 "L!Y .Documentl

.(20-10) J.*.Jl -,tjl cNew 4rry Fl f 'office st *\ t

i:1i ri*
'I I
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W
.MS-Word ootA\ da * C4 C

,"1t n 9-

,r;lr os,.ill ;'i" "rJl
:,rl-fr J*e uY rP f ru '-'1 

u-'-"
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c4ra 'rt:*' 3ui 'i 1

.Word f :aJ\Ct*" ;"U c!ii!'-r:r i-t;ll 'ruJJ'l '!i;1 '12

.Save as g-e .hr*: Save -bi* d"dJ,.ll ..ry tllt t" ' 13
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.-rlll "iji! "$1 
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T
.C J*Jl ro-l\ &'-t--ili "Letter".JIl C11 d '

: "Letter' . ;\, "-W ,"lt ,>JUJI oJl JJl :

b rr,u :'-+ose of a loan can be different from one client to another? You choose the period

ilttlfulr i;* -.:nt. We will take care of the rest'
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Microsoft Word 2087 " "

Bs*u*r*nts -J+ U W*rkshtlp? J'::*! 2L:J
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Microsrrti Wcrrl llltl?

'> To reduce the file size of your
picture and delete the cropped
parts of the picture from the
file, under Fieterre 'fl+r:f s,
click on the Fsrx**f tab. In
the Adinsf group, click
C'r::rprrc$s F!{f Hres.

aay c'*eill i*'**" {siil .l--*Yl *j-i-*, i;_- _;* ;a>;

ur*i *'iS- fl "- 
i I T-* 10' 

-*.

Exer*fs*ffi
.h!: {}*entl:etx{s .tli;r 1lrrr.[.it _: . y*

u";1"11 i--ill r*i ilr.t)illt';rr $rrr.k Ft + _eV:'_:-j :. __. _ : -
'r,*dl ,a.l er\ k ;-,.: p-> .*.* irr,(_\

.\JAI Jr aLii1 _.-* j, r *...,.,il

,f G*Vi -ilU 1*Lii,. ;,,k **, ; _- ._,* '*;;;t

- :, _:--:-

t{:*-- 
; 

. *.- *.!rlr*

.A;JilJJ:Jr _.; -:",---d .r.r.,N



&4icrosoft Word 2007

., If you click Yes,
document will open
information from the

record merged in.

,o If you click F'{qt, the

connection between the main
document and the data file
will be broken.

rrh: i ,:!r J3yt ..1,'.*lt ,," or"y'Jl c" -\:*-rr -:. \ ,

with I '
first

c,i,jl*Jl;"r"e4 JU*;l't Si* {31S-1{}} JS**i

;4-1 Jt-r;!t C--i . ''

.*;,Lil,,ll -i--. _--- -

To edit the data source, open

the table which includes all
the data.

Click with the table cell
containing the data you want
to edit.

Add a new row to the table,
delete or change the text as

you wish. Save the table.

-\:*fl C L€.;J

d Yy-r+JF" l_" QG-, ,.rUl:rll :b € I*--- * *

.rj- ;.- .:GlJ)13 .:\-uJl Jfg € r\\ r''- *;..*;
.4L;-\ : - i-

,-r:;11 ,"g flj! dj d .:l;n^iJl ol -r-.i u.-*t,

Ex*rcisc
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- 
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.&ty !)ocum*nt d4;i 't'able g-! "r:rt L)olJ J_rr*1 irr .- ..* -*,,i
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U;i! f:- c\l errl'rltopl - *

\1
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.A ,J-Jl oo-Al,rb ff* p*t 4E;1J r.r- -':-' -,. *r
.4- &Il .rl-i::i )--? '-; -st*

Jg-
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..:
h4ierosoft W*rrl ?{iil?

I Open the Word processing application.

Type the following letter:

.- -' a ;:r*4,

*l-rQ

August 1,2010

Dear

Applying for a Job

In response to your ad for an entry-level programmer in the May 14 issue of the Philadeh:--:

Inquirer, I am forwarding a copy of my resume.

I have earned an Associate degree in Business Administration/Computer Programmine ,

Camden County College with a 3.52 GPA. In this program I completed three semesters -

C++, and will welcome the opportunity to show you the computer prog&ms I have develL':t:

in these courses. As a new graduate I am available for immediate employment, and I '::
available for an interview whenever it is convenient.

Thank you for your consideration

Sincerely,

Suzan AndersonL
Save the document as Le{l'ei'.

View docum ent at 7 5'-'n'

Close the document.

Open l,**t*r document.

Insert a new paragraph beginning with As 3 ltfw gr*du:rfc .". it is coxr'*rti*nt.

Change the font of all the text to Aria!.

. Change the font size of the entire document to 13 points.

, .., Make the color of the title (Appl3'ing fbr * Joh) blue.

: ,. Make the sentence Sru:in*ss :\t1*:inistrati*ra"C**rptl{*r Fr*gr*m*ing bold.

Li. Check the spelling of the document.

I :r, Copy the format of (Apptvi*s f*r i* J+h) to (Si*tereh').

I ;" Change the title case to uppercase.

::': Find the word ltrliss and Replace it with ]"ts'

::,'r Right align the date.

t'1. Indent the first line of the body text to {}"5 cni.

r'.:. 1u1uO. the Line Space for the body text double line-



y'Ul j"F,iji

t *r : ::3 space after the paragraph in the body text 6p1'

- : -.: the 1eft margin to become 4'5 ess?'

r :: :.r-:lt tab to 5$asil Anqle!"g*it at 4*;*'

l .:-.: -, e the tab.

-: :,:: Page Break after the iiaee;e* Ar:d-ers*s:-

. -..:: a header and add the centered text }-*ft*r9'

-: :,::. :n image at the bottom of the first page after the Siglretur*'

i , -r:: the image to fit the width of the bottom of the first page'

- :.,:: a table with three columns and five rows on the new page'

: ,: .i.e line widths in the table at I p*ir-r$'

*-:lete the table with the follorving inserted:

.r-:er aligns all the text in the columns ? and 3 in the table'

. inat the table using the Table Aqiitflf r$lliat (Simpt* 2)'

::ck the sPelling of Your document'

:..rose the style Heading 1 to the title of the letter (Appl3'ing farr a 'iob)'

::rate a tabie ofcontents'

S.i'e the document as T*xnp[ate file as ['ctt*r' Print one copy of it'

----,p.v the table to another word document' Save it as addre:;s'

--iose all the oPened files'

rJpen the document l'etEer-il*e that you have created in the last exercise'

$en the file aclclress" It contains an addresses list that is going to be used as a data source' Merge

': q-ith the document i'q'iten'

Enterthreemergefieldsintoigjitr:rdocument.:substitutethethreetextlines
Miss" "I. Jlrffics

E)*rs*sa! Man*g*r
9t*salrts E ${t:rea*tic-}n*}

rr-rth the following fields in the document
4{if"i1letl q{Namqrt

{ Jrrh '{ itie il
<< C**lpanYD

\lerge the address list with the let{sr document to create the mail-merged document'

Save the merged document as l*it*rZ"

Ciose the aPPlication'

City
Title Name Tob Title

Sales man Ramtha
Mr.
Mr.
\/fq

Amr
i Yazeed
L.'*:-€

i Ghassan

Cierk Malraq

Personal Mana Affi
Irbid

Mr. Ahmad T)ean of Business
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l. Open a SPreadsheet APPlication

2" Add the data as shown in the figure

above.

3, Format the cells S2:D2 bold, Arial

and with size [4.

4. Center the cells 82:D5.

5. Adjust the width of the column to fit

the data.

Change the orientation of the

workbook to landscaPe

Use the table above to make the

calculations:

a Find the Average in cell t3 l"or

Student in C*ll B3:D3 , Llse the

Autofill t* iitl th* other cells

* U*e the funttion to find the

maxirnum nrnrk f*r stutlent F4:I)4
then coPY the fsrrnula to other

cells

* Llse the formuln to {lnd the

rninirnum rnark for student Znid'
Copy the formula to the rest ef, the

students

* {Jse Autosum to find the sum for
first exam for all students.

E. Add a new row before row 4'

9, Delete the new row.

10. Adjust the mark at cell C4 to become

85.
11. Change the orientation for cells

B2tDZ 90 degree.

12" Add outside borders for the cells

42:D5.
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Open the spreadsheet application.
open a new spreadsheet. create a sales plan using the cell references as shown indicatecFigure beiow. Leave the cells .u.t"a io-#rla empty.

SALES

FOO0
HEAT
TRAVEI
LIGHT
TOTAL

Lt

MAR Aver

Make the Title Sales in cell : bold.
Calculate the total of cells .:.,, ...".: in ssll j:,r:.

Replicate the formula in cell i:,;., f6 ..1i , : and ,.: j.
Calculate the Average of ,, :,,.._i over the three months in cell , :.
Replicate the formula in ceil . to cell . - , ..and ,. ,.

Save the spreadsheet as,..,.:.,.

Ieotr3-$: 
number styles in order to display dotiar sign to the numbers (widen

Format numbers with __: decimal places.
Add a blue top and bottom border to the cell range r .,.i:. ,:

create a column chafi on the same sheet, fiom the d,atacontained within the cell rangeAdd ti#fu,li 1,i,.:,:; j .i;;.,.r, i;i,.;,1",..':,; as the title fbr the column chaft.
Resize the charl so that the table and the charl appear on the same page when printed.Copy the data in.;i:,.,:,1r, to ..,i;.::.:.,,. in cell ,:.:.
Copy the column charl from ,:..::,;.::.,.: to.:l:r,,:.1
Make the color of i':,t::,"..: column lighter.
Rename the :i1,."":tli to .ii;.:ir.:,...

Add a header .i '1;,r;',ii1;j,'5 to the right hand comer of the Spreadsheet.
Make the heading in :-.iri,r,:,: bold, italic and underline.
Save your" Spreadsheet.

Print a copy ofthe Spreadsheet.
Close the application.

cLr

60 40 ?0 formuia
15 20 40 formuta
30 55 45 formuta
55 25 i0 forrnuta


