B Microsoft

HATShIITUC

g 2016

Step | by  Step

1€

S Arae 3R hféT g



B® Microsoft

N\ W

“

QeI

4c

kAT 2016

chH:

ST dad
&fég g



ERT USHTRIT

ATSEHIGIR U=

TTSEhIGITRE TR T Yeh THTT
ek HIShIGTE deieT

YgHe, arfimes 98052-6399

FrdfR1EE © 2015 HfEw wrE ok S dw grr

gaffter gRférd | weere & faf@a srgafa & a1 39 qeass 6 gl a1 &iE oft wr et off =0 A ar foreht off w1ew @ g o o waRa 72 forar S gamar 81
AT 3iTth R dhglet Fak: 2015934879

STEQHIg: 978-0-7356-9923-6

At iR e Fh s IARET 7|

uge BUTS

ATSHIGTR 0 6 e gfar sk & qeaes fadharstt sk et & Arenw @ Suerey €1 aft Ut 59 qae @ G fd Sgradn Y smasgendn 8, d Microsoft 09 g
&I mspinput@microsoft.com W 3 &3 | FUAT &H http://ak.ms/tellpress W adTd fh 370 56 Y& & IR | o1 rad §1

g TS "1 8" Ue &l TS B SR daah! & frary ok 7 @t awh et 81 39 g # ah AR, I 6k SR, gIRed 3R 31 exAe dadrse deHl afga, famr
foreft g=1 & Fee wehd 81

Igi &g T §© IaTexvr haet AT & fag Ry 7y & o sreufe &1 et areafdes Sgra a1 Feier ar g €T & a1 39T SgHT el e ST 9yl

Microsoft 3k www.microsoft.com TR "ggHTa" dqust IR Yeftag ¢80T Microsoft THg &t dufaat & ¢ewrdh €1 o a+ft Rig 393 Tefda miferent Y Fuf &)

SifdTrgur SR femraTee TuTed: ATAd Huda

TUTEhIT IATEH: ATAATS FIALT0T GHITH, Foh. (NETHNS)
Fh-1hY gHters: g dad 3R At B (siiggand)
ufafaft duree: deft wia, SR oida, ik 3« af (siduasns)
Fachich: Gt &R, Yoter w1fé, ofiz et gt (shdiggans)
FaR: T fergfea - Rges



XV

XV

AT 1: ATShITUE 3MThYg 2016

ST 2016 BT STATOT TR | ..ot ettt et e et e e e ettt e e
Office ITTNTRAT SERBT H BT 2. . . o oottt e et e e e e e e

TIZTIR: A3 TATE o ST T BTATATBE Bl o v eveeee et et i
RET MR RET IR F AT BT BRI . oot e e e e

& ufafrar
&4 garg o oy 59 qide & aR H a7 9 & 8 Microsoft it amuds forg gAR Iaurel ot dgar @ 7

Tieg e y=rdre! http://ak.ms/tellpress




o 18 BU fered wafda
TR L 22 o TaE TSR &l HcHATSS
TR e e 25 Ra &Y srgagfera
T, e e e 29
BRI THIEIL. . . ottt ettt e 34
) B 35

........................................ 39
............................................................... 40
43 wrget & fafera g
1oL B P 48 hISe 0T W fid &2 ofR Hurfed
L 53 WTEeaR: Hisd UaR 31 Office T & R
FERROT & AT TITATL .+ e ettt e et et e e e e ettt
54 TRTEE TR SR TG TR, . o+ ettt ettt e et e 56
ATSSAR: IS BT ONEDIVE B TRl ..t ottt ettt aens 60
T TH I, . . o 62
1 63

3

g



L5 97 FURET WR T
L 101 T&TaS faw

L P 104

LR I L1 1 108

R 1< 109

115
...................................................... 116
..................................................... 116
....................................................... 119
122 AThSTT waifa
P 122 feoaforat &t wften &R SR e STATE
L 128 ¢ fong g uRadHT Y aeften & sfiz ufkar
L 130
HIESAR: AT Y ST FATATG TG ..o veeeeeeeeeaaeeieann 133
RS IE R O R I T D I i o A 133 foreft qxardst ot sretm-srer ufaat
R IR R IFHART AR ... 134 foreft STATATT & STTT-STeT HERRN hl Jef=T
B e 136 arift uRad= &t Fafa
LS 137
FRATEAT B AFIRAT TR ..ot 138
UTHaE &1 JUART ¥eh UG TAa T &R ..o 144 T5STR: AAHR TefeT &l
IUTNT e Uga Ufaaf@a &l ..o 149
RS R G C A | i 149
FIRTE THVEIT. . oottt ettt e e e 153




fORE HISTET SeT BT BT TTT TR . oottt 169 Ueh =147 32T &
L 115 172
AT RAE R URSFT R .o 173
B3 | T s ) v L P 178
S IS ARATTT TR, . oo e 178 qafaeiie &R 3R 7t =1
TR et 181 STTT-37eTT ferthTh SR daet
511 184 AP fRIBIR ATR B ...
184 AR AR ATA RIR B ..o 188 wiaret
B3 151 190
R 12 191

197
198 aie daret aht uRenifa
ATESAR: HREH SR UTAERATI .. oo 218 fafre eraf ot g1 o= aret St &t

SIREU 1 219 TR T fehed de &3 3R aterd TorT gar AT Siem
TR e 225
FROM G BT TIIT R, . o oottt et e et 227 wor § 3t gear ok
GHRATL . o et 229
IRE FHVEIT. ..ottt et e e e 235
1 236






WTT 4: ATShIGTUe UTaRuiee 2016

10

TATEE SR At Y I SR STATT RN ..o 317
AISSAR: SharePoint WSS ATSHRTI ] .+ o v o v vveteee et e e e et 322
TATEE BUTG SR BT, .« o ettt et et e e e e e e 324
Rgfeat Y ergam A AR . 326 T15E SR STt gAeEfafed
4 329 off @y,
5 331 w13s gBYH
L X 336
ARSI R AT L 344
TR A 131 346
STV B L . oottt e e 347
TRA TR ST IR TSI R . ..o 351
o affferd &, IATARA R SR SRR TG | .. ..o 352 grgeaR: UTfther
L1 355 for=it &t HuTfea SR wrsfua
TR et 356 Sepfaat AT i TN
L= 361 STepfadl 7 TRe T SR
i1 362 GrgedR: Sifdf<h BIHERT HHIE &7 gdr
£ 11 364 STl el RIFART SR AMATE . ..o
L1 o L oy PP 367 A1gSAR: Tt
e L o 371 BhIA feaftirg ek & ok
11 372 Ueh Hhiet Tasd
L 115 P 375
LR 1 380
1 o N 381

et






©

At Tefia A SR AT . ... 476 T3t Y

fafre AuaTel F MUR R AT BRI ..o 482 axg3Tt &l

a1 o 486 HISSHR:
SIS AT B SRR TR B .o ovveeeee e 490

SR e e et e e o T 1 B A 494 TEEEAR
T T R o 498 i

31 499

BT TR, L L ottt et e 500

A T I T Y . .o 503

R S 1 e B o o s A 504 HT5SIR
R GARAGRAT IR . .o 508 dheiex 3mged uRafdd

224 S 510

HAST STFTH FARTT BIRRIR IR, . oo e et 512 &5 el

R IR TG | ettt et 518 #Hifé srqRiet o1 3w

L= 526 Fhisx & fafva g wefdia

L 4 528 HTgeaR: fadien Afetex &1 Iuam
o 532 eierd

R 1511 P 535

BT TR, L Lottt et e e e e 536

5 5 1 541

AR B TR E Lottt et 564

i ufafiba & g aarg R e 39 g &

R F a7 w1ad & 3R Microsoft &1 aiuds frg gaR Seural &t dga a1 # 7eg &) g=yare! http://ak.ms/tellpress




gy

AT ! 9 IROT-E3-TRUT Gk h! &MUk folg Microsoft Office 2016 & IR Bw- 98, Tad, Ufavuree ok
SATICTh S W@ U3 h IR A HRaAT A I & g fE3ms foman 7am 81 wdes W H, o1 geand 9
[F TR Fohd 3 SR fasiy ufeharstt &t Frwonfa s Hiad gy oruR ateret a1 Fmfor &= gand €1 &, afe s
TTg, t Tt oft sueRt BTl PR & oy AUR Anfeef Y smasaear g, oy 3uH i g ghd &1 FR B
FeH WE 3R Fie w0 € &Y 71 & - hadt 92| MUl STHeRYUl, T Tifthad ot et it fdemaras
gt &1 THAT B 81

gg forare forgeh felu 8

Microsoft Office 2016 ¥4 aTd WU &' Microsoft Office T & SR 3R ATAHTRIG IUANTRATS GRT
HrE ofik dgof dared & ¥ | Iuah deA & forg fesme forar man g, St hisd a9 ofik dutfed & &
forT Word, Excel 3R PowerPoint T IUINT &1 TT8d 8, 3R SR, TUh! ol AafRd B & foig
Outlook @t IuaT 3T Tmgd &1 Fgfhal. qeden & armft 37 & & farg Suaift 819 & fag fasms &
g g ROl uge ¥ & R Rl ot U fohan @, iR S vl & forg &Y ugeft IR Yog i @it
@ €1 gTelifch 39 J&ach o S1eAT IR U # & U & ol UHE Ie 9T ol G a¥g & har & g,
Microsoft Office 2016 WY s RU &t Ueh IRTT & T § T 37T IUANT fha1 SI1ar &1 39 fawat i
Mg THassl Uligd Udeh QU 1 O3t Tt & folg, Udeh QU & folg @R0T &= =R0T g&deh @ Microsoft Word
2016 <30T &% =RUT, Microsoft PowerPoint 2016 =0T &% =RUl, 3k Microsoft Outlook 2016 =RUT &
TRoT, goft ST Arad (ATSshiEue 09, 2015) g1, 3R ATSehIaTue Tadid 2016 VU g0 &Y &hicy his
(ATSsRIETRE U4, 2015) GRTI 39 Y& o 3id & Udh J&dch hl Il &l gep gt &1 718 81



aredf

TRUT & IROT GIRRIUT

Y& & el at 9§ fiford forar war 8, 99 @ udes shar foRg g IR dww F § ges a1 dguf e

e &A1 ¢ | HAeh T &l B & F U@ DI Q¢ &1 T A1 et aret sreamat | faifSra fomar ma

8, SR U sreama @t 3 fawal & farnfora fomar mar @ St Jefda wisre ot agfed wd &1 e fawa §
uferanstl & a1E ATATHS SRR AT B! 81 7T S ofd H, SITUhT S19ATH H1aT i Yo sfaen faift g
37T feaTd H R4@Tg 7Y RIS AT SUANT dHch WA YT Y Gohdl 6 | 3TY AATH HTAT i YT A & [oQ §H G&Ih i
ST IR IUAY HATH HISH] T SUANT R Teha 6, IT AT YT T h HTgel AT SUINT AR Fahet 6|

39T HIEA SI[AAIE e

U9 Ugd foh oY 39 Yden # ST il i YT R Adh, STUHT YEach i ST WISd! ol http://ak.ms/
Office2016sbs/downloads & U= SR TR SIS AT T
et uR 4y Ty fAdan o1 uTe @R,

A eyl Office 2016 Ut e &Y dqHTSE TR IU g1 6| SMUh! 36 Teach 7 &1 78 ufeharsdt ik srare sraf
TR HTH 3 T Uget U §%el R a1 ATy |

Ife Sy a1E # S19IT AT o QAT A8 &, AT 3Y el ST ISe! ot fOhe T STITAIES Y Tohdt B

@ g ot 38 Bieel @iert ol aRer & AR § ST F R, a1 2, "ed 9 ohe e B 3

=1 anferent 39 qaes o g orvaTe wigell ot geflag e 81
K Thieey wige
T 1: ATShITGE 3ifthd 2016
1: SifRRT 2016 1 =W Y Cho1 HIE e

2: HIsd aT¢ SR Tefdd & Cho2 fRreRAnTadi.xlsx
fadtey didfiduaa

NavigateFiles.docx



ST

AT 2: ATgehiEree as 2016

3: T8 Y TRAT 3R Wy ohl GRifAa &l

4: TTITAS UR TEINT

5: g&dravil 3R dAaell & qry ST Fef
iy

AT 3: ATSEhIGTH Tade 2016

6: 3T UR O &3

7: gehsfte e vefda &R

8: 321 I g AT 3R TRIfFAT A

Thies?

Ch03

Cho4

Cho5

Cho6

Cho7

Ch08

ApplyStyles.docx

ChangeTheme.docx
CreatelLists.docx

FormatCharacters.docx

FormatParagraphs.docx
StructureContent.docx

dgterdat.docx
Tofead1.docx
Totsia2.docx

ReviewComments.docx

gpaeT.docx

CreateEnvelopes.docx

DIEET CISY

InsertFields.docx

uffereftaregaft.xlsx

RefineData.docx

Twrénst.docx

SiffEemigar.xlsx

BuildFormulas.xIsx
CreateArrayFormulas.xlsx
CreateConditionalFormulas.xlsx
CreateExcelTables.xIsx
CreateNames.xlsx

SetlterativeOptions.xIsx

LimitData.xlsx
SummarizeValues.xlsx

ValidateData.xIsx

G TAR S

OrganizeData.xlsx
SortCustomData.xIsx

Tré3ar.xlsx



Xiv

g
9: depfres 3eT e T fAsATor &

T 4: ATSshIGTHe UTaRdise 2016

10: TATEE F1G SR Uafda

11: T UTitharg STt SR Weifda A’

12: witgs & @iy i nfy g

hice

Ch09

ch10

Ch11

Cch12

Thigel

BuildSolverModel.xIsx
CreateScenarios.xlsx

DefineDataTables.xlsx
eI uRgedt &t mefira @R xlsx
WM RTAARE. xIsx
RO HfRIA TR, xIsx

DescriptiveStatistics.xIsx T SUaNT &3

AddRemoveSlides.pptx
ApplyThemes.pptx
ChangeBackgrounds.pptx
CreateSections.pptx
STTISTICATST.doCx
RearrangeSlides.pptx
ReuseSlides.pptx
qfifatjpg

gisteg. g

o gurfea &¥.pptx
woeljpg

ASED.jpg

&01.jpg
InsertPictures.pptx
InsertScreens.pptx
dg01.jpg

UE02.jpg

TER01.jpg

2TETR02.jpg

Aedlag.jpg

AddAudio.pptx
AddVideo.pptx
AnimateSlides.pptx
faaeft.wmy
CustomizeAnimation.pptx
BISEELICEP R

T Sflad.wmyv



I7TT hieeR Higel

T 5: ATSShTTE 3Tseqe 2016

13: $Aa F3U WS SR e &Y s 13 AttachFiles.docx
14: U1 gETRY T B s H1 T8l
15: Sregfei wafdd o3 chi1s CIER G
Se[ch HEhTT
afe 31T 59 G&ich oh g% HEHUT UG 38 §, df 37 Feferfaa & o wond 8
0 Q31 U13 @t
0 fle &
0 rdt 8 Uee &3

37T Egch TTHUT I ATSHIATT U9 @R § http://ak.ms/Office2016sbs/details TR @Wg 3R ST HY
RETE

gadT Ut 3 3w ufafehar &

Ig fawa 59 qeas & forg Tgrar U & SR ufafehar 37 a1 e 6t Rate o & forg g7d 9udh v & IR
H SR Te AT g

g 3T guedq

B 39 YIeh SR 3Hch! Tganfl Arvifl &t GlendT YR oz & forg g dvia warw foram g1 afe smaent
&g Afe At &, at puar IF http://ak.ms W gH Fafie &R
|Office2016sbs/3eT!

Tfe SMuh! ATSHhIGTTE 09 FUIE O § U o Sl STasgehdT &, df FUAT mspinput@microsoft.com TR T
A Wi A

Microsoft HiteddR 3R grEder & g™dl & iy, http://support.microsoft.com W SV |

XV



& STTUchl ITd AT I8 &

ATShIGTTE U9 H, Siudhl Tqf® gart gatea urafierar g, ofik smudht ufafthar gart 9ed gegam dufx &1 guar gd
http://ak.ms/tellpress TR FaTd foh oMU 39 G&ieh h IR & AT A= 8 |

gderor ieT 8, 3R g7 SMuhl udeh fewoft ofik faaR ued €1 srum 3qe & forg sifim & grfeman!

Tudh # g

3MT3Y FTad SR 7! g7 2fder wR http://twitter.com/MicrosoftPress R &1

XVi






TS <hl
AT 3R

&Y hi
gafag o

LIS A UTS T & ST UTaah! &l SITHhRT &dT 8, aifeh s&mes
gt &Y IufRAfY gep Ger oft 2t 81 e ute &Y fafda adiel @ @sua
3 G 3R 31ef UeT R ahd B

g% 2016 faf¥a R & IughT & MY IUHROT UeTd hdl & St
IUGNRT 317 URSHd W& A1 e 3R A da=r a9 &
T R gaha 81

foneht B¢ gxares # a1 38 ey | fSd sifea Afamma dxar &
JTITRAT TaT gt &, ST Lree} 3R ARIUTHY ot AT & UrRefid &R
Thd g d1fcs g feig e g ofiR Srmuch xrat i WReT e gt ey
gdfefRa adené dave UTa AT dech ATCh WHTG UTd & Thd 8l
TEaTaSt 8% 3= Microsoft Office Wige & IufRfy Y geTa s1g

@R & forg, sy ifert ae wWwuvr & gdfuffia def st an] wve swas

T ! U R Tevd & | 8 ST, 3T offH AR &eh o fovten 9@
TR TIATES H Wi, A1 3R Y91 95 Thd 81

g AT YT IRA IR HTeBE TEYUN St AL A, Il aht A=gareT
®Y ¥ W oA, gioat s9m ofik 9eifid &, ure & Qferdl et ang
TR R SIS T ofi T ag @ Heifda ufeharsi & Aeaw @ Avfesa
T gl

39 31 |
0 BRI IR AR &2

0 grft &t A=geTd w9 @ WiAd &
0 &RereR WIATET AR &Y

0 gfRai 9916 SR danfaa e

0 ¥ & sfafifea vt ampa

0 e&dres fawg aee

YTy HIgal

39 314 & foIg, Office20165BS\Ch03
ThiceR @ 37T WhTSell T IUTNT R | ST

WIS SIS fasn & forg, ulReg 3|

69



AT 3: U6 hl TAHT 3R WY i TN B

v . .
ORTUT TRIHTET 1] R

T Tt e SR I Yer it GaTeny Yok TRIUTH JA1AT SITdT 8| Geh Si84 | Ueh 2Ueq, Yeh a1 IT TehTioeh
TR g gohd & | Udeh GRIITH Teh RAMG g & 91y game glar g, S fid &Y ez P () St feaan g1

T g SR o=y dxamTHe avuf (S8 Reh @, dfts fovm ol 29) sadik or i@t g1d €, «tfe anmu 3=
uefefd &R gehd &1 vfi-arofl 3 o0 gu ursit ot wafifd e @ forelt anredf et qrT ezt a fonelt HearTees ga
Rt GHSAT A g1 SI1aT 2|

75 +ft 3& 30 gy TxETaTeh Ul & AT M A & IR A TSR & oY, 39 e A 918 7 "HRa=1 annft A-gara
w7 q" 34|

3y fopddY BRTUTH & uget 3R dTE o [T & AT IUH s8<TH, TRWUT 3R tfh Rivh &l sgera 39t
EEY T8 Gohd ¢ 31T 9 IRI SR F1$3 Y T v € 3R 3T SHUSS I A FR Tohd! & | TYfech
®Y @, fhdlt ar=83 &1 ¥ Ig & g sy {57 & o1 Iuai 3d §, 32 STIede W&l &gl SirdT 8l

37T RE & g 39 UR T T IUTNT ahkdh, 3R g1 29 T 7 ok T 3T 16 3R 10 E3T T IUTNT ahddh
RATE & TV 3R ¢ fhTR TGO 3R FHeafer Rk @t T &R god &1 gaas gl & g sifdes
I UEH A & oIy TR &l THTR R fFumr s 81

Insert Design Layout References Mailings
D Segoe Pro -[10 -/ A A | Ra-|fe| = = .
== == =
Pajte ¢ B I U-akx x° &,a‘f/,A. - -] 8l |
Clipboard = Font ~ Paragraph =
L1...,...'?4..,.4.1...|...1..., D IR TR

qT¢ 32 Pl g9 29 T Tk § FaoAT ST ThdT &

afe ey fonelt BRI it AT deed 8 SR gRad=1 @ g1 A8l 8, af 3ra IR &t Iueh! 7 el | d¥e
A & oIy AT &l 9 e 7 R SR guf B ot gawffia & aad &1

@ a5 it 38 et & R & R % Ry, 5 sreara & are A "7 A st AR F A 3

70



SIq 3T gafAd SR & TRGor, 8¢ ok Rfth & &8 qumte= &A1 918d g, a@F deft-apeft gea R faae
FE 3fR AR ol HiTA AT g1 # WRATH 9aTg Sie | uRkad & s1fde 39 giar 81

Paragraph 7 X
Paragraph ? X

Indents and Spacing  Line and Page Breaks
Indents and Spacing  Line and Page Breaks
General

Pagination

Alignment: Left v 9

} Widow/Orphan control
Outline level: Body Text v Collapsed by default D Keep with next

[] keep lines together
Indentation [ Page break before

Left: o 5 Spedialk: By: Formatting exceptions
Right: o = Hanging ~| o5 | [ suppress line numbers

[] pon't hyphenate

[ Mirror indents
Textbox options

Spacing Tight wrap:
e g None
Before: Opt = Line spacing: At
After: 9pt |5 Multiple v| 108 |5

Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel

RMUTH AT Siag

GIGUT hifhTR he

gt fE gs g1fd & ffg &R uts Y dfaw fRafa ot e st 81 ar @@ e &

0 9¢ WRfEa R ag fethice RATH @01 &1 ag BRITH Y T Ufh & a1d RR &t ar¢ g #1fsi= a1 ard
g2¢ R AT dl &1 eqenT URurH T I fhaRT 3R Sider e feharT giar &1

0 3¢ TRAFT &R g8 WRATH FHT e Uik & i R &l ad gy 71 a1 g g8z wR I Hear &1 39T
gfkorr Hiem i fReRT 3R wer gan &t fRaRT BT 81

0 &g I8 IR i U Uih &l 918 SR a4 g8 g1f1d a1 §8¢ & 9 dhfed a1 &1 39 URuHwEwY
aTd $R 27q R 28-3¢ 81 oird 1

0 3 g o o Igor Srse] & i & SfdR &) THIESIT T § dTfeh TRATH &Y udes ufth &1
Tt Ry 91¢ g #1foi a1 §8¢ IR g1 SR R i udes Uik @ et R (sifaw die & sreman)
214 A1fSi= WR gt a1 $3¢. 39ahT ulRurme Ity a1y 3iiR Y fh=RT it 81

71



T 3: UTS chl TR 3R W&y ! g i

R IR GRguT 927 & g uds W@ Ahed & uaE ot g2fd gl

RATH AN Sia] Wi & forg
1. fF=fafed 5 @ i ue arf

* B & T AT & R, IRATE Tig A, RIUTH HaTe i Al U= foreieh il

B T R, RANG g 7, 18 3R Rmes WA ge7 R faeres av? | ofiR fhr g «fdm
et iR foTap i
TRATE TRGUT V< A & g

1. TR AT TS A el HI T, A1 T ATDAT T T L
3T AT AT T8 8.

2. fFfafEa 7 @ & g el v
* B9 3 R, RIUTh Tg H, a1 ofik WA R, 727 & TWAT R, a1 ok W o a1 SfRwTd 27 i)
foRTa &9 |
« RIS St @i | 33 ofk Wi 29 wr, gy @5 A, 9, S, g, a1 3Ra

R T &R
o g

daaqa Rfts RIfRRTR &d
gl # &l yahR Y Fafer Rieat gidt &

0 R Rtk R & &= o1 &M, @fér grr aReafya
T AT0E & Ugd 3R I1E T R | I W AR TR fdge & Arar Siram 21

0 @Te- W7 ARrumes &Y dfchal & offg o1 wiM, a1 at ute Y S8 (R, sae, a1 Al Y g fafe
&) & ey | argAl S Sars FufRa s a1 graan a1 aéies fig e e aRenfya frar smar
g1 Ay

Word 2016 # §9T¢ 7T g&qrasii & forg fewiee uftr R 1.08 dfwat 81 ufts R geam @ & d urs
& IuFRATT 3R aiaar aea St ¢ ok fYa &u 8, g8 W 59 gR1 &RA arelt S71g &6t A ot Jat St
gl

72
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paragraph are called paragraph formatting.

The line spacing of this paragraph is set to Double (2 lines). A paragraph can contain one word, one 3
sentence, or multiple sentences. You can change the look of a paragraph by changing its indentation,
alignment, and line spacing, as well as the space before and after it. You can also put borders around it

and shade its background. Collectively, the settings you use to vary the look of a paragraph are called

paragraph formatting.
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amg g FruffRa sifafe dits Ris et # @ 97 gend § a1 Rnnw Rt awmaifoa &= gad §

e oy ATE SR Rk W A @ Tafa R & UEe SR 16 & I &1 oft gEEifea R
Taha g1 sifaw gt fahedt & @ va WR faeres T
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TE A, 31T UTs & heot dTet & ot TRYTT hech TRIUTH il AeTE SR qst Y arg ot uRenfya gt
FRA 8; 3G TSI, 3T UTS & IRI 3R Ythe WM - 91, &V, FUR 3R 7 g1fAd - &1 smepR uRenfya
Cachd

7g oft 3 AIfSiF e H3a & IR & IHaR & g, Microsoft Word 2016 & 31egmd 12, "a&arawil &t sifam ®u & of faalka
FR" H W1 G TROT "Y8 AIATIT T q@laelioh R 3R FHARISE A" 3d |

ST A gRT (ATSshErge 39, 2015) 1 9T & IR § STMaR! & g, I sreama 7 "ocde g8 W & s ar g 94 fafa

" IF|

greliter aT¢ 3R aTd ATfoi QR STt o oy a1 a&arelst & eh Wi & forg de fohg g &, anu &mnmes &
ITY 1 3T R Y S2¢ HYh g1 & fig TR St A ot I5e Toa &1

RIUTH 3¢ O T1ISH T TeRe doh &1 VI &1 31T §IF ¢ TR Fe faeTeh hch T4 S3¢ l sgd ahd 8, aT
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0 9Tt $2¢ Ig GRAMTH &) U Ufth & 999 a1l a1y fohaR ) aReftra &ar g1
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FR US g & TEx & W I JAT A goch 31 H &1Q 3R W g8 g1 & o= o == vt 3
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First Line Indent Left Indent Right Indent
rf_u1:2|314|5|6£

Periodically you might want to experiment with structural or content modifications, or you might simply find
that a change you‘ve made didn‘t work as intended, and want to undo your changes. The Office apps
provide three levels of change reversion:

+ You can undo one change at a time (and redo that change if you want to).
* You can undo all the changes in the current app session.
o You can roll back to a previous version of the document.

TR TR 2T AT
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Click on diagram below or
use buttons to apply borders

gt Y AgSTd ®U 9 WRAT 6

Feft-meft Rl srgede & iR UTs ot A=gera ®U @ afRyd T STavach gidT &1 3T &t SreT- 1T 39 §Y aurf &t
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AT BT B

gt St Agerd ®Y & TRAT H
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OFFICE

The Consolidated Messenger front office and lobby is located at the front of the building and serves as the main

entrance for our office employees and our customers. Page |2

The front office space consists of a counter with three stations, each with phones and computer terminals with
high-speed cennections. The lobby provides a package preparation area and bins of retail items (envelopes, tape,

marking pens, etc ) for and a bank of mail The waste re the package prep.

area should be emptied every night or more often as needed to ensure a neat appearance. The retail bins should
be checked and restocked throughout the day as needed. The office employees are responsible for both of these
activities.

The office hours are from 8:00 A.M. to g:00 P.M., Monday through Saturday. Customers who rent mailboxes have
Bccess to them 24 hours a day.

WAREHOUSE

The rear of the building contains the warehouse, which occupies the major portion of the building space. The
warehouse is divided into four separate aress: Receiving, Shipping, Packaging, and Inventory storage

. The Receiving area censists of two loading decks (also used for Shipping), and a 12 x 22 ft. area with
racks for holding incoming packages. The racks are divided by shipping company.

. The Shipping area just opposite the Receiving area shares the loading dock space and also has a 12 x
12ft area with racks for holding packages waiting to be shipped. The racks are divided by shipping
company.

. The Packaging area has two tables, and two racks that contain various size boxes, bubble wrap, tape,

Styrofoam peanuts, and labeling materials.

. The Inventory area has three racks for overflow supplies.
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