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* guaelITaUNUR 1¥A80IMNI 1A (Graphical User Interface : GUI)

U

* lonou (icons) Button Dialog box
e e s e ]
Menu bar |v~unmmmw~ww
YT RWETERAL T BRI AT Y K Z;:»iiw...j
n o llﬂll@il-\l::#lﬂl‘!’

[e%4

9y
° AIUANAIY (pointer)

i A4 Normal + Cente » Calbri

|
[g l....-..g. ‘4 R T By

a Jd .
®* Ju1a7 (window) Toolar

® 1Y (Menus)

T Underline style:
[MWKJI’ (none) v
J (M auomatc ]

° UAUIAT0ND (Toolbars)

' BEEEEEEE e (oo
® 1} butions) Sinneae T

More Colors...

2 o ¢ .
* lanzaeniiond (Dialog Boxes)

This is a TrueType font. This font will be used on both printer and screen.

5.
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° SuueulY 1o

‘ Gallery
e 2 |
i 1] 1] ’E—] u I =) . Pyer! - Word T @
Tab HOME  MNSERT  DESIGN  PAGELAYOUT  REFERENCES  MALNGS  REVIEN VW  ADD-INS
® LL‘ﬁ‘]J I ComeSemM -0 <|A A M- % Z-[2-"5- &8 N ¥ g0c0c aasbcedc AaBbC AaBbGc! AaBbeel ,':::L'
Ribbons { 9‘.". ¥ Eosmut Parker B 1 U -xx x T Ad* EF=EE | . T Nessnal | 1 Ns Spac reanng Meadng ) Mesting B Sdect-
phoag . o . Pacaoraph . A’;‘b AJSDCcr AoBbCen AOBDCDy Aaw tdting
e ﬂa‘j\l T J Tatde Subttie otie Em Emphats  Intense £
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® UNULUBN ARG ALBNIED: Sotnaael
e
® uﬂa@i "
A
o
ATIVAOUNTALAA ADVENTURE
* masadumi i
NITAAA LK U RAVELERS!
® LUVINHILAZUUIADNYS
(04
Attend an Adventure Travel presentation to learn about some of the earth’s greatest
° unspoiled habita find out how you can experience the adventure of a lifetime. This year
@ 1 j 1 Q ur tours tha U a uniqu

® 57991
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* Tsunsudszgndsialyl Uszneume

* Tdsunsuilszuranas (Word processors)

® UWUAI51991N15 (Spreadsheets)

* Tusunsuiindue (Presentation graphics)

Y 9
® JTUVIANITFIUY 03/2 (Database management systems)
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Tsunsuilszuiamwam (Word Processors)

Y Y

9
* Jddvisuadrvenarsiesdu

Y] < J
¢ ﬁ’%ﬁ\‘] Uuﬁﬂ ANNIY LLﬁ%LL‘V\IﬂGﬁ

/ _
° A51NIANLIBA GUD LAWY \’//
°* Tdsunsuilseurananm Usznouane I

® Microsoft Word
® Corel WordPerfect memo
® Apple Pages

=
® OpenOffice Writer =

Google Docs
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- Adventure Travel Tours
N 6 W A\ j\¢€ ’/AUT’: U ‘(65

Attention adventure travelers! Attend an
Adventure presentation to learn about
some of the earth’s greatest unspoiled

habitats and find out how you can
experience the adventure of a lifetime. This
year we are offering four new tours:

® India Wildlife Adventure
® Inca Trail to Machu Picchu

® Safariin Tanzania

®  (Costa Rica Rivers and Rainforests

Call Student Name at
1-800-555-0004 for
presentation locations,
full color brochures,
itinerary information,

costs, and trip dates.
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splendor of Africa's highest mountain. described Kilimanjaro. The peak was real, though the white

F

Tanzania & Peru

Tanzania

Geography and Climate
“In the midst of s great wilderness, full of wild beasts. | fancied Lsaw a summit. covered with a
dazzlingly white cloud (qed. in Cole 56). This is how Johann Keapf, the first outsider to witness the

clouds he “fancied” he saw were the dense layer of
snow that coats the mountain.*

Tanzania is primarily 2 plateau that slopes gently
downuward into the country’s five hundred miles of
Indian Ocesn coastline. Nesrly three-quarters of
Tanzania is dry savannah, so much so that the
Sweahiliword for the central platesu is myika,
mesning “wasteland.” Winding through these
flatlands is the Great Rift Valley, which forms
narrow and shallow lskes in its long path. Several of
these great lakes form a belt-like casts of green
vegetation. Contrasting with the severity of the
plains are the coastal areas, which are lush with
ample rainfall. In the north the plateau slopes
dramatically into Me. Kilimanjaro.

Ngorongoro Conservation Area
Some of Tanzania's most distinguishing
geographical features are found in the Ngorongoro
Conservation Area The park is composed of many
craters and gorges, as well as lakes, forest, and
plains. Among these features is the area's

20:6 ENGETI ramesake, the Ngorongoro Crater. The Crater is a
huge expanse, covering more than one hundred square miles. On the Crater's floor, grasslands
blend into swamps, lakes, rivers, and woodland. Also within the Conservation Area's perimeter is
theOlduvai Gorge, commonly referred to as the “Cradle of Mankind.” where in 1931 the stone

Mt. Kilimanjaro is 19,340 feet high, making it the fourth tallest mountain in the

world

Thy tion Area is a national preserve spanning 3.:96 squar




UHHA1519911715 (Spreadsheets)
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® Microsoft Excel

¢ Apple Numbers

® OpenOffice Calc
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Worksheets
Worksheets are uszd for a wide range
of different applications. One of the most
common uses is to create, analyze, and Toxt Entries ,
forecast budgets. Text entries provide meaning to
the values in the worksheet. The
rows are labeled to identify the
A B e D E F various sales and expense items.
! The columns are labeled to specify
Downtown Internet Café the months.

First Quarter Forecast

Functions 7  Espresso S 13300 $ 13600 $ 14,200 $ 41,100 $§ 13,700

Functions are pre-written 8  Drlp Coffee § 5800 $ 6000 $ 6200 § 18000 & 6,000

formulas. In this case, cell 9  Food/Beverage § 3800 $ 3800 § 3800 $ 11,200 § 3,733

(22 (Total Expenses for 10 Merchandise $ 1000 $ 1,100 $ 1,100 $ 3,200 °

February) contains the function 11 Computer $ 400 § 400 $ 400 § 1200 Cells

SUM(C14:021) rather than the 12 Total Sales $ 24100 $ 24200 $ 25700 $ 74,700  Cells can contain labels, numbers, formulas,

formula = C14 + C15 + C16 13 and functions. A cell's content is indicated

+C17 + €18 + €19 + C20 14 Costof Goods § 7225 § 7480 $ 7,690 by the ow and column labels. For example,
+ C21. 15 Costof Merchandise § 700 $ 770 § 770 cell D16 contains a number for the Payroll
16 Payroll § 9000 5 9000 § 90004 27000 EMPENSEExpected for March.
17 Internet s 325 § 325 $ 325 $ 975 § 325
18 Building § 2100 § 2100 $ 2300 $ 6300 § 2,100 Formulas
19 Advertising $ 600 $ 600 $ 600 $ 1800 $ 600 Formulas provide a way to
20 Capital Assets S 150 $ 150 S 1500 $ 4500 S 1,500 perform calculations in the
21 Miscellaneous § 1300 § 1300 $§ 1,300 $ 3,900 & 1,300 workeheet. In this case, cell C24
—_— =98 § 23075|$ 23,285 $ 69,110 § 23,037 containg the formula = C12

(Total Sales for February)— C22

23
(Total Expenses for February) and
4 . ; :
: """ E L displays the result of the cakculation
dedlidient for the Net Income for February.
26 Income Year-To-Date § 5,590
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Workbook Downtown Internet Café
The first worksheet in a workbook 4 | 2006 Annual Forecast
7 . 5
is often a summary of the following 6 JAN  FEB  MAR APR  MAY JUN  JUL  AUG  SEP
i T
mmm. Inmlsme’meﬁm 8' Beverage $18,000 $ 17,500 $ 17,200 $18,039 $ 17940 $19,074 $10993 $ 9,099 $12909
worksheetpresentsmeenﬁre 9 | Food $8500 $ 8200 $ 8000 $ 8123 $ 9231 $ 7,001 $ 6912 §$ 5500 $ 8,700
10 Internet $ 65700 $ 7400 $ 7200 $ 8021 $ 6751 $ 5781 § 4510 $ 8233 § 7811
year's forecast. The subsequent 11| Merchandise $ 3600 S 3500 S 3300 §$ 2390 S 1290 S 1592 $ 1677 § 3008 § 2987
i 12| TotalSales  $35800 § 36,600 $35700 $36573 §35212 $33448 $24.092 $25.840 $32407
worksheets provide the details. = I
14 Cost of Goods $8750 $ 8475 $ 8300 $ 8750 $ 8475 $ 8300 § 8750 $ 8475 $ 8,300
15 Payroll $9398 $ B700 $ 8100 $ 9398 $ 8700 $ 8,100 § 9398 $ 8700 $ 8,100
16 Computers $ 6400 $ 6400 $ 6400 $ 6400 $ 6400 S 6400 S 6400 $ 6400 $ 6400
Lease $6000 S 6000 $ 6000 S 6000 S 6000 S 6000 § 6000 § 6000 § 6,000
18 Advertising $1000 § 1000 $ 1000 $ 1,000 $ 1.000 $ 1000 $ 1000 $ 1.000 $ 1,000
Miscellaneous  $ 1.500 $ 1500 $ 1500 § 1500 $ 1500 $ 1500 $ 1500 $ 1500 $ 1500
20 Total Expenses $33.048 $ 32075 $31,300 $33.048 $32075 $31.300 $33.048 $32.075 $31.300
21 /Income
22 Netincome _ $ 2752 § 4525 § 4400 § 2752 § 4.525 S 4400 § 2752 § 4.525_$ 4.400
FEY Profit Margin
24| Quarter Profit Margin 10.80% 10.80% 10.80%
25 % ar-To-Date § 11,677 $23,353 $35,030
b o\veae £ ot e Lole >
Sheet Name
Each worksheet has a unique sheet name.
To make the workbook easy to navigate,
it is a good practice to always use simple
yet descriptive names for each worksheet.
What-If Analysis
[ B =EnE? What-if analysis is a very powerful and
IW A [ c__| D E F G H simple tool to test the effects of different
EX B\ assumptions in a spreadsheet.
i
4
5
] JAN FEB MAR TOTAL AVG
7 |Sales First Quarter Profit Margin
|8 | Beverage 17500 § 17,200 § 52700 $ 17,567
19| Food 8200 $ 8000 $ 24700 § 8233
[10] memet 7400 § is et | wan [
[11] Merchandise 3500 § 3. § 3487
(12| Total Sales 36600 § 35700 $ 36033
13 |[Expenses FEB [1236%
14| Cost of Goods 8475 § 8300 § 25525 § 8508
15| Payroll 8700 § 8100 § 26198 § 8733
18| Computers 8400 § 8400 $ 19200 $  BAOO| —
17| Lease 6000 § 6000 § 18000 § 6000
18| Marketing 1000 § 1000 § 3000 § 1,000
18| Miscellaneous 1500 § 1500 § 4500 § 1500 0.00% 5.00% 10.00% 15.00%
20|  Total Expenses 32075 § 31300 § 96423 § 32,141
21 |Income
Net Income 3,802
Profit Margin
24 Income Year-To-Date § 11,677
125
26
L Goal Seek
2 A common goal in many financial workbooks
2 is to achieve a certain level of profit. Goal .
ke« »wEER e seek allows you to set a goal and then will o Summary /0 ¢ 3|
analyze other parts of the workbook that
would need to be adjusted to meet that goal.
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® Microsoft PowerPoint
® OpenOffice Impress

® Apple Keynote
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Document Theme

To make your presentation more
professional and eye-c-atching,

you select a document theme,
built-in sets of colors, fonts, and
effects that can be quickly applied to
your entire presentation.

Templates

Templates provide an excellent way
to quickly create a presentation by
providing predesigned styles and layouts
as well as suggested content based on
the type of template you select.

Animation
To provide additional emphasis to items or show the
information on a slide in phases, you add animation to
text and objects. Finally, you use slide transition effects
to animate the transition from one slide to the next.

Join Animal Angels'

Animal Rescue Foundapon/
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FTUUIANT 9 114%@33@ (Database Management Syste
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® Microsoft Access

® OpenOffice Base
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7375. College Rd|
1011 E. Holly Ln.

2 Employee ID
First Name Carlos
Last Name IRuiz
Address 10101 First St.
City [Maldin
State ICA
ZIP Code 192121-3740
Home Phone (507) 555-5125
Gender M
Birth Date 7/27/1980

| (981) 555-7717_|F 0(0)
B (941) 555-4747 | M 9(0)
g (507) 555-2805 | M o) |
| 22085 (941) 555-6363 |F
+|03406 Lopez (507) 555-5050 |F
[ 04731 Marchant (507) 555-6707 _|F
13543 Martinez 1920 First Ave. Maldin (941) 5551044 |F
g 7115 E 1tDr. |Maldin (507) 555-2035 | M
B Mazeau 7383 0ak D' Landis (941) 555-1093 |F
g Morgan 5645 Lemon Dr.___| Maldin ™
I Name Student 1234 N. Fifth st. Chesterfield (507) 555-1234_|F
. Nichols 75 Brooklea Dr. Landis |92120-3741 | (507) 555-0001 |F
| 00907 Pennington | Mark 23 Mill Ave. Landis 192120-3741 | (507) 555-3333_|m
12194 Polonsky | Mitch 8701 E. Sheridan Maldin 192121-3740 | (507) 555-1018 | M
12207 Rath Kathy 87E. Aurora Ave. | (507) 5559797 |F
900 W. Cam| Maldin (507)555-1139 | M
g 932 Parkway Dr. __|Landis (507) 555-1191 |F
[+ 13005 Reilly Emily 125 N. Marigold st. | Maldin (941) 5556532 |F
+[12612 Richards | Melissa 5522 W. Marin Lane | River Mist (507) 5557789 _|F
+| 06000 Kirk 832 5. William Ave. | Maldin (507) 5553730 _|M
El Rogondino 7583 Turquoise Chesterfield (941) 555-7539 | F
Roman 3
™

Photo/Resume

Record: 4 4 410f55 »

Search




BoNANISIANZNS (Specialized Applications)
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* Ta50n5uN19AIUNI TN (Graphics Programs)

* Talsunsuewdy (Web Authoring Programs)
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n517n (Graphics)
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° Tdsunsunidenly

° Tilsunsuaanneliuayys (Desktop Publishing Programs)

* Tasunsuun luaiw (Image Editing Programs)

* Tusunsu@eunin (Mlustration Programs)

° T1J5un3u59139931Un M (Image Galleries)
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Tsunsuaaniiet Wuaxs¥a (Desktop Publishing Prog

°® Y A 9 v A 9 9
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* squteay uazniin Jumsadie ludan savruieun misdesiun uazesseu
* Tsunsueanfiodivasdeinen]s

® Adobe InDesign

® Microsoft Publisher

® QuarkXPress
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MSUN 1NN (Image Editors)

° TU5unsund n1naie
* I¥gmSumsud lrsenaulasninoiendnoa

P a\ a\ . v [ é 1 A o || R =
DNTNNAITNNDLB A (plxels) HUNUYA BILAASIAISUATTHIUN (location) & (color)
= o < Y] o 3}/ 9
Llﬁgi‘ﬂuﬁ (shade) Tﬂﬂmww HAagH1IavHIAanNUUNUIAUU lI‘IJLGU"Iﬂ'ig‘iJ’J‘Iﬂ!ﬂﬁ
(<%} d'd 1 = < .
YANITINTINNLTININ ‘]Jﬂt!ﬁ»l‘lj (bltmap)

* Tdsunsuntieyld

® Adobe Photoshop
® Corel Paint shop Pro

¢ GIMP (GNU Manipulation Program)

-etter A

® Windows Live Photo Gallery
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Talsunsuveun N (lustration Programs)

T

), - 1'-1; >
| ° Tusupsunann

PY cla) 0 v A J J .
FANNTULVIULLASANLAINININAD T (vector 1mages)

PO P D B
e e
DAt d e Cutacns vic w8 Mk a

¢ Adobe Illustrator

g——— e

* l451Uns e dnguuuging EIW e S— TE

* myafrtuinlasmsiFousedunswazidulfime hdaom ;}5\ *E

* MnuAlioVBININAEUMINNADATIEAS o ;

* Tosunsuidionls m &,% .
2

® CorelDraw

Ballaiy
£
‘.
2
i

® Inkscape
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Tilsunansausiuginin (Image Galleries)

°® Y o Y] v < A 9 Aad a e
ledmsumsvamnusiusugdamalseuaiisunssayasiuglnmoannsolnd
o 70 Y o N
* gunsoih ldszgnaldnuaunainvaterie
° yanwiaule

°* 512 Uszan 1dun

° MmengaAnn (Stock photograph)

* adle3n (Clip art)

Organ zation Site

Clazsroom Clipart www.classroomeclipart.com

MS Office clip art offica. microsoft.comfclipart
iStockphoto istockphoto.com

Hickr Creative Commons woww flickr.com/creativecommons
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Tsunsuas1aivulsa (Web Authoring Programs)
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Gallery

s ~ X 3 s
° ﬂ'liﬁ%}'l\‘ihl‘l’\lal,'ﬁ]ﬂﬁ']iﬂllﬁﬂﬁlu@ﬂ'lﬂluﬂﬂllcﬂﬁ
P I
Uaon (blog)
PS 9 < 1 Y] A Y] A 4 Y a <
NITATNAUFAIUA mummu'lmnmau'lau / UBDAAINU

4 = Jd
* uwuing1inlasd (graphical site map)

3 %
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4 d' [~ v Aa
°* panllsenouNiluiiaalme (multimedia elements) ke

® UBNINFY (animation)

° uvlaw (Flash) Aboun
N lel

Saarch
Shop

WYSIWYG (what you see is what you get - "ifinagnalsn ldodrarinm)
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Tuueen (Mobile Apps)

L

*' * Tsunsudsegndun Insanyiinaoun

o msnIYsunsud U Insdnimaoud iy aunsn vy Wieuniudge

® 1N (Apps)

* Juenltaenléuinnit 500,000 uew vu'le Tulu (iPhone)

P v  Aan A ] [ &’ a Y a Iy Y
UUN, ’Jﬂiﬁ], AIDVIYTANAN, NITHEDEAUAN uazmmﬂﬂ@

* yowalas (App Stores)

® Provides access to mobile apps

o App Focus Site

o ® Apple’s App Store

2 2 2 Apple App Store i05 devices www.appstor.com

©

= ® Google Play Google Play Android devices play.google.com

()

q ® Windows Phone Marketplace BlackBermry App World BlackBerry products appworld blackberry.com
(eT0]

= Windows Phone Marketplace Windows phones windowsphona.com/marketplace
>
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Ggﬂemwmnﬁ (Software Suites)

o S & S Y )
mﬁamawmwmmﬂizqumq 9 NABINT b1

° s Ao I Y Y] 9/119/9/ v ~ o ' % 9
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A a S I A A
* gagonaLITooanIoyaToaITINUNaNGn
® Microsoft Office
® Apple iWork %
® OpenOffice gﬁ%‘nm‘f.
° J J 1 A J J a Jd '
gazorauITMsszuananuunguiavsoyasendaulsoonroou lail
® Google Docs

® Zoho

® Microsoft Web Apps

LN
—
(@)
(@l
X
Ao
s}
C
(]
(%]
(%)
L
[eT]
[
=]
>
Qo
S
(@)
O




LN
—
o
(@
4
Ao
-
C
()
(%]
(%]
(WN]
eT0]
c
=)
>
Q.
S
(@)
)

¢ ¢ i .
YasdNANIF (Software Suites) @

* yazolaudsmmyain

® Corel Draw Graphics Suite X6

¢ Moneyfree Software TOTAL Planning Suite
* yagodiniossolse Tl

® Norton Systems Works

® Norton Internet Security suite
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