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Commerciales et de Gestion, 2°m¢ Année LMD Microsoft Word
Module : Informatique3 01 Séances de TP

En : Graini abid

Exercice N° 01:

1. Créer un nouveau document Word, sauvegarder-le sous votre nom dans Mes documents.
2. Insérer le tableau ci-dessous. ‘

Times New Roman /14 / Gras /
Centré / Trame de fond : Bleu claire

N° DésignaﬁZ./ Quantité P/U

Times New 01 | Carte mére 04 7000.00
Roman /14 .

02 | Processeur (PIV) 02 4 960.00
03 | Disque dur 80 Go 03 9900.00
04 | Lecteur disquette 01 990.00
05 | Graveur DVD 04 3720.00

Ajouter une nouvelle colonne a droite de la colonne P/U.

Insérer les formules pour effectuer les calcules du Montant dans la derniere colonne.

Ajouter une nouvelle ligne a la fin du tableau

Fusionner les 03 premieres cellules de la derniere ligne, saisir : Total et insérer une formule (total

AN

des montants) dans la derniere cellule.

Ajouter la ligne suivante a la position 04 : ’ 04 ‘ Ecran 17 " ‘ 02 ‘ 9 300.00 ‘

N

®

Supprimer la ligne ayant la désignation « Lecteur disquette ».
9. Mettre a jour les calcules.

Exercice N° 02 :

1. Créer un nouveau document Word, et sauvegarder-le dans Mes documents.

2. Réaliser le dessin qui suit :

Unités d’E/S

A 4

o)

Ecran
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Université Msila TP N° 02
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Commerciales et de Gestion, 2eme Année LMD
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En :graini abid

Exercice N° 01: La saisie et la mise en forme du texte

Saisir le texte ci-dessous et enregistrer le sous d:\ Groupe ??\Ordinateur.docx

Appliquer les mises en forme appropriées (elles sont les mémes pour tous les paragraphes).
Appliquer une mise en page de 03 cm dans les 04 cotés, Orientation : Portrait, Taille : A4

Ajouter un entéte qui porte vos nom et prénom ainsi que vos instituts et un pied de page qui porte
vos coordonnées électroniques.

Appliquer une numérotation des titres des paragraphes

Insérer 03 notes de bas de pages pour les termes suivants : UNIVAC, IBM, VLSI

Modifier I’arriere plan de la page en appliquant une bordure, un Filigrane et une couleur de page.
Insérer une page de garde et saisir le titre du document et vos coordonnées

Retrait de 1¢re . :
ligne =1.25 cm @al/c/sne/ Centré |

LS.

® N

L/e'g/qeneratlons d'ordinateurs Times New Roman/14 / Justifié

. . ‘él: Garamond/Gras/14 j
La Premiére Génération

En 1951, « UNIVAC-1 » a fonctionné, c’était le premier ordinateur commercialisé. Cette premiére

géneration d’ordinateurs utilisaient les tubes a vide.
Espacement = 6pt
La deuxiéme génération (avant et apres)

Elle a été introduite en 1959. Les ordinateurs sont devenus plus petits, plus rapides et avec une plus
grande capacité de calcul. Le tube a vide fut remplacé par des composants tels que les diodes et les

transistors.
Espacement avant = 6pt ’
899 B chaque sous-titre
La troisieme génération

En 1964, la troisieme génération d’ordinateurs a été lancée par IBM (IBM 360). Les améliorations ont
porté sur la miniaturisation des composants, la vitesse et la capacité mémoire, ce qui a permis
I’intégration de plusieurs composants sur la méme plaquette.

Interligne
de 1,5 ligne

Retrait gauche de 0,5 cm
Retrait droit de 1 cm

La quatriéme génération
Au début des années 70, est apparue la quatrieme génération. Elle est caractérisée par I’utilisation des
(VLSI). Elle fut également marquée par I’utilisation des microprocesseurs.

La cinquieéme génération
Elle a vu le jour en 1993. Des améliorations considérables ont été apportées : les ordinateurs sont
construits avec des composants qui utilisent la fonction Josephson. Ce type de composants se
caracterise par :
("Une perte de chaleur faible
Rapidité de fonctionnement
Une mémoire trop importante
Intégration de nouveau composants, tels que :
Mémoire cache
Ajout de milliers de transistors
\_Le traitement des informations, est deux fois plus rapide que la quatrieme genération.

S
D
2
o
D
[72]
D
p—
o
]
[<5]
i)
2
-

avec des Puces
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En :graini abid

Exercice N°03: Les tableaux et le Publipostage

1.

N oG w

Créer un document sous d:\ groupe ??\ consommation.docx, et insérer le tableau ci-dessous

Nom Prénom Adresse Consommation d’électricité
Consommation | Prix Unitaire | Prix Total
RAHMANI | TOUFIK | CITE 400 LOGTS SETIF 120 5,00
OMRANI SAMIA | CITE 180 LOGTS SETIF 830 7,00
MOKRANE | BACHIR | CITE 384 LOGTS SETIF 360 7,00
ALOUANI | OMAR CITE 500 LOGTS SETIF 0 5,00
MANSOUR | SALIM CITE 600 LOGTS SETIF 470 7,00

Insérer la colonne suivante a la position1: N°;1;2;3;4;5

Insérer la ligne suivante a la position 3 : KASSEM ; SAID ; CITE HACHEMI SETIF ; 940 ; 7,00
Insérer des formules dans la derniere colonne pour calculer le prix Total

Supprimer la cellule Consommation d’électricité afin d’obtenir une seule ligne d’entéte

Copier le tableau dans un nouveau fichier Excel et enregistrer-le sous d:\ groupe ??\ Consom.xIsx
Créer un nouveau document d:\ Groupe ??\ Convocations.docx, et saisir le texte suivant

- Focture: Taille de page : A5 cociots do
Nom - Orientation : Paysage Distribution de
bremom - Marges : 2,5 x 4 J I’Electricite

Mous wvous prions de bien wvouloir régler le Mmontant & i miaimmiaacans de cette facture
awvant le @ e I

Directeur

10.

[Onglet Publipostage] fusionner le fichier Consom.xIsx et insérer les champs de fusion

Ajouter 2 regles : 1- (Si Prix Total > 5000 Alors date limite = 30/04/2014 Sinon limite = 25/04/2014)
2- Sauter I’enregistrement Si le Prix Total = 0,00

Apercu les résultats
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Exercice _N° 01: L’entreprise EMINS souhaite a établir ses factures sur Excel. On vous demande de
reproduire le modele de facture ci-dessous sur Excel et d'automatiser les calculs.

A B C D E
1 Entreprise EMIMNS
2 Rue 08 Mai 1945

3 | Setif 19000 Facture N° [ |

4
Code .. . e Prix Montant

5 | article Désignation Quantité unitaire total

6 0,00
i 0,00
a8 0,00
9 0,00
10 0,00
11 0.00
12 TOTAL 0,00
13 Femise 10% 0.00
14 TOTAL Hors Taxes 0.00
15 ™A a17% 0,00
16 TOTAL TTC 0,00
17

18

M 4+ M| modéle - facture 1 facture 2 facture 3 ¥

1) Construisez le modéle de la facture, avec toutes les mises en forme et les formules de calcul demandées,
sur la feuillel et renommé cette feuille: "Modéle"

2) Dupliquez cette feuille a chaque fois que vous aurez une facture a faire, en conservant l'originale vierge.

3) Testez votre facture avec les bons de commande suivants (les TTC sont donnés pour Vérification) :

Code article _ Désignation Quantité| Prix unitaire Code article| Désignation [Quantité| Prix unitaire
125 Ecran 5 12000.00 091 Modem 10 2782.00
032 Clavier 8 812.00 144 Scanner 25 8420.00
105 Souris 30 450.00 155 Flash disque 17 950.00
TTC atrouver = 84 235,79 TTC a trouver = 267 956,91
Code article Désignation Quantité| Prix unitaire
078 Imprimante 12 5325.00

TTC atrouver = 67 286,70
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Université Msila
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Commerciales et de Gestion, 2eme Année LMD
Module : Informatique 3
En :graini abid

Exercice N° 02: La feuille de calcul ci-dessous, représente les notes des étudiants de deux modules :

1)
2)
3)

4)
5)

Créer un fichier Excel dans le dossier (D:/Groupe ??) portant votre Nom.

Ouvrir ce fichier et recopier la feuille de calcul représentée ci-dessous

Calculer la moyenne de chaque module et la moyenne générale pour chaque étudiant sachant que :
La moyenne du module égale 60% de la note d’examen + 40% de la note de TP

Calculer le crédit global de chaque étudiant

Afficher la décision de chaque étudiant, sachant que :

e L’étudiant est « Exclus », si son nombre d’absences est supérieur ou égale a 03.

e L’étudiant est « Admis », si sa moyenne ou son crédit global est supérieure ou égale a 10
e L’étudiant est « Admis avec dette », si sa moyenne est supérieure ou égale a 09,50.

e L’étudiant est « Ajourné », si sa moyenne est inférieure strictement a 09,50.

TP N° 05
Microsoft Excel

05 Séances de TP

Woea | =] [ (L0 R

HH = EEERE =S
W0t~ o WM e O

J
=]

A B C D E F G H 1 1 K L M
Module Informatique Mathématigque
Coefficient / Crédit 5 10 4 7
Nom et Prénom [Examen| TP Moy Examen TP Moy |Absences| Moyenne | Crédit Décision Mention
Slimani Karim 8 12 9 12 0
Ben yahya Samira 12 8 13 16 1
Guessmia Karim 9 10 8 10 2
Bessou Amira 20 15 16 14 2
Ibrahimi Salim 10 14 19 16 1
Hadjeb Rachid 4 8 16 10 5
Khaloufi Ahlem 14 11 5 9 0
Bouzidi Farid 10 E] 10 10 2

Le nombre d'étudiants | | |Nc-mbre d'étudiants qui ont des moyennes >= 10

La moyenne de la classe | | |Nombre d'étudiants Exclus

La meilleur Moyenne | | |Somme des moyennes qui sont supérieurs a 10

La mauvaise moyenne | | |Moyenne d'étudiants qui ont des moyennes >=10

(*2)
~

7)

Afficher la mention de chaque étudiant ; sachant que :

La mention est « Tres Bien », si sa moyenne est supérieure ou égale a 16.

La mention est « Bien », si sa moyenne est supérieure ou égale a 14 et inférieure strictement a 16.
La mention est «Assez Bien», si sa moyenne est supérieure ou égale a 12 et inférieure strictement
al4.

La mention est « Passable », si sa moyenne est supérieure ou égale a 10 et inférieure strictement a
12.

Si sa moyenne est inferieur strictement a 10, la cellule de la mention reste vide.

Ecrire les autres formules qui permettent de faire les statistiques.
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Module : Informatique 3

06 Séances de TP

En :graini abid

Exercice N° 03: La feuille ci-dessous représente la température et la quantité de pluie tombée dans une
région pendant 4 semaines.

A B G D E F G H | 1 K L
1 Jour Température (c’ ) Quantité de pluie ( ml)
2 Sem1l Sem2 Sem 3 Sem4 Sem1l Sem2 Sem 3 Sem4 Max
3 |Samedi 2 9 0 10 15 44 39 15 Température Pluie
4 Dimanche 10 -1 11 g 2 50 25 18
5 |Lundi 9 -1 12 5 22 58 18 24
6 Mardi 9 -3 16 1 20 70 10 35 Moyenne
7 Mercredi 6 0 17 0 28 67 8 40 Température Pluie
8 Jeudi 3 2 16 0 30 62 5 45
9 Vendredi -1 7 13 3 35 55 g 48
10
11 Nombre de jour dont la température <0 | | |La quantité total de pluie du jour Vendredi | |
12
13 La Moyenne des températures >0 | | |La somme des quantités de pluie qui dépassent 30 ml | |

1) Créer un nouveau classeur Excel dans le dossier d:\ Groupe ??
2) Recopier la feuille ci-dessus dans la feuille 1 de ce classeur

3) Ecrire toutes les formules dans les cellules correspondantes

1/2
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Microsoft powerpoint

01...03- Séances de TP

1.Créer et mettre en forme les diapositives

Exercice 01 :
Exercice 02 :
Exercice 03 :
Exercice 04 :

Exercice 05

Saisir et mettre en forme le texte
Sélectionner et manipuler du texte
Mettre en forme des paragraphes
Insérer et modifier une forme

. Travailler la couleur et les effets
Exercice 06 :
Exercice 07 :
Exercice 08 :
Exercice 09 :
Exercice 10 :
Exercice 11 :
Exercice 10 :

Insérer et modifier un dessin

Le masque des diapositives

Insérer et modifier une image
Utiliser les en-tétes et pieds de page
Insérer un tableau

Insérer un graphique

Manipuler et insérer des diapositives

Diaporama et impression

Exercice 01 :

Exercice 02

Mettre en page pour imprimer

- Transitions

Exercice 03 : Animations

Exercice 03

. Organiser le diaporama
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] Med Boudiaf University — Msila.
Department of management. '
1% vear students.
Text:

' Ant gconomy (5 abaut how goods and wealth ave used tn everyday fife. jﬁﬁd Jor exampie, is
- kind of goods Bvervons eats, but the averags person docs:t think nwch about all the things
that wew.s happen befere food qppears on fils plate. QL

Another exampls isths paper that we nse forwiting ¥ startsaswood on alres
vary jor from hers. Man and machines trangorm the wood into paper which hasto be
] packed and carvied by tucksthen put into Sovas At every Step inthe process, peopie
have to be paid fortheir work, money has to be used jor buying and repairing the
mackines, and so on OF course, evervone concerned has to male istoo . Bvenavery
simple thing li%e o piece of paper hasa long sory behind it. Boonomids try to undersand
how all the parts of the long Povy are related They alss lecom howto gusss what will happen
' in the furwrve | as far as goods ond prices are concamed.

Questions.
Section one:
a- Answer the following questions gccoyding fo the fexi
¥/ What dees economics deal with?
2/ Does the average person know much abont economics?
3 What happens to paper before it is stored?
4/ Is the economist's work easy? Why?

b-Anfonyms ard synenyms.
1/ Find in the text words that are opposite in meaning fo the following:
f fo lose money:. .......cooee 55N — -disappear:.............

2 Find in the tex? words that are closest in meaning to the following:
B0 PO s v —conpected™. ... ........... tothipk= . ... ...
Section two:
17 Reorder the following words to make @ meaningfud sentence.
Americans ) economically / not / egnal fare/ all
Y Combine these puiss with the ronnectoss between brackes.
a- There would be many opportunities to get a job. There has been high investment in wdustry
and agricolture. (Decause}
B- He wae i1t He was taken to hospital. {az)
¢- Algeria has not encugh faod. Wa import it (as 3 vesuit),
3/ This & 4 convessation between A and B . Write whai A might say.
A: In spite of my oualifications, [ haven't fonnd any job.
F, <N SO S PR, S
A: 1 am an slectronic engineer.
| U oo e
A: Yes, they prefer experienced people.
| 1 L SN | PP e 2
A: Mo, 1 have fust finizhed my studies.
! T ——— T

A: That's a good idea Let's create our own business.
#*#=§1**5}:***#*#*#**#*t*ﬁ:*#****ﬁl&*

' &/ Trarsiate the underfined waords it ihe text
Erpvesh: "Don's pus all yoms 2585 i one baskes”

S Ll

S e

http://virtuelcampus.univ-msila.dz/facsegc/
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University Mohammed Boudiaf -M’sila
The second year of bachelor degree
Department of commerce L.M.D.

The diffinition of some business terms
Elasticity of supply and demand

Elasticity of supply : responsiveness of output to change in price ; computed as
the percentage change in the quantity supplied divided by the percentage change
in the price. Supply is said to be elastic( inelastic) if the elasticity exceeds ( is
less than 1) . the more elastic supply is, the more will change in price increase
production.

Elasticity of demand : responsiveness of buyers to changes in price, defined as
the percentage change in quantity demanded divided by the percentage change
in price. Demand for luxury items may slow dramatically if prices are raised,
because these purchases are not essential and can be postponed.

Employment agency: public or private organization providing employment
services for those seeking employment as well as for potential employers
seeking employees. Public agencies provide a wide range of services, most of
which are supported by employer contributions to state unemployment funds.
Private agencies play a major role in recruiting professional and managerial
candidates.

Enterprise business firm: the term often is applied to a newly formed venture.

Entrepreneur: individual who initiates business activity. The term is often
associated with one who takes business risks.

Estimate :

1- To aproximate
2- In statistics, single value ( point) or interval ( range) of an unknown
population parameter based on a sample of the population .

European central bank (ECB): bank founded to oversee monetary policy for
the 11 countries that converted their local currencies into EUOR on January
1,1999. The bank’s primary mission is to maintain price stability and issue euro
currency.
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Industrial products include heavy machinery, raw materials, typewriters, tools,
and cash registers.

Leadership : upper level of management that provides vision and direction
for the company.

Liquidity : ability for individual or company to convert assets into cash or
cash equivalents without significant loss.

Macroeconomics: study of the aggregate forces of a nation’s economy as a
whole. Using such data as price levels, unemployment, inflation, and
industrial production.

Management :

1. Combined fields of policy and administration and the people who provide
the decisions and supervision necessary to implement the owners’ business
objectives and achieve stability and growth . the formulation of policy
requires analysis of all factors having an effect on short —and the long term
profit.

2. Key people in an organization . those who make the most important
decisions are called top management.

Management science : study of management, school of management
emphasizing the use of mathematics statistics as an aid in resolving production
and operations problems. A major objective is to provide management with a
quantitative basis for decisions.

Manager : person charged with the responsibility of administrating and
directing an organization’ s activities.

Market : public place where products or services are bought and sold , directly
or through intermediaries ; also called marketplace.
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What makes a great manager?

The first problem when you start to manage is that you don’t actually think about
management issues because you don’t recognize them. Management is about pausing to ask
yourself the right questions so that your common sense can provide the answers

When you gain managerial responsibility, your first option is to do what is expected of you.
You are new at the job, so people will understand. You learn slowly by your mistakes and probably
you try to devote as much time as possible to the rest of your work. When you became a manager,
you gain control over your own work, not all of it. You can change things, you can do things
differently. You actually have the authority to make a huge impact upon the way in which your
staffs work. You can shape your own work environment.

In a large company, your opinions may be limited by the existing corporate culture — and
here you have to face directly into the main thrust of corporate policy, and make changes sideways.
You don’t want to fight the system, but rather to work better within it. In small companies, your
options are wider ( since custom is often less rigid ) and the impact that your team has upon the
company’s success is proportionately much greater. Thus once you start working well, this will be

quickly recognized and nothing gains faster approval than success.

PART1 : Reading Comprehension :

a- Read the text carefully then answer the questions below.

1

What is the first problem the manager faces?

2- What do you have to do the first when you became a manager?
3
4

What jobs you can do?

Where do a manager have wider options ?

b- Antonyms and synonyms.
1- Find in the text words that are opposit in meaning to the following.

- Fast#..........l. diapproval # ..................... t0 100Se # ovvvvviiiiiinn
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2- Find in the text words that are closest in meaning to the following.

- Tofix=................. choice=...........oeiiiinn. . company =

PART 2 : Mastery of language :

1) Change the following from active to passive.

The policeman arrested the thief.

We often teach foreign languages through questions and answers.

The earthquake destroyed the whole city.

You can not buy friendship with money ; you only buy it by friendship.

The large number of cars delayed me.

The storm damaged the trees.

Choose the right answer :

1-

In the future most of our work...................... ... by machines.
a- Will be doing b- has been done c¢- will do d- will be done.
Renewable and natural gas are all ........................ fuels.

a- Renewable b- fossil c-nuclear d- energy.

The new company is looking for ............................. workers.

a- Illiterate b-lazy c- careless d- skilled.

Self- employed people enjoy .................. the freedom to work when they like.

a- Tohave b-tobehaving c-having d- have.
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free enterprise economy
free enterprise economy, also called The capitalist economic system is a politico-

economic mode of production in which all decision on the management of the community

are made by individuals this type of economy is based on the following criteria.

Private property, 1,e, private ownership and control of the means of production.
- Private profit, i,e, creation of economic activities by individuals in order to make more
profit.
- Creation of market structure which regulates these economic activities.
- Laissez-faire principles which lead to competition between the different supplies of
goods and services.

In this mode of production, the state does not intervene in other economic sphere. Its
role is supportive rather than interventionist. In other words, the state seeks to provide the
conditions which are necessary for the economic framework to prosper.

In the later forms of capitalism, the role of the state has become more influential and
significant, in the sense that it attempts to control the economy. The aim of such

interventions is to create stability and to protect local capital.

Questions :
s Part one :
1/ Answer the following questions :

1- What is the capitalist economic system?

............................................................................................................

............................................................................................................

............................................................................................................

...........................................................................................................

...........................................................................................................
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2/ say whether the following statements are true or false. Put (T) for true statements
and (F) for false statements.

1
2

The capitalist economic system is based on liberal principle.

The owners of capital always seek to provide the necessary condition for them to

make more profit.

w
1

In the capitalist economic system, the workers control the means of production.

SN
1

In the capitalist economic system, the workers control the political and economic

framework.

5
< Part two :

The role of the state in " pure" capitalism into intervene in the economic sphere.

Find in the text words that are closest in meaning of the following words.
> Ownership = ... :
> Company = i :
> Criteria S :

Find in the text words that are opposite in meaning of the following words.

> General e )
> Group e )
> early e )

Give the meaning of the following words in Arabic.
> Production —» ... :
» Ownership —» ..o :
> Property T :

> Means e, )
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MARKETING

Marketing is a set of techniques having the aim of evaluating the need and the
intentions of the consumer and according to these data to work out strategies in order to
affect decisions of purchase.

The first technique of marketing intervening only after the production and simply
takes charges of the interests of the manufacturer up to the final point of sale.

Today, marketing took an importance much larger in the strategy of the entreprise. In
the large companies, marketing precedes the manufacture ouf product.

It includes market research and the development of the product the design and tests.

The management of marketing comprises planning, the organization, the direction and
the control of the decision-making concerning the ranges of products, the price
determination, promotion and the services. In the majority of these fields, marketing has total
control, like the development of the range of product; its role is primarily. In other cases, the
service marketing of a company has the load of the physical distribution of the products,
determining the distribution systems which will be used and supervising the profitable flow

of goods of the factory to the places of storage.

1)- answer the followin questions according to the text.

a- what’s the main goal of marketing?

.....................................................................................................

.....................................................................................................

.....................................................................................................

.....................................................................................................
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2) find in the text words that are close in meaning to the following.

Taxies = .....ovvvvvviiiinnnnnn.. complete = ...,
Buying=..................l Comprise = ......ccvvvvivnneennnnnnn.
3) find in the text words that are opposite in meaning to the following.
After# .o 11101 (=N
Finally# ...l \Y 5T 010) 5 1

4) match the words with their corresponding meaning.

words meaning

a- market research 1- Skills in managing any affair

b- strategies 2- Ability to judge and act accordingly

c- decision- making 3- Study of the reasons why peole buy, or don’t buy certain goods.

5) complete the table.

present past Past.p In arabic
take
Got, goten
Sent
Gone
Found A
Begin Begun

6) Translate into english the following word.

..................................... ) s¥) sy

..............................................

PN DA il
................................................... = E~E—’..}
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