
~~~,",~,~~' '"~~~~~~~~,~~"""~""""" 
,==="""====~==.,w~",,,~==~=,==,,'c'="'-0="-"""""~=.,=,~~_=~==-~' ~,."~"=",.~===-~' 

\)"'.;<.>l)'4- AJBfJ <91-iì&t"il4 
Prova conoscelllza Word 

/f8j0-Z(hJJJ 

J, I. -A //1 f'" Cv.. - Creare un nuovo documento ' U)V/VV 
- Inserire nel Piè di Pagina del documento il seguente testo: 

- Aprire Word 

Alessandro Manzoni - I promessi sposi - Parole dal CAPITOLO IV 

- Inserire nel corpo del doçumento il seguente testo: 
Così s'avventarono l'uno all'altro; i servitori delle due parti si slanciarono 

alla difesa de' loro padroni. 

- Selezionare la parola "servitori" ed impostare per la stessa la 
formattazione "Sottolineato" 

- Selezionare la parola "parti" ed impostare per la stessa la formattazione 
"Dimensione carattere 14" 

- Selezionare la parola <'slanciarono" ed impostare per la stessa la 
formattazione "Grassetto" 

- Sostituire la parola "difesa"con il testo "XXXXX" 

- Salvare il documento Word nel Desktop con il Proprio Cognome Unito al 
proprio N ome 
(Es Cognome = Rossi N ome=Mario ~ N ome documento= RossiMario) 

Prova conoscema Excel 
- Aprire Excel 
- Realizzare una tabella come la seguente, inserendo al posto del testo 
"FORMULA" la fo=Ula Excel per ottenere il risUltato corretto 
(Divisione) : 

Monitor 

Totale ordine (Euro) 

Quantità 

1471 
1 

7 

Prezzo unitario (euro) 
"--- ' 

FORMQJ..Aj 

- Salvare il documento Excel nel Desktop con il Proprio Cognome,trnit9 al· 
proprio Nome ' " 

gnome = Rossi Nome=Mario ~ Nome documento= Ro~siMill'iO 

f,&;,Vk N\,/J evt\~h:I'f} 

Prova conoscenza Word 

- Aprire Word 

- Creare un nuovo documento 

~f/OI}!o"& 
)(fJ..o/h//0 fa< Jl 

- Inserire nel Piè di Pagina del documento il seguente testo: 
Alessandro Manzoni - I promessi sposi - Parole dal CAPITOLO IV 

- Inserire nel corpo del documento il seguente testo: 
Appena Lodovico ebbe potuto raccogliere i suoi pensieri, chiamato un 

frate confessore, 

- Selezionare la parola "Lodovico" ed impostare per la stessa la 
formattazione "Corsivo" 

- Selezionare la parola "raccogliere" ed impostare per la stessa la 
fo=attazione "Dimensione carattere 18" 

- Selezionare la parola "pensieri" ed impostare per la stessa la 
formattazione "Sottolineato" 

- Sostituire la parola "confessore" con il testo "XXXXX" 

- Salvare il documento Word nel Desktop con il Proprio Cognome Unito al 
proprio N ome 
(Es Cognome = Rossi Nome=Mario ~ Nome documento= RossiMario) 

Prova conoscenza Excel 
- Aprire Excel 
- Realizzare una tabella come la seguente, inserendo al posto del testo 
"FORMQJ..A" la formUla Excel per ottenere il risUltato corretto 
(Divisione): 

Stampanti 

Totale fattura (Euro ) 

,Quantità 

147 

7 

Prezzo unitario (euro) FORMULA 
-

~ Salvare il documento Excel nel Desktop con il Proprio Cognome Unito al 
proprio Nome 

= Rossi Nome=Mario ~ Nome documento= RossiMario) 



The first book 

IB Marcia Onsiow 
My first book was quite successful, although to 
be completely frank, looking back, 1 think 1 was 
very lucky. I attended a creative writing course I 
at university, intending to concentrate on short I 
stories for magazines, which is quite a lucrative I 
market. As a project in my final year, 1 was asked I 
to write a long work of fiction, and I decided 
to write a love story set in America during the 
California gold rush, Anyway, l'd been advised i 
t6 establish a strict schedule, so I would write I 

' ten pages every morning and correct them every 
evening. Then I left university, started writing 

" stories for publication, and 1 more or less forgot 
about the book for about ten years, until my 
pl:lblisher suggested I might try writing a nove!. 
So I just handed it to her, ali finished, and she I 

published it right away! 



Working from home 

IDi lii'l8J Tyfordl 

I work from home and have a home office, which 
is the ideai piace to get my head down and run 
my business. When I first started working from 
home, I undertook some research into what makes 
the best environment for home-workers and that 
included buying some ergonomic furniture which 
I had specially designed to suit my needs. Ves, 
the financial outlay was significant, but i1's really 
increased my performance and output. I know 
that having a sedentary job can cause physical 
problems, so making sure I have the right chair to 
support my back and so on makes an enorrnous 
difference. My office is also well lit and ali 
necessary equipment is within easy reach of my 
desk. It was definitely worth the effort I put in to 
make the room suitable for my requirements. 
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ILe dichiarazioni sostitutive di certificazione 
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L'assegno di riCollocazione per i percettori di reddito di cittadinanza 
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Gli elementi essenziali del Decreto Dirigenziale 

~~~~ 
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Gli strumento utilizzati nel servizio di orientamento specialistico. 
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Prova con~scenza Word 0fr::/;20.J<.i;J 
- Aprire Word { I? __ J f J 
- Creare un nuovo documento ~7~ /'""" . 
- Inserire nel Piè di Pagina del documento il seguente testo: 

Alessandro Manzoni - I promessi sposi - Parole dal CAPITOLO III 

- Inserire nel corpo del documento il seguente testo: 
Giunto al borgo, domandò dell'abitazione del dottore; gli fu indicata, e 

v'andò. 

~"Selezionare la parola "Giunto" ed impostare per la stessa la fo=attazione (:x' 
"Sottolineato" . ~ 

- Selezionare la parola "domandò" ed impostare per la stessa la 
formattazione "Dimensione carattere 14" 

- Selezionare la parola "dottore;" ed impostare per la stessa la 
fo=attazione "Grassetto" 

- Sostituire la parola "v'andò" con il testo "XXXXX" 

- Salvare il documento Word nel Desktop con il Proprio Cognome Unito al 
proprio Nome 
(Es Cognome = Rossi Nome=Mario ~ Nome documento= RossiMario) 

Prova conoscenza Excel 
- Aprire Excel 
- Realizzare una tabella come la seguente, inserendo al posto del testo 
"FORMULA" la formula Excel per ottenere il risultato corretto 
(Divisione) : 

Monitor 

Totale ordine (Euro) 

Quantità 

105 

7 

Prezzo unitario (euro) I FORMULA 

- Salvare il documento Excel nel Desktop con il Proprio Cognome Unito al 
proprio Nome 

~ 
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VJ 

~ 
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~ 
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Prova conoscenza Word 
06./' 02/)20.;J~ 

- Aprire Word 
t-jJ Il l 
~r~~~ 

- Creare un nuovo documento / I 
- Inserire nel Piè di Pagina del documento il seguente testo:' I 

Alessandro Manzoni - I promessi sposi - Parole dal CAPITOLO III 

- Inserire nel corpo del documento il seguente testo: 
Mentre il dottore leggeva, Renzo gli andava dietro lentamente con 

l'occhio, 

- Selezionare la parola "dottore" ed impostare per la stessa la formattazione 
"Corsivo" 

- Selezionare la parola "Renzo" ed impostare per la stessa la fo=attazione 
"Dimensione carattere 14" 

- Selezionare la parola "andava" ed inlpostare per la stessa la formattazione 
"Sottolineato" . 

- Sostituire la parola "lentamente" con il testo "xxxxx" ì! 
- Salvare il documento Word nel Desktop con il Proprio Cognome Unito al 2( 
proprio Nome 1;:-
(Es Cognome = Rossi Nome=Mario ~ Nome documento= RossiMario) \f) 
Prova conoscenza ExceR 
- Aprire Excel 
- Realizzare una tabella comela seguente, inserendo al posto del testo 
"FORMULA" la fo=ula Excel per ottenere il risultato corretto 
(Divisione) : 

Cartucce getto inchiostro 

Totale fattura (Euro) 

Prezzo unitario (euro) 

629 

37 
Quantità FORMULA 

.. -

Salvare il documento Excel nel Desktop con il Proprio Cognome Unito al 
proprio Nome 
(Es COQnomp = Rns.c::i Nnmp=M.::lrin ....... Nnmp. nnr.llmj::r.ntn;::;: 'Rnc:c::-il\/U"::n .. .; ...... ì 

2: 
~ 

~ 
~ 
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I priginating in a German ·diving club. in the 1960s and officially recognised 
as a sport ilÌ 1978, underwater rugby is a growing sport with a world 
championship taking piace every four years. Il doesn't look much like 
normal rugby. The· 'pitch' is a swimming pool, and the 'goals' are heavy 
métal baskets on the botlom òf the pool. It is played with a hand-sized ball 
filled with salt water so that it is heavier than the fresh water in the pool and 
sinks to the bottom. The action happens three metres below the surface, 
and although players are allowed to go to the surface, they mustn't take the 
ball with them. Il is so physically demanding that participanls must be in 
top form or lhey won't b.e able to play. lì is so fast and physically eXhausting. 
that players have to be changed on a regular basis. 
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Opportunities to 
broaden your horizons! 
Kf Yl:l1!'rel~?king fQr à job .that enables you to tirave(, there i:1.lçe ll)ts [if .. 
_~PP~rtu,~~~sfor tlwse 1Il!lth àn adventurousspilr:it. . . 

(~.Martin. 
l'm one ofthose people who's just crazy about 
sports, so the chance to volunteer as a sports 
coach in Ghana was too good an opportunityto 

50 miss. The camp begins on 1sth June and ends in 
August. I don't have much experience coaching, 
but l'U get some training béfore Istart from Iocal . . 

coaches in thè" area T'H be working in. It's à lot of 
responsibility for me. I wiU be training boys and 

55 giris between 13 and 16 years oid. l'm sure we wiU 
have a lot of fun together, but at the same time 
I hope l'H be a go od rale model and that they'll 
lookto me for help and guidance. l'm sharing 
an apartment in the centre of Accra with other 

60 volunteers. When I have days off, l'm going to take 
some trips to exp lore other parts of the country, 
such as Lake Volta, or go on safari in the Kakum 
N ational Park. 

I 

I 
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Che cos'è la Conferenza di servizi decisoria e da chi è indetta 
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43 SERVIZIO EURES Finalità del servizio 

.}lO!J b mRAlC'A 
~ 

Si Cosa si intende per conflitto di interesse 

li Composizione della Giunta Regionale 

~"CC~ 

DC) m AIf\JD,/'\ U\JO/"J <2;{~RfoÌl"A. 

°ro~/~~ 
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A
35 

Che cosè l'Avviamento a selezione nella Pubblica Amministrazione 

cosa serve ~/ !---11 

7 Ho terminato di lavorare: ho diritto alle Indennità di Disoccupazione 

NASPI? ;2 .. r ! ' 
~~r ,,~.~l,-, 

- - ~ -- - --~- -- --~ "--"-_._--.-

1 Misure necessarie alla prevenzione degli illeciti come dipendente 

della PA ~ f ~ 
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Sometimes 
it seems that 
whenpeople 
talk about art, 

; what they really 
want to talk 
about is maney. 
Gustav KIimt, 
anAustrian 
artist who 
painted in the 
1900s, is known 
for his incredible paintings. One of his most 
famous wcirks, Adele Block-Bauer I, which shows 
a mysterious lady dressed in gold, once sold for 
an unbelievable $135m. KIimt's masterpiece was 
bought by biIIionaire Ronald S. Lauder and is 
now exhibited in his own museum in New York. 
But is it really worth so much? Certainly it is a 
magnificent work, but if it hadn't sold at such a 
high'price, it wouldn't have hit the headlines and 
it probably wouldn't be so famous now. 

However, money isn't the only way to attract 
aUention, as graffiti artists prove. Take the 
infamous street artist known only as Banksy, 
for instance. One unusual work of his resèmbled 
a traditional cave painting on a public wall 
in Leake Street in London. It featurE'd early 
human stick figures hunting animals, but 
it also included a man in an orange vest 
washing the 'art' off the wall. It is normal to 
see a person cleaning graffiti off walls, but we 
feelless comfortable when someone is doing 
this to artwork that we are used to thi'nking 
of as 'real' or important. Banksy's works are 
usually humorous but have a political, anti­
capitalist message. They challenge authority 
-and social norms and make us question the 
tme value of art. Despite his popularity, Banksy I 
has kept his real identity a secret. Because if 
the police knew who he was, they would have 
arrested him for vandalism ages ago. 



Trafalgar Square is best known far more traditional 
public art, such as statues of important historical 
figures, but in the north-east corner, there is a 
block of stone - or plinth - that far 150 years never 
had a sculpture. However, these days the plinth 
is used to display exciting contemporary art. The 
works change every year or two, but they're always 

I distinctly different from the traditional art in the 
square. Perhaps the strangest piece, One & Other 
by Antony Gormley, was not a sculpture at ali but 
a 'living monument'o Over 100 days, 2,400 people 
spent one hour each on top of the plinth. The idea 
was to give everyday people the chance to look at 
the world from the point of view of art. I would 
have really enjoyed that if I had had the chance. 

é~rtaiuly art is a matter of personal taste. However, 
given the diverse forms of art, it seems c]ear that 
you cannot judge al! art by the same stimdards. 
For me, this might be the first step towards 
understanding what art is. 

03/o1o&Y-", 
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When it comes to deciding what's in and what's out 
of fashion, there are a few surprises. The popularity 
of Aboriginal art has seen a huge increase over the 

lO years. The paintings have a fantastic abstract style, 
full of symbols that tell stories about the rich and 
complex culture and histary of the Abariginal people. 
But why has it taken so long for the world to take 
notice? Far a long time, ~rtists only painted on natural 

lS materials such as rock and wood. As a result, the 
images tended to fade away quickly. 1t's quite likely 
that if artists hadn't started painting on canvas in the 
L970s, their art would have remained unnoticed. Now 
people can't get enough of it, with some works being 

20 sold far $2 million. 
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C!;lùL~yovs\Jrvive a whole 
Sawrday INltho\Jt b\Jying 
anythin0? Well, on the 
last Frlday ln November 
people aroUnd the world 
celebrate Internatlonal B\Jy 
Nothlng Day (BND). They b\Jy 
absolutely nothlng for 
24 hours! 

A Canadlan artlst called 
Ted Dave created the day 
in 1992. And the idea has 

spr·eac:J,ar"pu .. 1 ndl.i.~·le. world 
slncEl thea,'snd9!òlts bigger 
evefoYYe,,;':"NOIN'!dilYS, 
People hold BND protests in 
oVer!>O cO\Jntrles lncLudlng 
.tllE) Ui<, A\Jstrla, Germany. 
New Ze.aland and Japan. 

Vou can celebrate Buy 
Nothlng Day in different 
Wi'lys. Vou C!ln organlse 

. f\JO'ilctivitles s\Jch as silly 
protests in shopplng malls 
with balloons, dandng, 
sln9lng and muslc. Some 
protesters dress up in 

. zomble cost\Jmes, or set 
up a market stall where 
tt18Y swap the things they 
.don't want. 

Not everyone UI(es B\JY 
Nothlng Day. Some TV 
channels refuse to advertise 
lt and some people say that 
the protesters j\Jst b,uy more 
thlngs the next day. other 
people say that factorles 
and shops glve people jobs, 
or that BND ls just a protest 
for people wlth too m\Jch 
money, because poor people 
only buy a few thin9s. What 
do you thlnk? Does BUy 
Nothln9 Day encourage us to 
produce less waste and thlnl( 
aboutwhatwe buy? 
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