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Working with Microsoft Word - Introduction

Over the coming months we will be publishing a series of tutorials as a guide to working with Microsoft
Word. They will begin from the very basics which are intended to help those who are either new to
this word-processing program, or have only a limited understanding of its uses. As the tutorials
progress, more advanced techniques and formatting will be introduced.

This Working with Microsoft Word Tutorial has been created in Microsoft Word 2007 which later
versions will be able to read. However, some procedures and menus have been updated since then.
| have trialled the Tutorial in Word 365 and have included some important changes which can be
found in the Addendum at the end of each Tutorial. It is suggested that 365 Users read this first
before starting each new Tutorial.

Formatting is a word that will crop up frequently, but don’t be intimidated by it. You employ it yourself
when you set an alarm on a clock, or the ring tones on your mobile phone. It could be said that taking
a young dog to puppy school is very similar. All it means is that you are adapting what you started
with to behave in a way that is better suited to you.

Aside from the first, because the tutorials are quite long, they have been divided into parts, so that
someone who is unfamiliar with Microsoft Word can move forward in easy stages. Those, however,
with greater knowledge may be tempted to shortcut the step-by-step instructions, using time-saving
methods already known. This is inadvisable, as even missing small concepts dealt with earlier could
result in misunderstandings later down the track.

The idea of Working with Microsoft Word is to build slowly to the point where projects from simple
tasks like composing a letter, to creating an impressive glossy brochure or presentation will not only
be made easy, but can become an enjoyable challenge.
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Dear Mr Makepeace

| recenved 3 consignmant ot bulkding Matensls tom your Uompsny yesierdsy and, on
hecking, disco ftems to be unsatisfz . These are listed below:

3% Zmetre Green Colorbond fence pansls Damaged
1x Z metre fence post the Wrong Colour

Fiuing-screws packet spit and some Missing

bark to make shiclds.
Any gum exuding from
wounds was collestzd

later - it is sweet and
could, accordng to
reporis, be eaten raw.

| need the new fence to be completed by Janusry 14 2018 3t the lstest Please contact me
ASAP to arrange a suitable time for defivery of the comect items as per my original erder,
and to collect those not required.

Yours sincersly

...start Tutorial 1 and see what it has to offer.
It isn’t just about learning to type a few words
in a blank document.
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