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Gill Macmillan Ltd, Ireland, 2012. Paperback. Book Condition:
New. 242 x 174 mm. Language: N/A. Brand New Book. The
essential basic guide on how to use Microsoft Word 2007 and
Microsoft Word 2010. Presented in three distinct sections: Unit 1
deals with both Microsoft Word 2007 and 2010 Unit 2 contains
key pointers for text production Unit 3 deals with Microsoft
Word 2003. Screen shots clearly indicate which button to press
and what each screen should look like. Layout helps familiarise
students with menus and toolbars, as well as tasks such as
inserting, modifying and deleting text. Advanced features such
as formatting text, working with tabs and indents, and adding
a table to the document are also included. Practical questions
are included throughout the text. Facilitates easy progression
for the student from Microsoft Word 2003 to Microsoft Word
2007 and 2010. Unit 2 on text production includes: Accepted
rules for spacing before and after punctuation Use of correct
abbreviations for measurements, weights, money and time
Application of block, indented and hanging paragraphs to text
Use of main headings, sub-headings, side, shoulder and
paragraph headings in text Standard correction signs for
amending text ange and selection of paper sizes. Accessible,
logical...
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Complete guideline for ebook enthusiasts. It really is loaded with knowledge and wisdom Once you begin to read the
book, it is extremely difficult to leave it before concluding.
-- Delila h Ha nsen-- Delila h Ha nsen

This ebook is really gripping and interesting. It is among the most remarkable pdf we have study. It is extremely
difficult to leave it before concluding, once you begin to read the book.
-- Cleve B og a n-- Cleve B og a n
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