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Laminated quick reference guide showing step-by-step instructions and shortcuts for how to use Microsoft
Office Word 2007. The following topics are covered:

Creating, Opening & Saving Documents; Setting up the Page; Text Editing; Spacing between Paragraphs;
Undo, Redo, and Repeat; Moving and Copying Text; Going to a Page; Going to the Next Table or Heading;
Draft, Print Layout & Reading Views; Using Thumbnails; Using the Document Map.
Formatting: Font, Size, Enhancements, Alignment; Copying Formatting; Using the Mini Toolbar;
Highlighter; Creating and Editing Headers and Footers; No Header or Footer on the First Page, Spelling,
Grammar, AutoCorrect; Quick Parts; Page Breaks; Printing Envelopes and Labels, Previewing and Printing;
Sending the Document as an E-mail Attachment; Saving as PDF; and E-mailing a PDF.
Also includes: Lists of Selection and Movement Shortcuts.
This guide is suitable as a training handout, or simply an easy to use reference guide, for any type of user.

This guide is one of several titles available for Word 2007: Word 2007 Introduction, Word 2007 Formatting,
Word 2007 Advanced, Word 2007 Mail Merge & Forms, Word 2007 Templates & Macros.
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From reader reviews:

Lorenzo Davis:

Nowadays reading books be than want or need but also work as a life style. This reading practice give you
lot of advantages. Associate programs you got of course the knowledge your information inside the book that
improve your knowledge and information. The knowledge you get based on what kind of e-book you read, if
you want drive more knowledge just go with education books but if you want experience happy read one
along with theme for entertaining for example comic or novel. The Microsoft Word 2007 Introduction Quick
Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) is kind of book which is
giving the reader unpredictable experience.

Melissa Wilcox:

People live in this new moment of lifestyle always attempt to and must have the time or they will get great
deal of stress from both way of life and work. So , if we ask do people have free time, we will say absolutely
yes. People is human not just a robot. Then we ask again, what kind of activity are there when the spare time
coming to a person of course your answer will unlimited right. Then do you ever try this one, reading books.
It can be your alternative in spending your spare time, the book you have read is usually Microsoft Word
2007 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card).

Evelyn Looney:

Is it anyone who having spare time subsequently spend it whole day by watching television programs or just
lying on the bed? Do you need something totally new? This Microsoft Word 2007 Introduction Quick
Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can be the solution, oh
how comes? It's a book you know. You are consequently out of date, spending your free time by reading in
this brand-new era is common not a geek activity. So what these guides have than the others?

Harry Anderson:

You can obtain this Microsoft Word 2007 Introduction Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) by look at the bookstore or Mall. Only viewing or reviewing it may to
be your solve issue if you get difficulties for ones knowledge. Kinds of this guide are various. Not only by
means of written or printed and also can you enjoy this book simply by e-book. In the modern era just like
now, you just looking from your mobile phone and searching what their problem. Right now, choose your
own personal ways to get more information about your book. It is most important to arrange you to
ultimately make your knowledge are still up-date. Let's try to choose proper ways for you.
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