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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use Microsoft
Office Word 2010. This guide is suitable as a training handout, or simply an easy to use reference guide, for
any type of user. The following topics are covered:

Creating, Opening & Saving Documents; Working with Previous File Versions; Setting up the Page;
Inserting/Deleting Text; Spacing between Paragraphs; Undo, Redo, and Repeat; Moving and Copying Text.
Formatting: Changing Font, Size, Enhancements, Paragraph Alignment; Copying Formatting; Using the
Mini Toolbar; Highlighter.
Draft, Print Layout, Reading Views; Going to a Page; Searching Using the Navigation Pane; Creating and
Editing Headers and Footers; No Header or Footer on the First Page, Inserting a Page Break.
Checking Spelling, Grammar; AutoCorrect; Creating and Inserting Quick Part Building Blocks; Sending the
Document as an E-mail Attachment; Saving as PDF; E-mailing a PDF; Printing Envelopes and Labels;
Previewing and Printing.
Also includes: Lists of Selection and Movement Shortcuts.

This guide is one of several titles available for Word 2010: Word 2010 Introduction, Word 2010 Formatting,
Word 2010 Advanced, Word 2010 Mail, Merge & Forms, Word 2010 Templates & Macros, Word 2010
Collaboration Features.
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From reader reviews:

Kimberly Thibault:

Why don't make it to become your habit? Right now, try to ready your time to do the important take action,
like looking for your favorite book and reading a e-book. Beside you can solve your condition; you can add
your knowledge by the book entitled Microsoft Word 2010 Introduction Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card). Try to make book Microsoft Word 2010
Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) as
your good friend. It means that it can to get your friend when you truly feel alone and beside that course
make you smarter than ever before. Yeah, it is very fortuned for you. The book makes you more confidence
because you can know every little thing by the book. So , we need to make new experience along with
knowledge with this book.

Anna Cooper:

This Microsoft Word 2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) book is not really ordinary book, you have it then the world is in your hands.
The benefit you obtain by reading this book will be information inside this book incredible fresh, you will
get info which is getting deeper you read a lot of information you will get. This specific Microsoft Word
2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card)
without we realize teach the one who examining it become critical in contemplating and analyzing. Don't
always be worry Microsoft Word 2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) can bring once you are and not make your bag space or bookshelves'
turn into full because you can have it within your lovely laptop even phone. This Microsoft Word 2010
Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card)
having good arrangement in word and also layout, so you will not really feel uninterested in reading.

Carl Vincent:

A lot of book has printed but it is different. You can get it by web on social media. You can choose the best
book for you, science, comic, novel, or whatever by simply searching from it. It is referred to as of book
Microsoft Word 2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card). You'll be able to your knowledge by it. Without departing the printed book, it may add
your knowledge and make you happier to read. It is most important that, you must aware about reserve. It
can bring you from one destination for a other place.

Kim Salgado:

What is your hobby? Have you heard that will question when you got scholars? We believe that that query
was given by teacher for their students. Many kinds of hobby, Every individual has different hobby.
Therefore you know that little person just like reading or as examining become their hobby. You must know



that reading is very important in addition to book as to be the thing. Book is important thing to include you
knowledge, except your teacher or lecturer. You get good news or update concerning something by book.
Many kinds of books that can you choose to adopt be your object. One of them is actually Microsoft Word
2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card).
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