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is the black and white version of the instructor guide designed
for instructor-led classroom training and is meant to be used

with our companion student training manuals for Microsoft
Word 2016: Beginning. For the black and white instructor guide,
search for ISBN-13: 978-1522797470 For the color instructor
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Covered: Microsoft Word Basics (Screen, Menu) Shortcut Menus,
Toolbars ToolTips Using Help Changing Views Full Screen
Creating, Saving, Opening Files Spell Checker, AutoCorrect
Previewing Printing Files Basic Editing, Deleting, Undeleting,
Redoing Click Type Formatting Text (Fonts, Point Size, Color)
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Envelopes Mailing Labels Using and Creating Templates Applying
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The book is fantastic and great it was writtern really perfectly and useful. | discovered this pdf from my i and dad
suggested this book to learn.
-- Dr. Cordie Upton IlI

A very great ebook with perfect and lucid answers. It can be packed with wisdom and knowledge I found out this book
from my dad and i encouraged this publication to learn.
-- Elena McLaughlin
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