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Word: Essentials
Tables
Create a Table
Change Table Structure
Add Table Borders and Shading
AutoFormat a Table
Using Word Timesavers
Create a new document using a template
Create a new document using a Wizard
Insert a symbol
Find and Replace Text
Check Spelling and Grammar
Using the thesaurus
Setting Page Display and Printing Options
Preview a Document
Set the Page Orientation
Create Headers and Footers
Change Margins
Insert a Page Break
Align Text on a Page
Print a Document
Graphics in Word
Inserting Clip Art
Inserting Digital Photos in a Word Document
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