The Basic Guide to Word Processing (Paperback) Kindle » SY4ADWJJLQR

The Basic Guide to Word
Processing (Paperback)

By Siobhan Hawkins, Mairead Wynne

Gill Macmillan Ltd, Ireland, 2012. Paperback. Book Condition:
New. 242 x 174 mm. Language: N/A. Brand New Book. The

- - e essential basic guide on how to use Microsoft Word 2007 and
0 e @ :*‘1' \ Microsoft Word 2010. Presented in three distinct sections: Unit 1
deals with both Microsoft Word 2007 and 2010 Unit 2 contains
Siobhan Hawkins key pointers for text production Unit 3 deals with Microsoft Word
Mairéad Wynne 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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| actually started off reading this ebook. Indeed, it is play, nonetheless an interesting and amazing literature. Its been
designed in an exceptionally basic way and is particularly only following i finished reading this book by which basically
modified me, change the way i think.

-- Otha Bogan

The ideal ebook i ever go through. | could comprehended every thing out of this published e publication. I discovered
this book from my i and dad suggested this pdf to discover.
-- Rory Mayert
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