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Moving from Wor dPerfect for Windowsto Word for
Windows : Document For matting

Course Content

Lesson 1: Character formatting
Topic 1A: Orientation to Word for Windows
Topic 1B: Fonts and font sizes
Topic 1C: Format painter

L esson 2: Paragraph for matting
Topic 2A: Paragraph formatting
Topic 2B: Paragraph borders
Topic 2C: Working with indents, numbered lists, and bulleted lists
Topic 2D: Working with tabs

L esson 3: Page for matting
Topic 3A: Headers and footers
Topic 3B: Margins

L esson 4. Introduction to styles
Topic 4A: Applying styles
Topic 4B: Creating styles
Topic 4C: Understanding character styles
Topic 4D: Redefining and deleting styles

Lesson 5: Introduction to templates
Topic 5A: Using the Normal template
Topic 5B: Modifying the default font

Appendix A: Managing documentsin Word for Windows 6.x
Viewing and sorting documents Topic
Controlling file searches Topic
Managing files Topic

Appendix B: Managing documentsin Word for windows 7.0
Locating and managing documents Topic
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