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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use Mac Office
Word 2011. 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; Saving the Document as a PDF; Using the Ribbon; Setting up the
Page; Undo, Redo, and Repeat; Basic Text Editing; Moving and Copying Text; Going to a Page; Moving
Quickly to the Next Page, Table, Graphic, Heading, etc.; Using the Sidebar to Navigate; Normal View, Print
Layout View, Notebook View, Full Screen View.
Formatting: Changing Font, Size, Enhancements, Paragraph Alignment; Copying Formatting; Line Spacing,
Paragraph Spacing, Using the Highlighter.
Inserting a Page Break, Creating and Editing Headers and Footers; No Header or Footer on the First Page.
Checking Spelling, Grammar; AutoCorrect; AutoComplete; User Information; Sending the Document as an
E-mail Attachment; Printing Envelopes and Labels; Previewing and Printing; Using the Dictionary and
Thesaurus.
Also includes: Lists of Selection and Movement Shortcuts.
This guide is one of two titles available for Word 2011: Word 2011 Introduction and Word 2011 Formatting.
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From reader reviews:

Bobby Morrison:

Do you have favorite book? In case you have, what is your favorite's book? Publication is very important
thing for us to know everything in the world. Each reserve has different aim as well as goal; it means that e-
book has different type. Some people feel enjoy to spend their time for you to read a book. They may be
reading whatever they acquire because their hobby is reading a book. Why not the person who don't like
examining a book? Sometime, man or woman feel need book after they found difficult problem or even
exercise. Well, probably you will require this Word 2011 for Mac: Introduction Quick Reference Guide
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card).

Doris Brown:

This Word 2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) are generally reliable for you who want to be a successful person, why. The
reason why of this Word 2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) can be on the list of great books you must have is definitely giving you
more than just simple looking at food but feed anyone with information that perhaps will shock your
preceding knowledge. This book is handy, you can bring it everywhere and whenever your conditions in the
e-book and printed types. Beside that this Word 2011 for Mac: Introduction Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card) giving you an enormous of experience like rich
vocabulary, giving you demo of critical thinking that we know it useful in your day pastime. So , let's have it
and enjoy reading.

Malcolm Moser:

People live in this new day of lifestyle always aim to and must have the free time or they will get great deal
of stress from both everyday life and work. So , whenever we ask do people have extra time, we will say
absolutely sure. People is human not just a robot. Then we ask again, what kind of activity do you have when
the spare time coming to you actually of course your answer will unlimited right. Then do you try this one,
reading guides. It can be your alternative throughout spending your spare time, the particular book you have
read will be Word 2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card).

Jon Watson:

What is your hobby? Have you heard this question when you got learners? We believe that that concern was
given by teacher with their students. Many kinds of hobby, Every individual has different hobby. So you
know that little person just like reading or as reading through become their hobby. You must know that
reading is very important and book as to be the issue. Book is important thing to incorporate you knowledge,
except your personal teacher or lecturer. You will find good news or update concerning something by book.



A substantial number of sorts of books that can you take to be your object. One of them are these claims
Word 2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card).
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