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Laminated quick reference guide showing step-by-step instructions and shortcuts for how to use Microsoft
Office Word 2013. 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:

Margins, Orientation, and Paper Size
Moving and Copying Text
Formatting Text with the Mini Toolbar & Touch MiniBar
Spacing between Paragraphs
Creating Bulleted Lists
Changing Bullet Style
Creating Numbered Lists
Turning off Bullets or Numbering
Paragraph Alignment
Copying Formatting
Searching using the Navigation Pane
Finding and Replacing Text
Jumping to Other Pages
Resuming Reading
Read Mode, Print Layout, and Draft View
Using the Highlighter
Using the Dictionary and Thesaurus
Creating and Inserting Quick Part Building Blocks
Inserting a Cover Page
Creating and Editing Headers and Footers; Suppress/Change Header or Footer on the First Page
Inserting a Page Number
Inserting a Text Box: Drawing a Text Box; Moving, Resizing, Formatting, and Deleting a Text Box
Inserting a Page Break
Checking Spelling, Grammar, AutoCorrect
Previewing and Printing Documents
Printing Envelopes and Labels

Also includes: Lists of Touch Actions, Selection and Movement Shortcuts, Editing and Formatting
Shortcuts.

Recommended companion title covering Office basics: Office 2013 Essentials (ISBN 978-1936220755).

This guide is one of several titles available for Word 2013: Word 2013 Introduction; Word 2013



Intermediate (ISBN 978-1936220823); Word 2013 Templates & Forms (ISBN 978-1936220847), and Word
2013 Advanced (ISBN 978-1936220830).
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From reader reviews:

Marva Larson:

This Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) book is absolutely not ordinary book, you have it then the world is in your
hands. The benefit you receive by reading this book is actually information inside this reserve incredible
fresh, you will get details which is getting deeper an individual read a lot of information you will get. This
specific Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) without we comprehend teach the one who studying it become critical in
pondering and analyzing. Don't become worry Microsoft Word 2013 Introduction Quick Reference Guide
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can bring whenever you are and not make
your bag space or bookshelves' turn into full because you can have it with your lovely laptop even cellphone.
This Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) having very good arrangement in word as well as layout, so you will not truly
feel uninterested in reading.

Lisa Potter:

The event that you get from Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) could be the more deep you digging the information that
hide inside the words the more you get thinking about reading it. It does not mean that this book is hard to
recognise but Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips
& Shortcuts - Laminated Card) giving you joy feeling of reading. The article author conveys their point in
certain way that can be understood simply by anyone who read the idea because the author of this book is
well-known enough. This specific book also makes your own vocabulary increase well. It is therefore easy to
understand then can go together with you, both in printed or e-book style are available. We suggest you for
having that Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) instantly.

Juan Hinkson:

Hey guys, do you desires to finds a new book you just read? May be the book with the concept Microsoft
Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card) suitable to you? The actual book was written by popular writer in this era. The particular book untitled
Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card)is the main one of several books which everyone read now. That book was inspired a lot of
people in the world. When you read this publication you will enter the new shape that you ever know prior
to. The author explained their concept in the simple way, therefore all of people can easily to comprehend
the core of this guide. This book will give you a lot of information about this world now. So that you can see
the represented of the world on this book.



Brain West:

This Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) is great publication for you because the content that is certainly full of
information for you who have always deal with world and also have to make decision every minute. This
kind of book reveal it details accurately using great coordinate word or we can say no rambling sentences in
it. So if you are read this hurriedly you can have whole details in it. Doesn't mean it only provides you with
straight forward sentences but difficult core information with attractive delivering sentences. Having
Microsoft Word 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card) in your hand like keeping the world in your arm, information in it is not ridiculous one
particular. We can say that no e-book that offer you world in ten or fifteen second right but this publication
already do that. So , it is good reading book. Hello Mr. and Mrs. occupied do you still doubt that will?
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