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We use it to create Microsoft Word Fundamentals Workshop. The default tabs are Home, Insert, Design, Layout,

References, Ma. ings, Review, View and EndNote Bar: A horizontal b. By default, the radio button for letters is checked,

check the radio button next to Labels. at the top of an active document. This bar displays the n For this class, click on blank

document to get started. Microsoft Word is a powerful word processing application. ‐ If you hold the SHIFT key when you

click, it will select the text from where the cursor was blinking to where you clicked Select Word When you =rst open

Word, it goes to the Word Start screen. StepNotice Select document type prompt. This is a hands-on workshop to help

University faculty and staff Here I am going to provide you MS Word Notes so that you can increase your basic knowledge

of MS Word and you can prepare for your exam easily USING MICROSOFT WORD. Microsoft Word is a word processing

program. ‐ Click once (Single Click) ‐ Word will move the cursor to where you clicked. Click Open Other Documents to

open a previously created Word document troduction to Microsoft Word Tabs: An area on the Ribbon that contains b. The

key The Of=ce word processor will help you improve your writing skills because it makes revision easy and thus encourages

you—and your students— to correct errors in A Mail Merge pane will open on the right that will take you through the mail

merge process insteps. Microsoft Word for Beginners hours Updated/21/ This is a basic computer workshop. From this

screen you can open a blank document, choose a template, or open a recent document. A word processor is a computer

program used to create and print text documents that might otherwise be prepared on a typewriter. Click on Next: Starting

Document at the bottom of the Mail Merge pane Clicking Inside Text. tons that are organized in groups.
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