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In each part, you can start from the beginning and build your skills as you learn to perform specialized procedures From the

File menu select Open, locate the Work Files for Of<ce folder and open it, then open the Work Files folder, then in the

Practice. folder, open the document called Term Paper. At the top of your screen, select File. In the displayed list of options,

select Export. By default, the radio button for letters is checked, check the radio button next to Labels. Click on Next:

Starting Document at the bottom of the Mail Merge pane This Step by Step book has been designed to make it easy for you

to learn about key aspects of four of the Microsoft Of<ce apps—Word, Excel, PowerPoint, and Outlook. Now, with the Term

Paper document open on the screen, take a look at the scroll bars Select the PDF download type that best suits your needs:

> Download as PDFExport On tablets with Windows Mobile and the Of<ce applications installed, you can customize the

interface the same way as your Start menu. If you don’t have Of<ce From the File menu select Open, locate the Work Files

for Of<ce folder and open it, then open the Work Files folder, then in the Practice. folder, open the document called This

Step by Step book has been designed to make it easy for you to learn about key aspects of four of the Microsoft Of<ce apps

—Word, Excel, PowerPoint, and Select a block of text: Click and drag or click to the left of the <rst word, hold down the

SHIFT key, and then immediately click to the right of the last word Select a line: Click A Mail Merge pane will open on the

right that will take you through the mail merge process insteps. StepNotice Select document type prompt.
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