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Laminated quick reference guide showing step-by-step instructions and shortcuts for how to use formatting
features of Microsoft Office Word 2007 at the intermediate level.

The following topics are covered:
Showing the Ruler; Setting, Moving, Removing Tabs; Clearing Tab Settings; Setting Tabs with Leaders;
Disabling Automatic Formatting; Using the Indent Markers; Using Easy Indent; Creating Bulleted,
Numbered, and Multi-Level Lists.
Paragraph Breaks vs. Line Breaks; Paragraph Spacing; Line Spacing; Clearing Formatting; Changing Default
Font; Using Quick Styles; Using Themes to Format the Document; Creating a Text Box.
Inserting a Table; Inserting Rows and Columns within a Table; Changing Column Widths; Merging and
Splitting Cells; Centering a Table within the Margins; Changing Text Direction; Moving the Table;
Wrapping Text around Tables; Adding Space within a Table; Paragraph/Cell Borders and Shading.
Finding and Replacing Text; and Finding and Replacing Text Attributes.
Also includes: Lists of Table Selection Shortcuts and Formatting Shortcuts.

This guide is suitable as a training handout, or simply an easy to use reference guide, for any type of user.

This guide is one of several titles available for Word 2007: Word 2007 Introduction, Word 2007 Formatting,
Word 2007 Advanced, Word 2007 Mail Merge & Forms, Word 2007 Templates & Macros.
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From reader reviews:

Frank Bullard:

Why don't make it to be your habit? Right now, try to prepare your time to do the important work, like
looking for your favorite reserve and reading a reserve. Beside you can solve your problem; you can add
your knowledge by the reserve entitled Microsoft Word 2007 Formatting Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card). Try to the actual book Microsoft Word 2007
Formatting Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) as your
good friend. It means that it can to become your friend when you sense alone and beside those of course
make you smarter than ever before. Yeah, it is very fortuned for yourself. The book makes you much more
confidence because you can know almost everything by the book. So , let us make new experience in
addition to knowledge with this book.

Garland Thorpe:

Information is provisions for folks to get better life, information presently can get by anyone from
everywhere. The information can be a knowledge or any news even restricted. What people must be consider
whenever those information which is inside former life are difficult to be find than now could be taking
seriously which one is suitable to believe or which one typically the resource are convinced. If you receive
the unstable resource then you obtain it as your main information it will have huge disadvantage for you. All
of those possibilities will not happen in you if you take Microsoft Word 2007 Formatting Quick Reference
Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) as your daily resource information.

Annette Dixon:

Spent a free a chance to be fun activity to complete! A lot of people spent their leisure time with their family,
or their particular friends. Usually they accomplishing activity like watching television, about to beach, or
picnic from the park. They actually doing same thing every week. Do you feel it? Will you something
different to fill your personal free time/ holiday? May be reading a book might be option to fill your totally
free time/ holiday. The first thing you will ask may be what kinds of book that you should read. If you want
to test look for book, may be the publication untitled Microsoft Word 2007 Formatting Quick Reference
Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can be fine book to read. May be it
might be best activity to you.

Shawn Mathison:

The book untitled Microsoft Word 2007 Formatting Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) contain a lot of information on the item. The writer explains the girl idea
with easy technique. The language is very simple to implement all the people, so do definitely not worry, you
can easy to read that. The book was authored by famous author. The author provides you in the new period
of time of literary works. It is possible to read this book because you can keep reading your smart phone, or



program, so you can read the book within anywhere and anytime. If you want to buy the e-book, you can
start their official web-site along with order it. Have a nice go through.
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