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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use formatting
features of Microsoft Office Word 2010 at the intermediate level. The following topics are covered:

Displaying the Ruler, Changing the Default Font, Settings Tabs, Moving Tab Positions, Removing a Tab
Marker, Clearing All Tab Markers from the Ruler, Tab Tips, Setting Tabs with Leaders, Disabling
Automatic Formatting, The Indent Markers, Changing Indents, Applying Indents Quickly, Creating Bulleted
Lists, Changing Bullet Style, Creating Numbered Lists, Turning off Bullets or Numbering, Creating
Multilevel Numbered List.
Paragraph Breaks vs. Line Breaks, Changing Paragraph Spacing, Changing Line Spacing, Clearing
Formatting, Using Quick Styles, Using Themes to Format the Document.
Inserting a Table, Moving a Table, Inserting Rows within a Table, Adding a Row at the End of a Table,
Inserting Columns within a Table, Changing Column Widths, Merging Table Cells, Splitting Cells of a
Table, Centering a Table within the Margins, Changing Text Direction, Wrapping Text around Tables,
Adding Space to Table Rows, Adding Paragraph/ Cell Borders and Shading, Inserting a Pre-Formatted Text
Box, Drawing a Text Box, Formatting a Text Box.
Finding and Replacing Text, Finding and Replacing Formats, Finding and Replacing Special Characters
(Tabs, Spaces, etc.).
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 2010: Word 2010 Introduction, Word 2010 Formatting,
Word 2010 Advanced, Word 2010 Mail, Merge & Forms, Word 2010 Templates & Macros, Word 2010
Collaboration Features.

 Download Microsoft Word 2010 Formatting Quick Reference Gui ...pdf

 Read Online Microsoft Word 2010 Formatting Quick Reference G ...pdf

http://sapek.club/go/read.php?id=1936220202
http://sapek.club/go/read.php?id=1936220202
http://sapek.club/go/read.php?id=1936220202
http://sapek.club/go/read.php?id=1936220202
http://sapek.club/go/read.php?id=1936220202
http://sapek.club/go/read.php?id=1936220202
http://sapek.club/go/read.php?id=1936220202
http://sapek.club/go/read.php?id=1936220202


Download and Read Free Online Microsoft Word 2010 Formatting Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card) Beezix Inc.

From reader reviews:

Patrina Eaton:

The book Microsoft Word 2010 Formatting Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) can give more knowledge and also the precise product information about
everything you want. So just why must we leave the great thing like a book Microsoft Word 2010 Formatting
Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card)? Some of you have
a different opinion about publication. But one aim in which book can give many details for us. It is
absolutely appropriate. Right now, try to closer together with your book. Knowledge or facts that you take
for that, you are able to give for each other; you may share all of these. Book Microsoft Word 2010
Formatting Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) has
simple shape but you know: it has great and big function for you. You can search the enormous world by
open up and read a book. So it is very wonderful.

Frank Barcomb:

As people who live in the actual modest era should be update about what going on or information even
knowledge to make these individuals keep up with the era that is certainly always change and advance. Some
of you maybe can update themselves by reading books. It is a good choice for you personally but the
problems coming to you actually is you don't know which one you should start with. This Microsoft Word
2010 Formatting Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) is
our recommendation so you keep up with the world. Why, because book serves what you want and want in
this era.

Rocio Linville:

Reading a guide tends to be new life style with this era globalization. With reading you can get a lot of
information that could give you benefit in your life. Together with book everyone in this world can certainly
share their idea. Ebooks can also inspire a lot of people. A lot of author can inspire their particular reader
with their story or maybe their experience. Not only situation that share in the guides. But also they write
about the information about something that you need example. How to get the good score toefl, or how to
teach your young ones, there are many kinds of book that exist now. The authors on earth always try to
improve their talent in writing, they also doing some investigation before they write to the book. One of them
is this Microsoft Word 2010 Formatting Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card).

Etsuko Siler:

The actual book Microsoft Word 2010 Formatting Quick Reference Guide (Cheat Sheet of Instructions, Tips
& Shortcuts - Laminated Card) has a lot of information on it. So when you make sure to read this book you
can get a lot of profit. The book was published by the very famous author. Mcdougal makes some research



previous to write this book. This book very easy to read you may get the point easily after reading this article
book.
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