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1. Home Tab (38 ®widET)
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 Bullets & Numbering: foree ST
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« Format Painter: U& SRTg il {ST1= &l O SIWTg HiGT HeATl

2. Insert Tab (sTg< <<t STie+T)

« Tables: SIS T 22T, FTRIET (Attendance) aT T2i e I9T  foIT Zaet S|TET ST 39
IESIEG R
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3. Layout & Page Setup (Ff&T & fore aedr =)

« Margins & Orientation: UsT = T #& FIAT 3T UST &l @ET (Portrait) T 2T gl
(Landscape) T&@TI
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4. Mailings (F9TE e a%)
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5. Review & References (JTaT siiT StagH )

« Spelling & Grammar: AT &I S FLATI
« Table of Contents: fohaTer &t a¥g 22 (Index) TITT FHEATI
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