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£1 Word £ xamales and Femos

Indenting paragraphs

e

[ I Eirst-line indent > After her startwith the airplane theme. Cabor |

wried manydifferentthemes. She enjoys leaming aboy
new subjects end says she tries tn immerse herself i [\ %5
flavor of various projects before she starts sketchine |~
learned three languages since she started designini
postage stamps.

' "1 know some people will think[hat'sj‘.
crazy | mean, stamps are fairly smalla
. I'm notwriting paragraphs of text in thh ] N
@nd‘enl > designs. Butl%g thisgjog because | |oy “ _Rightindent -—JI
| care about each stamp. and languade
| have always come easyto me " '
ol
Cabar is lucky that as a free-lance designer she
pick and choose her projects. She keeps intouch ¥
the National Philately Snciely(f and bids on projects
that pique her interest. From thera, the process of cre
apostage stamp s rather Involved. She does her rp¢
and comes up with a final design She may have to w
ayear before the final product 1s releas

‘National Philately Society founded July. 1990

_ Hanging indent Organization for the study of stamps. postmarks
historic stamp collections.

"|]= " Close ‘% Qemu"’f‘iﬁ‘i’fj';
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Senting up and printing envelopes by using Mail Merge

- Getting the data _]I
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Main document for envalupas __IJ

L__J[h_JDLJ_!E]I_UI"*

Sweetlil's
512 4th Ave.
Anytown_ NJ 5559
<«<FirstName»> <<LasiName>> b
<<Address1>> 2
€<Adoded ,]
<< Cil
Sweetlil's
512 4th Awve.

Anytown, NJ 55599
Paul Martin

R n address l 2‘:]113?3&'

Kent WA 55588

|§u~5tml|ﬁ~,ThauMaslaI 95 \p‘erA..I B Microsoft Word m I‘@wo,d Help k. . TEJ'@lWOF_d Examples

- N & o ) arq Yo v o
Secondary File Jufluussmisie¥ounziieguesgnm memdslmiuudeyn Mareanuau

¥ (v Y b5 b \ '
$3ufu (merge) Tumsatsoamnulvignduwazauas T
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1] Checking grammar
- Check for correct grammar __II
- Sewing a Piece of the Past
By producing patterms based on the Styles ha
- . ) ang “i."
| woild's classic raditional 9arments._ they )
felt they could help preserve the stylies y
Check spelling and grammar l
i and incsease the vatiety of pantemns s P 3 ] —J Ll
availabie to the home sewer. They were
confident that they had the talent to
accomplish their goal. Vetonique Tannrer.
- = a vreaver, whom was skilled at handicraft
I_] Fix grammalical ernrcers
WeCNNIQUes sud)y s emprgigery and
applian efemer; Try "who " by
] not "whom.
ethnic garment shand P
. A Document statistics _Jl
Alan was a professional designer of - m’/w
12ady-to-wear clothes, and brought Counts:
|...J Explain grammar_suggestions | ..., abitie ro the effors, The | WOTds 63
N ‘ohh . Averages
"‘IV' e N - 1 neig! N MariA RANASE Was an SentenCeS per paragraph 1
; :E"t' IS USRS retBhced seamstross and antique Readability
"ol D_Lﬁt_lﬂn, Passive sentences (%
Their"is usci
for ppssessive
ks Close

| ) 1Ty

’%jﬁliunSlaIlI ‘Thai Master 95 Qer.,j A Mictosolt Word ... l @\.J;'md Helpwg' v

MR A2-3 MvmEasiuaauaan s tiums iuulszananad
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E wiud Examnles and Demn

I a iew of Qutlining and O izing a Document u
. B B ‘ﬁg‘l,.“‘hl ":
b The Solar System . =
[ As far as we know, there are nine planets 3
locked in orbit around the Sun..
Mercury s N N
Mercury races around' jtg orbit @ Qutiinoview  _] L
pf 48 kilometers per second.
(] ]»] ‘||213!||5|G!7|IINII'—Mi
Geology !g‘:ﬂ@-a
Marinar 10 gave ys a wealth ofi . i
Mercury whenit approached.. th @ Ag far as we know, there are nine plan [~
locked ir orbit around the Sun. =
) - . - P Ly ] e 115 i |
‘.ﬁ Overview of Footnotes and Endnotes u
The Beginnings of Endnotes __J £
= Human-Powered Flight =I

YWe tend to smile atthe memory of newsre The Haessler-Yillinger Musketflieger's m
footage showing hopeful inventars stra) successful flight was about 2330 feet (710
into fantastic-looking flying machines. * meters) in 50 seconds.

- s flapped in the breeze o1 .
| _] Note reference mark re the entire contraphon s " 8.5 Wilsan. "Bicycle Technology.”
L

desTruclenDBut theirvision has since be Screntific American (March 1973): 81-91

realizec.
' The Gossamer Condor. designed by Pau
MacCready. was the first fully human-

powered aircraft.

Ayoung German athlete, Hans Krause
flew an "ornithopte2®

l ootnotes

]

.

‘

)

|

1 . . . .
"A dream of wings—viafeet." Scignce \
i

|

,

N

" “Odyssey of the Albatross" 7/me (June
1979): 46.

News (September 1977): 47,12,

2“Ody*ssey ofthe Albatross"” Zime (June
1979)- 46

v

The flight lasted far 7 minutes 28 second;

";“Soaring on a Sunbeam" Mewsweek
(July 20, 1881):50.

3

47

| tanfu—StanI - Rha Master 95 Ver.] B Microsoft Word m... | @VodHep:r.. ||z Word Examplor. __

1 1 d' v 1 ¥ 1 v
MN A2-4 waasaIumaquesenasnezliammaquealilsunsadny edagiuu
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Bank Street Writer
DisplayWrite 4

Easy Extra

Einstein Writer
Easywriter

Find Word 1l
Leading Edge World
Lotus Manuscript
MacWrite

Microsoft Word 5.0

CT 105

MultiMate Advantage Il
Nota Bene
OfficeWriter
Paperback ~ Writer
PC-Write
Perfect  Writer
PFS:Professional Write
Q&A Write
R Word Pus
AmnaPlus IV

StarWriter Plus
Volkswriter

Webster New World
Writer

WordPerfect
WordPerfect Executive
WordStar

WordStar Version 5
WordStar 2000
WyWrite [l Plus
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Thoughts on a Race

Check spelling _|

he startof a b
wal(hiﬂg a field

of tpants endatmis™ come
to lite. Halloon crews am

poftable fans into the open-

ing of each balloon, giving

life to the solt, fabric envelope.
Spectators waich the giants
rise siowly from the ground,
theit chests expanding with

the breeze. The balloon giants

q{ nod a moment, then suddenly

whosefiart is signaled by a
bar o1 detonation, the

Kestants simply float away.

Proof other languages _JI

Find synonyms ,,,JI

Chegck grammar _IJ

——90 Countwords | I

AM A2-5 anyansalunmsasamazoandsnguulifsunsy Word Perfect
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| Cremting'a custom dictionary -

1
T

hod =
: A
T

T 5

EXOTIC EXCURSIONS ‘J

Pack smart, travel Baht! ]

Name of City D ate of Airport

Client Arrival

Dictionary of acronyms

Claudia Ritz wWadrid 04705794 MAD and abbreviations _ |

Lisa Dupon . Monaco 04706794 MON

Paul Bart Miami 05703794 M

Rita Smith Sydney 05706794 13

Richard Kopf Lima D6/07/94 LIM

Marc Leblanc Rio de Janeiro 06711794 GIG

MAD SLC
MIA SYD
LAX MON

MP3

Wolfgang Selva Amsterdam 06112794 AMS .

Custom dictionary __]I

= v Glose

Rt Stant|

. [F)] Word Ex 1 [i Mictosail CBT? iﬁ’ﬁén X !

AW A2-6 wranNuEINsouesslinuiae lumasnsiomaznalamiioun ines .

woilifidumisvesiiidesmnsiouaznaiy Alt + F1I fozwumindesnsnssoneutiui

W 1] L
A = -] = v v

aznaransegn uennniidsldmoug Naznandag fudsingunldgmevislumsasleasudn

Y
PYIE
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Thesaurus

é 1 © L
Thesaurus Ao TUsunsussazdwldinmusamd vedldniounuany

YOO UDAAALA

o s A 9/ dy ua/l = [}
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» []
Pmsiauiug Rt Tlsunsilszianafilssandun - A20d19uos

dyd 1 9 1 : ¥ a3 A
TU5unTadssnTney "Rightwriter'  awshaaietiozuaasiiiudannu

muioveallsunsy  “RightWriter"

Overview of Finding and Replacing

Alternative Power Sources

We tend to smile atthe memory
of newsreel footage showing

hopeful inventors strapped inte
fantastic-looking flying machine
Bird-likewings flapped in the

breeze only seconds beforethe
entire contraption self-destructe

| _{ Findtextan

d formatting  pn has since been
e oung athlete flew an
Cpmitinnter an aircraft designed

to S chief supportand
propulsion from flapping, wings.
about 250 yards in 1929.

o A NN

rossenmnmmymnio

b oo, s apusnano s seseati

)

L S

A T DA TR

|

[ Three Europe ans developed
| __| Replace textand formahing @emqﬁmamjfys for bicycles

Close l:

Goto the next item ] |

Ggtlo aspecificpage  _||-

CHlatoil
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s inid Framnlrs and Demns

1] DWterent ways to view a document

:

Venus R

Shrouded in the cloak of mys|
Venus, our nearest planeta
takes the name ofthe Roma
of lowve For some unknown r

[ Geology ot Venus

O v

Meonuz
. Shrouded in the cloal
. Venus. our nearest p|
|

- of love For sameun

Z#3takes the name of the.

_1 Outline view

_| Master document view

I | Full screenviewlj

Vannc
Shrouded in the cloak of

! Venus, ournearast planet
lakes the name gfthe Ro
of love. For some unknow

¢GeologyofVenus

L}

. % Geology

& Atmosphere
‘0 + Chapter 2 Eath

¢ Geoloov,,
¢ Atmosphers

Lr e h U BR L b

Venus

Shrouded in the cloak of myd
Venus. our nearest' planetan|
takes the name of the Romar
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Looking up words in the thesaurus
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noodle s

for daytime meals. This soup br
olten topped with vegetables
sliced paper thin, releases the
the fiesh tastes and rextures of

noodles.
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A long-simmeared

oupis a

popular meal in
many pains of the

world. Enterprising merchants ser
up tiny shops specializing in soup

ath,

dedicate aromas that complement

hesbs. pepper. bean sprouts, and

Ic

sing different meanings _jI

m

ind synonyms _IJ

Dvarview of Formatting Teat Characters
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LR | TN
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[_] Fontan

dtont size

TBold. italic. and underline d

et i

Day 1, Sydney: .
You arrive in Sydney at? P M.in ple:
of time to settle 1n

Day 2, Litv Four
Lunch, featuring a variety of internation
dishesisincluded

|_1 Fo

rmatting options

Day 2+ 8. Great Barrier Reef: Snorkel
or scuba dive through the fabulous cor
gardens. An expert diver and a marine
biolagistfrom Tres Researcha are on
board to answer questions abaout th
unusual marine life.

S
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that also involves some risk Few of

An adventure is a dare you take
personally. It's en opportunity

us accept such a challenge. althouc
many of us dreamed of adventure

during childhood. Whet is so differe
about adults who live out their drear

Panel moderator. Each of you has
done something thatthe average
person would never try Can you
explain why you did it?

Jean- | am intensely carious | love
a physical challenge.
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1] Moving. copying. or deleting a foatnote or endnote u

- Ayoung German sthlete, Hans Werner. flew:

"geeithantodlan aicraft designed to derive it ?
- cﬁ...l Delete anote Lulsinnfrom flapping v H

about 250 yards in~/3929. This vehicle was ;

launched by cata

In 1937, two young German engmeers bullt an |

a human-powered plane ¢a er-Vi
Muskelfllegerqmuscie suc-
cessful flightwas a d

50 secon@

Franz Villinger, recalling the fiiglit.noted, ” we1
of course subtractthe effects. of the tatapult s

about 165 feet and the final glide wf ‘( Copy a fote ‘Jl
you can say we were partially succe —

' S. 8. Wilson. "Bicycle Technology." Scem
American (March 1373): 81-91.

2 Bill Allen. "In Germany, manpowered flight is
50 years old.” PogularMechanics (October
1979):110.

3A dream of wings—viafeel" Scignce New.
(September 1377): 47.12.
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arrier Reef.
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LIST HEADING STYLE
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a European vacation with the thrill of
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