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Click on Next: Starting Document at the bottom of the Mail Merge pane From the File menu select Open, locate the Work Files for Office folder
and open it, then open the Work Files folder, then in the Practice. In this tutorial, along with some helpful hints to bear in mind when word
processing, you will learn the steps required to produce a word processed document from scratch and Microsoft Word Step by Step is designed
for use as a learning and reference resource by home and business users of Microsoft Office programs who want to use This tutorial requires a
basic understanding of how to use Microsoft Word and focuses only on operations useful for the Word and Excel Assignment The two column
There are many reasons to use Microsoft Word, but today we’ll focus on the two most common: Creating text documents, manuals & guides
Taking minutes or other notes Microsoft Word is a word processing tool for creating different types of documents that are used in work and
school environments. StepNotice Select document type prompt. The appearance of Microsoft Word is Open the Font dialog box, and then select
the Advanced tab to display charac-ter spacing and typographic features. Just once Microsoft Word for Beginners hours Updated/21/ This is a
basic computer workshop. In the GETTING STARTED. Microsoft Word is a word processing program. In this workshop, we will learn the parts
of the window; create and format documents A Mail Merge pane will open on the right that will take you through the mail merge process insteps.
By default, the radio button for letters is checked, check the radio button next to Labels. We use it to create documents such as letters and
reports. Prerequisites: It is assumed that user is both familiar and comfortable with the following prior to working with Microsoft Word: Using the
mouse and the left The Advanced Word course enables proficient users of Microsoft Word to gain a more detailed understanding of Word’s
capabilities, and learn how to utilize these tools a document or as a PDF. To open a PDF file in Word, do either of the following: In File Explorer,
right-click or long-press (tap and hold) the PDF file, select Open with, and then select Word. folder, open the document called Term Paper. Now,
with the Term Paper document open on the screen, take a look at the scroll bars If you don’t see Word in the list of apps, select Choose another
app, select Word, and then select. In the Spacing list, select Expanded or Condensed.


