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Master how to use the program Word, it has never been cheaper 

For a limited time we are making our eBook available absolutely free of charge. Simply click on the following link: 

https://wic008tu.server-secure.com/vs171517_secure/GetGoingwithWord97.pdf  

This eBook is made available on a non-exclusive basis to you as an individual person. The book or part of it may not be copied or made 
available to other persons either as a digital copy or in print without the full consent of e-Ways Pty Limited. 

Schools and other training institutions interested in making this eBook or part hereof available to a group of people should kindly contact          
e-Ways Pty Ltd in order to obtain such a non-exclusive licence. 

It is our view that the book will cover substantially also later versions of Word in easy-to-follow exercises on the following subjects: 

• Screen 
• Menus + bars, display and use 
• Ruler 
• Pointer + cursor 
• Save, open and close documents 
• Change name of document 
• Insert + delete text 
• Edit + format 
• Shortcut keys 
• Changing view of document 
• Text alignment 
• Preview and print-out 
• Font and size 
• Margin + orientation 
• Indentation 
• Spelling, grammar + hyphenation 
• Tabulator 
• Tabs + leader characters 
• Paragraph formatting 
• Move + copy 
• AutoText + AutoCorrect 
• Formatted lists – numbers – letters – bullets, including multi-levelling 
• Insert symbols 
• Borders lines + shadows 
• Headers + footers 
• Search + replace 
• Managing document 
• Creating folders 
• The Open Dialog box 
• Move, copy + delete or rename 
• Find document 
• Tables 
• Columns and dropped capitals 
• Templates, create, use and change 
• Wizards 
• Forms 
• Clip art objects 
• WordArt + AutoShapes 

Should you wish to purchase this particular book in hard copy we would be pleased to send it to you on Mail Order for a total of $9.99 per copy 
plus handling/postage and no more to pay. This offer may not be combined with any other promotional programs. 

Visit on our safe, Telstra BigPond hosted "no frills" web site: http://www.e-Ways.com.au for details of all our books & a Mail Order form. 
Here you will also find a long list of USEFUL LINKS. 

May we wish you lots of pleasure and enjoyment with your computer. 

 


