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�>G4F>>6V =4?4HFG64==O Microsoft Word
�D5>F86A4 D>5>F4 6 Microsoft Word ?>G8A4TFLEO 7 ?D468?LA8G 547>68G A4?4HFF64AL 8>>F@5AF4. �?F8@K7F646H8 FK ?4D4@5FD8 A4 E4@>@F ?>G4F>F, 68 
74557?5G8F5 6K8?>6K8AKEFL D>5>F8 4>485@KGA8@ EF4A84DF4@, 7DFGAKEFL G8F4AAO F4 FA8>A5F5 A5>5GK8A>EFK 68?D46?5AL A4 ?K7AKG 5F4?4G.

�4?4LFG64==O ?>?V6 EF>DV=><
�>?O EF>DKA>8 (65DGAT, A86AT, ?K65, ?D465) T 
>D8F8GA> 646?868@8 8?O D>D@4FF64AAO. 
�?O 5K?LH>EFK 4>485@KGA8G D>5KF 6 '>D4LAK 
D5>>@5A8>64AK F4>K 7A4G5AAO: 65DGAT F4 
A<6AT 4 20 @@, ?D465 4 10-15 @@, ?K65 4 
25-30 @@. &5 74557?5GFT @KEF5 8?O 
?4?KFFD>8 F4 7DFGAKEFL G8F4AAO.

�<5VD D>7<VDG F4 >DVT=F4FVW ?4?5DG
%F4A84DFA8@ D>7@KD>@ ?4?5DF 8?O 
8>>F@5AFK6 T A4. ->8> >DKTAF4FKL, 5K?LHKEFL 
8>>F@5AFK6 >D>D@?NNFLEO 6 >A<6>>6K= 
(65DF8>4?LAK=), 4?5 8?O F45?8FL, 7D4DK>K6 
45> ??4>4FK6 @>65 7A48>58F8EO 4?L5>@A4 
(7>D87>AF4?LA4) >DKTAF4FKO.

/> 74V=E=<F< =4?4LFG64==O
�?O 8>EFF?F 8> F8G ?4D4@5FDK6 ?5D5=8KFL A4 
6>?48>F "�4>5F" (Layout) A4 EFDKGFK Word. ' 
D>78K?K "�4D4@5FD< EF>DKA><" (Page Setup) 
A4F8EAKFL A4 A565?8>F EFDK?>F F A86AL>@F 
?D46>@F >FFK. &5 6K8>D8T D>7H8D5A5 6K>A> 
A4?4HFF64AL, 85 68 7@>65F5 F>GA> 6>474F8 
6EK A5>5GK8AK D>7@KD8 F4 >DKTAF4FKN.
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!>DKAH>F 6K>A4 "�4D4@5FD8 EF>DKA>8"

�K>A> "�4D4<5FD< EF>DK=><" 4 F5 F5AFD4?K7>64A8= ?D>EFKD 8?O F>A>>7> A4?4HFF64AAO 
D>D@4FF64AAO 8>>F@5AF4, 8>EFF?A8= G5D57 6>?48>F "�4>5F" (Layout). �>A> @KEF8FL >K?L>4 
>?NG>68G 6>?48>>, O>K 8>76>?ONFL 85F4?K7F64F8 ?4D4@5FD8, I> 6??864NFL A4 687?O8 
>>6A>L EF>DKA>8.

�>?44>4 "�>?O" (Margins): "FF 68 @>65F5 F>GA> 6EF4A>68F8 7A4G5AAO 8?O 65DGAL>7>, 
A86AL>7>, ?K6>7> F4 ?D46>7> ?>?K6. �DK@ F>7>, T >?FKO "�D>LFD4" (Gutter), O>4 8>84T 
?D>EFKD 8?O ?4?KFFD>8. �8 @>65F5 >5D4F8 74EF>EF64AAO A4?4HFF64AL 8> 6EL>7> 
8>>F@5AF4 45> 8> >>D5@8G D>78K?K6.

�>?44>4 "�4?VD" (Paper): �>76>?OT 685D4F8 D>7@KD ?4?5DF (A4?D8>?48, A4, Legal, Letter) F4 
865D5?> ?4?5DF 8?O 8DF>F. �5D5>>A4=F5EO, I> >5D4A8= D>7@KD 6K8?>6K84T 64H8@ 
68@>74@, A4?D8>?48, A4 8?O 5K?LH>EFK 4>485@KGA8G D>5KF.

�>?44>4 "�4>5F" (Layout): &O 6>?48>4 8>76>?OT >5DF64F8 D>7F4HF64AAO@ >>?>AF8FF?K6, 
AF@5D4FKTN D>78K?K6, 4 F4>>6 65DF8>4?LA8@ 68DK6AN64AAO@ F5>EFF A4 EF>DKAFK 
(A4?D8>?48, ?> 65DGAL>@F >D4N, F5AFDF, 45> ?> 68E>FK). �46?86> 765DAFF8 F647F A4 
?4D4@5FD8 " K7AK >>?>AF8FF?8 8?O ?4DA8G K A5?4DA8G EF>DKA>>" F4 " K7A8= >>?>AF8FF? 8?O 
?5DH>L EF>DKA>8" 8?O ?D>D5EK=A>7> >D>D@?5AAO 76KFK6.

 5F5?LA5 A4?4HFF64AAO F8G ?4D4@5FDK6 74D4AFFT, I> 64H 8>>F@5AF 5F85 6K8?>6K84F8 6EK@ 
68@>74@ F4 687?O84F8@5 ?D>D5EK=A>.
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%F8?K 6 Word 8>76>?ONFL 46F>@4F8GA> D>D@4FF64F8 F5>EF (747>?>6>8, ?K8747>?>6>8, 768G4=A8= F5>EF, F8F4F8) 
77K8A> 7 687A4G5A8@8 ?4D4@5FD4@8. &5 5>>A>@8FL G4E, 74557?5GFT >>AE8EF5AFAKEFL >D>D@?5AAO F4 E?D>IFT 
A46K74FKN ?> 8>>F@5AFF.

�?O A4?4HFF64AAO 6?4EA8G EF8?K6 8?O DK7A8G DK6AK6 747>?>6>K6, E?8E>K6 F4 4574FK6, E?>G4F>F ?5D5=8KFL A4 6>?48>F 
"�>=EFDF>F>D" F ?D>7D4@K. &4@ 68 7A4=85F5 68?48A8= E?8E>> ",D<DF<", 6 O>>@F @>6A4 A4?4HFF64F8 EF8?K F5>EFF. 
�7K8A> 7 >DKFK=A8@8 8>>F@5AF4@8 '>D4LA8, D5>>@5A8FTFLEO 68>>D8EF>6F64F8 HD8DF Times New Roman 8?O 
747>?>6>K6 F4 >EA>6A>7> F5>EFF. �F65, A5>5GK8A> >5D4F8 ?FA>F "�4EFD>N64==O LD<DFK6" K F 6K>AK, I> 7'O68?>EO, 
685D4F8 Times New Roman. � ?>?5 "�<'O" 6658KFL A476F 8?O FL>7> A45>DF HD8DFK6, A4?D8>?48 "�%&'". �>?L>D8 
@>6A4 A5 7@KAN64F8 A4 FL>@F 5F4?K, LG @>6A4 5F85 A4?4HFF64F8 8?O >>6A>7> EF8?N >>D5@> ?K7AKH5.
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�4?4LFG64==O EF<?V6 4>>G<5=FG
->5 A4?4LFF64F< >>65A EF<?L 6  4>>F@5AFK, ?5D=4KFL A4 6>?44AF "�EA>6A5" A4 EFDKGFK Word. ' D>78K?K 
"%F<?V" A4F8EAKFL A4 A565?8>F EFDK?>F F A86AL>@F ?D46>@F >FFK.

�4@ 6K8>D8TFLEO 6K>A> "%F<?K", 6 O>>@F 64DF> 6K8D4GF ?>EF468F8 ?D4?>D5FL "�>?5D58AK= ?5D57?O8", 4 
?>FK@ ?D8T8A4F8 =>7> 8> ?D46>L EF>D>A8 6K>A4. &5?5D F 64E 746688 ?K8 DF>>N ?5D5?K> 6EKG EF8?K, I> 
D5>>@5A8>64AK 8> 68>>D8EF4AAO 6 ?>F>GA>@F 8>>F@5AFK. 

�A87F 6K>A4 T >A>?>8 8?O D>5>F8 7K EF8?O@8, 4?5 A4@ A4 ?>G4F>>6>@F 5F4?K A5 7A48>5?OFLEO. �4D47 
A4H5 74684AAO A4?4HFF64F8 665 KEAFNGK D5>>@5A8>64AK EF8?K. � ?>GA5@> @8 7K EF8?N "�6<G4=A<=". &5 
>EA>6A8= F5>EF 8?O 6EL>7> 8>>F@5AFF. �4F8E>4T@> A4 AL>@F ?D46>N >A>?>>N @8HK F4 >58D4T@> 
?FAF> @5AN "�@KA<F<". �KE?O FL>7> 6K8>D8TFLEO 6K>A> "�@KA4 EF<?N".
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%>DKAH>F 6K>A4 "�@KA4 EF8?N"

' FL>@F 6K>AK @8 >58D4T@> D>7@KD HD8DFF 
14 F4 F8? 68DK6AN64AAO "�4 L8D8=>N". 
�476F EF8?N @>65@> 74?8H8F8 557 7@KA. 
' 6K>AK @8 54G8@> 7D47>> F5>EFF, 4 F4>>6 
>?8E =>7> A4?4HFF64AL F A86AK= G4EF8AK 
6K>A4. 'EK KAHK A4?4HFF64AAO ?D8G>64AK 74 
>A>?>>N "$>D<4F" K7 68?48A8@ E?8E>>@.

&FF @8 54G8@> ?FA>F8 @5AN 8?O 68>?8>F 
8K4?>7>68G 6K>>A 7 A4?4HFF64AAO@8 
DK7A8G ?4D4@5FDK6. �EA>6AK 7 A8G F5 
",D8DF" F4 "�574F".

,D8DF @8 665 A4?4HFF64?8 6 >EA>6A>@F 
6K>AK, 4 F>@F A4EFF?A8@ >D>>>@ 
?5D5=85@> 8> A4?4HFF64AAO 4574FK6.
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%>DKAH>F 6K>A4 "�574F"

�KE?O F>7>, O> @8 A4?4HFF64?8 HD8DF F 6K>AK "�@KA4 EF8?N" 8?O "�68G4=A>7>" EF8?N, 
A4EFF?A8@ 646?868@ >D>>>@ T >>ADK7FD4FKO ?4D4@5FDK6 4574FF. �?O FL>7> F 6K>AK "�@KA4 
EF8?N" A4F8EAKFL >A>?>F "$>D@4F" F A86AL>@F ?K6>@F >FFK F4 >55DKFL ?FA>F "�574F". &5 
6K8>D8T 6K>A> "�574F", 85 @8 @>65@> 85F4?K7F64F8 6K8EFF?8 F4 KAF5D64?8.

�?O 4>485@KGA8G D>5KF EF4A84DFAK 68@>78 8> 4574FK6 74768G4= 6>?NG4NFL:

�K8EFF? ?5DH>7> DO8>4: �EF4A>6KFL "�K8EFF?" 8?O ?5DH>7> DO8>4 A4 "1.25 E@". &5 
74557?5GFT 6K7F4?LA5 D>78K?5AAO 4574FK6 557 68>>D8EF4AAO ?>D>6AKG DO8>K6.

�K6DO8>>68= KAF5D64?: �55DKFL "1,5 DO8>4" (One and a half lines) 8?O >EA>6A>7> F5>EFF. 
&5= KAF5D64? ?>>D4IFT G8F455?LAKEFL F5>EFF F4 T EF4A84DF>@ 8?O 5K?LH>EFK 
EFF85AFEL>8G D>5KF.

�AF5D64?8 ?5D58 F4 ?KE?O: �4768G4= 6EF4A>6?NNFL "0 ?F" (0 pt) O> ?5D58, F4> K ?KE?O 
4574FF 8?O "�68G4=A>7>" EF8?N, I>5 FA8>AFF8 74=6>7> 65DF8>4?LA>7> ?D>EF>DF F4 
74557?5G8F8 IK?LAKH5 D>7@KI5AAO F5>EFF A4 EF>DKAFK.

�EK KAHK A4?4HFF64AAO F FL>@F 6K>AK, F4>K O> 68DK6AN64AAO (O>5 @8 665 6EF4A>68?8 O> "�4 
H8D8A>N" 6 ?>?5D58AL>@F >D>FK), @>6A4 74?8H8F8 557 7@KA. �46?86> ?5D5>>A4F8EO, I> 
FK A4?4HFF64AAO 74EF>E>6FNFLEO E4@5 8> "�68G4=A>7>" EF8?N, I> T 547>68@ 8?O 6EL>7> 
>EA>6A>7> F5>EFF 8>>F@5AF4. &4>8@ G8A>@, 68 74557?5GFTF5 FAKDK>>64A5 F4 ?D>D5EK=A5 
D>D@4FF64AAO, O>5 6K8?>6K84T 4>485@KGA8@ EF4A84DF4@.
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%>DVAL>F 6V>A4 ",D8DF"

�A4?>7KGA8@ G8A>@ 6K85F64TFLEO A4?4HFF64AAO 6EKG KAH8G EF8?K. %5D58 A8G 
646?868@8 T 7474?>6>8 ?5DH>7> K 8DF7>7> DK6AO, O>K 8>84AK 6 8>>F@5AF 74 
74@>6GF64AAO@. 

�?O 747>?>6>F ?5DH>7> DK6AO 6K8>D8T@> 6K>A> ",D8DF" K 68EF468@> D>7@KD 18 
?F, EF8?L "A4?K668DA8=", >>?KD F5>EFF "�6F>@4F8GA>" F4 5D5>F "FEK 65?8>K 
5F>68".  ' 6K>AK "�574F",  ?D855D5@> E?5FK4?LA8= 68EFF?, 68DK6AN64AAO 
7D>58@> "?> F5AFDF", @K6DO8>>68= KAF5D64? "�48A4DA8=", 4 KAF5D64?8 ?5D58 K 
?KE?O ?>EF468@> 12 ?F.

�?O 747>?>6>G 8DG7>7> DV6AO D>7@VD LD8DFG 7D>58@> 16 ?F, EF8?L 
"A4?K668DA8=", >>?KD F5>EFF "�6F>@4F8GA>" F4 5D5>F "7@5AH5AK 65?8>K 5F>68". 
' 6K>AK "�574F",  6E5 D>58@> 4A4?>7KGA> O> 8?O 74?>?>6>F ?5DH>7> DK6AO, ?8H5 
KAF5D64?8 ?5D58 K ?KE?O ?>EF468@> 6 ?F.

�8>>D8EF4AAO 747>?>6>K6 T 646?868@, >E>K?L>8 74 8>?>@>7>N A8G 
46F>@4F8GA> 75A5DFTFLEO 7@KEF. ->5 ?>54G8F8 EFDF>FFDF 8>>F@5AFF 6 
D54?LA>@F G4EK, 64DF> 6K8>D8F8 ?4A5?L A46K74FKL. �?O FL>7> ?5D5=8FL A4 
6>?48>F "�>44AAO" F4 6K8@KFLF5 ?D4?>D5FL "�5?4EFL ?5D5G>4K6".

&4>>6 A4 FK= 65 6>?48FK 64DF> F6K@>AFF8 ?D4?>D5FL "�KAK=>4".

�8 7D>58?8 547>K A4?4HFF64AAO K ?>G8A4T@> >D>D@?5AAO F8FF?LA>L EF>DKA>8.
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&8FF?LA4 EF>DKA>4 T ?5DH8@ 6D465AAO@ ?D> 64HF D>5>FF. �>A4 ?>68AA4 @KEF8F8 ?>6AF F4 F>GAF 
KAD>D@4FKN ?D> A46G4?LA8= 74>?48, >4D58DF, A476F >E6KFAL>L >>@?>A5AF8, F5@F 74684AAO, 
?DK768I5 EFF85AF4 F4 68>?484G4, 4 F4>>6 DK> 68>>A4AAO.

�8>>D8EF>6F=F5 F5AFDF64AAO F4 6K8?>6K8AK D>7@KD8 HD8DFK6 8?O >>6A>7> 5?5@5AFF, I>5 
8>EO7F8 G8EF>7> F4 ?D>D5EK=A>7> 687?O8F.

�?O >D>D@?5AAO F8FF?LA>L EF>DKA>8 A4@ 7A48>5?OFLEO EF8?K "�4764" K "�K8747>?>6>>", O>K 665 T 
6 E?8E>F.

�EK KAHK A4?8E8 7D>58@> EF8?5@ "�57 K=F5D64?K6", 6 O>>7> ?D855D5@> 6K8EFF? ?5DH>7> DO8>4, 4 
?>FK@ A4?4HFFT@> >>65A 5?5@5AF >>D5@>. �E>K?L>8 F8FF?LA4 EF>DKA>4 @KEF8FL D>D@4FF64AAO, 
I> 5K?LH AK85 A5 7FEFDKG4TFLEO, F> D>58F8 >>D5@K EF8?K 8?O LL 5?5@5AFK6 A5 ?>FDK5A>, ?D8A4=@AK 
8?O EFF85AFEL>8G D>5KF.

�458D4F8 F5>EF D5>>@5A8FT@> 7 F6K@>A5A8@ D568@>@ "�K8>5D478F8 6EK 7=4>8" (Ctrl+*). &5 
8>76>?8FL FA8>AFF8 74=68G ?D>5K?K6 F4 ?5D5A>EK6 DO8>K6.

�K8 G4E >>?KN64AAO F5>EFF 7 KAH8G 8>>F@5AFK6 G8 ?D>7D4@ >D4I5 68>>D8EF>6F64F8 >?FKN 
"�55D57F8 ?8L5 F5>EF" 4 F5 8>76>?8FL FA8>AFF8 >>?KN64AAO A55464A>7> D>D@4FF64AAO, K F5>EF 
5F85 6EF46?5A> F 64H 8>>F@5AF 7 F8@ D>D@4FF64AAO@, O>5 74D47 4>F86A5 6 @KEFK 6EF46?5AAO.



�4=5?L L6<4>>7> 4>EFG?G Microsoft Word
�4A5?L H688>>7> 8>EFF?F (�,�) 3 F5 A4EFD>N64A8= A45KD >A>?>>, D>7F4H>64A8= 74 74@>6GF64AAO@ A48 EFDKG>>N Microsoft Word. �>A4 8>76>?OT 
D>7@KEF8F8 >>@4A88, O>K 68 68>>D8EF>6FTF5 A4=G4EFKH5, I>5 6>A8 5F?8 746688 ?K8 DF>>N, A574?56A> 6K8 ?>F>GA>L 6>?48>8 EFDKG>8. &5 7A4GA> 
?D8E>>DNT D>5>FF, >E>5?86> ?D8 >D>D@?5AAK >5'T@A8G D>5KF 77K8A> 7 68@>74@8 �%&'.

�4?4LFG64==O ?4=5?V L6<4>>7> 4>EFG?G:

�>8464AAO >>@4A8: �4F8EAKFL A4 A565?8>F EFDK?>F ?D46>DFG 6K8 ?4A5?K H688>>7> 8>EFF?F. �8 ?>54G8F5 E?8E>> ?>?F?ODA8G >>@4A8. ->5 8>84F8 
>>@4A8F, ?D>EF> >?4FAKFL ?> AK=. />I> ?>FDK5A>L >>@4A88 A5@4T F E?8E>F, 6855DKFL "�AHK >>@4A8<..." ("More Commands..."), I>5 6K8>D8F8 6K>A> 
A4?4HFF64AL Word.

 5>>@5A8>64AK >>@4A8< 8?O 4>485@KGA>L D>5>F<: �?O 5D5>F86A>L D>5>F8 A48 76KF4@8 F4 KAH8@8 4>485@KGA8@8 8>>F@5AF4@8 8>FK?LA> 8>84F8 A4 
?4A5?L H688>>7> 8>EFF?F F4>K >>@4A88:

"�55D57F<" (Save): �?O D57F?ODA>7> 755D565AAO 8>>F@5AF4 F4 74?>5K74AAO 6FD4FK 84A8G.

"!>4EF64F<" (Undo) F4 "�>6F>D<F<" (Redo): �574@KAAK 8?O H688>>7> 68?D46?5AAO ?>@8?>> 45> ?>65DA5AAO 8> ?>?5D58AKG 8K=.

",6<8><= 8DF>" (Quick Print): �>76>?OT @8FFT6> 6K8?D468F8 8>>F@5AF A4 8DF> 557 8>84F>>68G A4?4HFF64AL.

"�A>6<F< EF<?L" (Update Style): �F65 >>D8EA4 >>@4A84, O>I> 68 G4EF> 7@KANTF5 ?4D4@5FD8 EF8?K6 K G>G5F5 H688>> >A>68F8 65EL 8>>F@5AF, I>5 
6KA 6K8?>6K846 A>68@ A4?4HFF64AAO@.

"�5D57?O8 ?5D58 8DF>>@" (Print Preview and Print): ->5 746688 ?5D56KDOF8, O> 8>>F@5AF 687?O84F8@5 A4 ?4?5DK.

�5DE>A4?K74FKO FKTL ?4A5?K 8>?>@>65 64@ 7A4GA> ?K868I8F8 ?D>8F>F86AKEFL K 7>E5D588F8EL A4 6@KEFK 64H>L D>5>F8, 4 A5 A4 ?>HF>F DFA>FK= F @5AN.
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�>4464==O E?<E>G 6<>>D<EF4=<E 465D5?
(>D@F64AAO 5K5?K>7D4DKGA>7> E?8E>F F4 >>D5>FA5 ?>E8?4AAO A4 865D5?4 T A56K8'T@A>N G4EF8A>N 4>485@KGA>L D>5>F8. %>G4 Microsoft Word ?D>?>AFT 
65F8>64AK 74E>58 8?O 46F>@4F8GA>7> EF6>D5AAO E?8E>K6 ?KF5D4FFD8, 6>A8, A4 64?L, A5 ?K8FD8@FNFL EF4A84DF �!"' 8302:2015 "�K5?K>7D4DKGA5 
?>E8?4AAO. �474?LAK ?>?>65AAO F4 ?D468?4 E>?484AAO", O>8= T >5>6'O7>>68@ 8?O >D>D@?5AAO A4F>>68G F4 EFF85AFEL>8G D>5KF 6 '>D4LAK. &5 EF6>DNT 
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