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Introduction

Microsoft Word (often called Word) is a graphical word processing program
that users can type with. It is made by the computer company Microsoft. The

| purpose of the MS Word is to allow the users to type and save documents.
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Features of MS Word | |

- Creating and saving a file

- Editing and formatting a document

- Paragraph formatting

- Inserting header and footer and Page number
- Checking spelling and grammar

- Subscript and superscript

- Inserting symbols

- Print preview and printing

- Inserting clipart, word art, and picture

- Page setting

- Bullets and number

- Border and shading

- Searching a word and replacing it by another word
- Inserting table
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As wetalked about in our meeting, my fourtteen y \ce, both in commissioned
floorsales and in the role of Sales Supervisor, wa  Spelling error  Rlity Furnishings. In that
time, | have learned many techniques that would customer satisfaction

ratings at Quality Furnishings.

In addition, I wanted to let you no that I have recently recieved my certificate from the Superior
Sales Training program at theghational Business Institute. seyeral techniques coveredin the

program are sure to bolster les. Also, increased customer satisfaction. I look forward to having

the chanes Quality Furnishings.
Contextual spelling error R in filling the Sales Grammatical error [Eireeto
would like addition orward to

hearing from you soon.
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Subscript and Superscript

Superscript example: Per i

Subscript example: Rate per month@
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Bullets and Number
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Preview
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Searching a word and replacing it by
another word
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I Find and Replace / @l&]

Z
| Find Replace | Go 1)'0/
Find what: | ‘ l/ El

Options: Search Down
Format: Font: Italic
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| Inserting Table in file
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Insert Table..
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“Insert table”
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6 9:15 Starting Excel
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9 9:15 Saving / Opening Files
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Key areas:
How to create templates and modifying slide Master

How to Integrate graphics & tables in presentation

Running a Slide Show
Shortcuts Keys

Click to add notes
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How to create templates
and modifying slide Master

Click to add notes
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| Animations || Slide Show | Review
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