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To THE COMPUTER process of left and right margins from the typewriter to the computer. Centering text and top and
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microsoft word keys are illustrated and detailed on pages 7, 8, and 9. This book will sharpen your
skills in the mechanics of keyboarding. Learn letters and hand placement on the keyboard, practice
@ DOWNLOAD PDF and then take the timed writing test to see how fast you can type. Learn how to set up your margins
from the typewriter to the computer, hand placement of keys, spacing within text, the most
frequently used Microsoft Word keys to include formatting and drawing keys, typing tables from the
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Complete guide! Its such a good go through. It is rally fascinating throgh reading period of time. Its been written in an extremely basic way and is
particularly only after i finished reading through this publication through which really changed me, change the way i really believe.
-- Mrs. Macy Stehr

| actually began looking over this pdf This can be for all those who statte there was not a worthy of reading through. | am easily can get a enjoyment of
reading through a written publication.
-- Rafael Feeney Jr.
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