Intermediate Word

1a. Margins (create default settings)
1b. Spacing before/after paragraphs
1c. Special Indenting

2a/2b. Creating Lists

2c. List sub-points (nesting)

2d. Customizing Lists

2e. Creating a permanent List Style
3. Columns

4a/4b.Tables

4c. Borders

4d. More Borders & Shading

5. Text Boxes

6. Drawing Tool Bar (lines, arrows,
shapes, Word Art, images, colors,
shadows, & 3D)

7. Symbols
8. Find/Replace text

9. Headers, Footers, & Page #s

File

Edit

6: Drawing Tool bar
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Insert Format Table
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Picture 3 Background 3 Heading R.ows Repeat
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