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Lab Week # 3 (Microsoft Word Lab Work) (Section A)

1. INSERT TAB:

e Remaining Buttons to be discussed such as

BOOKMARK, TEXT BOX, DATE & TIME, OBJECT, FIELD

e Revisiting Last Lab SYMBOLS & E
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2. DRAW TAB:
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3. DESIGN TAB:
e WATERMARK on Page

e Page Color Change

e Page Borders & Shading

p-O0R B &bgonde gfeh B O|n

lank  Page Table Pictures Shapes Icons 3D  SmartArt Chart Screenshot M Link Bookmark Cross-reference ~ Comment | Header
Break M

QUATION (MATHS

mmmmm

Mailings Review  View

C OFF

Draw with
Trackpad

"‘_i . EB v AQ v 7 Paragraph Spacing v D @D v D

—_— Colors ~ Fonts Watermark  Page Page
© setas Default G dehy




Lab Week # 3 (Microsoft Word Lab Work) (Section A)

4. LAYOUT TAB

e MARGINS, ORIENTATION & SIZE of document

e COLUMNS inside a Page

e BREAKS (SECTION, PAGE, NORMAL)

e INDENTATION & SPACING in a Document

e Alignment, Position & Wraping Around Text
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5.REFERENCES & MAILING TAB (Do it Yourself at Home)

Table of Contents

Endnotes, Captions and Tables of Figures

Citation & Mark Entry

Envelopes & Labels on a Document

Mail & its Recipients
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Lab Week # 3 (Microsoft Word Lab Work) (Section A)

WORK TASIC TO BE
COMPLETED IN LAB

WILL BE AVAILABLE IN

RESPECTIVE LAB



