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A First Look

The company golf tournament is on Mlo,
nd the fundraiser for the City Wildlife
il 20. We still have a few

0% company roster for the

#Cthon Event on April 23 Hope to

Are you ready to get
started in Word? In this
first chapter, you
become familiar with
the Word working
environment and you
learn basic ways to
navigate and to enter
text.



Open Word

Explore the Word Window

Work with the Office Button
Select Commands with the Mouse

Select Commands with the Keyboard

Select Command Choices

Work with the Mini Toolbar
and Context Menus

Launch a Dialog Box
Enter Text
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You can open Microsoft Word a
number of ways. This section
demonstrates how to open
Microsoft Word from the All
Programs menu. Once Word
opens, a blank document, ready
for you to type text, appears.

[ open word |

@ Click Start.

@ Click All Programs.

© Click Microsoft Office.

@ Click Microsoft Office Word 2007.

A blank document appears in the Word window. B T — :

. . B T 51 S 1. ) IO W80
A button representing the document appears in e e e e
the Windows taskbar.

® To close Word, click the Close icon ([*]).




Explore the

Word Window

A First Look at Word

chapterl

The Word window contains tools you can use to work
quickly and efficiently while you are creating documents.

Office Icon

Provides access to the only menu in Word 2007. The
commands on this menu start a new document, open an
existing document, and save, print, and close documents.

Title Bar
Shows the program
and document titles.
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beclaratlon of Independence

“When in the Course of uman events, it becomes necessary for one people to dissclve the palitical bands
which have comnected them with ancther. and to assume among the powers of the earth. the separate and
equal stzien to which the Laws of Nature and of Nature's God entitle them. a decentrespect to the opinions
of mankind requires that they should declare the canses which impel them to separation.

“We hold these truths to be self-evident, that all men are created equal, that they are endowed by their
Creator with certzin Unahcuablc B-LEJU%@}R& ameng theseare life, le:m and t.'hc pursut of Happiness.

comsent of the governed,

That whenever any fonm of Government becomes desructive of thes: ends, itis the right of the Peopleto
alter or 1o abolish it and to institute a new Government, laying its foundation on such prindples and
organizing its power in such form, asto them shz.ll see_mn-csthkd\ to affect their Safety and Happiness.
Prudence. indeed, will dictate that G i should not be changed for light and
wansient causes; znd accordingly zll experience has shown, that mankind is meve disposed to suffer, which
evils are sufferable, than toright themselves by abolishing the forms to which they are aconstoamed. But
when a long wain of sbuses and unurpatons, pursiing invariably the same Object evinces a design to reduce
them under abselue Despetism, itis theirrighe, itis their dury, 1o throw offsuch Government, and 1o
provide new Guards for their funue security.

Suchhas bccm.he patient sufferance of these co]cuu:s and sud:us new Lhc necessity which consrain

Page:1ats | o

Status Bar

Displays document information
as well as the insertion point
location. From left to right, this
bar contains: the number of the
page on which the insertion
point currently appears as well as
the total number of pages in the
document; the proofing errors
indicator ([]); and the view
buttons.

Scroll Bar

Enables you to reposition the document
window vertically. Drag the scroll box
within the scroll bar or click the scroll bar

arrows ([& and [¥]).

Document Area

The area where you type. The flashing
insertion point represents the location
where text will appear when you type.

Ribbon

Contains the commands
organized in three
components: tabs,
groups, and commands.
Tabs represent activities
you perform in Word.
They appear across the
top of the ribbon and
contain related groups.
Some tabs, like the Table
Tools tab, are context
sensitive and only
appear when you need
them. Groups organize
related commands; each
group name appears
below the group on the
ribbon. Commands
appear within each

group.

Quick Access Toolbar
Contains buttons that
perform the common
actions: saving a
document, undoing
your last action, or
repeating your last
action.

Dialog Box Launcher
The button that appears
in the lower right
corner of a group on
the ribbon; clicking this
button opens a dialog
box or task pane that
provides more options.




Work with the

Office Button

The Office button opens the only menu in
Word 2007. On this menu, you find a list
of actions — commands — you can use to
manage files by saving them, printing them,
cleaning them up by removing sensitive
information, and distributing them.

Work with the Office Button
@ Click the Office icon ([&]). “_,L@'-ﬂ —

A menu opens, displaying the most commonly used file [ -

management commands. & o
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With the Mouse A First Look at Word

Select Commands
chapterl

You can use the mouse to navigate
the Ribbon or select a command
from the Quick Access toolbar at
the top of the window. The Ribbon
organizes tasks using tabs. On any
particular tab, you find groups of
commands related to that task.

The Quick Access toolbar appears immediately
beside the Office button and contains four
commonly used commands: Save, Undo, Redo, and
Print. Click a button to perform that command.

\ Select Commands with the Mouse

@ Click the tab containing the command
you want to use.
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Clipboard ™

@ Click in the text or paragraph you want

Font | Paragragh )
to modify. Bold Ct-B) |
Make the selected text bold.
© Point to the command you want to use.
® Word displays a ToolTip describing the
function of the icon at which the mouse Declaration of Independence
pOintS. When in the C human events, it becomes necessary for cne
which have ¢ d them with another, and to assume among the
@ Click the command. S R

We hold these ufihs 1o be gelf-evident, that all men are created equy
Creator with certain Unalienable Rights, that among these arelife, I

@ Word performs the command you
selected.

Declaration of Independence

When in the C of human events, it becomes necessary for one people to dissolve the political bands
which have c cted them with ancther, and to asmume the powers of the earth, the d
equal staion to which the Laws of Nature and of Namure's God entide them, a decentrespect to the opiniens
of mankind re 5 that they should dedare the causes which impel them to separation.

We hold these trjaths o be self-evident, that all men are creared equal, that they are endowed by their
Creator with certain Unalienzble Rights, that among these arelife, Liberty and the pursuit of Happiness.

consent of the governed,




Select Commands
with the Keyboard

To keep your hands on the
keyboard and work efficiently,
you can use your keyboard to
select commands from the Ribbon
or the Quick Access toolbar.

\ Select Commands with the Keyboard

. [; -_, il - = DECLARE.dooy - Microsaft Word -"x
@ If appropriate for the command you =TT
intend to use, place the insertion point T b e = (Z 2] [wamncar] asmcer aanns asevee - A B0
. oute (BT * aar| W A l?!.gg- = [l moma [THospon. sedngd | Hessne? = Change [3 Stod~
in the proper word or paragraph. ol s .- )

@ Press [[117] on the keyboard.

Declaration of Independence 4—0

Wihen in the Course af hursn evenss, it beceimes necessary for cne people todissclve the poliicl bands
which have connected them vith ancthes, and 1o 2smane among the povess of e exdh, the sepaate and
equal staon v which the Laws of Namre and of Namre's God enlethen, & devemrespen @ piniots
of mankind requives thaz they should declare the causes which prpel them 1o separaion

Wehold these teuths to be selfeyidens, that all wer are cvemted equal than they are endewed by thele
Creator with certain Unslienable Bighes, ther among these ere life, Liberrv and the pursuic of Happiness.
Thartp seoure theserighrs, govenimens g inminwed ameng Men, deriving their jos powers from the

consent of the geverned,
@ Shortcut letters and numbers appearon @1 ¢ e g e @ =
the Ribbon. A e V& < B SB[ sumcer| abic| aaevce P OIS
. Vq:lc J B 0 U ke L THamal | T HoSpad.. Heading 1 Feadng 2 - r"";ﬂ: Selodt ™ ‘
Note: The numbers control commands on the Quick Access s 5 e g
foolbar. . .
@ Press a letter to select a tab on the Ribbon.
This example presses []. Declaration of Independence
. When in the Cowse of bursn svents, it becomes necessary for one people to dissolve e politcal bands
Note: If you press a key you did not mean to press, press ?\-ucram_eLﬁﬂw@-fn:ch_:.m:-;um_@-:sm:i?mot exth st
to back up to your preceding action. Sovbind e b e oulddee e s ol e,
Wehald ik Jotkss v be gty e, that all veated equal, tha they are endovad by thels

Creator with cermain Unalierable Biges, thar among these are life, Liberey and the pursuic of Happiness.
Thatto secors theserights, gormaments g1e insinred among Men, deriving their jus powers from te
censemt of the governed,
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@ Word displays the appropriate tab and
letters for each command on that tab.
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Declaration of Independence

Whes i the Course ef s events, It bae nves ecessary fox oo prophe b disselve the pelifical bani
which have connected them with anctber, TP munglh:pmu!of‘hz et the sepasate and
equal staion v whichhe Lawe of Namre and of Namre's God enlethen, & devemrespen @ pinices

of mankind requives thaz they should declare the causes which iprpel them 1o separaien

Wehold 1k s 1o e sebf-evident, that all 2 L equal, tha they sre ende e by dhas
Creator with certain Unslienable Bighes, ther among these ere life, Liberrv and the pursuic of Happiness.
Tharte secves theserighrs, povenimengs e inginwed ameng Men, deriving theix jos pesers frow the
consem of the governed,

@ Word displays options for the command
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@ Press a letter or use the arrow keys on TE M S (e -
the keyboard to select an option. |5 s e
Fgstart Each Sectiar
Word performs the command you S st
selected, applying the option you chose.
Declaration of Independence
When in the Cowse of hwran events, it becy s ey v o copl dissolve th Aitical band:
wihick have comected themn with anctber, m o asmame munglh:pmu!of‘hz e, e segasate i
equal staion to whichthe Laws of Nanwe and of Nanime's God g & decemrespent s piniots
of mankind requives thaz they should declare the causes which iprpel them 1o separaien
Wehold 1k s Lo be sl eviden, that all 2 L equal, that they are enderved by ez
Creator with certain Unalierable Bighes, e amonz these ere life, Liberne sndmwwsmwf}kmmas
Thatte seovrs hessrights, goremmants 2 inginred ameng Men, deriving their jos pesers from the.
consent of the peverned,
Is there a way to toggle between the I just want to type and I do not need any
document and the Ribbon commands. Can I hide the Ribbon so that I

have more screen space
in which to type?

Yes. Double-click any tab; T@
Word hides the Ribbon. /7
Double-click any tab

again to redisplay the
Ribbon.

using the keyboard?

Yes. Each time you press [],
Word changes focus of the
program, switching between
the document, the Status
bar, and the Ribbon.




Select Command

Choices

In many cases, Word 2007 previews
the effects of a command choice
before you select it, giving you the
opportunity to “try before you buy.”

You cannot preview the effects of all commands,
and the type of preview available varies from
command to command. In addition, Live Preview
does not work with the Mini Toolbar.

\ Select Command Choices

VIEW A LIVE PREVIEW
@ Click in the word or paragraph you want

i o) BOE DECLARE doo: - Microsoft Word - = x

to m0d|fy_ e e e ™
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you are considering performing.

@ Position the mouse pointer above the
command you are considering applying.

® Word displays the effects of the command
without performing the command.

In this example, the paragraph containing
the insertion point appears in the
Heading 1 style.

e

On the Ribbon, the currently applied
style is highlighted for the paragraph.
When you position the mouse pointer

Whiens in e Course ofuman evenls, it becoroes esessany fo cne pevgle o diaggve e political bands
which have cormected e with ancther, and to assume xmong the powess of i eartt, the sepante and
equal statenre which the Laws of Nanee and of Nanme's God entte them, & decher respect o the opinians
of maekied vequives thet ey sheuld dedlere the causes whnch ippel therto separaicn.

Declaration of Independence

We kol these truths 1o be self-eviders, that aH imen are erented equsl, that they are endowed by treic
Crearar with ceman Unalisnabls Bizine, ey among these ave life, Libery and the pursiit of Happines.
Thareo seomrethese e, 2overnmerss are inginesd among Men, deriving their jus powers framthe
consetr of the govered,

Declaration of Independence

‘When in the Course of human events, it becomes necessary for one
people to dissolve the political bands which have connected them with
another, and to assume among the powers of the earth, the separate and
equal station to which the Laws of Nature and of Nature's God entitle
them, a decent respect to the opinions of mankind requires that they
should declare the causes which impel them to separation,

We hiold hess mus m e selfevideant fatall men ars aal, Tar dew ate e
Creator with cemin Thnalinabie Rights fhat smang hese are ife, Tiberty md fhe purasit of Happiness

That 12 sacare fiece fighs, govements are mesined zmeng Men, dariving dai fust powers froem the
censent of e govemed,

over a new style, Word displays the text
in the Document Area in that style and
highlights the new style on the Ribbon.
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A First Look at Word

PREVIEW USING OTHER METHODS

@ Click an icon containing an arrow.

@ You can view more choices.
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@ For some commands, you might click

arrows to scroll through choices.

® You can also dlick the More icon to display
a drop-down view of the choices.

Saloet Teet with Similas Fomalting

Declaration of Independence
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@ Word displays additional choices. )
@ Click a choice to select it.
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Can I preview font selections?
Yes. Follow these steps:

@ Click in the word or select the text you
want to preview in a different font.

Note: See Chapter 3 for more on selecting fext.
@ Click the Home tab.

@ On the Ribbon, click here
to display the list of fonts.

@ Point at a font to see Word display the
selected word or text in that font.
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Work with the Mini Toolbar
and Context Menus

You can use the Mini Toolbar and the
context menu to format text without
switching to the Home tab. The Mini
Toolbar and the Context menu contain
a combination of commands available
primarily in the Font group and the
Paragraph group on the Home tab.

The Mini Toolbar fades in and out when you select text.

\ Work with the Mini Toolbar and Context Menus

@ Select text.
® The Mini Toolbar appears in the background.

. i . Declaration of Independence
e POSItIOI’l the mou§e p0|nter OYer the MII’II When in the Course of human events, it bezomes necassary kmcnrpeq:\e to dissolve the political bands
Toolbar tO make It appear SOIIdly. wihich bave conpected them with anciber, sed {the ety the sep |

equal station 1o which the Laws of Natre and of Nanme's God rm:lﬂﬂhem. a decent respect to the opirions
of emankind requires that they should declare the canses which impel them o separation.

red equal, thar they are endowved by thelr
are life, Liberty and the pursuit of Happisess.
ong hen, derivirg their just porwers from the

consert ofthe govemed,

Thatwhenever any forms of Geovenument becames
alter ar to aboich it and to msttme a ne
oTganizing its powsr in such form, asto dmndull memﬁk&ywaﬁwﬁul Safety and Happiness.
Prudence, indeed, will di th izh hmﬂd“!'"bc changed for light and
transient canses; and accord ience has shown, that disposed to suffer, which
evils are sufferable, than toright themeelves by abolishing the forms 1o which they are acoustamed. Bur
“when 2 long rain of abuses and usurpatons, parsingievarisbly the same Object eviness a designto reduce
them under sbeolute Despotism, it is theirrizhy, itis their duty, to throwoff such Govemnmen, and to
providenew Guards for their fanre seowity.

dreofibest ends, it eight ofte Pecglets UCITR i
nr=%w-

@ Right-click the selected text.

@ Both the Mini Toolbar and the context
menu appear.

Declaration of Independence B
. . . . . Ba| Copy
You can right-click anywhere, not just on M boecemecnt bbb v s vong o] B 2
1 nt whichthe Laws o e and of ] & a| A | Eeat..
selected text, to display the Mini Toolbar i il e ik el — (RO
and the context menu. We hold these mutsto be self-prident, thar all men sggarested equal, taar the] ;; s:::m : 4
Creatas with catain Usaliznable Rights that amos aelife, Libartyaag e
@ Click any command or icon. TR D JUSRAE ¢ etk e s denice
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- - That whenever any fomn of Govemmen: beoontes uve of these eands, it| Teanslate »
Word activates the command or icon. st e e et | 1. :
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them vnder absalute Despotiom, itis theirnight, itis their duty, to dhrow off sach Government, and 1o
providenew Guards for ther fumwe seourit.




Launch a 1
Dialog Box A First Look at Word | chapter

Hi, Bill,
Canyou pick up Kelly
Smith at the agrpoE

Although the Ribbon contains most of the
commands you use on a regular basis, you
still need dialog boxes occasionally to
select a command or refine a choice.

[ Lounch a Dislog Box |

Jt - DECLARE.dooy - Microsoft Word
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® Word displays a ToolTip that describes
what will happen when you click. ==

@ cick [E.

Declaration of Independence

Wher i the Course o uman evenls, it bevoes necessary for cne pecple 1o dissdve e pelitica bards
which have cormected them with ancther, and 1o 2smume ameng the pawess of the arth, the separate and
equal statente which the Laws of Nanwe and of Namre's God ente then, & decers respeatta the opinions
of markied vequives thet ey sheuld declere the causes which ipgpel theeto separaicn.

We kol these truths 1o be self-evders, that aHl imen are erented equsl, that they are endowed by treic
Crearorwith cermain Unalienable Rizins, they amomg these ere life, Likerry and dhe purevit of Happiness.
Tharrg seomme thess g, ovemmens & insinesd ameng Men, deriving their jusm powers fromthe
consetr of the govered,

@ Word displays the dialog box. Paragrash ZX
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Word makes typing easy: you

do not need to press Enter to
start a new line. Word calculates
when a new line should begin and
automatically starts it for you.

When you type, you should use the Tab key instead
of the spacebar to add more than one space between
words. See Chapter 6 for details on setting tabs.

|_Enter Text |

The company golf tournament is onMarch]10,
nd the fundraiser for the City Wildlife
Bl 20. We still have a few

company roster for the

& thon Event on April 23 Hope to

TYPE TEXT

@ Type the text that you want to appear in your
document.

The text appears to the left of the insertion
point as you type.

As the insertion point reaches the end of the
line, Word automatically starts a new one.

Press (=11 only to start a new paragraph.

SEPARATE INFORMATION
@ Type a word or phrase.

@ Press .

To align text properly, you press to include
more than one space between words.

Several spaces appear between the last letter
you typed and the insertion point.

© Type another word or phrase.

August 23, 2006

Jane 3mith

Memorial Sprinklers, LLC
4818 Memaorial Hwy., Suite 200
Tampa, FL 33609

Dear Ms. Smith:

Thank you for selecting Marmel Enterpelses, LLC to assist you in using sotne of your Microseft
Office products, specifically Microsoft Offlce Word 2007 and Microsoft Office Excel 2007,

%’As we agreed|

August 23, 2006

Jane Smith
Memorial Sprinklers, LLC

4816 Memorlal Hwy., Suite 200
Tarpa, FL 33609

Dear Ms. Smith:

Thank you for selecting Marmel Enterpelses, LLC to assist you in using some of your Microsoft
Office products, specifically Microsoft Office Word 2007 and Microsoft Office Excel 2007,

Aswe agreed, classes will be held as follows:

Class1 September
Class 2 | J




A First Look at Word chapterl

ENTER TEXT AUTOMATICALLY
@ Begin typing a common word, phrase, or date.

The AutoComplete feature suggests common words
and phrases based on what you type.

® Word suggests the rest of the word, phrase, or month.

@ You can press [Z1007 to let Word finish typing the
word, phrase, or month for you.

You can keep typing to ignore Word’s suggestion.

August 23, 2006

Jane Smith

Memnortal Sprinklers, LLC
4E16 Memortal Hwy., Sulte 200
Temgpa, FL 33808

Dear M= Smith:

Thandk yon oy selacting Marm el Entarprises, LLC to 2sslstpou tn using some of vour Micrasaft
o Micrescft Offtes Ward 2007 and Micrasaft Offics Excal 2007,

A= we agreed, classes will be beld as follows

Class1 September 1, 2006

Class2 a et ®

Clasz 3

August 23, 2006

Jane Smith

Memnortal Sprinklers, LLC
4E16 Memortal Hwy., Sulte 200
Tamgpa, FL 33809

Dear M= Smith:

Thandk yon oy selacting Marm el Entarpriss, LLC to ssslstyan in using soma of vour Micrasaft
o Micrescft Offtes Ward 2007 and Micrasaft Offies Excel 2007,

A= we agreed, classes will be beld as follows

Cless1 September 1, 2006
Class 2 Saptarahar 10, 2005
Class 3 Seprembar

)

Why should I use instead of to include

more than one space between words?

Typically, when you include more than one space between words or
phrases, you intend to align text in a columnar fashion. Most fonts are
proportional, meaning each character of a font takes up a different
amount of space on a line. Therefore, you cannot calculate the number
of spaces needed to align words beneath each other. Tabs, however, are
set at specific locations on a line, such as 3 inches. When you press [,
you know exactly where words or phrases appear on a line. Word sets
default tabs every .5 inches; to avoid pressing multiple times to

separate text, change the tab settings.




Move Around
in a Document

You can use many different techniques
to move to a different location in a
document; the technique you select
depends on the location to which
you want to move.

\ Move Around in a Document
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MOVE ONE CHARACTER
@ Note the location of the insertion point.

@ Press 1.

Declaration of Independence

When in the Course of human events. it becomes necessary for one people to dissolve the
political bands which have connected them with anether, and to assume among the powers of the
zarth, the separate and equal station to which the Laws of Naturs and of Nature's God entitle
them, a decent respect tothe opinions of mankind requires that they should declare the causes
which impel them to 4:pamnotu

We hold hese puths 1M self-evident: thar all men are created equal, hatthey are endowed by their
Creator with certain ienable Rights, that ameng these are life, Liberty and the pursuitof Happmess.
That to secure hese righe. govemments are instimted among Men, deriving their just powers from the
consent of the goveme

® Word moves the insertion point one
character to the right.

You can press [, [, or [ to move
the insertion point one character left, up,
or down.

Holding any arrow key moves the insertion
point repeatedly in the direction of the
arrow key.

You can press [500+E or [E10+[] to

Declaration of Independence

When in the Course of human events. it becomes necessary for one people to dissolve the
political bands which have connected them with anether, and to assume among the powers of the
zarth, the separate and equal station to which the Laws of Naturs and of Nature's God entitle
them, a decent respect tothe opinions of mankind requires that they should declare the causes
which impel them to sdparation.

We hold hese puths 1 bUself-evident: thar all men are created equal, hatthey arz endowed by their
Creator with certain Unallenable Rights, fhat ameng these are life, Liberty and the pursuit of Happness.
That to secure hese rightd govemments are instinted among Men, deriving their just powers from the
consent of the govemed,

move the insertion point one word at a
time to the right or left.




A First Look at Word chapterl

MOVE ONE SCREEN

@ Note the last visible line on-screen.

Page
@ Press |10

® Word moves the insertion point down
one screen.

Page . .
You can press | 2" | to move the insertion
point up one screen.

@ You can click the [ to scroll up or [ to

scroll down, one line at a time in a document.

\

Necl fon of Ind a

When in the Course of human events, it becomes necessary for cae peogle to dissolve the
palitical bands which have connected them with another, and to assume amoag the powers of the
earth. the separate and equal station to which the Laws of Nature and of Natere's God smitle
theen, & decsar respect 1 the apinices of menkind requires thar they should declare the causes
which mpel them to separsrion

We hold fiese tuths 50 be seli-evident: izt all men are created equal, hat frey are endowed by feir
Craater wid zertain Unaliengole Rights, fizt amoeg these ame [ife, Liberty ad e purseitaf Happiness.
“That to secure these Gglus, povesnmemis are instinbed amoeg Men, deciving it just powers from the
censent of £ povemed,

That whenever any form of Govemmenthecomes destractve of these ends, & is the sight of the People
alter or o abelish itand 1o istitete 2 new Goverment, luvny its fomdation oo such principles and
cezanizing it powet it sach fome, &5 v i sal seem enest likels o affert #iciy Sefery and Happiness.
Brudemice, wibeed, il dictae that Gon enupeets bong estbfisbed sboull notbe gl o g and
wansent causes; and aecondingly all experience has showan, dhar marking iz more dispesed 1o saffer, which
evils ane muffersble. than o rigat them s ey sbeliiing be o to which ey a5e aceasvened Tt
when 2 leng iz of 2 design 1o reduce

e wnde absolute Diespotisee, it s Euel right, 1Lis el duty, 10 I]uun ol sk Goverzenent, wmd 1
provide mew Guards for their fanre securiz.

Such hasbem of hese coloies: sd such 5 2o iy mikick inz hem
to alter fasir foemer & The history of the King of Great Tritzin is a history of
o ! e e T e 2 e

an abeckae Tyranny over

1ok
these Stites. To prove thas, let Facts be submiste:

e has refased his Asseet o Laws, the mestwhelssene and pecessary for the pablic geod

thsﬁomddamammmn;m Lavs o immediate and]:r:ssms mpartmnce. mless saspended in
sheir cperstion vt his 4: and whi o amend
to fasm. He has refused to pass ather Iav\s bu:beacnommodanm af farge districts of people unless fiose
pecple would rdinguish e sight of Represenmtion n e Legislemre, a it inestenable w der and
fommidable w norsE only.

He kas caled sogeties legidutive bedies at places umsuzl, vncombarttle, and distnt from Gz depesiton
o thele publie Recands, for ke sole purpose of ftiguep e e copplizee wit his pessupes.

He has dissolved Repoesenmatioe Houses repeatedly, for fae cpposing wih manly flieneess his levasions oo
the righis of e people

e has refased for 2 long time, after such dissolutions, to cause others 10 be elected; whereby the Legidative
powers, eapalile of anaihitation, have reveeed w0 the peopde atlarge for del exercizes, e s remalnng
m e pnean time expossd w0 all te dangers of invasion foe witoor, and canfasions witin

He has endeavared 1o prevens the populaton of thees sams, for thar papose shsmuerng the Laws of
Watrlizzien of Fersigoers from grning pemuisson o pass, ofier fim 1 sncourage theis migstions
i, mnd szised e comdibons of ew Appreprations of lands.

-/

How do |1 quickly move the insertion point

to the beginning or the
end of a document?

Press [Sq)+ Gl to

move the insertion
point to the beginning
of a document or
=1 + X to move
the insertion point

to the bottom of a
document. You can press

[+ to move the

insertion point to the last place you changed in

your document.

Is there a way to move the insertion point
to a specific location?

Yes, you can use bookmarks to

mark a particular place
and then return to it. See
Chapter 3 for details on
creating a bookmark and
returning to the
bookmark's location.

See Chapter 4 for

details on searching for

a specific word and, if
necessary, replacing that
word with a different one.




You can search for help with the
Word tasks you perform. By default,
Word searches the Help file on your
computer as well as the Internet.

HeLe DeESk

@ Click the Help icon ([2]). (D

o= DECLARE doo - Microsoft Word
et | Pagelmout | Reterercer  Manngs  Reeew  Sew

o
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wanslent causes, and acooedingly ol experience has showe, tharmandind bs meee dispesed o suffer, which

evils are sufferable, than tovight themsslves by sholishing the foms 1o which they are sccustomed Buw

when & long Tzin of buses and ioes, pursing ey apne Object evinees 3 desianto reduce

ek under absodue Desposian, itis theirrighe, ivis deeir dury, 1o threw offsuck w

previde new Grards for sheir fibre secity

Such has been the pan these colomies; abd suchis pow the pecessity which conawains them

The Word Help window appears.

@ Type a word or phrase related to the
help topic you want to view.

© Press [Z101.

1 alrer their foner Sveems of Govenmeet. The hizery of the presern Kieg of Grear Briain iz a histoey of
repeated imuries and uepatians, all kavirg in divect cijec the esablishm e of an bachite Tymanny crver

these States. To provethie, ler Facs be sabmined to 2 candd wedd

He has refused bis Assent o Laws, the mest wholeseme aed necessery for dae public geod.

He has focbidden bi Laws ol & d

dedl

e i ez
b : +
Vieiz opesaticn uctil bis aszent shoeld be cbtined, amd when so suspended, lelias utterly peglect
wibem. He bes refused

od to sbend
her Laws far e dati large diseios of peeple unlessthese

people would reliequish e tigks of B en L the Leglslanue, & gt ieestimableto o
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A First Look at Word chapterl

® Help topics related to the word or phrase you typed
appear in the task pane.

@ Click the topic most closely related to the subject on
which you want help.

@ The help topic information appears in the Word Help

window.
@ To dlose the Help window, click [*].

The Word window reappears.

i Change the vertical nbgnment of kst on 3 pnge
Pl 5 g  Fomesi g et Ehegs 506 £ skynsnd
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.—)—Change the horizontal alignment of text on a page
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What do you want to do?
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Align the text left or right
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Can | leave the Word Help window open

while 1 work in Word?

Yes. Simply do not perform
Step 5. By default, the Word
Help window remains on
top of the Word window.
You can move the Word
Help window by dragging
its title bar. You can resize
the window by positioning
the mouse pointer over any
edge of the window; when the

mouse pointer changes to a two-headed arrow,
drag in to make the window smaller and out to

make the window larger.

1 want to keep the Help window open,
but not in front of the Word window.
Is there a way to make it drop down
to the Windows Task Bar?
Yes. Click the pushpin
icon ([£]). When you
subsequently click in
Word window, Word
Help drops down to
the Windows Task Bar.
You can redisplay Word
Help by clicking its task
bar button.




