Attend Word Getting Started if you want to:
· Learn what you can do with Microsoft Word. 
· Understand word processing features. 
· Start Word and create a simple memo. 
· Learn how to move around in a document using the mouse and keyboard. 
· Make changes to documents. 
· Open and save documents from/to your hard disk, a diskette, or a shared network drive. 
· Print documents. 
· Learn techniques to select the text you want to work with. 
· Format text within your documents. 
· Move and copy text within your document. 
· Use spell and grammar check. 
· Use on-line Help to get quick answers to your Word questions. 
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