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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use styles and
other features useful for long documents in Microsoft Office Word 2013. This guide is suitable as a training
handout, or simply an easy to use reference guide, for any type of user.

The following topics are covered:

Using Styles; Character, Paragraph, Linked Styles; Applying Character and Paragraph Styles; Creating a
Style; Displaying the Styles Pane; Changing Styles; Deleting a Style; Selecting All Text with Same Style;
Adding Styles to the Default Style List; Showing Formatting as Styles to "Clean Up" a Document; Importing
Styles; Using Numbered Lists with Styles; Applying Table Styles

Jumping to a Specific Element (Page, Section, Comment, etc.)
Creating Multilevel Numbered Lists
Expand/Collapse In Print Layout View
Viewing & Structuring your Document Using the Navigation Pane
Outlining
Restricting Formatting
Finding and Replacing Formats
Finding and Replacing Special Characters (Tabs, Spaces, etc.)
Options when Pasting
Inserting Entire Documents
Creating a Table of Contents; Updating a Table of Contents
Creating an Index; Generating an Index; Updating an Index
Creating a Bookmark; Going to/Selecting Bookmarked Text; Using Bookmarks to Refer to Pages
Section Breaks: Inserting a Section Break; Changing Page Numbering Mid-Document; Changing Headers
and Footers; Changing Page Setup in a Section
Inserting a Footnote/Endnote

This guide is one of several available for Word 2013: Word 2013 Introduction (ISBN 978-1936220816);
Word 2013 Intermediate (ISBN 978-1936220823); Word 2013 Templates & Forms (ISBN 978-
1936220847); and Word 2013 Advanced.
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From reader reviews:

Randy North:

What do you concerning book? It is not important together with you? Or just adding material when you need
something to explain what yours problem? How about your time? Or are you busy individual? If you don't
have spare time to try and do others business, it is make you feel bored faster. And you have time? What did
you do? All people has many questions above. They need to answer that question due to the fact just their
can do that will. It said that about e-book. Book is familiar on every person. Yes, it is correct. Because start
from on jardín de infancia until university need this specific Microsoft Word 2013 Advanced Quick
Reference: Styles & Long Documents (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) to
read.

Sondra Spencer:

A lot of people always spent all their free time to vacation as well as go to the outside with them household
or their friend. Did you know? Many a lot of people spent they will free time just watching TV, or perhaps
playing video games all day long. In order to try to find a new activity that's look different you can read a
book. It is really fun for you personally. If you enjoy the book that you just read you can spent all day long to
reading a guide. The book Microsoft Word 2013 Advanced Quick Reference: Styles & Long Documents
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) it is very good to read. There are a lot of
individuals who recommended this book. We were holding enjoying reading this book. Should you did not
have enough space bringing this book you can buy the e-book. You can m0ore quickly to read this book
from your smart phone. The price is not to cover but this book provides high quality.

Frank Hudson:

Your reading sixth sense will not betray you actually, why because this Microsoft Word 2013 Advanced
Quick Reference: Styles & Long Documents (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card) book written by well-known writer who knows well how to make book which might be understand by
anyone who all read the book. Written in good manner for you, still dripping wet every ideas and creating
skill only for eliminate your own hunger then you still doubt Microsoft Word 2013 Advanced Quick
Reference: Styles & Long Documents (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) as
good book not merely by the cover but also by the content. This is one reserve that can break don't judge
book by its protect, so do you still needing yet another sixth sense to pick this kind of!? Oh come on your
reading sixth sense already said so why you have to listening to a different sixth sense.

Linda McGrane:

This Microsoft Word 2013 Advanced Quick Reference: Styles & Long Documents (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) is great reserve for you because the content which is full of
information for you who also always deal with world and also have to make decision every minute. That



book reveal it info accurately using great plan word or we can point out no rambling sentences inside. So if
you are read the item hurriedly you can have whole details in it. Doesn't mean it only provides you with
straight forward sentences but challenging core information with splendid delivering sentences. Having
Microsoft Word 2013 Advanced Quick Reference: Styles & Long Documents (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) in your hand like keeping the world in your arm, details in it is not
ridiculous just one. We can say that no guide that offer you world within ten or fifteen minute right but this
guide already do that. So , this really is good reading book. Heya Mr. and Mrs. active do you still doubt that
will?
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