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[bookmark: _GoBack]
Use a mouse comfortably 
Create a WORD document
Use cut, copy, paste features
Select and change font style and size

Apply bold, italicize, and underline features

Add bullets and numbering

Insert page numbers and page breaks

Use text colors and highlighting 
Set page orientation and margins 
Use save and save as features 
Print a document
Use review features such as thesaurus, spelling, and grammar

Use new comment feature

Insert clip art or photos into a document

Use the Internet to search for job openings and for research

Use search engines, such as Google and Yahoo

Have and use email

Send, receive, and reply to email

Attach a document or photo to email

Complete online job applications and upload resume and other documents
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Use a mouse comfortably Create a WORD document Use cut, copy, paste features
Select and change font style and size

Apply bold, italicize, and underline features

Add bullets and numbering

Insert page numbers and page breaks

Use text colors and highlighting Set page orientation and margins Use save and save as features Print a document
Use review features such as thesaurus, spelling, and grammar

Use new comment feature

Insert clip art or photos into a document

Use the Internet to search for job openings and for research

Use search engines, such as Google and Yahoo

Have and use email

Send, receive, and reply to email

Attach a document or photo to email

Complete online job applications and upload resume and other documents

