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Objectives

* Understand how word processors work
* Customize Microsoft Word
* Use features that improve readability

* Check spelling and grammar

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.



Objectives (continued)

* Display a document in different views
* Prepare a document for distribution

* Modify document properties
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The Bulfalo River

Begnnng a1 just a trickle, The Buffalo Naberal Rives runs down the Boston Mount flows north
and then east through the Ozark Nountains, and 150 meles later & empbes into the White Rever at
Butfalo Cay

The upper Bulfals daplays unparalieled scem
towenng bluffs, waterfalls, The river also provnides gimpses of wmidife such as beaver, mnk

deer, 53 eaghts. The coper Bulalo National River wildamass 1s & remote, unspoiled locaion aad o SC rol I ba r
of the mid-Amenca’s finest outdoor destinatin

The river is such & specsl place that m 1972, Congress desgnated 1t as Amenca’s first national river.
ue status protects the Buffals from commercal of ressdental development, and prevents
estructive operabons such as damming and gravel mining, thus preserving s scemc and
natoral beacty forever

cheary. This secton of river winds past ¢

Floating Season

Foabng season on the upper Bulfalo s March theough e, with early July Roating & possibikty on

occasen, The By dent upan rairfall for ks water level, 50 once the rans of

sonng and early a1 the chance to

during this bme happens between Ponca and Prutt. Miong and trail nding, howeyer, are gre ear
v round!

SPECIAL NOTE: As & river preservanon messure, The Natonasl Park Service lenits the number et
boats that can be lsunched on any given day. Theref f you are pl. s kend float, it
Is wise to reserve your boat(s) in advance. Itis never oo early to bock a boat for & May
weekend, the upper Buffaio’s mast popular floating maonth

River Levels & Salety

The Buffalo is rated Class 1 & 11, meaning that # i typically sutable for paddiers of most any age and

sioll level (see Young Chidren note d )- Floating 15 generally done in candes, with rafbe and

possble when the water level is high enough, In the event of foading, the Natonal Park v
Gervice will deta the rrver 20 boabting u

RIVER SAFETY &

Chidenn thauld he s

oA and ahla tn cuarn Bafors finatine tha Auffala el thew scanld :

Pagr:1 014 | Words 15359 | O rrerl e ~

Zoom slider

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.



Word wrap allows you to type continuously without ever having to— Soft returns
worry about where the lineends. A soft retumnis createdin the document as
the text is continued from one line to the next. It is not until you press the
Enter key at the end of a paragraph that a hard return is entered in the
document ¥

Hard returns

The position of the soft returns is changed automatically as you make
changes in the text or the document formatting. The position of the hard
retdqns always remains the same, unless you intentionally insert or delete
them'

Word wrap allows youto type continuously without ever having to worry about whe
the line ends. A soft retum is created in the document as the text is continued from one line to

Hard returns

or the document formatting The position of the hard returns always remains the same, unless
you intentionally insert or delete thent
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Keyboard Shortcuts

Left arrow One character left
Right arrow One character right
Up arrow Up one line

Down arrow Down one line

Home Beginning of the line
End End of line
PgUp Up to the previous page

PgDn Down to the next page
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* The-BuffaloRivery

Beginning-asjustatrickie, Thebuffalo Nabcnal Riverruns downthe Boton-Mourtans, flows:
northand theneast throughthe Ozark Mountaing, 9nd-L SOmiesiatertemetiosmts the White River

- TheupcerSuffaloduplaysunparaidedscenchbeaty. Thesectonof riverwinds pastcolorfd.
andtowenng tiuffs, waterfalls. - Thetweraisoprondesgimpsesof widhfe suth-as-beaver, mai, -
otter, deer,and-eagles. TheupperBuffaloNationa Riverwildernessis-aremote, unspoledlocation:
and-one-ofthermd-Amenca’sfineRectdoordestinain, 4

- Theriversssuch-aspecisiplacethatin1372,Congressdeagnatedt-as-Amenca’sfirst
nationsiriver. Thisunique status protects the Buffab fromeommerasl orresdestislde velopment,«
and-prevents-otherdestructivecperabonssuth a5 dammingand grava-maning, thuspreservngs-
scencand natural Seauty forever.§

Floating Seasony

- Flasting-season-onthe-upper8uffda-is-Marchthrough-June, with-early-Julyfloating
possibilty enoicancn The-Buffalo -;W«wnm\mowdduumm«wtwm.-
rans-of sprngand-eartysummer-havepassed, sc-has the chancetofloatthe uppersecan. Most-
nomww-mmumwOmo&mmum,«w«.m,w
year-rol

- SPECIALNOTE: Aummse«mmmuue. m«m«do-«smmnmm

float, 4145w lmewurbo
weekend, the upper 8uffalo s ma s

Space between words
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DAY-TRIPSw

¥ Boatsdaunch-between-8:00-a.m.-andNoon,-This-givesyou-plenty-of ime to-complete yourfloat-before-
> dark,-and-allows time to picnic-or-hike a-segment-oftrail-alongthe way §

~F Launch-sitesforthe PoncatoKyle'sLandngfloat-vary,-dependinguponwaterievel-andthe day-ofthe-
’ week.-The National Park-Servicerequires thatrental boats bedaunched-atnearby-Steel-Creekon:
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Page Numbers (continued)

Page Number Click to display formats

References Mailings Review
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Floating Season

Hoaﬁpq season on the upperayffdo is March through Jur

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.

12



Categories

Descriptions
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Proofing
Save
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Page Layout tab

C'}_?

Rt e

. m Inset” | Pagelayout | e
. n r— ,bOnmmon - 5= Breaks &) Watermark = indent Spacing 4 w‘] & Sring Forwaro E Align *
,)Sﬁt‘ | Page Breaks = :: Before: O pt = - Sl Send Backwarg - .qu oup
mems . o A = sm - =1| Postion Wrap 2 J
ms + | Mmmlm S =z || S laAmer 10pt 3 Tea - FlySelectionPane G4 Fotate
Page Setup! '—;1 u\d"\cnpe:tm s m‘n:mw o | Paragraph o Ammange
[y i) SR SR IR SO RO SOMOOP, 7 5 2000
R L Column WS R A Aok S =, 122 2

Section Breaks

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.

Section Breaks

Indicate that the text following the column |
Dreak will begin in the next column,

Text Wrapping
5 text d objects on wed
Pages, such as caption text from body text.

Next Page
[Insert a section break and start the new
section on the next page.

Continuous
Inzert a section break and stat the new
section on the same page.

fven Page
Insert 3 section break and start the new
ction on the next even bered page,

Ogd Page
Insert a section break and stast the new
section on the next odd-numbered page.
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Sections (continued)

Previous

Link to
Previous active

Section number

PageSofS Words 1,370 N 183 8 505 [~ +
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Mome  Indert  Pagelmyout  References

25 Replace

L ) vemn s AN M % EETE ®® N T aappe AsBbCe Aanc:l’thC:Dl_
o v Stytes g Selear -
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Contextual spelling error

The most popular mult-day IO Peaca to Prutt, a 25-mie float that takes a rminmum of two days to complete,
mnm,wﬂusoﬁudwm xplore; th e . Calt F
morlormnuummummw

River Mileage

This refarence chart shows the most popuar float trips. Mease note that the metocm.aw
can vary due to water level, waather condtions, and the spead and skill with which you paddie.

Schedule your trip today. Call {555] S55.5555 |

River Trip # of Miles Time Required |
3 to Kyle's Landing 10 mdes 4 to 6 hours

Steel Creek to Kyle's mies 4to S hours

Ponca to Prutt 25 mées 2 days (rmwn)

Pruitt to Has  rrdes 4 to 5 hours

Pruitt 16 C3 11 mées 10 7 hours

Prustt to 26 mées. 2 days (men.)

Possible spelling error

Boat Rental

BOATS & EQUIPMENT
Canoas, rafts, and kayaks are avallable for rant, Paddles, e vests, and trash bags are included i your rental.

HOW MANY BOATS YOULL NEED

WOWMMMMW¢MMWMWMMMQWM ¢

RIS not for thre Mﬁmm:awmsMomummmmdcmm .

share a canoe, o

'

" »
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Oipboars . Fort o Paragraph Styfes

Floating the Buffalo

National River
with First River Qutfitter

The Buffalo River

Begnang a3 jJust & trickle, The Buffalo Nateaal River runs down the Boston Mountans, flows north and then
east through the Ozark Mountains, and 150 miles iaster it empbies into the White Ryver at Buffalo City.

The cpper Buffalo displays unparalieled scenc Beauty. This section of rivar winds past celorful and towenng
biuffs, waterfalis, The river also provides ghmpses of wildife such as beaver, mink, otter, deer, and eagles.
The ueper Buffelo National River wilderness is & remote, unspotled location and one of the mid-Amenca’s

finest eutdoor destinata.

ﬂnmerumﬁcueﬂdpﬁamﬂmlwz. 9! designoted & as A 's fiest | river, This
unique status rotects the Buffalo from sl = and pe other
;icm operabons sudtndmmndmvclmm Wsolemwnsmm:mdw-lnm
Grever,

Floating Season

Floabny season on the upper Biuffalo is Macch through June, wth early Xdy ) bl

The Buffalo is prmanly dependent upon rainfall for its water level, umd\efmdsamocndnm
summer have passed, so Aas the chance to float the upper section, Most floating during this time happens
between Penza and Pruitt. Hiking and trail nding, however, are great year-reund!

SPECIAL NOTE: As 3 river preservabon measure, The Natonal Park Service kmas the number of rental boats
_that can be lawnched on asy given day. Therefore, if you are planning a weekend float, it is wise to

l‘u
[Peor20ts | Woek330 | D |

Print Layout
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Documents library
Includes: 2 locations

Save as type arrow

Date mod‘rfued

Name Type

3 Documents @ wOlh2buffalo_LastnameFirstname.docx 1212/200811:35 .. Microsoft Woed D... T1KB
J Music Q] wOlhlbuffalo_LastnameFirstname.docx 12712/2003 814 PM  Microsoft Word D.. 33K8
= Pictures

"

B videos

% Homegroup

1% Computer
&, Local Disk (C)

File name: I\OthMulo_lmnerummdoa ‘

gEEar typa: M-m—d
Word Document (*.docx)
frshosm Viord Macro-Ensbled Document L doce

vent (*.dc

Word Tunpuur e
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dct)
4 POF (".pdf)
| XPS Document (*aps)

Single File Web Page (*.mht;*.mhtmi)
Web Page (*.hte* html)

- Web Page, Filtered (".Me:" htmi)
Rich Text Format (*.rtf)

- Pizin Text (")
~ Word XML Document (*.xmi)
Word 2003 XML Document ("ami)
- OpenDocument Tedt (*,0dt)
* Works 6 - 9 Document (*.wps)

Word 97 — 2003
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Compatibility Mode

4 e ; o — M rFnd -
] - . - I
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(i)
-
The Buffalo River
wm"um.mmm«mmmmﬂmmmmw'&mmmnam.m
ric Mourtainrg, and 150 miles later it empties into the Whie River at Buffak City.
The upper Buffalo displays unparalieled scenic beauty. This section of river winds past colorful and towering bluffs.
waterfalls. The river also pmlduglnmelmmbm.nbum mink, ctter, deer, and sagles. The upper
R dfale Mubi LI - TSR P and moi o Vi i varioa's Finnst mu b donns —
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Compatibility Checker

-~

-
Microsoft Word Compatlbuhty Checker li]ihj List Of incom patible items
The following features in this document are not supported by earlier )
@ versions of Word. These features may be lost or degraded when opening
this document in an earlier version of Word or if you save this documeptin
an earlier file format.
1 Select versions to show ¥
Summary Occurrences
Content controls will be converted to static content. 3 - |
Help
Shapes and textboxes will be converted to effects available in 14
this format.
|¥| Check compatibility when saving documents
OK
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Check to enable AutoRecover Time between AutoRecover saves

Customize how documents are saved. LO cat | on Of t h e

: documents AutoRecover file
files in this format: | Word Document (*.doci) =]
anguage | Save AutoRecover information every | 10 .-:-. minutes
Adiniea [¥] Keep the last autosaved version If I close without saving
AutoRecaver file location: | C:\Users\Barbara\AppData  Roaming\MicrosoftiWord\ '
Customize Ribbon e o P e A £ 23 d
Default fjle location: C\Users\Barbara\Documents), |
Quick Access Toolbar
e Offline editing options for document management server files
s
—— Save checked-out files to: -
s donnes ) The server drafts [ocation on this computer
@ The Qffice Document Cache
Seryer drafts location: | C:\Users\Barbara\Documents\SharePoint Drafts) ﬁ

Preserve fidelity when sharing this document: [ ﬂ_] outlh3word_StoverBarbara B

[7] Embed fonts in the file
Embed only the characters used In the dotument (Dest for reducing file size)
[V} Do pot embed common system fonts

Lo ][ concet |
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Advanced

Default fray: | Use printer settings

When printing this document: @J‘o&xmm;ﬁm

17 Print PostScript over text
"1 Print only the data from a form

Save

Backup option

171 Prompt before saving Normal template (-

Customize Ribbon
Access Toolbar

Adddns
Trust Center

] Always create backup copy
I} Copy remately stored files onto your computer, and update the remote file when saving
[9] Allow background saves

Preserve figedity when sharing this o t: {Q]ﬂ"ﬁ" -MMEI

1] Save form gata as delimited text file
V! Embed linguistic data

General

17 Provide feedback with sound
[¥] Provide feedback with gnimation

[ Confirm fite format conyers:on on open

(V] Update automatic links at open

7] Allow opening a document in Draft view

¥ Enabie Dackground repagination

177 Show add-in yser interface errors

[¥! Show customer submitted Office.com content
Mailing agoress:

| Eile tocations... | [eb oations-. |
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Information about outlh3word_StoverBarbara
CAVsers i Barbars\ Docusnents\Outlock 2010\ auti hiwered, StoverBarbaradocs

Permissions

lﬁ? Anyone can open, copy, and change any part of this document.
Protect
Document »
New
: - Prepare for Sharing
Print : Before sharing this file, be sware that & cortainy:
iy o Document propertses and sthor's name
L
Help
£3 Addm - Versions
a3 3) There ate no previous versions of this fle,
£3 oot -

ﬂ mo«mm)«fam

Check for Issues

To check the document for the selected content, dick Inspect. /
/

V| Comments, Revisions, Versions, and Annotations
Inspects the document for comments, versions, revision marks, and ink annotations.

V| Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the dooument.

[V| Custom XML Data
Inspects for custom XML data stored with ths document,

V. Meaders, Footers, and Wat ks
Inspects the document for nformation n headers, footers, and watermarks.

[V Invisible Content
Inspects the document for objects that are not visble because they have been formatted as
invisble. This does not indude objects that are covered by other objects.

V' Hidden Text
Inspects the document for text that has been formatted as hidden.
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Summary

* Word processors have features that make it easy
to create documents.

 Consider both the content and look of the
document.

* Create copies of documents and back up
changes at every opportunity.
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Questions

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.

30



Copyright

This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
(] students except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.

All rights reserved. No part of this publication may be reproduced, stored in a
retrieval system, or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without the prior written
permission of the publisher. Printed in the United States of America.
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Exploring Microsoft Office

Word 2010
xploring). by Robert Grauer, Michelle Hulett,
and Mary Anne Poatsy
.. Chapter 2
Word 2010 :
P ~— Document Presentation
ulett | Poat y
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Objectives

* Apply font attributes through the Font dialog

box
* Control word wrapping

* Set off paragraphs with tabs, borders, lists,

and columns

* Apply paragraph formats
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Objectives (continued)

* Understand styles
* Create and modity styles
* Format a graphical object

* Insert symbols into a document
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Typography

Typetace or font Type Style
S ecglc‘g * Regular
* Sans serif * Bold
* Monospaced * ltalic

* Proportional * Bold italic
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Sylfaen

Symbol
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Tempus Sans ITC
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Character Spacing

'd N
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Change Text Case

Change Case

e Sentence case

* Jowercase

* UPPERCASE
* Capitalize Each Word
* tOGGLE case
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Text Highlighting

Text Highlight Color arrow

“ Home Insent Page Layyout References MAilings Reviey View

Paste
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=-E W M9 AaBbt AaBbCc AaBbCc AaBbCel
B /7 U - abe x, X' L -[_\' EE3AN B 2~ - THeadingl Heading2 THeadng3 | T Normal
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not x:ﬂeﬂ'd no
through lower of

ce. In fact, while our actions are expectedto provide substantial futuse retums
5, the up-front costs to amplement our planreduced our 2011 eamings

For 2012, Simsex No Color pm continung operations of $9.3 millon as comparedto $15.5 malion m 2011
Income from cor to common stock was aloss of $2.25 millbon, or 3 cents per common share, as
comparedto mec s per common sharem 2011

2012 Capatal Expenditures

Sumserv-Pitka's capital expenditures for 2012 totaled $173.7 million, comparedto $148.6 nulhion from contmuung operations
m 2011 Expenditures by owr Research and Development group mecreased by approxmately $30 nullion due to projects
aimed atincreasng owr competitiveness and efficiency i production. The expansionmto Texas cost an estimated $95
mullion
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Example without Nonbreaking hyphen and spaces: .
Date wrapping

The next meeting will feature a presentation by Vickie Walters, the

President of the Kemp Country Chapter. Her presentation on Septembe
21 will be of great value to each of us and will provide the opportunity
for you to meet other new members.

Please read the enclosed brochure then call Kristi Morris at (317) 555-
2340 to RSVP for the September 21 meeting. Phone number

Example using Nonbreaking hyphen and spaces: wrap pl ng

Nonbreaking space

The next meeting will feature a presentation by Vickie Walters, the
President of the Kemp Country Chapter. Her presentation on
September21 will be of great value to each of us and will provide the

opportunity for vou to meet other new members.

Please read the enclosed brochure then call Kristi Morris at
(317) 5552340 to RSVP for the September 21 meeting.

Nonbreaking

hyphen
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Paragraph Formatting

* Alighment * Pagination
* [ndentation e Borders
* Tab stops * Shading

* Line spacing
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Set Tabs

Show or hide ruler

Tab selector

Document] = Microsoft Word
n Page Layout Mailings Review
|1 P | 7| Ruler 3 one Page ) f e 1) View Side by Sice
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O = O Grig ; \ = Udtwo Pages — bt
Prist  Full Screen 'Web Outiine Drant Zoom 100% New Arrange Spia
Layout Reaging layout Nawgation Pane 33 Page Width  window Al

i
e i ) L ! L

Tab position

Tab Selector Icon | Type of Tab

L Left tab

1 Center tab

1 Right tab

I Decimal tab

l Bar tab
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Dot leaders

Leader characters

Paragraph Dialog Box Launcher
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Borders and Shading

Borders tab Page Border tab

s N
Borders and Shading/ \ lM

\\4,
N
Borders | Page Border l Shading ‘ \

Setting: Style: Preview

Click on diagram below or use
buttong to apply borders
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ml»

e e B
Ell2 |
e win |

B Apply to:

il ——=
il Paragraph E]

Iljorizontal Line... oK I[ Cancel ]

\/ S

Horizontal Line
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Borders and Shading (continued)

Shading tab m

( Borders M I ? lﬁr

’ Borders I Page Border } Shading | ]

T I | |
Patterns

Style: D Clear

Color: D Clear

M soic (100%)
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Shading options 0% =
[]

Apply to:

Paragraph E

ﬂ

ml»

Horizontal Line... [ OK ][ Cancel ]

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 46



Bullets and Numberts

Live Preview Numbering Define New Bullet

Insent

Page Layout

e > R P : W = o ; . M Fing -
Yy Times New Rom = 10 A x| A 913 i 5 AaBh{ AaBbCd AaBb AaBbCel | _ 'e‘lk S
% s Replace
sste B /7 U - e x, X' WA Bullet Library Heading 2 ng3 | TNormal | »3;'5'1':e s
. Styles» ¢ Sele
. None ® Y I O ] -
[ > : -

3 " > e
In 2013, we take the bull by tl % r /

['m counting on every employ«

nd work toward our mutual success

Document Bullets status of the Company

Goals for 2013 L

113 will be no less entical than 2012

Fully implementing ous strateg

In pursuing the second year of

Define N

o Pursue mnovative ma o

e Increase usage of existing computer systems by hinng m-house traming personnel and estabhishmng 2 contimang
schedule of tramung classes

e Implement an electronic project management program in all business units and corporate headquarters

o  Reduce the travel expenditures for the Company by closely evaluatng each request for viabiity
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Number of columns i

Column wicth S

Columns

Preset columns

-

Columns
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Presets

(1]

Number of columns:
Width and spacing
Col #: Width:

[ & ] [3.25°

Apply to:

2

(V] Equal column width

Selected text

Spacing:
=il [0.5"

Spacing between

columns
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Nonprinting Formatting Marks

End of paragraph Nonbreaking hyphen

£

itka Enterprises. The-combined-
.-more-versatile-organization-to-create-innovative products-and compete-during the next-decade.-
-combined -organization’s-divisions. ‘theirlocations.-and number-of -emplovees:¥

serv-Headquarters Cleveland - 1.353¢9

Pitka-Division -+ Seattle— 1.2339

roduct Development -+ Cincinnati - 33509

(est-Coast Distribution Fresno -+ 1239

or-2012, -Simser@itka-recorded -eamings-from-continuing -operations-of-$9.3 million-as-compared to-$15.5 million-in-2011.-
Income-from-confinuing -operations-available-to-common-stock wasa-loss-of-$2.25 millior{ - r-3 -cents per-common-share, -as-

compared toincéme-of-$7.33Aillion,-or-7.5 cents-per-common-share-in-2011.9
T

Regular hyphen Nonbreaking space Regular space
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‘We. the people of the United States. in order to form a more perfect Union, establish justice,
insure domestic wanquility, provide for the common defense, promote the general welfare, and
secure the blessings of liberty to ourselves and our posterity. do ordain and establish this
Constitution for the United States of America.

Justified (flush left/flush right)

We, the people of the United States. in order to fonm a more perfect Union, establish justice.
insure domestic ranquility, provide for the common defense, promote the general welfare, and

secure the blessings of liberty to ourselves and our posterity. do ordan and establish this
Constitution for the United States of America.

Left Aligned (flush left/ragged right)

We. the people of the United States. in order to form a more perfect Union. establish justice.
‘insure domestic tranquility. provide for the common defense, promote the general welfare, and
secure the blessings of liberty to ourselves and our posterity. do ordain and establish this
Constitution for the United States of America.

Right Aligned (ragged left/flush right)

We. the people of the United States. in order to form a more perfect Union, establish justice.
insure domestic tranquility, provide for the common defense, promote the general welfare, and
secure the blessings of liberty to ourselves and our posterity, do ordain and establish this

Constitution for the United States of America.

Centered (ragged left/ragged right)
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Paragraph Indents

("Paragraph ' =)

Indents and Spacing } Line and Page Breaks |

General
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Outline level: |Body Text EI
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Line and Paragraph Spacing

Paragraph spacing

Before the paragraph |

After the paragraph

-
Paragraph

| 2 |

Indents and Spacing | Line and Page Breaks |

=1 |
Preview
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Alignment: Justified B
Outline level: |Body Text B

Indentation
Left: 0"
Right: 0"
[ Mirror indents

N
\\Spadng
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Dort'add space between paragraphs of the same style

Special: By:

Hanging
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First ne

Line spacing:

1.5 lines
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Widows and Orphans

Widow/Orphan Control

Keep with next

: F
Keep lines together

-

Paragraph

)

| Indents and Spacing | Line and Page Breaks

Pagination

¥ Widow/Orphan control

1| Keep with next

Formatting exceptions

[ suppress line numbers

["] Don't hyphenate

Textbox options

Tight wrap:

Preview

——

Cancel

Lines and Page Breaks tab
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Modity Styles

S Sty name_

y Format specifications

B e

Modify Style
Properbes

Name: Heading

Style type: Paragraph '].

Style based on: ¥ Normal ']

Style for folowing paragraph: ~ 'F Normal :’ ]
| Formatting

Acial v+ [B) z U Automate [ w]

= = . ve| o :
'IE(—@’- [=] = = 12 12 i& &=
| Iy
2012 Annual Summary
J
[ 13 L PEIE 1PEign
| Font: (Default) Arial, 18 pt, Bold, Shadow, Centered, Space
After: 14 pt, Keep with next, Level 1, Style: Quick Style
[ Based on: Normal
Folowing style: Normal
! Add to Quick Style kst Aytomaticaly update
O Only in this document New documents based on this template
: Format ~ l oK Cancel

M
=

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.

56



Style Pane Options

~
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2012 Management Changes
On January 1, 2012, Dewey A, Larson was name
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Executive Officer by the Company's Board of Directors,
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this vear after 25 vears of service, Mr. Larson first jome & e sn overa
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1 Front of Text

In March 2012, Jerri Reed joined Simsery as its| &% 170 e

Officer. Ms. Reed has an impressive record in the indus, U More Layout Options..
20 years, which includes 2 position as CFO in 2 Brtish company wonth
$50,000,000. She adds strength to our management team, particulardy as
the Company facesthe mp challenge of mproving the financial and operating performance. Ms.

Reed has stated:
In2013, we take the bull by the homs. Everyone at Simsery-Pitka must pull together and work
d our mutual I'm counting on every employee to focus on our common goals to

improve the financaal status of the Company.
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Pictures Styles More arrow Soft Edge Oval

w! Picture Effects ~

0P 4 333

5= Picture Layout *

o o 3

Artistic Effects = '“j‘ 9 [} v

o B

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.

61



Cropping

Cropping handles

Portion to discard Original photograph
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Summary

* Typography gives your document a polished,
professional look.

* Alignments, indentation, and line spacing make
the document readable.

* Styles provide consistency.

* Graphics enhance the document.
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Questions
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Copyright

This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
(] students except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.

All rights reserved. No part of this publication may be reproduced, stored in a
retrieval system, or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without the prior written
permission of the publisher. Printed in the United States of America.
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Exploring Microsoft Office

Word 2010
(ex-ploring) = by Robert Grauer, Michelle Hulett,
and Mary Anne Poatsy
- * Chapter 3
| Word 2010 Collaboration and Research
s Grauer
Hulett | Poatsy
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Objectives

e Insert comments in a document
* Track changes in a document
* Acknowledge a source

* Create and modify footnotes and endnotes
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Objectives (continued)

* Insert a Table of Contents and Index
 Add other reference tables

e Create cross-references
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(fake Note Papsrie): s new small sized

neighborhood on the west side of Conway, AR. Take Note's focus will be on creating custom,

quality products for its customers. This focus will not only keep the tastes of the customer in
mind, but also allow for quick turnaround time as most of the printing will be done in-house, In CO mme nt
addition, Take Note Paperie plans to expand and grow with customer needs in order to provide

the latest trends in custom printing.

Services

Take Note Paperie offers a great selection of paper products to purchase jor printing. .-~ | Deleted: ad printon |

Customers are able to choose from pre-made designs, they can bring in their own, or they can

ke special requests of our graphic designer for p custom product. Aproofissenttoeach .-{Deleteditus J
1 | Debeted: what thay woukd 1xn 10 e 00 ) :
customer so that they can make any changes and confirm thelr order. Take Note predicts that | Deteted: )| 5
.
o . m— : ¥
bgelais | wemn gt | S5y e " - 100w - E—0
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neighborhood on the west side of Conway, AR, Take Note's focus will be on creating custom,
quality products for its customers. This focus will not only keep the tastes of the customer in
mind, but also allow for quick turnaround time as most of the printing will be done in-house. In
addition, Take Note Paperie plans to expand and grow with customer needs in order to provide
the latest trends in custom printing.

Services

Take Note Paperie offers a great selection of paper products to purchase Jor printing.

Customers are able to choose from pre-made designs, they can bring in their own, or they can

1 " »
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the latest trends In custom peinting.
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Acknowledging a Source
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Current List
‘ Cigrent List

Abrams, R,; Getting the Dirt on Your Market
BusnessBureau-uk
Abrams, R,; Getting the Drt on Your Market (2007)
Walden, ).; Something Blue Inc. (2007)

Preview (APA):
Citation: (Marketing Teacher Ltd., 2000)

[
Bibliography Entry:

Marketing Teacher Ltd. (2000). Retrieved March 31, 2012, from http://www.marketingteacher.com/Lessons/lesson_place.htm
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Formal
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EXECUTIVE SUMMARY.
ORGANZATIONAL OVERVIEW.
MISSION STATEMENT

GOMS

IMPLEMENTATION
EVALUATION
APPENDIX A DETAILED TABLES AND CHARTS.
BIBLOGRASHY,

SL bbbl

Modern Simple
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Formal

Marketing pian - § Quaiey 3
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Exploring Microsoft Office

Word 2010
(ex-ploring) = by Robert Grauer, Michelle Hulett,
and Mary Anne Poatsy
= Chapter 4
. Werd2019 " Document Productivity
Eini

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 85



Objectives

* [nsert a table
e Format a table
* Sort and apply formulas to table data

e Convert text to a table
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Objectives (continued)

* Select a main document
* Select or create recipients
* Insert merge fields

* Merge a main document and data source
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Column

Donor Registry
FirstName LastName Street City State Zip Donation Date
Allison Greene 123 North Street Greensboro  NC 27492 500.00 8/13/2012

Fox 456 South Street High Point NC 27494 100.00 8/15/2012

143 SunsetAvenue  Greensboro  NC 27494 1000.00 8/19/2012

Winston- NC 27492 $00.00 8/20/2012
Salem

GroveCity  NC 27255 500.00 8/21/2012
Greensboro  NC 27492 500.00 8/22/2012
High Paint NC 27454 100.00 8/23/2012
Winston- NC 27492 150.00 /2512012
s*m - — - - - e o -

Greensboro  NC 27492 325.00 8/26/2012
Greensboro  NC 27493 20.00 8/28/2012

$3,695.00
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Select cells for table size
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Table Move handle Design
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Donor Registry

FirstName  LastName Street City State Zip Donation Date
Allison Greene 123 NorthStreet Greensboro  NC 27492 S00.00 8/13/2012
L}
Bernett Fox 456 South Street High Point NC 27494 100,00 8/15/2012
Anna Styreda 143 SunsetAvenue  Greensboro  NC 27484 1000.00 8/19/2012
John Whittenberger  P.0.Box 121802 Winston- NC 7492 son00 /20/2012
Salem 3
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Merge Cells Split Cells
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a% Comvent to Text
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u CONNNEDENNN DN OOONEN NN CENNNNE  DENEMD
-

@ g;wm-bn -!]' ”m : 4

Selected
=S

Donation
500,00 8/13/2012

8/15/2012

Street
123 North Street

455 South Street

Graensboro | NC 27492
HighPoint | NC 27494 100.00

Allson Greene
Bernett Fox
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Change Height and Width

Wrapped data

Donor
Registry ‘
FirstNam | LastNam | Stree City Stat | Zip | Donatio | Date
e e t | e n Table Row Width
Allson Greens 123 | Greensbor | NC 2749 | 500.00 8/13/200
North o 2 2
Bernest Fox 456 | High Point NC 2748 100.00 8/15/201
South | 4 2
Street
G i

O I BN donations, LasinameFriname. docs Wi rosedt Wepd
n Mome Insert Page Lsyout Seference My Rewe

S Metge -
: P 200 AL 7
ol e % B Some Ce 03 [} === =% ok Conmven
3 Propenties 5} Spie Table e AuteF = =l =0 Ma 3 Jo Foemu
~
Donor
Registry
FirstName | LastName Street City State Zip | Donation | Date
Allson Graene 123 North Street Greensboro | NC | 27492 500.09 | #13/2012
Barnett Fox 456 South Street HighPoint | NC | 27334 100,00 | 81572012
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Formatting a Table

Table Tools Design

FirstName LastName Street City State Zip Donation Date
Allison Greene 123 NorthStreet Greensbom NC 27492 S00.00 8/13/2012
Bernett Fox 456 SouthStreet HighPoint NC 27494 100,00 8/15/2012

Live Preview
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Table Position and Alignment

Cell Margins

Text Direction

Cell alignment options

Properties

e — T— WM“MMs.lanMMMM-MKW —
Mome e Lyyout Seferences Myibng Revey e Design

,~ /\ :m = - A
v I o 03 1 (== % C
— Detete | Inten 3sp B A = = = oue fa e
< Jrhbki‘.nopd!ﬁ ] # E-S
1 Tode | Bow | Coben | cob | srvent 5
Table alignment s e
OptIOI’]S W\'“
i’ [ indent froe ieft:
FirstName LastN3| EB E o Donation  Date
Allison Greene ‘ e Conter gt 500.00 8/13/2012
Bernett Fox sarsbaixig 100.00 8/15/2012
Text wrapping N I =Ty
options o
Borders and Shadeg. Qptons,
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orting and Applying Formulas

Sorted by date

L;VBJ O'MMmbm_uMMmmm- T

Pape Layon Reference Lakngt Reviey oy Uesp Layou

= R A M
o) B ' , = <L 8E L |
e s o~ A ha Y = > W 24T | aasbecod] AsBbCeDC AaBbC: AaBbCe k' | &5
e Meply
Perte s B 7 U - dex x w-A EFE 3N = C RIIR T Normal |1 8 ve ele
-~
FirstName  LastName Street City State Zip Donation  Date
Allison Greene 123 NorthStreet Greensboro NC 27492 S500.00 B8/13/2012
Bemett Fox 456 South Street High Point NC 27494 100.00 8/15/2012
Anna Stweds 143 Sunset Avenue Greensboro NC 274% 1000.00 8/19/2012
John Whatenberger P. 0.Box 121802 Winston- NC 27432 8/20/20012
500.00
Salem

Michael Aucamp 31 Oakmont Circle Grove City NC 27295 S00.00 8/a/2m2
Ethan Crawford 377 Hllman Avenue  Greensboro NC 27492 500.00 8/22/2012
Anthony Finnegan 1 Clark Smith Drive High Pont NC 27494 100.00 8/23/2042

| o Vinston- N 7492 8/25/2012
Abigail ons Winston C 27452 150.00 /25/2012

Salem
Hanna Meconie Greensboro NC 27492 312%5.00 8/26/2012
Paul Bobichaud Greensboro NC 27493 20.00 8/28/2012
$3,695.0Q

Formula calculates total
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Calculate with Table Formulas

FirstName

Allison

Michael
Ethan
Anthony
Abigail

Hanna
Paul

Intert Page Layo Referencet Lingl Revie -
Rii 5 Insen Bedow 0.9 I ;-
Al 1nsent Lent i spue Cel Sl 3
¥ | et I cou Tavle | i AuteFa
LastName Street City State Zip
Greene 123 NorthSireet Greensboro NC 27452
Fox 456 South Street High Point NC 7494
STweds 143 SunsetAvenue Greensboro NC 27494
Whattenberger P.O.Box 121802 Winston- NC 27492
Salem
Aucamp 31 Oakmont Crcle Growve City NC 27295
Crawford 377 Hillman Avenue  Greensboro  NC 27492
Finnegan 1 Clark Smith Drive Hgh Point NC 27454
Irons Winston NC 7492
Salem
Moconie Greensboro  NC 27492
Robichaud Greensboro  NC 27493
7 B
Formula Iili_hj
Formula:
=SUM(ABOVE)

Donation Date
500.0 i’

100.00 8/15/2012
1000.00 8/19/2012
8/20/2

$00.00 /20/2012
S00.00 8/21/2012
$00.00 8/22/2m2
100.00 8/23/2012

{ 2
150.00 8/25/2m2

325.00 8/26/2012
20,0/ e G 1 2
{ =SUM(ABOVE) \»
58, 180,00;(5%,##0.00)" )

Number format:

Formula to calculate total

Number format
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Sorted in ascending order by date

(W)l 7 = Y Table Tooks

Mome T Popelimed | Relerances | Valgt Redw | Wew | Orden | Uired
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M Fna +
230 Replace
& seiea -
Coposard s Fort Paragraph

B EEEESEN  SEESEEEES  CEEXESEEEEED CEEEESE | SSEE) X S8

Donor Registry
-} FirstName  LastName Street City ~ State  Zip Donation Date 0
‘ Allison Greene 123 NorthStreet Greensboro  NC 7492 500.00 8/13/2012
B Bernett Fox 456 SouthStreet  HighPomt  NC 27454 100.00 8/18/2012
Anna Seweds 143 SunsetAvenue  Greensboro  NC 27494 1000.00 8/19/2012
‘® John Whatenberger  P.0.Box 121802 Winston- NC 27492 8/20/2012
B _ , A Salem s S
= Michael Aucamp 31 OakmontCire  GroveCty  NC 27295 500.00 8/21/2012 .
na | Ethan Crawdord 377 Himan Avenue  Greensboro  NC 27492 500.00 8/22/2012
= Anthony Finnegan 1Clark SmithDrive  High Point NC 27494 100.00 8/23/2012
= Abigail Irons Winston- NC 7492 150,00 W25/2012
;\ Salem .
= Manna Mgconie Greensbora  NC 2492 125,00 8/26/2002
ol Paul Bobichaud Greensboro  NC 27493 2000 8/28/2012
'1 $3,695.00
e
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Sorting Data (continued)

Sort by list

' C‘Mhlwm_uﬁwmw-ﬂkmoﬁw«_ whie T oo

Mome Page Layout Reference 14 Reviey ot
& Inse = L ) i =338 A= \]

Hinsenten  gsoecen paae = = | g

I Inse oht ) Table o Aute¥ = = ,;'. A .," fe Fo
Header row selected

A — ‘ -

Sort - . ‘w!g'
wortby

e Frythiame E] Type:  Text v | @& Ascendng

Bemett ‘:”_" » | Usng: ‘Paragrachs 7] Qescendry
A piState |
John Wy _::;-.\!rr‘ Tyge: |Text v] & Asgendng I

ET T — _ et

ichael : Useg:  Paragrache et
Table data selected : i el :
=
Anthony Qe - I
- f
Hanna My Ist has |
Paul O Header rom o header rop ]1
Qetons, . o Cancel
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8/13/2012

8/15/2012
8/19/2012
8/20/2012

8/21/2012
8/22/2012
8/23/2012
8/25/20012

8/26/2012
8/28/2012
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Table Number of columns

W - - . “wOihZaddress LastnameFirstname.docx - Necrosoft Word X

file Mome sert Fage Layout References Maivegs Reven View &

B CoverPage~ === [T ENQ [@ ‘ ] B, rhypedink o freader - AT| d Quick s - (B s tne* TLE .
=221 ’ r ’ 4

) Blaok Page ':j“ lE] 3” = S s«“ A Soohmant Afrostes - —J Al wocazt - B Dste & Time £2 symoot -

¥ Page Breat .? if (‘: . X “:”w ) Crossreterence ) Page Number * poy e A5 ovop Cap - 4l Cegeat +

Fages Tables Ruatsations Links ader & Footer Test Symaols

&

e ) OO NI E N [

. [;l".-'u‘ W |

D.00,8/19/2013

00.00,8/31/2012
$00.00,8/22/2022
94,100.00,8/23/72012

Paul,Robichaud, ,Gx

ST
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@

1/28/2010

«AddressBlock»

Dear «FjrstNamen»,

On ¥ehalf of the Community Disaster Relief Center and all recipients of their services, I
want to say Thank You! Your donation of $¢Donation» on «Date» has been a wonderful gift
to our organization and will provide prdany people w3t much needed support during times
of great need or disaster.

We hope that you wilktell youeffiends and associates about the important work of the
Community DjsaSter Belief Center and will make us your charity of choice so that when
= emake another donation, your thoughts will turn to us again. Also, don’t
z€t about us when you begin estate planning. Your tax receiptis attached. Thank you
ggain for your donation.

Merge fields

Wacey Rivale
Director of Fundraising

HHITHY HHLSVSIA ALINONINO
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=
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P
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Fields to merge

FirstName  LastName Street City State Zip  Donation Date
John Whittenberger P.0.Box 121802 Winston- NC 27492 8/20/2012
500.00
Salem
Anna Szweda 143 Sunset Avenue Greensboro NC 27494 1000.00 8/19/2012
Paul Robichaud Greensboro  NC 27493 20.00 8/28/2012
Hanna Mcconie Greensboro  NC 27492 325.00 8/26/2012
Abigail Irons Winston- NC 27492 8/25/2012
150.00
Salem
Allison Greene 123 North Street Greensboro  NC 27492 500.00 8/13/2012
Bernett Fox 456 South Street High Point NC 27494 100.00 8/15/2012
Anthony Finnegan 1 Clark Smith Drive High Point NC 27494 100.00 8/23/2012
Ethan Crawford 377 Hillman Avenue  Greensboro  NC 27492 500.00 8/22/2012
Michael Aucamp 31 Oakmont Circle Grove City NC 27295 500.00 8/21/2012
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Q012

On behalf of the Community Disaster Felief Center and allrecipients of their services, I Omn behalf of the Commumity Disaster Relief Center and all recipients of their services, I

;

Ethan Cranford =

377 Hillman Avenue ?_'

Greensboro, NC27432 E

Dear Michael, Dear Ethan, z
=

=

want to 2ay Thank You! Your donation of $500.00 on 8212012 has been 2 wenderful zi
to our organization and will provide many people with much needed support during times

want to 2ay Thank You! Your donaticn of $500.00 on 8222012 has been 2 wonderful zift
to our organization and will provide many people with much needed support during times

[LSVSIAd ALINWNA

= =

a 2

H &

e =

) B

- =

g =

B &

1=} =3

= =

3 =

i3 2

2 Q

5 g
of great need or disaster. B of zreat need or disaster. B =

- - ,
We hope that you will tell your friends and i about theimp work ofthe _E, We hope that you will tell your friends and i about thei work ofthe E 2
Cmmqh:unmcmumddlnahuwchmydchxemmawm = Cmmqmummﬂﬂlnakguwmdchatenmawm = :},
you are ready to make therd your thoughts will turnto us azain. Aleo, don't = you are ready to make h your thoughts will turn to us azain. Aleo, don't = o
forget about us when you beginestate plannine. Your tax receipt i= attached. Thank you 2 forzet about us when you beginestate planmine. Your tax receipt i= attached. Thank you 2 —
agzain for your denation. > azain for pour donation. 2

=3 (5] b =

- g ~

- e 3 2

g = g <

; § Wacey Rivale i ; E

3 e =

N g

2 Q = Q

s = g =

n =

= =

I a3

8 = S =

a a I

= o

= =
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Selecting a Main Document

Categories of documents
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=10 = == ‘ = - L i R :
= G & | | | | = v
— - —— p— @ Matn Fiese o'Jlmzl Retpieed v
Envelopes Labely  Start Mad  Select (&%) Hightight  Adatess Greetng Faeit Merge Preview | R Fah & Meege to
Merge ~ Recpients = Reriplent Lt Merpe Firtts  Bla Line FreMd £ Updste Labett | geouns S Ao Check fur Etvan Merge - Adobe POF

Start Mall Merge Witte & Insert Fledd Fremew Retuss Finiin Arrobat

X TR —= T E[u e

How 0 you ward 50 set Lp your
letiers?

e
J'.‘.
:;

:
1:-

9 Use the curent document
) Staet froem » temgiate
) Start frees exintng document

Start from the document shosn
bere and use the Mal Merge
wezard % add recprent
nformaton.
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Header row

Page Layout

Fields

L\

Hayes
Collins
Record wagner
Williams
6 Natasha  Simpson
7 Joy lones
8 John Nunn
9 Laura Petersan
10 Julia Rogers
11 Andrew  Domn
p’mw Foley
13 Matthew  Capone
14 Daniel Ounne
15 Joseph Grant
16 Madison  Horan
17 Isabella Lotz
18 Ava Oconnell
15 Cheistine  Rierson
20 Scott Schuessler
21 Julie Staler
n
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.wmm’/{ﬁns

678 North Street

901 North Street

P.0. Box ABC

455 Kaminini Street
2216 Catharine Street
31 Oakmont Circle
15709 Holly Grove Rd.
3509 Carla Drive

123 North Street

456 North Street

678 North Street

NC
wamoo-suem NC
Greensboro NC
High Point NC
Greensboro NC
Winston-Salem NC
Greensboro NC
Winston-Salem NC
Grove City NC
Greensboro NC
High Point NC
Grove City NC
Winston-Salem NC
Greensboro NC
High Point NC
Greensboro NC
Winston-Salem NC
Greensboro NC
Winston-Salem NC
Grove City NC

27‘92
27454
27433
27433
27494
27492
27255
27492
27454
27295
27452
27452
274%
27433
27453
27452
27492
27235

E\,,,,,:\ s

50 8/1/2012
150 8/2/2012
325 8/3/2012
700 8/4/2012

20 8/5/2012
100 8/6/2012

1000 8/1/2012
500 8/2/2012
500 8/3/2012
500 8/4/2012
100 8/5/2012
500 8/6/2012
500 8/1/2012
100 8/2/2012

50 8/3/2012
150 8/4/2012
325 8/5/2012
200 8/6/2012

20 8/3/2012
100 8/4/2012

= : e f gelwer- X -
*u A --‘a & - % m ‘ ! ;Aomu- ﬁ ﬂ
SA- EBBRE|\GN S\ % v WA Conwonsl Femat K B)rosmut - ¢-;’2‘Iﬂs'2."a“-
= " lme! N Shyles Celn Edating
a1 / Zﬂnmmme F
5 D X L M N
wl
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Create a Data Source

£ Y
New Address List l ? ‘%l

Type recipient information in the table. To add more entries, dick New Entry.
New record : :
u Title w | First Name w | Last Name w | Company Name w lAddress Linel1l w l

SO—

Delete Entry \[lN —— = J '
New Entry Find...

\\[ Delete Entry ] [Customi;e CP|umns... 1 OK ‘ [ Cancel
|

- | J

Customize Columns
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Edit Recipient List

Intet  Page
. ‘3 » @ Rt - H 47 » N [
- 25, Mateh Fieiay £]Fina Reapient s
iy Start Mad  Select Highbght = Adatess Gcnﬁng Iaert Metge Preview Finish &
Merge = Revgeents nmpma Ust  Merge Fiedds Block Pedd-  f Upaais bl pesuts D Mito Check ferEifon  peige
mn & Insert Pledds Finiih

-
This 1 the kot of recoeents that wi be used in your merge. mummnmnummu Use e !
b 10 add of remove from the merpe. When your et is ready, dick
Deta Souce |7 [Lohome o [Frttiome o [Swmt ~[oy v
U CLAwindeno.. [V Aucamp Michael 31 Oskmeen Circle Geove City
||| cowomzsces.. @ Crmntord Ethan 377 Hillman Avense  Greansbore =
: CAAwOR2dena., [V Finnegen Anthomy 1 Clark Smizh Drive High Point =]
T\ AwHi2dona., ¥ Fox Bermett 456 South Street High Point oz
CAL wiR2dorno.. [ Geeene Allison 123 Noeth Street Geeensboro : .
I CAAWiiRdone.. [ Anca 143 Sunset Avenue Geeensboro s
Name of Data Source N
N\ 4 b
: Dats Source
N

Wacey Rivale
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Select Recipients

H «
#2] Fma Reapiees

E.€‘

Previea

— -k
9.@' « Officeld » QUERIES v 149 JI| Search QUESTES Sclect starting document
< —— —=Le= = No-dgm-ﬂb-!wm
,,".,_,,._,_ ‘,. — - - *:‘, = 9 Use the asrent document
Bl Desktop & Pizme Date modifies 1 Start froem » temgiate
8 Downloeds ) Start froes existing document
] S Saces Péscon Y i e || Uscthe current docement
5 & ey Ll | Start from the document shose
3 here and use the Mal Merge
[ P wizard % recgeent
‘H S Libearies
‘B [ 3] Documents -
B o' Munic ;
B = Pictures
M B videes
g - B Barbers
- ™ Compater
B Sw < WY -
) | NewScwece—. |
B Fée name -
B T Steplels
3; o P fiext: Select recosents
B - & Frevous: Seiect document type
T« -~ ] >
(PapEloll | WordsO | 8D | A = +
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0
=24

Mome Create Externst Data Database Tooks Fietds Table a
K - B R Y 2 Ascending U Selection - /' New E ks 20\ Replace \Catibrl -1 A ]
~— &y Copy %1 Dercenaing P Amvances « ] V Speitng - doTe - Z g NeiE - =
w:w '..“' J Format Panter i ) Rement Sont Y toggle Fiter ut.ih K ofiers = 5 T e "3 - A‘ ¢ Q' =3 E'
Views Chpbosra D Sort & Filter eCO103 Find Text § .
All Tables =« JT] Donos
Donors £ 1] -',_W--lm-\_w s Gty | - Stater s Zip A Donation »-:'
b R — femma  Hat 901 North Stre: Greensboro  NC 2 0
B oo | 2 Olivia Kowalchick P.0. Box ABC  Winston-Salen NC 27492 150
3 Samantha Neuhaus 2216 Catharine Greensboro  NC 27492 325
4 Charles Reinthaler 3646 Seton Hal High Point NC 27494 700
| S Sandra Schiess! 800 North Strey Greensboro  NC 27493 20
Data |n table format | 6 Brian Slater 9507 Sandy Elm Winston-Salen NC 27493 100
| 7 John Whittenberger P. O. Box 1218 Winston-Salen NC 27492 500
8 Emily Gruchot 1661 Cardinal € Greensboro NC 27492 50
9 Ashiey Reilly Migh Point NC 27454 700
| 10 Deborah Steben Winston-Salen NC 27493 100
11 Timothy Strader Greensboro NC 27494 1000
\ﬁ— 12 isa vearey Winston-Salen NC 7492 500
* (New)
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Database Tables and Queries

-~

Select Table
Name Description  Modified Created Type /
500 club 7/15/2009 11:33:01PM  7/15/2009 11:31:45PM VIEW

Donors

— | ey

1/30/2010 12:43:39 AM  7/15/2009 11:27:39PM TABLE Data base ta b|e

m 3

oK H Cancel !
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Match Fields with Database

Database fields

Match Fields 1 et

in order % use speciyl features, Mal Merpe needs 10 know
wihach fields i your recosent kst match 10 the requred feids.
Use the drop-down Ist 1o sefect The appropriate recpsent st
field for cach addross Seld component

Unque idengfier (notmatched) o)
Courtesy Tite (not matched) o)
r Char Frst Name Frstame vl
Mdde Name (not matched -l
{ the ( Uity Last Name Lastame 7;’_ Pric
S (rot matched) | s
Ndname (pot matched] (o) pe
Job Tite (potmatched) |l
Compary (not matched) (o]
Address | | (not matched] |0 Pt
Nsaster Relief Address 2 Firsthame *-.‘ pr
e ready o make anoth Oty R .l o v-,
; b Crate I ™

jomati Use the drop-dowr oeet
database that cors

Ciey
Mev g expeacts (ki .

State

Remember s

s computer Zp
Deonstion

Ve
{not matched)
T | I

Fields in the recipient list
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Sorting and Filter Records

Remove check to omit recipient

Mail Merge Recipients ‘ o lir‘l

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or rempve redpients from the merge. When your list is ready, dick OK.

Data Source I [V I LastName + | FirstName + | Street |Gt) vi
CA\.\wO4h2dono.. [V Aucamp Michael 31 Oakmont Circle Grove City
CA\..\wOdh2dono... [V Crawford Ethan 377 Hillman Avenue Greensboro
C\.\w04h2dono.. [¥ Finnegan Anthony 1 Clark Smith Drive High Point
CA..\wl4h2dono... |[¥ Fox Bernett 456 South Street High Point
C\..\w0dh2dono... |[¥ Greene Allison 123 North Street Greensboro
C:\.\w04h2dono... [V Szweda Anna 143 Sunset Avenue Greensboro

b

=

5 Find duplicates.

. | %] Find recpient.— — ,

i Validate addresses. ..

E Additional options

Data Source Refine recipient list
GV wodzdonorabl. a] A1 soxt e —
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Sorting the Data Source

Sort order

Available fields

\ State

Sort Records

( Query Options / Ii“_-i_&r
: -
| Filter Records | Sort Records
| Sort by
State v | @ Ascending Descending
Then by
City v | @ Ascending Descending
Then by
v Ascer Descending
\{none) »

BirstName

1 Street
—]City

OK

l [ Cancel
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Available fields in data source

PO -, =

= 1 Rk - i W 41 N[>
= 8 3.3 3 g &)
25 Maten Fietey L] Fing Recipiest
Envelopes Labels  Start Mad  Select Adaress Greetesy M eview Fish &
Merge = Reogients = menun Mme Fiesds Block  Line 2 Updsts Lol | Resys D Mo Chedt for EItSrs  preige
Create Start Mail Metge Write & I & Preview Resats Finith

 cnmnooononononos oooncoos x e

{ MO [ ' P AL B |
T 4 v x L0 4y N7 & . oyl Sy 15

Merge field

Dear

On behalf of the Community Disaster Relief Center and all recipients of their services, 1
wane to say Thank You' Your donation of $<Insert Donation Field Here> has beenn

derfu] guft o our or and mill provide many people with much needed
support during times of great need or disaster.

We bope that you will tell your friends and associates about the important work of the
Community Disaster Relief Center and will make us your charity of chosce 5o thar when
you are ready 1o make another donation, your thoughts will turn to us agasn Also, don't
forpet about us when rou begin estate planning. Your tax receipt is attached. Thank you
again for your donation.

Wacey Rivale
Darector of Fundraising

HY HHLSVSIA ALINOWWOD

P
[\

G (AR0) » YNV LE ON edoqeaoaary A coyRu o H LT
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ﬂ P ocentuysmoot=i0 c A a7 A % E- ST B N T | s assen
1 n’ U - e x x ﬁ-v A @". :;. -@'i' lNomu'!MSQw. 1 Sender ...
Stytes

)

O

oqeueban) 'Satery noqBunitaiE i L1l
SId ALINOWN

Merged fields

Michael Aucamp
Oakmont Cirele
Orove City, NC 27295

Daar Michael

On behalf of the Commurity Disaster Center and all recipionts of their services, 1
want to ray Thank You' Your denation of $500.00 on #21/2012 has been a wonderful pift
to our organization and will provide many peeple with much needed support during times
of great need or disaster

We bope that you will tell your friends and asseciates about the smporeast work of the

Community Disaster Relief Center and will make us your charity of choice mo that when
you are ready 1o make another donation, your thoughts will turn to us again. Alse, don't
Sorpet about us when you begin estate planning. Your tax receipt is sttached. Thank you

3
-
7

S ONe
{.LSY

again for your donation, : =

B

Documents merged 8
Wacey Rivale ::‘ ::

Director of Fundraising E: -

— des
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Select Recipients Finish & Merge

name? e
ge Lyout  References | Maibogs Rewew  View

= i ! = =4 = [ 1 octes - H 4 ’
=1 = Jﬁ a _'j :j :.'j 2L f;lm:nhm 2] Find Recipient
fat Highbgnt

Envelopes Labels  Start Mad  Select Adaress Greeteny Iiert Metge Preview

Fiew:
D Ao Chedk forEIROIs  prerge ~

Merge = Recgéents = Recipient List  Merge Fiesds Block  Line Fieta » 2 Updats LAl mesytts
Create Start Mail Metge Write & Insent Fields Preview fRlesulty Finith
I —————— 85
-
Merge to E-mad
4 Message ootons .
T B o l,.f‘
Subject Ine: e O
s =
=AddreseBlocks e e —‘é =
-l Send records = S
Dear «FirstName», ? o E (_:
N ) Currgnt record = Z
On behalf of the Community Di ol E g =1
want to say Thank You' Yourd E _a
. 1 our organizatsen and will pro ) - _<
of great need ord E
. 2
- We bope that you will tell your friends and assocsates about the important work of the B2 E
- P DRSSPSR . CPRIRRE TN T F . PR I | IS TR, WS TIRRRY IS PTTRTES, N T =
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Summary

* Tables organize information, making it easy to
read and understand.

* Mail merges save time and energy when preparing
personalized documents.
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Questions
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Copyright

This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
(] students except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.

All rights reserved. No part of this publication may be reproduced, stored in a
retrieval system, or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without the prior written
permission of the publisher. Printed in the United States of America.
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Figure Captions

Insert Caption
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Total Cost iy ey
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Insert Table of Figures

. AR | W32 2 n L Py

Mome . Inseet Page Layout References Myilings. .

i (v Add Text - {g)ytnsert Endnote "N ) Menspe Sources ) tcert Tabie of Figures 7 ) Insert index a. Y
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Tabte of n sest Insert Mark Mack
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Table of Authorities

Selected
Mark Citation text

m_lmn-n:'vmm.doo

Haome Pncent

Poirer View

' .
note \ 9":%,}:’.;,‘-:: A Y Irvvert Table of Fapure 5 J) insert ndex

» Add Tent 1

2 Al =1

I Update Tabile AL Mext Footnote = v GA Style: ARA Fitty « Mark the
Taste of Iner - Intert - Insen M
onterdy - footnote aal 3NOW Nate tation + & Bibhogeaphy - aption ) Crotksefecence Entry

selected
entry

- I the matter of granting conimuances, Semendous QLscCretion 15 vested tn the mal courtand
reversible-emror-based upon - the- denial- of -the continuance-15-exceptional .- - Shafton- v Missourd

Baprist Foundation, ST3-SW.2d- 121,124 (Mo App 1978), - Fozter v - Foster, 149-S W 3d-575

(Mo.App 2

Mark Citation - U -
s docker, 1 Y . !
Selected fext:
wial courtw] | Shelton v. Missouri Bapnist = | | Mext Otaton i€ of its discretion
Foundation, 5738 W24 121, 124 _| —
SQUrRICUN PSRN [ ek

s Mark all entries
APR— to the same case
16 SW2d 907 5

in document

seldom reve Samou: | Choes =2 Mark
Short otasen
" TR et Peundton, 5715028 11 14 DA T

continuance LGMSW. 290 .

v. Davidson, 6675
Harms v. Sivide, 3225.W.24 930, 533 Ma A0 197

(Mo.App- 194 |\ 2 v p. €503 Jljflid not necessitate a

continuancd | H20% S5O0 |I§65 03 affidavit), and

Scos v ll'q here new counsel-is

d {0 bepn, 4 contmwmance 15 not required) - In Case denoted

the case: of Chapman v - St Loyt County- Bank, 645-S'W.2d- 920,924 (Mo App 1983 )

broughtinto the case the same day as malis =
“Chapmant v, St Loyls County Bank, 639 S W 24920, 924 (Mo App.1983)* s “Clupman v % Lons by b races
Courny Bask, 649 S W24 920, 924 Mo App 1983 < 1§ the fact that counsel withdrew four weeks
beforetmal was held 1o have given the appellant adequate time 10 prepare for mal, with or without

newcounsel € =

-  The conduct-of the panty requesting relief from e count-can-also-effect whether-ornot a

Page3ofé Words 10430 | L O 303 B 100% (- +
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Cross-References

Insertion point where page number will display

O G
File MHome

2 Add Text ~
J! Update Table AY Next Footnote «
Tadle of [

N5t 0 W
Conterts ~ fo

Reference type

[Tresdng

Placeis || 591 1nsert as typeriesc

For prch headang:

There are sever|

and include singll PLace
PROMOTION
SUOGET
directly to the g | IvPuEMENTATION
EVALUATION

* BusmnessBacaud | index
marketing marketify
* Maketzg Teachi
batp . wasw marked

Cross-reference
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Summary

* Collaboration features enable you to insert
comments and track changes in a document.

* 'Tools, such as footnotes, endnotes, and
bibliographies, enable you to acknowledge
sources.

* Supplemental document components assist
readers in finding information.
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Questions
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Copyright

This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
(] students except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.

All rights reserved. No part of this publication may be reproduced, stored in a
retrieval system, or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without the prior written
permission of the publisher. Printed in the United States of America.
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