Exploring Microsott Office

Word 2010
(ex-plorifig) by Robert Grauer, Michelle Hulett,
and Mary Anne Poatsy
. Chapter 1
Word 2010 i
. Introduction to Word
Hulett | Poatsy
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 1




Objectives

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

* Check spelling and grammar
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Objectives (continued)

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

* Modify document properties
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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
Enver 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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Page Numbers (continued)
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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
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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

by Robert Grauer, Michelle Hulett,
and Mary Anne Poatsy

(ex.ploring) |

Chapter 2

-~ Document Presentation
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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

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 33



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 * lzalic

* Proportional * Bold italic
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Sylfaen
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12
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Character Spacing

~
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Change Text Case

Change Case

& P i L ohey o Al A M Fing -
. 2l B S e l= v | SEEE ¢ q 5 — i < %
A A {As = A= e ezt W 1 AaBbCeDc | AaBbCcx AaBbCi AaBbCe | A 4 .

e Sentence case

* Jowercase

* UPPERCASE
* Capitalize Each Word
* tOGGLE case
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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 forthe 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
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L L L

Tab position

Tab Selector Icon | Type of Tab

L Left tab

1 Center tab
1 Right tab

1 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

=
Borders and Shading/

)

NN

~ o 7
Borders | Page Border l Shading ‘

Setting: Style:

Preview

None

ml s

I Horizontal Line...

une sy 8
e with |8

B Apply to:

Paragraph

Click on diggram below or use
buttons to apply borders

B

OK

I[ Cancel ]

\

Horizontal Line
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Borders and Shading (continued)

Shading tab m

(BordersM I .2 l&r

— :
’ Borders l Page Border } Shading |
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Bullets and Numberts

Live Preview Bullets Numbering Multilevel List Define New Bullet

Dohaeneer, Lastnamerirsinatne dock Nacrozoft Vord

Insent Page Layout Referenced Mailings Review View

IR - IR T |

Times NewRom ~ 10 + A" A" | Aa- ’w/

. M Fingd
AaBhi AaBbCel AaBbC( AmBbca A\

3 Replace

\: »
B /7 U - e x, X' .- w . "\_' Bullet Library Heading 2 THa&Bing3 | T Normal . ;'C‘J’ S
Styles * W 0C
None ® Y O ] -
| [ - - 3
L ; 3 ; ' 2
= B * ) -
In 2013, we take the bull by tl % ”~ / nd work toward our mutual success
I'm counting on every employ( Document Bullets status of the Company
Goals for 2013 .
Fully mmplementing our strateg 113 will be no less entical than 2012

In pursuing the second year of Define New Bullet

o Pursue mnovative ma >

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

Column wicth S

Preset columns

-
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Presets ’
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Number of columns: |2
Width and spacing
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V| Equal column width

Apply to: | Selected text

Spadng:
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Start new column

Cancel

Spacing between
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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

oduct Development —+ Cincinnati - 3309

(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 toincome-of-$7.53aillion,-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 form 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 ordain 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

8 Measurement for indent

Alignment: Justified
Outline level: |Body Text B

Indentation
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[~ Mirror indents
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SRS e indent

Don't add space between paragraphs of the same style H an gl n g N d € nt

Preview
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. S
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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

General
Alignment: Justified B
Outline level: |Body Text B

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

N
\Spadng

Before: 6 pt :
After: 12pt (=

Dortadd space between paragraphs of the same style

Special: By:

Hanging
{none)
First ne

Line spacing:

1.5 lines

Tabs...

' ’ Set As Default ’

—"
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Widows and Orphans

Widow/Orphan Control

Keep with next

Keep lines together !

7~

N

Paragraph

| 2 [ |

| Indents and Spacing | Line and Page Breaks /

Pagination

V| Widow/Orphan control
1| Keep with next

/ | Page break before

Formatting exceptions
[ suppress line numbers
["] Don't hyphenate

Textbox options

Tight wrap:

Preview

together

Lines and Page Breaks tab

| Set As Default } I oK I [ Cancel
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Style Pane Options
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Outline view controls o
-
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[} Show Fisst Line Only Document tundocuments | Outline View
Outline Tools Master Document Close

* JANUARY 2013

» © Corporate Overview
© Acquisition of Pitka Industries
+] 2012Munoemm0hm

©® O January 1,2012, Dewey A. Larson was named Chazman of the Board
and Chief Executrve Officer by the Company’s Board of Directors, replacing
Jeff K Andrews, who retired this vear after 2§ year of senvice. Mr Lanson fist
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Paragraph collapsed S ki s Pl o L g . i e
°
2011 Operating Results
© 2012 Capital Expenditures
© Goals for 2013
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2012 Management Changes i = ’“‘:"
On January 1, 2012, Dewey A. Larson was name B 7 Chief
Executive Officer by the Company's Board of Directors, s retired

Top and Bott:
this vear after 25 veass of service, Mr. Larson first jome & e o pvera

penod of mneteen years, has held a vanety of semor exec 3 BeningTen
1 Front of Text

In March 2012, Jerri Reed joined Simsery as its| &% 17007
Officer. Ms. Reed has an impressive record i the indus| L) More 1ayout Options..
20 years, which includes 2 position as CFO in 2 Brtish company wonth
$50,000,000. She adds strength to our management team, particularly 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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3-D Format

3-D Rotation

Picture Color

Artistic Effects
Crop

Text Box

Alt Text

Picture Corrections

Sharpen and Soften
Presets: _ 
Soften = Sharpen S [ji
V)
Brightness and Contrast
Presets: /
Brightness: —O— 0% |5
Contrast: —U— 0% Iﬂ\

~

Brightness

Contrast
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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
i Word 2010~ Collaboration and Research

Grauer
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Objectives

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

* Create and modity footnotes and endnotes
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Objectives (continued)

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

e Create cross-references
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(Fake Note Papari}s a new small sized printing service p

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 m m e 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 for printing. .- { Deleted: sndprinton |

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 .| Deleteditas J
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[Take Note Paperie s a new small sized custom printing service located in an upscale ,..-tg—nmnuwm- ]

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
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Exploring Microsoft Office

Word 2010
(exploring) by Robert Grauer, Michelle Hulett,
and Mary Anne Poatsy
~ = Chapter 4
. Werd2019 " Document Productivity
ulett rf:lxte:
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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 NorthStreet 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 - - - - - o

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

$3,695.00
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Table Move handle Design Layout
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Donor Registry

FirstName  LastName Street City State Zip Donation Date
Allison Greene 123 NoethStreet Greensboro  NC 27492 500,00 8/13/2012
-
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 500,00 8/20/2012
Salem 5
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3 FirstName | LastName Street City State Zip | Donation | Date 1
Allson Greene 123 NorthStreet Greensboro | NC 27492 500,00 8/13/2012
Bernett Fox 456 South Street HighPoint | NC 27494 100.00 8/15/2012
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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 South Street 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

_' —.-“’WM&MML.IMMMMM = Microzeft Tath
Mome Insert Page Layout Seference Maibrg Rewes N Despn
- Ingent Bedow ol 351 = -]

% 2 & .
tine el oy Al M sove Cety IICE] - - : - ¥ o Convent
23 Properties et ;2;,; I tnsent Right o Spie T B AuteFnt + = = ,:“,,':,,,,4,,"‘, % L Fesmula
) jrhbki‘.rop«!es = s l =1
Table alignment e —— Custom indent
a Aerred y
options ,
E E E indent froes ieft
FirstName LastN3| =1 | == || = =L e Donation  Date
Allison Greene 4 Center it 500.00 8/13/2012
Bemett Fox 100.00 8/15/2012

Text wrapping
options
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orting and Applying Formulas

Sorted by date

[E ,j QVMMWbm_hmMMM R ircrozort Word W rmrseroyomer

= R A M
o1l B ' , = <L >8F I |
Al Eady 18 Aa A = = LT | aasbecod AsBbCO AaBbC: AaBb | oz
~ae Meply
Paste s B 7 U - dex x w-A EFE 3N = * Rt TNormal | 7% pe ole
-~
FirstName LastName Street City State Zip Donation Date
Allison Greene 123 NorthStreet Greensboro NC 27492 500.00 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 8/20/2012
500.00
Salem

Michael Aucamp 31 Oakmont Circle Grove City NC 27395 S00.00 8/a/2m2
Ethan Crawford 377 Hilman Avenue  Greensboro NC 27492 500.00 8/22/2012
Anthony Finnegan 1 Clark Smith Drive High Pont NC 27494 100.00 8/23/2042

| Irom Vinston N 7492 8/25/2012
Abigai ons wi C 27452 150.00 /25/2012

Salem

Hanna Mconie Greensboro NC 27492 312%5.00 8/26/2012
Paul Robichaud Greensboro  NC 27493 20,00 8/28/2012

$3,695.0Q

Formula calculates total
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Calculate with Table Formulas

FirstName

Allison

Bemett

Anna
John

Michael
Ethan
Anthony
Abigail

Hanna
Paul

Intert Page Layourt Referencet 1Hng levie < Ada Acr

Rid = Insen Bedow ] 039 ol s B

Al 1nsent Len i Spre Cel Si133 T =

R |- . s | M o

LastName Street City State Zip
Greene 123 NorthStreet 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
Mocenie Greensboro  NC 27492
Robichaud Greensboro  NC 27493
7 B
Formula I ? d?-l
Formula:
=SUM(ABOVE)

Donation Date
500.0 733/2012

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
20.06—8/ 2812032 G 1 2
{ =SUM(ABOVE) \»
"5k w80.00;(5%,##0.00)" )

Number format:

Formula to calculate total

Number format
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Sorted in ascending order by date

(W]l " T O4h2danations_LastnameFirstname.docs = Microsoft W Table Tooks
w Mome Papelmout  References  Malingt  Revew Ve Lo
PV F cmn o AW A B ECECT E®O T asmeax asbcx AsBbG AaBb
Paste Y B L §-~dex x S-%-A- l@':. B - ThNomal TNoSpsa.. Meading!
Fomt e Paragraph . Shytes s
T s (BN RS | | SRR | S S EEN CCEREERY

-

Donor Registry

FirstName  LastName Street City  State  Zip Donation Date 0
‘ Allison Greene 123 NorthStreet Greensboro  NC 7492 50000 B/13/2012
] Bemett Fox 456 SouthStreet  HighPomt  NC 27458 100.00 8/18/2012
ol Anna Stweds 143 SunsetAvenue  Greensboro  NC 274% 1000.00 8/19/2012
= Joha Whatenberger  P.0.Box 121802 Winston- NC 7492 8/20/2012
| _ , " sdem -
= Michael Aucamp 31 OakmontCire  GroveCty  NC 27295 500.00 8/21/2012 4
na ] Ethan Crawdord 377 Himan Avenue  Greensboro  NC 27492 500.00 8/22/2012
n Anthony Finnegan 1ClrkSmithDrive  HighPont  NC 27494 100.00  8/23/2012
nl Abigail Irons Winston- NC 92 15000 M/B/2012
‘ Salem
= Manna Mgconie Greensbora  NC 27492 325.00 8/26/2012
- Paul Robichaud Greensboro  NC 9 2000 8/28/2012
‘ $3,695.00

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 98



Sort by list

gt Table Tooks _
References  Malingt  Heview  View | Design  Layeut

v D I § ) TRV Y 23

2’ EI B B men beiow  EMergeCom 5] T EEme A= _J Al S Pesest Merder Rin
S Pinsenten Hsomcan 3 T meE — = Z3 5 commtoten
Defete  Insent 4 a0 Rt Test Cell Sort
. Above dFInseniight  ZiSpieTable g Aute¥a - =l = a oveation Margens Ja Feemula
Rows & Columns fe Meige Ceb Sue . angnment Data

Header row selected |

Table data selected

037 1% 1 I 4 3

LL X
» v 4 O
Michacl 5 ;
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Number of columns

Page Layout References LETTIE T

o DEROD 8L

Table  Pctwre Cap  Shapes SmantArt Chant Screenihot
- an . -

Al d Quick Party = (B e une+ TE
—' A woeasa - 3, Oste & Time £2 symest «
Tt o
Box+ B5 OvopCap = g Cigea +
Test Symaols
. ) A OO NI E [

¥ Page Breat ) Cross-reterence
Fages Tables Buitsstions Links

r )

I SO, A 3 [BOCECH A V 3 V
W

B T e |

D.00,8/19/2013

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

1/28/2010

«AddressBlock»

Dear «FjrstNamen»,

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

We hope that you wilk€ell yourffiends 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
2€t about us when you begin estate planning. Your tax receiptis attached. Thank you
Fain for your donation.

Merge fields

Wacey Rivale
Director of Fundraising

HHITHY HHLSVSIA ALINONINO

—
=
—
—
jas
=
e |
23
=

g
<+
o
=
=)
T
S
o]
G2
=
o
O
=
W
o
o
e
o
=2
P
B
=3
~
(o]
=
L

N
oo
0w
L9 ]

S
(=]
o
ot

v
=
o0
L)
—

.
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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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Dear Michael,
On behalf of the Community Disaster Felief Center and all recipients of their services, I
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
of zreat need or disaster.

)

I

a/MWI12
Ethan Cranford

77 Hillman Averue
Greensboro, NC27432

Dear Ethan,

I ALINNWAC

On behalf of the Community Disaster Relief Center and all recipients of their services, I
mtmm'fhnk?w. Your donation of $500.00 on 8222012 has been 2 wonderful zift

We hope that you will tell your friends and

t0 our org ion and will provid people with much needed support during times
of zreat need or disaster.
about theimp work of the 67! We hope that you will tell your friends and iates about thei

Cmmqh:unmcmumdwﬂlnahuwcmdchxemthawm > Cmmqm:nwm ndwmnakgu:wqu d’dutesoth:twhen
Tou are ready to make chts will turnto us azain. Also, don't [¢)) you are ready to make h your thoughts will turn to us azain. Aleo, don't
WMtuwmmbeglumMYWmmtnmbiMm — forzet about us when you beginestate planmine. Your tax receipt i= attached. Thank you
agzain for your denation. = azain for pour donation.
=
5
=)
Wacey Rivale
Director of Fundraising

O HHITH

{HLNH

o oyuao@s Wilag « [Eergas (98E) « »EYLE 0N 'oTmmuaday ‘sarig wopdn iy 1111
¢
(
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Selecting a Main Document

Categories of documents
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L

M Directions

Pmah & Meege to
Merge - | Adobe POF
Finin Arrobat

| Mat Merge .x

L

L TEeR T NIt S PR SRS

T TTa TAT

How 6o you want 8 set Lp your
letiers?

9 Use the curent document
1 Staet fromm » tenglate
) Start frées exitng document

Start from the document shosn

bere and use the Mal Merge
wizard % add recgrent
nformaton.

Step2ol 6
P Hext; Select
& Previous: Select document

1)
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Fields

=V x

oér [~ ¢

Page Layout Data|  Revin

NI e B "SI S v o ‘!;:;: A7 A
DA EmE[RR\E\ S\% + B Conoveest Fomu ot .w;,em&,
Header row = | oz s [ BT 4| @ e sone

Al él-’nmmme [

A . | D - ! | ] ! X | L | "M | N
FirstNa .um\nm Addmss cny o zlp M-

2 Clay Hayes 678 North Street Greensboro  NC 50 8/1/2012

-3 Collins 901 North Street Winston-Salem NC z 150 8/2/2012 |
Record Wagner  P.0. Box ABC i S g v s 8/3/2012 |
g Willlams 555 Kaminini Street  High Point NC 27454 700 8/a/2012 ‘
6 Natasha  Simpson 2216 Catharine Street Greensboro  NC 27493 20 8/5/2012 |
7 oy Jones 31 Oak Circle Salem NC 27433 100 8/6/2012 |
8 John Nunn 15709 Holly Growe Rd. Greensboro  NC 27494 1000 8/1/2012 |
9 Laura Peterson 3509 Carla Drive Winston-Salem NC 27492 500 8/2/2012
10 Julia Rogers 123 North Street Grove City NC 27255 500 8/3/2012 }
11 Andrew Do 456 North Street Greensboro  NC 27492 500 &§/4/2012 ‘
12 Chaistopher Foley 678 North Street High Point NC  274%4 100 8/5/2012 ;
13 Matthew  Capone GroveCity ~ NC 27295 500 8/6/2012 s
14 Daniel Dunne Winston-Salem NC 27452 500 8/1/2012 _
15 Joseph Grant Greensboro  NC 27432 100 8/2/2012
16 Madison  Horan High Point NC  274% 50 8/3/2012
17 i1sabella Lotz Greensboro  NC 27493 150 8/4/2012 ;
18 Ava Oconnell Winston-Salem NC 27453 325 8/5/2012 |
15 cnmune Rierson Greensboro NC 27484 200 8/6/2012
20 Scott Schuessler Winston-Salem NC 27492 20 8/3/2012
v_z;ﬁ : Julle Staler Grove City NC 27255 100 8/4/2012 |
2 |
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New Address List =B

Type recipient information in the table. To add more entries, dlick New Entry.
Title vlFustName w | Last Name w | Company Name w | Address Line 1 w
D ~_ T | U e ——) | — =1
L
L]
|
|
|
|
[ Mewenwy | [ End.. |
DeleteEntry | | Customize Columrs... | | ok || cancel |

Customize Columns
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Edit Recipient List

Seferences umu;: Review an

=8 B B 3 B & E W e e ||

Ervelopes Labely  Start Mad  Select HIghbght  Asaress Greeteng Inaert Merge Preview Finish &
Merge = Recpients = Rnom«llm Merpe Fiedds Block  Line Pesd= Upduis Label | Resuis 3 Auto Check e Eifon  piege v

Create Start Mall Merge Write & Insert Pleddy Prevew Reuss Finih
Mail M Recioi

m-uhdwuv‘uu«!nmm uehew-bdnhnﬁnu“mmh. LUse Be
10 adkd o remove from the merpe. When your It s readly, dick

Deta Souce e e B ~|Cy -

Aucamp
Cranford

v

I

v

¥ Fox
v

14

(Ca

31 Oalemcent Circle Geove City
377 Hillman Avence Greensbore
1 Clark Smh Drive High Point

T Awdindeno...
CL \wlihldeno..
T Awlin2deno..,

G A wdinldeno., 456 South Street High Poirt
G \wiin2deno... Geeene 123 Noath Street Geeensboro f
CA\widR2dono...

i
‘AHE

ek il

143 Sunset Avenue

Name of Data Source
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Select Recipients

——ErerT
oL | s

Previen Pt & MMecge to
:.’.‘,,., D, zastn Cheek fur Etvon Merge .‘..?m
Create 3 Wirte & insert £ Fremew Resuss Faniin Arrobat

i~ P (W] Sebect Data Sowc: . - = ";-—* Mart Merge o
— — — = -
N ' 4 « Officeld » Search QUENTES | Sclect starting document
A kaJhe) =] & QUERES LSS SR A 2= Hom 60 you want 8 5t D your
f t WO . ‘i,“ = ) 5= 5 @ © Use the asrent document
s Bl Deskaop ~  MNeme Date modifies Type ) Start froem » temglate
H 8| 8 Downloads D) Start frées exioting document
B 2 Bxcent Places Y i e .| Usethe current docement
* & uey | Start from the document shosn
= bere and use the Mal Merpe
' [ BB ODesktop S
‘. w4 Lieanies
o - [ 3 Documents -
1-13 o Munic —
- W ~ Pictures
8- B videcs
15 B Batbecs |
= ™ Compater
|- Sw s —
- [ New Scurce— ]
B Fée name -
B | Step2ols
"; o @ fiext: Select recosents
. B L3 & Frevous: Select document type
T« ~ ] »
(PEpEloll | WordsO | D | i = +
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Data in table format

Mome Create Externst Data Datadase Tools Fietds Table
K I ]r 2 Ascending U Selection - /. New X 1qtals 2 )\ Replace
o 1 %1 Dercenaing P Amvances « o S ~ 4 9 - Ogte -
View Paste Fitter L]
= «  J Fonmst Painter ) Remone Son 7 toggle Fiter | /age X Ofiete = 55 Niore » PRI
views Chpboso . Son & Filter Co10s Find
All Tables =« |71 Donoes
Donors £ 1] -_w.-‘mﬂm-,vs«m o e |
b T R— femma  Hat 901 North Stre: Greensboro  NC
B soow | 2 Olivia Kowalchick  P.0. Box ABC  Winston-Salen NC
3 Samantha Neuhaus 2216 Catharine Greensboro  NC
4 Charles Reinthaler 3646 Seton Hal High Point NC
S Sandra Schiess! 800 North Strey Greensboro  NC
6 Brian Slater 9507 Sandy Elr Winston-Salen NC
7 John Whittenberger P. O. Box 12180 Winston-Salen NC
8 Emily Gruchot 1661 Cardinal € Greensboro NC
9 Ashley Reilly MighPoint  NC
10 Deborah Steben Winston-Salen NC
11 Timothy Strader Greensboro NC
\ﬁ— 12 Usa Veazey Winston-Salen NC
* (New)

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

-1 *l =]

1 N =5 .
2- =3 §

Jext Focmatti

Zip - Donation -

21492
27492
27492
27494
27493
27493
27492
27492
27494
27493
27494
27492

&

$85dc8Endbs
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Database Tables and Queries

-

Select Table
Name Description  Modified Created Type /
500 dlub 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

- -

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 each addross Seld component

Unque idensfier not matched] |o
Courtesy Tite notmalched) o
r Char Frst Name Frstame -
Mdde Narme (not matched -
{ the ( mumity Last Name Lastare -
A rotmatched) o
Ndnare (pot matched) (o
Job Tite (ot matched) |
Compary ot matched] o
Address | [ (rot matched) |
dsaster Relie Address 2 Firsthame *-.‘
e ready o make anotl Oty AR o]
1 b Crate I
jomati Use the drop-dowr Rreet |
Satadase that cors Ciny § Mad
City
Merpe expects (st |
State
Bemember s pson
s computer Zp
Deonation !
Vo kel
{not matched) f
T \ 3
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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 | I LastName + | FirstName + | Street | City v i

CA\.\wO4h2dono.. [V  Aucamp Michael 31 Oakmont Circle Grove City

C\.\wldh2dono.. [¥ 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... [V Greene Allison 123 North Street Greensboro ‘

C:\.\wO4h2dono... [V Szweda Anna 143 Sunset Avenue Greensboro /m
P m 3

Data Source Refine recipient list
[C:\...\wD4h2donortabl... .| 3l sort.. .

51 Find dggxcatez. 

. | %] Find recpient.—

B

Additional options

i Validate addresses. ..
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Sort order Sort Records

|

Sort Records

Sortby

Moo [5] @ swening © pescenig

“ Then by

oy [ g © peeris

Then by l

Que'y » - Dl

Available fields

@) Ascending Descending

\(none) -~

FirstName
LastMame 51
Street k [
i = Clty o

State A
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Available fields in data source

m-t “insert Page Luy nces | Maiseg

=28 R B 3? 5 & Jw fﬁ;}...,. e |
Ly, Brevew

Envelopes Labels  Start Mad  Select Highbgnt  Aaatess Greetesy ER vk Fivsh &
Merge * Recgeents = prmlu:l Merge Fiesds Block  Line _1 e Resulls 5 Mo Chect 1or ISt prerge ~
Create St Mail Metge Write & In ¥ b Preview Resutty Finnth

N e’ v T ' ¢ BRI W TS X LaatH e NN [ ' P MCITEEM R §

} 3 v v v - o - e Lhe - v - — 1

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
wenderfi]l guft vo our organization and mill previde many people with much needed
support during times of great need or disaster.

We bope that you will tell your friends and assccsates about the important work of the
Community Disaster Relief Center and will make us your charity of chosce so that 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

G (980) » ¥HKLZ OM "040queonaT) MAtscr ot roeE 1 11
HY HHLSVSIA ALINOWIWOD
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a2 1

nw Insert Page Layout References

Cetuyscheati =10 * AT a7 Mac H E- 20T BN T | peen | aasicen
1 m! U - dex, x' %~ A [i]ti. 2 S TNomal | T#e Spaci T Sender ..

Fort Stytes

] -
Merged fields & S
= =
S Michael Aucamp = ey
Oskzmont Cirele ey <
Grove City, NC 27295 2 (':
= T
Dear Michael =
B
On behalf of the Community Disaster ekl Conter and all recipionts of their services, 1 » .
want to ray Thank You' Your denation of $300.00 on #21/2012 has been a wonderful pift 9 '<
to our organization and will provide many peeple with much needed support during times a —
of great need or disaster s :_
T
We bope that you will tell your friends and asseciates about the wmporeast work of the § Eﬁ
Community Disaster Relief Center and will make us your charity of choice mo that when o -
you are ready 10 make another donation, your thoughts will turn to us again. Also, don't = N
Sorget about us when you begin sstate plansing Your tax receipt is attached. Thank you =
again for your donation. i~ =
n &l
Documents merged &
= T
Wacey Rivale o :_‘.
Director of Fundraising B
e

o,
.
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Select Recipients Finish & Merge

Mome  insert  Fepelmout  Referencer | Maieg
4 _j ‘: . ;? 3 - :‘j '-?1 2 Rty - H 47 »
= = = =2 32 Maten Fueney £]Fing Recipient
Envelopet Labels  Start Mad  Select £t Highbight  Aaatess Greeten Bviert Metge Preview
Merge = ReOgeents = Recipient List  Merge Fiesds Block  Line Fietd= A Undste LAbe | Resyns S Auto Chedk tor Ereors
Create Start Mail Metge Write & Insent Fields Preview ettty Finith
. SESNCOOnNORINOS KOOI SO SISy SOy SISy B
-
Merge to E-mad
14 Meszage cotons .
T L&
3 C E '_:‘
Subject Ine: B\
o B <
«AddressBlocks » it ! -‘é :
o Send records = z
Dear «FirstNames, ‘ o E (_:
( ) Cuergnt record R 2
‘i On behalf of the Community D . E g =1
want to say Thank You' Yourd = __a
v =
~8 1 our organizatsen and will pro ) _<
of great need ord E:
: H
- We bope that you will tell your &iends and assccsates about the important work of the = C
. B GRS A e e LA e A L gl S e ) L S e =
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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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Insert Caption

ClT N s . V " Tabie Tooks
e ‘Home tnsent “Page Lyyout Feterences Mallings feview DW lmd

ﬂ de Acd Tent L) Insert Endnote X ) Manage Sources 'ﬂ ) insert Table of Fgures | 3 1) Insert Index 3’ Y
— 4 — {
X upaate Tale Af Nt Footnote = =¥ L3 shte MUASIE + = ¥ Usdate Tabe 2 Upcate Inge Jy
Tabile of " 54 Insert Mark Mack
Conterts * footnote i Show Notes Citation - &P Bibllogeaphy = Cyption 23 Cross.reference Entry Castion
Table of Contents Footnotes Otations & Siblograpty Capticns index Table of Autholities

Appendix A. Detailed Tables and Charts 3 Chart selected

Numbering

x‘ 130116 |M%| ﬂ |
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Insert Table of Figures

O oo
Nm ' et Melbnm | References Mailings. Review View
li (v Add Text - {gl) Isert Endnote 2 3 Manape Sources :j 1) trsert Table of F-ourc; _ ) Insert index a. Y
3 Update Table A Next Footnote « = 13 styte: e St + = ¥ Updste Tabe I Upaste Inces >
Tabie of Mark Mack

" sert Insert
Contents = Footnote @ Show Notes Chtation = EP Biblogeaphy * Cacaion ) Cross.refecence Entry Castion
Table of Contents Footnotes ‘ Caations & Bidlkography Captions Index Tabie of Authorities

Tab leader style Table of Figures
|

) | Show page numbers [V Use iyperinks nstead of page numbers

i

i
J
EE

i
rogesos | werss 2 | 3 |
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Table of Authorities

Selected
Mark Citation text

—
wip m}mmm

Hame ngs Braew View

% Add Tent 1 \ Insert En O Manage e )

' AB' Mark th

I Update Tabile AL Mext Footnote = v LA Style: ARA Fatty « ar e
Tatte of Intert 4 Insert . Insent Mk
onterts * footnote 3 INOW Hate

tation = & Bibliogeaphy - retion A Crostaetetence Entry

selected

reversible emror-based upon - the - denial - of -the continuance-15-exceptional - - Shaiton- v Missour! e nt ry

- m the matter of granting coninuances, Semendous qLscCretion 15 vested tn the mal courtand

Saprist Foundation, ST3-SW.2d- 121,124 (Mo App 1978), - Foster v - Foster, 149-S W 34-575

Mark Citation . ¥ _‘_:!

(Mo.App . 2 retion in controlljz

s docker, ‘ o the decpstn of the

Selected texi:
wial courtw | Shelton v. Missouri Sapiist = | | pext Craton ygof its discretion
Foundation, 573 S W24 121,124 a2 AP IPTE T M k I I .
g r— = —— ark all entries
seldom reve ) Ve
. gyt || R to the same case

| SRR NN TG TN

E y Bork, 6 S W. N9 .
v. Davideon, 6675
0, 533 (Mo Aco. 19¢

continuance . 116 SW2d 907

in document

(Mo App 19 | T e P 8503 flid not necessitate a

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

here new counsel -is

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

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

Scosv .'a<

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 SW 24 920, 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 € e

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

Page3ofé Worde 10450 | (O SO o 100% - *
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Cross-References

Insertion point where page number will display

Cross-reference

list for some of

| key to the pricing strategy. The chartin Appendix A [See Page lshou-zs anexample of the price ; Refe re n Ce
Reference type ,
Jake Nate's oroducts.

. element

Cross-reference Y —om| :

PLAC Reference type: Trmert peference t
’\Nc:v:ﬁ; w ! Meadng text =
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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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