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

The following topics are covered:

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

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

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

Diane Worrell:

The book Microsoft Word 2013 Advanced Quick Reference: Styles & Long Documents (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) can give more knowledge and also the precise product
information about everything you want. Exactly why must we leave the great thing like a book Microsoft
Word 2013 Advanced Quick Reference: Styles & Long Documents (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card)? Some of you have a different opinion about publication. But one aim this book
can give many data for us. It is absolutely correct. Right now, try to closer with the book. Knowledge or
details that you take for that, you are able to give for each other; you may share all of these. Book Microsoft
Word 2013 Advanced Quick Reference: Styles & Long Documents (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) has simple shape nevertheless, you know: it has great and big function for you.
You can appearance the enormous world by open and read a e-book. So it is very wonderful.

Gertrude Barrett:

The experience that you get from Microsoft Word 2013 Advanced Quick Reference: Styles & Long
Documents (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) is a more deep you excavating
the information that hide in the words the more you get thinking about reading it. It doesn't mean that this
book is hard to know but Microsoft Word 2013 Advanced Quick Reference: Styles & Long Documents
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) giving you thrill feeling of reading. The
article author conveys their point in a number of way that can be understood by simply anyone who read it
because the author of this guide is well-known enough. This particular book also makes your current
vocabulary increase well. So it is easy to understand then can go with you, both in printed or e-book style are
available. We recommend you for having this particular Microsoft Word 2013 Advanced Quick Reference:
Styles & Long Documents (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) instantly.

Roxie Lloyd:

Information is provisions for folks to get better life, information currently can get by anyone at everywhere.
The information can be a knowledge or any news even an issue. What people must be consider any time
those information which is from the former life are challenging be find than now is taking seriously which
one works to believe or which one the resource are convinced. If you find the unstable resource then you
have it as your main information you will see huge disadvantage for you. All those possibilities will not
happen in you if you take Microsoft Word 2013 Advanced Quick Reference: Styles & Long Documents
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) as the daily resource information.

Henry Jones:

This Microsoft Word 2013 Advanced Quick Reference: Styles & Long Documents (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) is great publication for you because the content which can



be full of information for you who have always deal with world and still have to make decision every
minute. That book reveal it information accurately using great plan word or we can claim no rambling
sentences inside it. So if you are read that hurriedly you can have whole data in it. Doesn't mean it only
provides you with straight forward sentences but challenging core information with wonderful delivering
sentences. Having Microsoft Word 2013 Advanced Quick Reference: Styles & Long Documents (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card) in your hand like getting the world in your arm,
data in it is not ridiculous one particular. We can say that no publication that offer you world inside ten or
fifteen moment right but this reserve already do that. So , this is good reading book. Hi Mr. and Mrs.
occupied do you still doubt in which?
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