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1 First Things First 1

The basics. An overview of creating, navigating, editing, saving,

retrieving, and printing documents. Along the way, you'll create

a directory and learn how to give instructions.

2 Efficient Memos 22

http://www.allinfo.top/jjdd


We use a simple memo to show how to create reusable templates,

add emphasis to words and phrases, and use more advanced

editing techniques. We also introduce the Reveal Codes screen.
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