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MS Word (Part II)
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Insert Table
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 Make a Table of 7 columns and 6 rows
 Merge the 1st row
 Delete the last row
 Choose one of the designs in (table Tool)
 Shadow the 1st row

Assignment 1
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Previewing and Printing a Document
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Assignment 2
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1. Open a new file
2. Save it in My documents
3. In the middle of the page write the Lab name and the date
4. Make the setup as follows

• Margen 1 “ all
• Orientation – Portrait
• Include a page border


