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· Use MS Word to create and save a document
· Open and edit and print an existing  document 

· Insert an image into a text document

	INTRODUCTION TO SKILLS:

· Create a Document – Handout 2.1

MS Word XP – Learning Document Basics                                                 http://www.uwec.edu/help/WordXP/basics.htm
· Edit a Document – Handout 2.2

Standard Tool Bar 

http://www.internet4classrooms.com/msword_toolbar.htm
· Insert an Image in a Text Document – Handout 2.3



	ON YOUR OWN
· MS Word Tutorial
http://www.internet4classrooms.com/on-line_word.htm
· Keyboard Skills Practice Handout – 2.4
· MS Word Editing Keys Handout – 2.5
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