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Introduction 

This ďooklet is the ĐoŵpaŶioŶ doĐuŵeŶt to the Woƌd ϮϬϭϬ Leǀel Ϯ ǁoƌkshop. The ĐoŶteŶt assuŵes 
kŶoǁledge of the MiĐƌosot OiĐe ϮϬϭϬ iŶteƌfaĐe, aŶd ďuilds oŶ the ĐoŶteŶt ĐoŶtaiŶed iŶ the Woƌd ϮϬϭϬ 
Leǀel ϭ ďooklet. 
 

Learning Objectives 

Ateƌ ĐoŵpleiŶg the iŶstƌuĐioŶs iŶ this ďooklet, Ǉou ǁill ďe aďle to: 

 Cƌeate stǇles aŶd use theŵ to foƌŵat doĐuŵeŶt teǆt 

 Add Đlip aƌt aŶd piĐtuƌes to a doĐuŵeŶt 

 Cƌeate aŶd ŵodifǇ taďles 

 IŶseƌt seĐioŶ ďƌeaks iŶ a doĐuŵeŶt 

 Foƌŵat doĐuŵeŶt teǆt as ĐoluŵŶs 

 IŶseƌt aŶd liŶk teǆt ďoǆes 

 Cƌeate aŶd iŶseƌt ͞QuiĐk Paƌts͟ 

 IŶseƌt aŶd ŵodifǇ dƌaǁiŶg shapes 
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