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Opening documents
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Creating a new document based on available template
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Saving document
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Saving a document to another location
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Saving a document as another file type
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Saving Changes
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Enhancing Productivity
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Entering text into a document
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Switching between writing languages

2 Fab BIORO K@?FWF hPbBIWED "FHMKF
\rﬂﬂ_ﬂbOMﬂvln b KM a1 Tha

QJJ Y)ﬁ@ﬁl@mmqmmi_)ﬁ N
n lew rewwik r)twhkn AHXY(k D WK H refsg

Wc is KDA BW D F by THBB b_ﬁgyglﬂbﬂﬂ:m

(Ctrl) ey c FiaMEITHKQFD F T N8 H eyBHOP F o bIBE-IH 1
n lpw ey OF AT pBjoy By & B 1O AKT p H @hifr)MOF
wc p iOn AKT p H SHIT)MOEL) e y ¢ FnasdKlTROFe y r y
_ FBOY bF YT
e y ¢ Fnafi1RBFbl /MOGT O ynimyk 2eball) KD Fupl BHBO|
B (Shift) m(Alt)




7 W
bXb PBIOF b3 R

Moving through a document

n Koo pdlh m HakHOF R B9 M ED /P
b UIHOMf2b FHIFE K10 T M ¥ IMIE HOF 9
KaMh T mx b ik 1OH A p B rOH Bl
~ IF® Y p MEOF sABHEL TWIoF B YCHgH X

ko U i K HEHOBIOR 7 b EDur Vs W p
A F HHEOOHMIB




«6)) b b BB IOF b3 RSt

Moving through a document

F LTy tye ¥ foOBoex)hy 19H P IBRIARD x BGFekdr DR YPwWo F_E(i: ~
ey my Ol FBc er o OF

ODF My OO FBcC O 6 F OF

X 2 FOTHOROF P H S6/MIORDF

.c Op B FOFOF c A Yol ntORDF

Wl Tupri@gbIPE 2 e r 6w FEDF

wy OF SUBIOE 3 O 16 Ly FFCDF

Wl T W3IREY PE Jp H O/NIGBOF

Wy OO YWDPE ¢ A Yol nieRoF

DT WO C2 Home

C3 gWmTRA? Ctrl +Home

DT [WORF n x End

.C 3 guj FrOFX Ctrl +End

n A KBCHRYF p | PageUp

QY hHCHyF m | PageDown

Cc YF JOBYTHEGR. D wT whgdd BIOR e GBG I T Tab

T T>o T T T T T T To I T




whr 3 OF CRu@ @ugie KN Db, O

Inserting symbols or special characters
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