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Chapter 1 Understanding Word

	FILE TAB (Backstage)

	Capability Name
	Purpose

	1. Info
	

	2. New
	

	3. Open
	

	4. Save
	

	5. Save As
	

	6. Print
	

	7. Close
	

	8.   Options 
	


    File Tab: 
[image: http://thewindowsclub.thewindowsclubco.netdna-cdn.com/wp-content/uploads/2013/01/Options-209x400.png?0479ea]
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Chapter 2 Basic Editing
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