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Here is a Sample Document 
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Increase the Font Size (max 14pt) 
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Change Page Margins (eg Office 03) 
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Change Page Size (“Letter” is good) 
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Highlight, right-click FONT options 
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Use a Block Font with Bold Type 
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Add Character Spacing (max 150%) 
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Highlight, right-click PARAGRAPH 

www.geektips.weebly.com 

9 

Office Tutorials 



Line Spacing “Multiple” @ 1.5 etc. 
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Page Borders make it look nice!  
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A  1  A 4  P A G E  H A N D W R I T E N  L E S S  W O R D S  T H A N  
T Y P I N G  I T  O N  C O M P U T E R ! ! !  

The End 

www.geektips.weebly.com 

12 

Office Tutorials 


