Word: Test 6-2. Create the following. Insert the clipart inside a text to move it freely.
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822 Robertson Blvd., Suite 207 Los Angeles CA 90035

<first> <last>

<street>

<city> <state> <zip>

Dear <Firs name here>

Please make sure that you do not miss any classes or arrive late in the class.

Any student that is not on time in the class will not be allowed to make up the hours.

PLEASE BE ON TIME
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OTHER COURSES OF INTEREST
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Here are some courses you may want to consider after taken the Word course. The second most widely use software is Excel. 

Microsoft Word and Microsoft Excel are widely used by people who have made the move to Windows.

Windows is a graphical User Interface which allows the use of a mouse. 

Using the mouse it is much easier to create graphics and to do drawings.

After learning wordprocessors and spreadsheets you may want to consider PowerPoint or Outlook.

Powerpoint is used for Presentations. Outlook is like a personal organizer.
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You may also want to consider knowing Windows.

Now check your CALENDAR for any openings to take these courses.

Date:  __________   Grade: __________
Instructor’s Initials:  _____________

