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SMILE AND BE HAPPY

Well done.  

If you are not sure what to do - do not PANIC.

You will not break the Computer by pressing the keys.

If you get in a mess, DON'T  SWITCH  OFF  -  ask for Help!

Word processing simply means putting thoughts into a printed document. 
Not that many years ago this meant that a secretary copy typed hand-written material using a typewriter. The days of the typewriter are slowly slipping away. 
A word processor enables you to:
· create a document, 
· store it electronically on a disk, 
· display it on a screen, 
· modify it by entering commands and characters from the keyboard, 
· print it on a printer.


CLOSE this LESSON and OPEN LESSON11
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