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Word Processing  Worksheet #2                                                  
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   Cut Button to cut the text
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Paste




 Paste button to paste text from one place to other

Copy button to text from place to another
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 To save the file click at the save icon
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 To name the file click at the save as icon
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 To Open an existing document click at the Open button 
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 When you have to close the file click at the close button

When put text between margins is called aligning
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You will learn about left Align
, Center align , Right align 
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Select the text and click at the left align button ,the text  appears from the left side.
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Select the text and click at the centre align button ,the text appears the center.
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 Select the text and click at the right align button ,the text appears from the  right side.

Worksheet
Complete the following, write what each button perform the task.

_______________________________________
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