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Word for Windows:
ftware user manuals should not be
The Essential Ten Percent e Tor s, ot for the

uninitiated. Anyone can learn to use Word

2007 or Word 2010. Failure is not the fault

of the learner, but the teacher.The problem

with most books about Word is that they

introduce technical functions and technical

terminology before the novice user has any

real idea of what they mean and why they
£ Philip A. Yaffe are needed. This can only lead to
N confusonWord for Windows: The
Essential 10 Percent takes the opposite
tack. Technical functions and technical
terminology are introduced only when they
are immediately needed. For example, the
term scroll bar is introduced only when the
reader needs to use a scroll bar. Likewise
for dialog box, Ribbon, tab, etc. Moreover,
their descriptions are repeated elsewhere in
the book, again when needed, to ensure
that they have been fully understood.
Finaly, they are given once again at the
end of the book in a summary section for
easy reference.The title of the book refers
to the oft-quoted adage that we use only 10
percent of our brain. Scientists who know
about these things say that thisisfalse. Itis
also often said that most people use only
about 10 percent of the possibilities of their
Word software. This is probably true.
However, it is not a problem because most
of us need only about 10 percent of Words
possibilities.This is because users can be
divided into two categories:1. Casua
Userss Those who use Word only
occasionally, which is the vast majority of
us.2. Intensive Users: Those who use it all
day, every day, i.e. for work or other
professional pursuitsWhile claiming to be
simple, most Word manuas seem to
believe that they are talking to people in
the second category, not the first. So
instead of focusing on what is truly
essential, they try to offer functions,
options, shortcuts, and other sophistications
al at the same time, which only leads to
confusion,Word for Windows: The
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Essential 10 Percent takes the opposite
approach by assuming that the reader has
no knowledge whatsoever about word
processing in general and Word 2007 and
Word 2010 in particular. This probably isnt
true; however, pedagogically it is
preferable to assume too little knowledge
than too much. Secondly, this manual
assumes that you are a casual user of Word,
i.e. you use it occasionaly for limited
purposes rather than every day, all day
long.Structurally, therefore, the manual
focuses on the absolute basics that every
Word user needs to know and how to
accomplish them. The method explained
for accomplishing certain tasks will not
always be the easiest and most rapid,
because describing options and shortcuts
while still explaining the basics results in
making simple ideas appear complicated.
Options and shortcuts are explained in the
second part of the book, only after you
have first fully understood what you are
trying to do and why.This book will not
show you everything you could ever want
to know about Words amost inexhaustible
refinements and sophistications. Rather, by
rigorously focusing on the essential 10
percent, it will prepare you to fully benefit
from Words vast potential in the quickest,
easiest, most convivial way possiblen
short, Word for Windows: The Essential 10
Percent is not a substitute for traditional
manuals on how to use Word 2007 and
Word 2010. Rather, it is a kind of prequel.
Its objective is to make reading
conventional manuals easier and more
fruitful. And for many casual users,
perhaps unnecessary.
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commercial use consists of essential tenant service type facilities, such as laundry 10 percent of the gross floor area of
the residential units and common areas, The term and amount of any loan for refinancing must not exceed the : Philip
A. Yaffe: Kindle Store web server for PHP, you can also use Microsoft [1S on some Windows systems. article that
launched the term Ajax at /publications/ with JavaScript disabled has consistently remained in the region of 10 percent
for College-level Writing: The Essential Ten Percent - One-page Word document containing three pieces of color
clip art and TrueType Very Good = 0.75 - Meets al essential criteria and offers significant advantages. of bidirectional
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Anyone can learn to use Word 2007 or Word 2010. Failure is not the fault of Word for Windows: The Essential Ten
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true word is spoken in jest. However, as Wise Humor: The Essential Ten Percent eBook: Philip A - Hereare thetop
10 Mac keyboard shortcut tricks you really need to memorize while the Option key can also say dt on it, aterm
borrowed from a Windows environment. Learn these three essential shortcuts (Command-X for cut, Command-C for
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believe the UAC in windows is an essentia
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