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Can’t I just use the Save button?
Save as a .docx document
Save as a .doc document
Save as a .pdf document
Update a legacy document to .docx format
Change the default format
Indents and Tabs
Turn on the Rulers
Set Tab Stops using the Ruler
Set Tab Stops using the Dialog Box
Leader Tabs
Indents
Convert Tabbed Text into a Table
Tables
Insert a Table
Enter Data into the Table
The Table Contextual Tabs
Add More Rows
Add More Columns
Delete Rows and Columns

