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Por favor, traducir al espanol
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Link to copyright information [2]

Lesson Objectives

Inthislesson, you willleern the following:

Overview

L. ot eamessn s s oo

2. ovormatamaen

T ———

Atthe heartof the O Writer hasvirtually al of
P ap
Inthislesson, you will e L thislesson, you will typesof resumes, toinsert and format text

Types of Resumes

printor Inciudec with Writer

how to use Writer's buil-in spell check tool to seerch for potentia spelling errors, how to save and print a Writer document and more.

resumes: chronological, and functional.

« Chronological —This typeof resumeis most sitable for
career

Chronological

prior work history.

sills,

chvonological

prior employment, sigrificant

« Modified I Thistypeof
chronological order by date.

thework

mmmmm thework

than sricly

employment
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* Functional — This type of field. However, functional jerd job listings, or
oo e functional g

Inthislesson, wewill first resume: functiondl resumewill fidd. not or resume, the concepts of developing a
resume using OpenOffice.org is the same for those styles of resumes. For addition informalion regarding these three types of resumes, see the section* Preparing Y our Own Resume’ thet can be found later in tisesson.

Getting Started

The prepare any then forma the document aftenwards. Therefore, wewill resume.

1§ you have ot aready this course, click on the “Link to L esson Files” [1] at thetop of the page or theink here. Download the zip fileto your computer' deskiop.

‘aWhen the file appesrs on your computer's deskop, doubls locatethel. onit thislesson.
named esson_02_start.odt to open thefie.

. Thiswill . click on the- Whenthel dickinthe
checkbox * Show Numbering” 150, inthe Interval to 1. Then click the OK button to view the line numbers within the file.

File Edit Mew Insert Format Table Tools Window Help
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: 1 John Quincy Doe
: 2 Post Office Box 123
- 3 Spruce Pine, North Carolina 28777
: 4 Phone: (828) 555-1212
: 5
~ 6
7 Experience and Skills
8
9 Business Experience. Over two years business experience in sales and
: 10 management. Expereince includes:
o 11 e providing customer service in a retail environment.
) 12 e performing business transactions and deposits in a face-pace environment.
13 e supervised over three (3) employees in a managerial capacity.
14
; 15 Marketing Experience. Over one year marketing experience in performing
™ 16 marketing dutes and developing marketing strategies. Experience includes:
: 17 e assisted senior management in developing marketing strategies for
18 wholesale and retail businesses.
19 e performed market research analysis duties in developing a marketing plan.
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Inserting Text

Nowthet wewill begi text within John Q. Doe's resume. Hawever, he has yet 10 enter il as el as his el adress within his heading at the top of the document. We will assist him by entering the informetion within the document.

jE— - ang . weire

0Oo-dev 3.0 Installation Prepar... [ | E\
Select Folder —_— Beta
Select the Folder in which ko save the unpacked files, 0 ""-O ffice.org 3 0

The OOo-dev 3.0 installation Files will be unpacked and saved in the folder shown below, IF
wou would like to save OOo-dev ko a different Folder, click 'Browse' o select another folder,

Destination Falder

| Ct\Pragram FilesOpenOffice.org 3.00 | Browse. ..

Space required: 135,4MEB
Space available: 168.2GE

< Back ” Unpack. ] [ Cancel

2. niesavercame st s —— e

jgdoe@hisisp.com [3]

tothe resume heaer as shown below.
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Eile Edit View Insert Format Table Tools Window Help
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John Quincy Doe

Post Office Box 123

Spruce Pine, North Carolina 28777
Phone: (828) 555-1212

Email: jgdoe@hisisp.com|

Experience and Skills

1
2
3
4
5
6
7
8
9

Business Experience. Over two years business experience in sales and
10 management. Expereince includes:

o 11 e providing customer service in a retail environment.
' 12 e performing business transactions and deposits in a face-pace environment.
13 e supervised over three (3) employees in a managerial capacity.
14
: 15 Marketing Experience. Over one year marketing experience in performing
m 16 marketing dutes and developing marketing strategies. Experience includes:
: 17 e assisted senior management in developing marketing strategies for
18 wholesale and retail businesses.
19 e performed market research analysis duties in developing a marketing plan.

2. vovteamsem m A ——

4. ez E— o J—
" o ot T yoson

RETURN key on your keyboard when you wish to begin a new paragraph or lis
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management. Wincludes:
e providing customer service in a retail environment.

e performing business transactions and deposits in a face-pace environment.
e supervised overthree (3) employees in a managerial capacity.

Il
[
-
UILf]
-
|
),

Marketing Experience. Over one year marketing experience in performing
marketing dutes and developing marketing strategies. Experience includes:
e assisted senior management in developing marketing strategies for
wholesale and retail businesses.
e performed market research analysis duties in developing a marketing plan.
e drafted a marketing plan for wholesale fruit and vegetable distribution.

Computer Experience. Over three years computer experience with the following
operating systems and applications:

proficient with the Windows, Linux and Macintosh operating systems.

Proficient with the Microsoft Office, OpenOffice.org and AppleWorks office
suites.

Proficient with the Quickbooks accounting application.

Honors, Awards, Citations, Publications

5. vovva O— P— - —
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File Edit Mew Insert Format Table Tools Window Help
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management. Wincludes:
e providing customer service in a retail environment.

e performing business transactions and deposits in a face-pace environment.
e supervised overthree (3) employees in a managerial capacity.

Marketing Experience. Over one year marketing experience in performing
marketing dutes and developing marketing strategies. Experience includes:
e assisted senior management in developing marketing strategies for
wholesale and retail businesses.
e performed market research analysis duties in developing a marketing plan.
e drafted a marketing plan for wholesale fruit and vegetable distribution.

Computer Experience. Over three years computer experience with the following
operating systems and applications:

roficient with the Windows, Linux and Macintosh operating systems.
&oficient with the Microsoft Office, OpenOffice.org and AppleWorks office
suites.
Proficient with the Quickbooks accounting application.

Honors, Awards, Citations, Publications

6
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management. Expereince includes:
e providing customer service in a retail environment.

e performing business transactions and deposits in a face-pace environment.
e supervised overthree (3) employees in a managerial capacity.

L 4

Marketing Experience. Over one year marketing experience in performing
marketing dutes and developing marketing strategies. Experience includes:

; e assisted senior management in developing marketing strategies for

: wholesale and retail businesses.

: o performed market research analysis duties in developing a marketing plan.
: e drafted a marketing plan for wholesale fruit and vegetable distribution.

=t

Computer Experience. Over three years computer experience with the following

operating systems and applications:
proficient with the Windows, Linux and Macintosh operating systems.

proficient with the Microsoft Office, OpenOffice.org and AppleWorks office

suites.
proficient with the Quickbooks accounting application.

Honors, Awards, Citations, Publications

Bulleting and Numbering Text

.
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10 management. Expereince includes:

i
+
+
o
i
o

o 11 e providing customer service in a retail environment.
' 12 e performing business transactions and deposits in a face-pace environment.
13 e supervised over three (3) employees in a managerial capacity.
14
: 15 Marketing Experience. Over one year marketing experience in performing
m 16 marketing dutes and developing marketing strategies. Experience includes:
; 17 e assisted senior management in developing marketing strategies for
18 wholesale and retail businesses.
19 e performed market research analysis duties in developing a marketing plan.
: 20 o drafted a marketing plan for wholesale fruit and vegetable distribution.
= 21

22 Computer Experience. Over three years computer experience with the following
23 operating systems and applications:
pr e roficient with the Windows, Linux and Macintosh operating systems.

: PSEproficient with the Microsoft Office, OpenOffi rg and AppleWorks office
i 26 I
: v B roficient with the Qui ks accounting application

28

29 Honors, Awards, Citations, Publications

30
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File Edit View Insert Format Table Tools Window Help
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10 management. Expereince includes:

o 11 e providing customer service in a retail environment.

' 12 e performing business transactions and deposits in a face-pace environment.
13 e supervised over three (3) employees in a managerial capacity.
14

: 15 Marketing Experience. Over one year marketing experience in performing

m 16 marketing dutes and developing marketing strategies. Experience includes:

: 17 e assisted senior management in developing marketing strategies for
18 wholesale and retail businesses.
19 e performed market research analysis duties in developing a marketing plan.
20 e drafted a marketing plan for wholesale fruit and vegetable distribution.

< 21

22 Computer Experience. Over three years computer experience with the following

23 operating systems and applications:

24 (Mproficient with the Windows, Linux and Macintosh operating systems.

Pl o proficient with the Microsoft Office, OpenOifice.org and AppleWorks
" 26 suites.

27 roficient with the Quickbooks accounting application,|

28

29 Honors, Awards, Citations, Publications

30
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Cut, Copy and Paste

Whenever o g your work history. order. Thet s the frstlisting under such a section should begin with the most recent school attended or job held. Then it the next most recent school attended of job held, and so on.

s resume, tschool ty College) followed by the next most recent school atended (Mitchell High School). However, hiswork history is not correctly formtecl. His most recent job held, Autumn Harve, the begi
the Work wewill cut tomoveit the section. To do

File Edit Mew Insert Format Table Tools Window Help
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4
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49 Hometown Movie Rental, Spruce Pine, North Carolina.
50 Responsibilities included assisting customers with movie rental selection, cashier
51 duties, maintaining a clean shopping environment for customers, and more.

52 September 2003-August 2004.
: 53
~ LS nternship
' I Autumn Harvest, Inc., B sville, North Carolina.

SIill A\ ssisted in developing a marhptmg plan for fresh fruit and vegetable ‘E-EllE'E- tn
SYATegional grocery supermarkets. Duties included market researc ]

: 5Lilllcreating a income statement and cash flow projections, drafting the marke

N 59 nlan and more. May 2005-August 2005

' 60

61 Lifeguard

62 Town of Bakersville, Bakersville, North Carolina.

63 Performed lifequard dutes at the Bakersville Municiple Pool. May 2003-

m 64 September 2003.
: 65
2- sert ot menu opti

3. sing your mouse, lace thepointer at thebeginning o ine 40. Click the et youwill eea the document Inthe Edit menu, Thetext referingto o o be pleoed a the beginning. Pressthe ENTER or RETURN key on your keybosrd toinsert alie
‘space between the internship and shift manager employment listings.
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32 Responsibilities include maintianing the financial account and records forthe
33 chapter, receive all money, present the chapter's financial records at all chapter
34 meetings, and more.

E |z

41 Internship

I 35

- 36 First Place Winner, North Carolina Community College Art Contest, March 2005.
: 37 Wonthe award forthe photograph “Autumn Leaves”.

I 38

- 39 Work History

: 40

? 42 Autumn Harvest, Inc., Bakersville, North Carolina.

: 43 Assisted in developing a marketing plan for fresh fruit and vegetable sales to

- 44 regional grocery supermarkets. Duties included market research anaylysis,

: 45 creating a income statement and cash flow projections, drafting the marketing
o 46 plan, and more. May 2005-August 2005.

47
48 Shift Maganer]

vvvvvvv additional Jocated. [ line 60. Click the left line 60, press the DEL your keyboard an

Text Alignment

Next, we are going to aign the resume heading so that it is i the center of thefirst page. To do's0, follow these steps:
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File Edit View

Insert Format Table Tools Window Help
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i ) |Default | [Bitstream veraserif F[ [12 | B F U |[S|= == |isicE=E|A- PO -
E ""i""}"";"'";2""J"";3"';'"'ld"';""LS"'L""LE"'L'"'E
1 v Doe
2 fice Box 123
K Spruce Pine, North Carolina 28777
U3 Phone: (828) 555-1212
5 ;
- 6
7 Experience and Skills
8
9 Business Experience. Over two years business experience in sales and
: 10 management. Expereince includes:
o 11 e providing customer service in a retail environment.
' 12 e performing business transactions and deposits in a face-pace environment.
13 e supervised over three (3) employees in a managerial capacity.
14

A ——

1 P —
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4. Click the OK buton to complete the selection,

nay as seen below.
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Eile Edit View Insert Format Table Tools Window Help
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: 1 John Quincy Doe
2 Post Office Box 123
- 3 Spruce Pine, North Carolina 28777
: 4 Phone: (828) 555-1212
: 5 Email: jqgdoe@hisisp.coml
- 6
7 Experience and Skills
8
9 Business Experience. Over two years business experience in sales and
_ 10 management. Expereince includes:
o 11 e providing customer service in a retail environment.
) 12 e performing business transactions and deposits in a face-pace environment.
13 e supervised over three (3) employees in a managerial capacity.
14
Formatting Text
j — . PR——

2. Holding down the CONTROL (CTRL) key on your keyboard, use your 29,39, 66 and 74 only. As you will not NTROL (CTRL) key of adocy
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1
2
z 3
. 4
i s
: 7
Z a
: & Eushess Experlence. Owver bwo vears busines experlence In sales and
: 10 mansgement. Ezpereince Includes:
o 11 » povding customer srvie s reball enviconment.
: 1z ® perfoming bushess bransactons and deposks Ina face pace envionment.
M 1= # supervisd over thres (5 smployess N8 mansgerial capacty.
: 14
N 15 pdarketng Experience. Owver one year marketng experlence In perirming
g} ls markstng dutes snd developiig oarketng shrategles. Experience nchdes:
: 17 # masted sendor mensgement nodevelopng marketing srategles e
N 1z wholezale and rets] busnesses,

1s # perfomed maret research anahs® dutles 1o developng & marketing plan.
L] # drafted amaketng plan br whelesale fut and vegetable dutribubon.

22 Compubter Experience. Ower Hures vears compurer experience wih the bllowng
25 operaing systems and applcations:

24 @ poficient wrh the windows, Lnur and pacintosh operatiig systems.

. L} # proficlent wrh the paxrosoft Ofke, Oprnofice org and Applkeworks office
uw 28 suibes.

27 @ poficient wrh the ouxkbools accounting apphcation.

W 5] Tressurer, Fhi Thets Xappa. August 200%-present.

: 52 FResponsibibfes mchide matntanng tie fnancial scoount and records for the

. 55 chaprer, recete all meoney, present the chaprer 's fnancial records at all chaprer
z = meeHngs, and moce.

r..:., 55 Frat Flace Wnner, Morth Carclne Community College Art Contest, barch 20085,
57  Won the award for the photograph “Autumn Leswes®.

V2 - kveron e Giekveo
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Funt| Font Effects | Position | Hyperlink | Background |

Font Typeface Size
|Bit5tream Vera serif |Bc:-|d |12
Bitstream Charter 12
Bitstream Yera Sans 13
Bitstream Vera Sans Mono ltalic 14
Bitstream Vera Serif Bold Italic 15
Charter 16
Courier 18
Crnriar 10 Piteh ﬂ 2N ﬂ
Language
"% English (USA) =]
Experience and SkillsHonors,
The same font will be used on both your printer and your screen.
oK Cancel Help Beset

Youmay s s0en bedow.

File Edit View Insert Format Table Tools Window Help
B BESR VE IR g e -0 8- v HeoBEETQ @]
/i jJ |Default | [eitstream vera Serif =] |12 =l f U s==c=|isiz«&== A-2-8 -

L L L L L L L L L L L L L .Ilﬁ

i
w
[«

- 1 ohn Quincy Doe
: 2 Post Office Box 123
: 3 Spruce Pine, North Carolina 28777
: 4 Phone: (828) 555-1212
: 5 Email: jgdoe@hisisp.cor
- 6
7
8
9 Business Experience. Over two years business experience in sales and
_ 10 management. Expereince includes:
o 11 e providing customer service in a retail environment.
: 12 e performing business transactions and deposits in a face-pace environment.
13 e supervised over three (3) employees in a managerial capacity.
14
: 15 Marketing Experience. Over one year marketing experience in performing
m 16 marketing dutes and developing marketing strateqgies. Experience includes:
' 17 e assisted senior management in developing marketing strategies for

(function(i,s,o,g,r,a,m){i['GoogIeAnaIyticsObject']=r;i[r]=i[r]||function(){ (ilrl.g=ilrl.q||[]).push(arguments) },i[r].I=1*new
Date();a=s.createElement(o), m=s.getElementsByTagName(0)[0];a.async=1;a.src=g;m.parentNode.insertBg@ Rl
}(window,document,'script','//www.google-analytics.com/analytics.js','ga'); ga('create’', 'UA-46896377-2', 'auto'); ga('send’,
'pageview');
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5. s

lines, drag over toselect thetext that will beindented.

6. e

through 37, 41 through 64, 68 through 72, and line 76. Agan, CONTROL (CTRL) g

File Edit VWiew Insert Format Table Tools Window Help
S,

Bl BESR VE L aR-g e AE v HeEETQA D]
i ) [Default x| |sitstream Vera serif x| [12 =] B 7 U |§ | A -8 O~

L L L L L L

John guincy Doe
FPost. Office Box 123
Spruce Pine, Morth Carolina 23777
Phone: (020) BB5-1212
Email: jidos ghisisp com

Woo el e b

Ther area If the ruer is ot visible, g

tothe 1.0" location. Thiswill for the text selected.
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Date();a=s.createElement(o), m=s.getElementsByTagName(0)[0];a.async=1;a.src=g;m.parentNode.insertBgf@ kg1
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'pageview');
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File Edit Wiew Insert Format Table Tools Window Help

I E-cHaZRSR VE XRB-F - AE- v HEeBEITIQ |

i I |Default x| |gitstream Vera Serif x| 12 x| B J U IE |tz == |  A-®-D -
E ”"i”"}””;'””P“”;"'”;3"”;"";4”';""i5”"'”"5””"”£

: 1 John Quincy Doe
: 2 Post Office Box 123
- 3 Spruce Pine, North Carolina 28777
: 4 Phone: (828) 555-1212
3 5 Email: jgdoe@hisisp.com
- 6
7 Experience and Skills
8
9 Business Experience. Over two years business experience in sales
: 10 and management. Expereince includes:
o 11 e providing customer service in a retail environment.
' 12 e performing business transactions and deposits in a face-pace
13 environment.
14 e supervised overthree (3) employees in a managerial capacity.
: 15
m 16 Marketing Experience. Over one year marketing experience in
: 17 performing marketing dutes and developing marketing strategies.
18 Experience includes:
19 e assisted senior management in developing marketing strategies
20 for wholesale and retail businesses.

Checking Document Spelling

may have alreadly spelling andior o artors

like Microsoft toreduceor documents. To spel check John's resume, follow these sieps:

1. - N—— ek o

I

5. B— .
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})(window,document,'script','//www.google-analytics.com/analytics.js','ga'); ga('create’, 'UA-46896377-2', 'auto'); ga('send’,
'pageview');
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potential speling errors, cick the CL

Saving the Document

nputer's her these steps:

LApTT——

4_ Inthe Save A i i Ted (o) or Mi (doo) fileformt.

Folder 10/04/2005, 19:05:48

OpenDocument Text (.odt) hd |

5. Click the button SAVE to complete the operation.

(function(i,s,o,g,r,a,m){i['GoogleAnalyticsObject']=r;i[r]=i[r]||function(){ (i[r].q=i[r].q||[]).push(arguments)},i[r].I=1*new
Date();a=s.createElement(o), m=s.getElementsByTagName(0)[0];a.async=1;a.src=g;m.parentNode.insertBeforetxnf1
})(window,document,'script','//www.google-analytics.com/analytics.js','ga'); ga('create’, 'UA-46896377-2', 'auto'); ga('send’,
'pageview');
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(NOTE: I prompt t button, The O open properly with tWord, However, propricery and
for ensuring ull compat xd. ot all of your document penp vectly )
Exporting the Document in the PDF format
One o the meny sl fetures Open por Format (PDF) file. O Saved 25 aPDF file isaconvenient wsarsthat computer. However, Open et adocument thet
Theretore,if gt file formet
To saveaa document asareac-only PDF il follow these sieps:
4 ciick AsPDI
2 When the Export As PDF window appeers, OpenOlfice.org will options for you to seect. 1t you chooseL thefilevil i belarg for example,will oor
theret oftimeit 1910 100%, with quity. akitiona
export options,dlick the EXPORT button
3 A window will appeer and prompt documen.
4 pe
5, Inthe File Format popup menu, make sure Portable Document Format (PDF) is sefected. Then click the button EXPORT to complete the operation.
Printing the Document
it ‘sooner or later paper e teps
1 Officerg dick Print appear. CONTROL (CTRL) pr forthe Print window.
A ———— O
C J— . - PI— IP—— vy e

4. enter the number of

of the document

job, dick on the OPTI

or desslect the print

settings, skip o Siep #6.
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Preparing Your Own Resume

dlls_Mekealis of B
‘operating sysiems such s Linux, Windows® or Macintosh® OS X.

For computer ils, you wil it icient in, such s the Open!

Youuill

ient) and abrief description of

Education and Training - well

Finally,

‘shttp://www.cdm.uwaterlog;al [4]
Additional Resources

‘The Riley Guide: Resumes and Cover Letters

http://www.rileyguide.com/letters.html [5]

theleft side o the homepage.

(function(i,s,o,g,r,a,m){i['GoogleAnalyticsObject']=r;i[r]=i[r]||function(){ (i[r].q=i[r].q||[]).push(arguments)},i[r].I=1*new
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Universty of Waterloo Career Development eManua: Resumes

http://www.cdm.uwaterloo.ca/stepd 2.asp [6]

Alec's Career Advice

http://www.alec.co.uk/ [7]

OpenOffice.org User Guides: Writer

http://documentation.openoffice.org/manual S oooauthors2/0200WG-WriterGuide. pdf [8]

Review Questions

4. (True or False) Text typeby dither | Cheracter menu option or

5. (Trueor Felse) (POF)

Language Spanish

Source URL: https://theingots.org/community/node/27649

Links

[1] https://theingots.org/community/sites/default/files/uploads/userd/My%?20files/clipart%28PNG%29/
OpenOfficeOrg3LessonFiles.zip

[2] https://theingots.org/community/ggcopyright

[3] mailto:jgdoe@hisisp.com

[4] http://www.cdm.uwaterloo.ca/

[5] http://www.rileyguide.com/letters.html

[6] http://www.cdm.uwaterloo.ca/step4 2.asp

[7] http://www.alec.co.uk/

[8] http://documentation.openoffice.org/manuals/oooauthors2/0200WG-WriterGuide.pdf
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