@ Select and Edit Text

Select a Block of Text

Click and drag across the
text you want to select.

Click at the beginning of a
text block.

Hold down the Shift key.

Click at the end of a text
block.
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Board of Directors Meeting:
March 6

New Communications Director
Kerry Oki was named communications director and will ¢
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oordinate and direct all

formal internal and client communications. Kerry has four years of El*xperu;.nce as
an office manager at Luna Sea, Inc. and has degrees In both marketing an

communications Kerry's re sponsibilities will include:
Client corres pondence
ommunication

Word Interactive lutorial
How to Edit a Word Document




