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Suceess Factors
The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongoing customer support,
which we have always believed 1o be an essential part of any dealings with the public, and we have
a format that should be capable of replicating in many other markets
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Future Strategy

To stay ahead of the competition we must at least maintain the current level of research and
development, s innovation will be one of the key aspects in the expansion of an already highly
successful series of praducts.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on tikte and within budget, our targets could not be met.

Staff lssues
It s essential that we do not lose experienced staff and | am delighted to report that moral has
never been higher,

Maintaining stability in the workforce
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Use Microsoft Word Help to access information on Format Painter.
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The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targsts could not be
et

Staff lssues
It is essential that we do nat lose experienced staff and | am delighted to report that moral has
never been higher.

Maintaining stabilty in the workforce
Salary scales that match or excezd the market level,

Ongoing stafftraining and development &
Excellent internal communications

A good warking enviranment,
A good management team

Huran resources report Dec. 2001

As the 'team’ is so central to our success, we must strive for the best possible waorking
environment so that a minimum level of staff turnover is maintained.
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View the above document at 75% of its full size.
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The main sectet of aur success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongeing custemer support,
which we have always believed to be an essential part of any dealings with the public, and we
have a format that should be capable of replication in many other markets.
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Ta stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products

The workfarce continues to be ane of our greatest assets, fonyithout their dedication to the
production of quality materials that deliver on time and within Budget, our targets could not be met

Staff lssues
It is essential that we do not lose experienced staff and | am delighted ta report that moral has
never been higher.
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Change the default directory for saving or opening documents in this application to
the Docs folder on the Desktop.
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Increase your living space

There are several ways in which you can increase your living space. People miss
the opportunity to maximise unused space in their house, lefting things
accumulate in the main living areas such as the kitchen and sitting room. As a

result, the house appears very cluttered. Many peo&\e think the answer ta this is
an costly and, often, unnecessary extension

El=l=

Page 1 Sec 1 L A1 Ini coll e

Insert the copyright symhol © at the insertion point.
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The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Our products provide quality at minimal cost. Combine this
with a high level of angoing customer support, which we have always believed to be an essential

part of any dealings with the public, and we have a format that should be capable of replication in
many other markets
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Select ONLY the 2nd sentence Our products ... in the above text.

Click SUBMIT when you have finished.
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Last year we found that we lost ground|to comptitors in the area of children’s toys and
accessories especially. So we have sent our buyers out to many new wholesalers to see ifwe can
get better and cheaper stock in this area. This effort is expected 1o pay of especially around the
Christmas season, when such sales make ulya significant portion of aur seasonal boost in profit
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Add the word ground between the words lost and to in the first line of the
text on screen.

Click the SUBMIT button when you have finished.
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The minutes that you have been keeping of the committes meetings provide an essential and
valuable record. However, | feel that an improvement could be made as to how these ars currently
presented. Often during meetings actions arg, allocated ta specific committee members but
because of the detaled way that you report the procesdings, which results in an excellent
document, it is all to easy for these to be overlooked and even completely forgotten about |
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Select the word committee in the first line of the above text and use the keyboard to delete it.

Note: Do not cut the text to the clipboard.
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Strategy Planning for Learners in an e-world
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Success Factors

The main secret of our success i this area iSthe provision of a range of excellent world-class
products that are aggressively priced. Gombine this with a high level of ongoing customer
support, which we have always believed to bie an essential part of any dealings with the public,
and we have a format that should be capable of replicating in many other markets

Future Strategy

To stay ahead of the competition we must at least maintain the current level of ressarch and
development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products

Staff Issues

It is essential that we do not lose experienced staff and | am delighted ta report that moral has
hever been higher
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Use the Find and Replace dialog box to replace the next instance of Smith with Brown.
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It is essential that we do nat lose experienced staff and | am delighted to report that moral has never

been higher.
Maintaining stability in the workforce k
Salary scales that match o exceed the market level
Onguing staff raining and development

Excellent internal communications.

A good working envranment

A guod management team.

Human resources report Dec. 2001

As the team’ is 50 central to our success, we must strive for the best possible working enviranment
so that a minimum level of staff turmover is maintained
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Change the font size of the selected text 1o 12 paint.

Note: Do not make any other changes to the text.
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tis essential that we da nat lose expetienced staff and | am delighted to report that moral has
never been higher.

Maintaining stability in the workforce

Salary stales that match or exceed the market level
QOngoing staff training and development

Excellent intemal communications

A good working emviranment

& good management team

Human resources report Der. 2001

As the team' is so central to our success, we must strive for the best possible working environment
5o that a minimurn level of staff tumover is maintained
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The heading Staff Issues is already selected. Make it Bold.

Note: Do not make any other changes to the text.
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Future Strategy

To stay ahead of the competition we must at least maintain the current level of research and
developrment, 3¢ innovation will be one of the key aspects in the expansion of an alteady highly
successful series of products.

Staff lssues
It is essential that we do not lose experienced staff and | am delighted to report that moral has
never been higher. N

Factors contributing to stability in the werkforce

Salary scales thal match or exceed the market level.
Ongaing staf training and development

Excellent intemal communications

A yood managernent team

Hurman resources report Dec. 2001
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Change the colour of the selected text to blue.

Note: Do not make any other changes to the text.
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The main secret of our success in this area is the provision of a range of excellent products that
are aggressively priced. Combine this with a high level of sngaing customer support, which we have
ahways believed to be an essential part of any dealings with the public, and we have a format that
should be capable of replicating in many other markets. To stay ahead of the competition we must
at least maintain the current level of research and development, as innovation will be one ofthe key
aspects in the expansion of an already highly successiul series of products
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The workforce continues 1o be one of our greatest assets, for without their dedication to the
production of quality materials that deliver an"fime and within budget, our targets could not be met
It is essential that we do not lose experienced staff and | am delighted to report that matal has
never been higher,

Ag the ‘team’ is such a key factor in our success we must strive for the best pessible working
environment so that a minimum level of staff turnover is maintained
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Apply automatic hyphenation to the ahove document.

Note: Do not change any other settings.
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The-minutes-that-you-have-heen-keeping-of the-committee mestings- provide-an-essential-and
waluable record.-However |- feel that an-imp ravement could- be made as to-how these-are
cunently presented.

Often-during meetings-actions- are-all ocated-to-specific-committee: members-but-because-of
the-detailed-way-that-youreport the- proce edings -which-resubts-in-an-excellent-document it is
all to- easy-for these to-be-overlo oked- and-even- completely-forgotten- about. -

If you-could-copy-all of these actions-and-list them-separately-on- a sheet at-the-end-of the full
minutes this would-help-to-facus-all- of us- on- carrying-them-out- before-the-following-meeting
Wie-should-the n make: the-first-ftem- afthe- Agen da- for- each-me eting- signing-off on-these-
actions: or-carrying forward-any-that-have-not-been canied-out. |
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Remove the paragraph mark to make paragraphs 1 and 2 into a single paragraph.

[ Skip Item |

o o





[image: image14.jpg]|Zj Report.doc - Microso

Fle Edit Yew Insert Format Tools Table Window Help
DEHdERY BRI =-
Normal - A - -|lB O

LHO=

R I

Success Factors
The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongaing customer
support, which we have always believed to be an essential part of any dealings with the public,
and we have a format that should be capable of replicating in many other markets

Future Strategy
To stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will be one of the key aspects in the expansion of an already highly
suceessful series of products
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Align the selected text to the right margin.
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As the 'tear’ is 50 central ta our success, we must strive for the best possible working
environment so that a minimurm level of staff tumever is maintained
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In the paragraph containing the insertion point make a first line indent 1" from the left margin
of this document.
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Ref. Committee Meeting Minutes
The minutes that you have baen keeping of the committes mestings provide an essential and
valuable record. However, | feel that an improvement could be made as to how these are currently
presented

LHO=

Often during meetings actions are allocated to specific committee members but because of the
detailed way that you repert the proceedings, which results in an excellent document, it is all to
easy for these 1o be overlaoked and even completely fargatten about

the full
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Change the line spacing for the selected text to double line spacing.
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Ag the 'team’ is so central to our success, we must strive for the best possible werking
ervironment so that a minimum level of staff turnover is maintained
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In order to grasp the full potential offered by this great opportunity w all need to
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Make the selected list into a default numbered list.
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Success Factors,
The main sectet of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongaing custemer support,
which we have always believed to be an essential part of any dealings with the public, and we have
2 format that should be capable of replicating in many other markets

Staff Issues
It is essential that we do not lose experienced staff and | am delighted to report that moral has

never been higher,

Factars contributing to stability in the workigeee
1. Salary scales that match or excesd the mbrket level |
2. Ongoing staff training and development

3. Excellent intemal communications.

4. A good working environment

A good management tearn
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Add a line break (soft carriage return) at the insertion point.
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Please Note The Following

The minutes that yau have been keeping of the committee meetings provide an essential and
valuable record. However, | feel that an improvement could be made as to how thess are
currently presented

Often during mestings actions are allacated to specific committee members but because of the
detailed way that you report the proceedings, which results in an excellent document, ft is all to
easy for these to be overlonked and even cofvpletely forgutten about

If you could copy all of these actions and list them separately on a sheet at the end of the ful
minutes this would help to facus all of us on carrying them out before the following meeting

We should then make the first item of the Agenda for each meeting signing off an these actions
or carmying forward any that have not been cartied out
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Change the page orientation for this document to landscape.

Note: Do not make any other changes.
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The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of angoing customer support,
which we have always believed to be an essential part of any dealings with the public, and we have
aformat that should be capable of replication in many other markets

To stay ahead of the competition we must at least maintain the current level of research and
development, as innovatian will b ene of the key aspects in the expansion of an already highly
successful series of praducts

The workfatce continues to be ane of aur greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targets could not be met

3
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Use Page Setup to change the top margin to 0.5 ™.
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The workfarce continues to be ane of our greatest assets, for without their dedication ta the
production of quality materials that deliver on time and within budget, our targets could not be met

Staff lssues
It is essential that we do not lase experienced staff and | am delighted to report that moral has
never been higher,

We do follow industry recommended best practice here
Salary scales that match or exceed the market level
Ongoing staff training and development

Excellent intemal communications

A good working environment N

A good management tearn

Humsn resouress report Dee. 2001

As the 'tear’ is such 3 key factor in our success we must strive for the best possible working
emvironment so that a minimurn level of staff tumover is maintained
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Insert a manual page break at the insertion point in the document.
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Success Factors
The main secret of our success in this area is the provision of a range of excellent
4 world-class products that are aggressively priced. Combine this with a high level of
ongoing customer support, which we have akways believed to be an essential part of
any dealings with the public, and we have a format that should be capable of
replicating in many other markets

Future Strategy Iy

To stay ahead of the competition we must at least maintain the current level of
research and development, as innovation will be one of the key aspects in the
expansion of an alteady highly successful series of products

The workforce continues to be one of our greatest assets, for without their dedication
to the production of quality ime and within budget, our

targets could not be met
| SUBMIT |
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Create a header with the word Confidential.

Click the SUBMIT button when you have finished.
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Insert 96 into the Outgoing column for Wed 23rd.

Move to the next cell in the row when you are finished.
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Create a new column to the left of the selected column.

HNote: Do not deselect the selected cells or reselect any other cells.
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Salary scales that match or exceed the market level

Ongoing staff training and development v
Excellent internal communications &

A good working environment ~ v
A good management team 4

A5 the ‘team’ is 50 central to our success, we must strive for the best possible working
erwitonment o that 2 minirum level of staff turnover is maintained
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Modify the border style of the selected cells to double lines.
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Human resources report Dec. 2001
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Ag the 'team’ is so central to our success, we must strive for the best possible werking
ervironment so that a minimum level of staff turnover is maintained
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Delete the selected graphic on screen.
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Drag each of the labels to the appropriate graphic representation. Click on a label to restore it
to its original position.

Click SUBMIT when you have finished.
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Staff Issues
It is essential that we do not lose experienced staff and | am delighted to report that morale has
never been higher
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Maintaining stability in the workforce:
Salary scales that match or exceed the market level,
Ongoing staff training and development

Excellent internal communications

A good working emvironment

A good management team

Hurman resaurces report Dec, 2004

As the ‘team’ is s ceniral to our success, we must strive for the best possible working
environment so that a minimum level of staff tumover is maintained

El=l=

Page 1 Sec 1 L A1 Ini coll e

Print one copy of this document using the Reception printer.
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As the 'tear’ is 50 central ta our success, we must strive for the best possible working
environment so that a minimurm level of staff tumever is maintained
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In the paragraph containing the insertion point make a first line indent 1" from the left margin
of this document.
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Please Note The Following

The minutes that yau have been keeping of the committee meetings provide an essential and
valuable record. However, | feel that an improvement could be made as to how thess are
currently presented

Often during mestings actions are allacated to specific committee members but because of the
detailed way that you report the proceedings, which results in an excellent document, ft is all to
easy for these to be overlonked and even completely forgutten about

If you could copy all of these actions and list them separately on a sheet at the end of the ful
minutes this would help to facus all of us on carrying them out before the following meeting

We should then make the first item of the Agenda for each meeting signing off an these actions
or carmying forward any that have not been cartied out
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Change the page orientation for this document to landscape.

Note: Do not make any other changes.
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The workfarce continues to be ane of our greatest assets, for without their dedication ta the
production of quality materials that deliver on time and within budget, our targets could not be met

Staff lssues
It is essential that we do not lase experienced staff and | am delighted to report that moral has
never been higher,

We do follow industry recommended best practice here
Salary scales that match or exceed the market level
Ongoing staff training and development

Excellent intemal communications

A good working environment

A good management tearn

Humsn resouress report Dee. 2001

As the 'tear’ is such 3 key factor in our success we must strive for the best possible working
emvironment so that a minimurn level of staff tumover is maintained
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Insert a manual page break at the insertion point in the document.
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We do follow industry recomm,
Salary scales that match or exceed the market lovel
Ongoing staff training and development

Excellent intemal communications

A good working environment

A good management tearn

Humsn resouress report Dee. 2001

As the 'tear’ is such 3 key factor in our success we must strive for the best possible working
emvironment so that a minimurn level of staff tumover is maintained
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Insert a manual page break at the insertion point in the document.
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Insert 96 into the Outgoing column for Wed 23rd.

Move to the next cell in the row when you are finished.

[ Skip Item |





PAGE  
1

