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Peter Faulks     Using Microsoft Word
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Items highlighted in yellow are tasks for you to complete
Items in Blue are help tip
Using font sets

If the software package does not show the fonts 

COPY the following set then using this template and convert to any font, Note a copy of this template is at the end of this document

Upper case - lower case and option

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./

Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./

Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=

Highlight and copy the set above

Copied (paste and highlight then convert to FONT)  Aquaintance

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./
Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./
Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=
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ACQUANTINGE
Helvetica Neue

1 Avial
Times New Roman

‘Abadi MT Condensed Extra Bold
Abadi T Condensed Light
AEOLICTIOM

Ac: E,md LET

Adobe A

Adobe Acsic Bold
Adobe Arabic Bld I
hdob Aric i
Adobe Caslon Pro
Adobe Caslon Pro Bold
Adobe Caslon Pro Bold Itaic
Adsbe Caslon Pro Italic
Adobe Caslon Pro SmBd
Adobe Caslon Pro SmBa Iialic
‘Adobe Devnagari
‘Adobe Devanagari Bold
‘Adobe Devanagari Bold lalic
\ Adobe Devanagari ilic
5 Adobe Garamond Pro
‘Adobe Garamond Pro Bold
Adobe Garamond Pro Bold Italic





Copied and converted to FONT Baskerville

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./

Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./

Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=

Copied and converted to FONT Chalkboard

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./

Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./

Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=

Copied (paste and highlight then convert to FONT) Brush Script 

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./

Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./

Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=

Templates

Copied (paste and highlight then convert to FONT)  

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./

Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./

Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=

Copied (paste and highlight then convert to FONT) ?????? 

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./

Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./

Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=

Copied (paste and highlight then convert to FONT) ?????? 

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./

Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./

Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=

Copied (paste and highlight then convert to FONT) ?????? 

Upper Case

A B C D E F G I J K L M N O P Q R S T U V W X Y Z     
Lower case

a b c d e f g h i j k l m n o p q r s t u v w x y z    
Numbers

1 2 3 4 5 6 7 8 9 0
Shift Numbers

!@#$%^&*()

Querty upper case

QWERTYUIOP[]\ASDFGHJKL;'ZXCVBNM,./

Querty lower case

Qwertyuiop[]\asdfghjkl;'zxcvbnm,./

Numbers Upper Case 

`1234567890-=

Numbers lower case

`1234567890-=
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