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Worksheet 16.1 
 

 

 

Producing a guide to printing a draft document 

For this activity you are required to produce a word-processed quick guide to printing a 

draft document. You will need to produce screenshots with instructions on how to 

produce a draft document. 

Put a Footer in the document 

Save the document properly 

 

 

 

 

 

 

 

 

 

Output data 13.1 


