Hidden Text
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1. Select the text you want to hide.

2. On the Format menu, click Font, and then click the Font
tab.

3. Select the Hidden check box.

Note: To view hidden text on the screen, click Show/Hide ¥ on
the Standard toolbar.

Save as a Template

File/Save As

Under Save as type, select Document Template.
Start/Windows Explorer

Navigate to your document and highlight-do not open!
Right mouse click/Properties select the Read Only check
box.
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Last of all, best of all,

[ like apples!
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