Onsent Gime And Date

Open a document you want to insert the time and date.

Click your mouse arrow where you would like the time and date to be placed.

Click "Insert"

Dear Sir:

I have been considering a position with your company

Insetts today's dake and/for time., UM

Click "Date and Time"

Date and Time

Ayvailable formats:
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2004-08-07
07-Jun-04

3

==t

b onday, June OF, 2004
June 07, 2004
taonday, 07 June, 2004
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Choose the date format and Click "OK"
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Judy Jewesll

6304 3. Westshore EBlwd
Tampa, Florida

33616

Dear Sir:

Monday, June 07,

I hawve been considering a position with your company for

Z004

For Help, press F1

UM

Click "Insert" again to choose the time.

Date and Time

Avallable formats:

11:00

06072004 ” 0K
040607 B I—l
2004-06-07

2006t
tanday, June 07, 2004

June 07, 2004

Monday, 07 June, 2004

07 June, 2004
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Click "OK"
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Judy Jewell Monday, June 07, 2004 11:10:25 Pl‘ﬂ

6304 3. Westshore Blwvd
Tampa, Florida
33616

Dear 3ir:

I have been considering a position with your company for

J\For Help, press Fl
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