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FullWrite Professional” is your document processing toolbox. Besides the

standard tools that come with any word processor, FullWrite includes a
number of power tools that automate your work. In your document processing
toolbox are three groups of automating tools: building, designing, and viewing. Once
you understand what these tools can do and how they work together, you can develop
your own ways to take advantage of the power of FullWrite.

Building Tools With the FullWrite building tools you can easily add elements to a
document such as chapters, footnotes, bibliography and index entries, outlines, and

pictures.

Designing Tools The designing tools simplify many tasks you would typically save
for a page layout program. Use them to design pages, place graphics anywhere, wrap
text around graphics, or put differently formatted articles on one page.

Viewing Tools The viewing tools show different aspects of your documents. They
go well beyond the usual Go To and Find, Replace commands.

This book provides an overview of the FullWrite Professional automating tools. Their
use is illustrated with examples from two documents you can find on the FullWrite
Professional Training disks. The Bicycle Sales Guide is on the Sample Files disk in
the Examples 1 folder. It includes an index, a bibliography, automatic references,
and many other elements commonly found in books. The newsletter is on the
Training 2 disk. To learn the steps to create it, read Learning FullWrite Professional.




Use these tools Notes

to create Elements such as headers, comments,
pictures, or other special text in your

document elements document are called notes. They all
appear in the Notes menu, and are all

such as created in the same way.

chapters, headers and

footers, pictures,

New Header
New Footer

or outlines. Posted Note

Footnote
Endnote
Bibliography

New Sidebar
New Picture

Re-reference...
Hide Panply WY




Pictures Sidebars Bibliography Entry

Pictures are a special type of note. Each Sidebars are like miniature pages that you ~ Some notes prompt you for relevant
picture in FullWrite includes a complete ~ place within the pages of your document.  information as you build them. For
drawing environment so you can create You can use a sidebar to place a para- example, bibliography entries prompt

and edit graphics in your document. graph or picture anywhere. you for the author’s name and publication

date.

The Bicycle Sales Guide shows bibliog-
raphy entries included in the text and
sorted in their own chapter at the back.
They're placed and formatted automati-
cally, so you don’t have to spend time
keeping them up to date.

1 Colurnn Sidebar
T'ry same of these
FullWrite Professional
tools, and vou'll see
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orgarized.
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Cut Append #*H
Copy Append  #C

Paste
Clear

Select Chapter A

EAL

Make Dutline

Sort...
o

Glossary... ¥0

Dariables...

Variables

Variables are text or pictures in your
document that automatically change.
You create text or picture variables
through the Variables command in the
Edit menu, and then insert them in your

document.

Change Date
Change Time
Chapter Length
Chapter Number
Company Name
Document Length

Change Name

Hyphenate...
Check Selection
Thesaurus...

Sales Guide

Stoked

- OI/l -
Spokes
Bicycles

TheBusinessAlliance

Employes Edvcation Departine ot
1234 Comporate Lane
Company, Califora - 98765

F D A
W A

Delete Variable
New Uariable

Insert into Text
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Age attracts customers who appreciate
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When you need to change a variable, just
double-click it to open the Variables
dialog box and make your changes.
When you’re done, every copy of that
variable will change in your document.
What about document or system
information that always changes? The
date and time, the number of pages in
your document, or the current page and
chapter number are all variables that
FullWrite automatically updates for you.

Change Date
Change Time
Chapter Length

The current page number.

fray only be inserted inta headers and footers)

Chapter Number
Document Length
Page Number




Outlines

Full Write has a full-featured outline
processor that integrates completely with

your documents. An outline can be

created anywhere in a document, or you

can use an outline to organize your work

and then hide it with one command.

You can always change the order of

outline items, and renumbering is

automatic. While the outline processor

has special ways of working with text, you

don’t have to change to a special mode to

use it.
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Display...

Make Item
Pipmmize
Flatten...

Promote
Demote
Collapse
Expand

Format...
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Good styling and

layout make a
document attractive
and easy to read.

These newsletter pages
show the kind of results
you can get with the

FullWrite designing tools.

wHiain B
& s

Base Styles...
Custom 5tyles...

Boxed Tent

Pull Quote

Subhead

Base Styles

Base styles set attributes for document
text or types of notes in your document.
When you enter text in the document or
create a note, the text automatically has
the attributes you set.

This is a footer base style set to Times,
9 pt, all caps, and centered. Changing
the base style changes the style for all
the footers.

set Style For:
2 Document

Designing Tools

3 Headers
® Footers

"7 Posted Notes Default Ruler:

) Footnotes 4. [ T ]
7 Endnotes

(1 Biblingraphy
 Contents Teut Style:

Cx)

0 Index USH THE FORMAT, FONT, SIZH, AND STYLE MENLE
STYLHOF THIE BHAMPLE TEXT.

Space Below Footers:

[




Custom Styles Chapter Layout

Custom styles are defined with different Within the document’s margins, each
attributes and then named. Defined chapter has its own layout, including
styles appear in the Style menu; using number of columns, header and footer
them is no different than applying a height, and facing pages.
regular style such as Bold or Italic to There’s no limit to the number of
your text. chapters you can have in a document.
The custom style for pull quotes makes Also, FullWrite creates special chapters
the text in this sidebar stand out from the automatically when you include special
rest of the newsletter. The style is 14 pt, notes such as contents or index entries. e
bold italic, and centered. The chapter layout for this newsletter é:ézézér\,:’f/

is 2 columns with horizontal rules.

New Chapter

Dohsmn Brask
Poge Bresk

Number Pages: @ Starting With 1 () Starting With:

CONTENTS Click on Dotted Lines to Select Column Rules :

Number of Columns:

2 Staring with Staionery

1

2 Designing tr Brnellenc

Column Width: :
Column $pacing: [

Header Height: [

Footer Height: [

. 3 The Toobax Philosophy
['lte 4 Speshingin Fichures
4 M Sidebar Nside

P R OFEJSS3IONA|L

¥ 0 SET THE Abbreviations
Get Info. If 70U've ever wanted a quick way 1
. find out how many frords are in your docwnent, 0w
Fullw-lte as o have it et [Nfp keeps tack of the odginal
anthor and current smthor of a document and the time
— . they spend working|, how long the docwment is, and 0ffset Columns By:
0.0000 in| iyt Organ].zer hor nwch space it gocupies on your disk. Iteven has
a built-in readabilivy index 10 help pow focns on powr - -
E— Tareet niioncs 55 s e L yo [JMirror Left/Right

‘The Browsers. [Browsing provides a quick way
Looks ] . a peod-Tockag dac 2 o view differsnt paqts of your docwment by filtedng
wdl m‘::,:: ,ijf‘ﬁi, ,:,f‘w,‘ o,ga,‘gaed i outall but the parts fou need. If vou want 1 look at
clocument 1o hold them. Full Weite provides several  $09PhGS 0nly, for sgample , you can brorss only the
tools o help you tractare yoar docament. DicTuges or

sidebars in your
The Outliner. Uz it a9 & foundaton 1or your T'ry some of these document.

document from the inception of Four idess 1o their FullWrite Professional  Brows salsoa
full development. Tou can eazily add and rearange toals, and you'll see great way o look
quiling itemns a2 your ideas matue, ¥ ou alao have Fow easy it is ko be at all your posted
the flexibility of seversl outine display opions to ired notes writhaut
control the amawnt of informaton yon work with, CTEARLe: Laving w open
headlines only, bady text only, or both, Full Wiite _ cathom
providesa choice of popular ontline fonmats, or lets . individually
VoL cre e POW O custom format. Using the scroll bacs in the Browss dislog box, you

Motes. The el cuonic version of yellow can easily move back and forth from 1ot 10 nat
seky notes, posted notes give You the opportdty Browsing is a way 1w check your document from
o place reminders and notes in the textof your different angles 10 make 0 each pan makes ns
document, They don‘t print, but anpone who wods separately and wge ther. .
gl S,

C! Bars. By using change bars, voucan a

monitr and e view v);hﬂ?ghax\gre% Tawe bzgn made ?&FQ speg)fy the lacation of the endnotes snd
0 a document. Thiz izegpecially useful whe n pow bliography.
w0tk o & docuient thet teq uires Iput froun more Try soms of hese Full Widre Professional toals,
han ane peraon. Beconde change bars print, heyaye 30 Fowllsee how eagy itis w be organized.
alan useful on hard copy.
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Sidebars

Within chapters, you can use sidebars to
change the layout one page at a time.
Use sidebars to place pictures anywhere,
or include text with its own layout as a
sideline to the main text.

When you select a sidebar, a box appears
around it. You can drag it to move or
resize the sidebar directly on the page.

A menu also appears with sidebar specific
commands.

Sidebar format options include borders,
gray scale backgrounds, and white or
black text.

Sidebar
Place...

@ Float with Text

> Page Specific

> Left/Right Page Specific

Position If on Left Page

Position If on Right Page:

Sidebar Size:

Height: 5.2017in

Abbreviations
B pe picas
i inches pt points

"3 Float with Text

@ Page Specific

> Left/Right Page Specific

Starting
with
Stationery

It's o docwment. . it's o template. .
it's a FullWyite Professional
stationery document!

Most of the docwmnents yon
produce fall into distinet
categores: memos, leters,
reports, even newsletters, If
on do alot of witdng, vou
probably favor a design for
eachof thes docwngdt
types. Or, vou maghae 1
ok with pre-fiSUng Specs.
In either cascd Ul Tt
Professional SEHANER
documents el RE0NSave the
time won'd spend AgEEnIng
ewe Iy dooume 0t o eleat: .

With FullWrite
Professional stationery
documents, you only have 1o
design yonr document once.
When the layout, fonts, sizes,
and styles are just right, vou
cansve all of those settings
and carry them over o each
new document you create in
Full#rite . The new
document apens with
ewe rything the way you want
it, Tather than with predefined
settinga that yom have to
change

There are t%0 common
ways o create a FullWrite
Professional stationey
document. The method you

choose depends on your personal work style , the
amount of time you have, and the complexity of the
document Fou are creating

One method of creating FullWrite Professionsl
stationery is the visual method. Open s newr
document in Fullrite Professional, go divec Iy to
the Style and Format menus, and design sveryihing
just the wray yon see it in your mind’s eye. Don't
type our text yet. Save the docmment as FullWrite
Pioféssional statinnery. When yon're weady to entsr
taxt, open the stationery document. Full'Write
Professional creates an untitled copy of the
stationery document , leaving the onginal clssn and

Designing
For
Excellence

Sidebar Size:

Height: 5.3000 in
Width: 5.2000 in

Abbreviations

§ b pe picas
in inches pt points
o centimeters  px pixels

Left: 2.1500in) [ ok | [ cancel |

Fao6E z



With the Lasso command, you can wrap Sidebars also have layout options, just

text around the contents of the sidebar. like chapters. Sidebar layout includes
columns, column rules, and headers and
footers. Choose the Layout option in the

Format menu when the sidebar is open to

determine these settings.

Click on Dotted Lines to Select Columnn Rules :

Number of Columns:

Column Width: 2.0833 in

Column Spacing: 0.2500 in

Header Height: 0.1250 in

Footer Height: 0.1250 in
- Abbreviations
¥ ps picaz
"Tools. FullWrits zives you Styling, : : .
oo us s vl <ok st Total Columns Width: | 6.7500 in in inches pt pafnts
The Toolbox T B e o om centimeters  px pixels

adigtinstive appeatance. T on canshoose
fioim the fors Jon've installed in your
Syatem file and na zing tools
establish how latee ot amall you vant our
fouts. Fomatarg tcols e sonde i the
of the parazraphs in your ocument
Layﬁul ools ey 3ot e he pver ontent
of oy dacument, and howtext, Z1aphics, and open

Offset Columns By: 0.12500n

When o think of & Dolbos, What
comes th MinA? Probably, a ALY metsl
cheat Gontainine & hammet, Weendh, nal,
and pliets. ¥ou may & ven
071 biax that ins this description

] 0K 1l [ Cancel ]

.Speaking.

If you're 11 he busine s 0f workine
Wit ks and dorwnens, e probably
dont think of Jourself a3 armassing  3et of
t00L310 strsaniline your ok, But thirk of your
ols. ThANE of & Foud-
proceasing toolbar, equipped With everything

apace e Tact on e page
B T Fullite s

document views show 301 the plasemment of notes

10 your dog wineit, the SRt of your ontling, oF

the text that has change d sinoe You 1ast saved

¥ ou can also display nomely invisthle

n
Pictures

applicatinns (among oihers) can e copied mio
Full'Write vaing the clipboard

10 et ot fix Tt colleotion of characters ke spaces and pargiaph

SR 3o o, Th s TS 1 5 90 Ao S8y Source Tyve
Fullsite. Then, thirck of vsing Full ite 53 yon a3 it will print
would use your home albox. When you vork 1th browsing wols, you can focus FaliPasat Bitmap
o0 5 dogunient, pistie FoNESEIS tearhing i & on only the partaof sour document that MacPaint Bitmap
Full¥rits 1neni 10 21ab & comonand, just as yon Jou need ot the moment. Justas 8 color Super Pasit Objectorented of bitnap
oA fEAch for & harimer J7/ filer determmines vhat colots yon ase ina & pint tal 8 WOrth & thousand (e i T,

T ] ot s e Jhoto, FullWite-s browsing 10013 aEreen ot picture may notalways be worth & thous Graphic Works  Objec tobented or hitmap

informston you don‘t nsed 10 ook at ght warda, but often you can conve ¥ information faster MarDraw Ohbjec todented

o camgnms
B Tools. Full?Writ:

vy, Tom can look at only he pictuzes,
footantes, o posted notes. With Show Pazes,

o can view amall displays of each Dage in
oo doswnent 1f youare working from an,
ontling, ou can ¥ié % the online wHhout any

body text.

s you e cantrel ovet tha
diffe et t3pes of information in your
docunent by 1etting YOU Pt theri i
aspatats places. Notkaats components of
adocwsnent in which you can place
IBtIrES; tox1 1hat 15qUIeS & 3pacial Stole,
format, and lasow (sidebars); headers
oad toces; eninds o Yotz (pened
teg); and the COMpORE K3 of 00T
Hilingraphy, tabls o Gor R ond e

¥ o g tiae FullWrts outining
tnolata oreats ths fourdation of your
docwment The glossary worksasa 7
CUSton FIENE SYStarh fOF Treque Y

Amomat
S , Compreheras fuding ind

%, chaneing molsalloy souto

D" ity earehand vpdns Bt
When you vork with fo0motes,
endnotes, a bivlinersphy, ai index, or

on cai chooss pecial Tariables fox
coMminE ta2ks ks inseming the current

dats and Page MUHbET i Jour Fullrite

document ¥ on cat also defing verablss | FrETEEsoni

fo infominaton that charges in the - the
eOitext of your doe ument (ke & peraon’s ”

name in 4 omn e tex, o1 a fort appeaing 6 63 pOVELTOL 63 J0U Vant them 1o b
hromghont your dscume it that may eed updatingy, 00 8¢ The CrAfpErsOn.
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and more clearly by vsing graphics. With Full Widte,
wou can easily incorporate graphic information ntg

our documents. ¥ ow heve the following choices

= C'reate object-oriented graphics.

» Clopy object-odentzd or bit-mapped graphics
created in drawr or paint programa int FullWde

from the Cliphoand

+ Uk a soanner tn produce graphics, touch them up
1in wour favorite graphic s program, and ¢opy them

inro Full¥iite.

wrap te xt around & grep

If wou are placing more than one graphic ona

Place a pictore panel ms]de a didebar in opder 1o

page , 1y 10 consider how the page a3 a whale will
Iook. Think of pic ires &3 graphical units that must
be balanced with paragraphs and sidebars. Elemants
on & page showld complement each other. Also, wy

10 consider how facing pages will look {for example |

a two-page spread in & magezine). Tou can use
Show Pages in the Move menu 0 view & “mini-
page” wersion of Jour docwment. Paying attention o
the placement of pic mres will give yom surefire

graphic resultal

A Sidebar
Aside

How woud you define the
word “sidebar? & courter af
which alcoholic hevers ges are
served ab your favorite off4he-
beaterdrack bistro? & less
profinent systetn of law couts?
Perbaps that hoceed-in area in the
HmOming news paper swhere the
weather report sets the tone for
the rest of your day?

Inthat comer of wour
imagiration where mly the most
radcal, expansive, thenrelical, yet
ultimately creative ideas hang out,
corgider this: & sidebar is & mini-

dacurnerk within & Fullrite
dacurnerk - a veritatie
WiCroc oS 03 in Yo ur own
documert!

I rue Within . Fullwrite
sidebar, you have alm ost all of the
possibilit &3 you have in areguar
Full¥rite Professioral docurnert
If vou haverit really understood
what a sidebaris until now, takea
mormert to corgider the
possibilites.

Huow do yiou changethe
nunber o cdunns o a page?
How do you wrap tesd around a
graphic? How do you createa
banmer heading that spans a two-
columnn layout? How do you put
light-oer-dark text on the same
page as black ext ona wite
backgrownd? The answer is, doit

in & sidebar. |f youthought it
coudrrt be doneatall, trvitina
sidebar.

¥ ou ke several placemert
apliors when you work with
sidebars. & page specific sidsbar
stays onthe page o which you
create it. A text wouadd bo o
delete from the document doesnft
affect the sidebar location. & fsat
with feat sidebar alwayskeeps its

position rebative boits related test.
& et¥right page seecifc Sidebar
stays onaleit page or a right
page-dependngwhere it was
createdHif you make changes

The design possi bilities
available ko wou with sidebars are
wirtually end ess!
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Document Views
Icon bar view

Full Write documents always show you This view displays icons to the left of
the full page as it will print. In addition,  each column, showing where notes,
document views show special informa- rulers, page breaks, and other elements
tion, or provide extra controls and are inserted in your text.

commands.

Frame  Fuet-no

Brakes Insta?®

Gears 14 spe

Shifters CHR!I
Wheelsand Tirea |[Anodi
H 700 x

show different aspects of Sies 46,50
i 22 Ibs.
Colors  Pearl g

FullWrite has tools that

CACIL :

LILIL]
|
:

a document, or move you

to specific notes or

Done Bicycle Sales Guide/11.14

[E Tatle o Contents Erkry
T “Tranasoami 6300 Factng B1kes
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headings. These tools are :

48| TRANSC OSMIC 6000 R ACING BIKES
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geometry, and a Lighteizht frame help ¢ yPliats bre k avay Irom e Dack
while giving meimun control on comers and descents, Extros Like cliples
Dedals, s 2ol saddle, and sasy-to-meach ecar leers and brakes help ease the

ah Line. Last ysar, Transcosmic 6000 bikes won the Tour de
Texas, the Energiade Classic , and three world championship sprint races at
the Miller Valley Velodmoms * Custom-built variations of the Transcosmic
6000 are avallable £ DUS fACTIY.

especially useful with long

s ]

TRANSCOEMICE000 SPECIFICATIONS

documents like this

) A L) Boint I
rS &

Wheeltase  Hie,
Frame  Filetbrzed metchiomoly
Brakes  InswSiop eide Julls
Gears  1dspeed
Shifters  CXR Precision Shift
Wheelsand Tites  Anodized s Wil stainless stee] Tensa Spokes and
0%

25 o e s
Smes  46,50,52,60, and 63 cfE Index Entry [21]
Weight 221 T e q Transcosmie 6000
Colors  Peatl gray, ivory, fores
Suggested Price 51000
A

Viewing
and Browsin
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Outline bar view Change bar view WYSIWYG view

Bullets appear to show the status of the The bars to the left show the changes you  In this view you see only what will print.
items in your outline. An extra menu made. You can print change bars to show  All extra information is hidden.

appears containing special commands for ~ reviewers what’s new in your document.

working with outlines.

2. Hightlight THE DESIGN OF TOmMO!

3. Punchire -resi: Stoked-on-Spokes i

) evident in the desig
4. Tool kit combine classic stv
the TN atrdie;

* Wrem dowe of aoime of th

= Ocrew

oo & O 0

Done Bicycle Sales Guide/11.14 Done Bicycle Sales Guide/11.14 =
u Y Bicycle Sales Guide
Crupriaz: Germic ST
Crnrren: Germia St
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CHAPTER 2:
Shifters
ind the xight geax every time with Saked-onSpobes shifter, Ova Bt n I(
S3ems omnplay th latest click shif o hnolog' and storg catlas o ensue
Smooth, converient shifting. For custom mach, onr shifte s can be adjusted
on the Handl bors Crurmmat s suzes
1 Soked-on-Spees, e marh the model m the shifex. For exampl, our
2 o1ring biYes 132 the most scevrate shifter availabls 0day, e
CXR Precision Shift. O mountin and cruising biies use a shifter big on
convenience, e hift Less Clasie 1 THE DESIGN OF TOMORROW TODAY CHAPTER 3:
B 1 Stoked-an- Spokes s atfed 1 & e of eyoling enthusiadts, VAITh 5 .
rakes . erident in the design, constuoction, aad £ claf o very ke, O bikes
o ; Gambine clasois solire it spaceage materials and desizro to provide the e 0 n
Bop on o dime with Sioked-on- Spokies biske systma Like o shifters, ve lightest, startiest, and ot comfortable bikies available. Here 5 mur-dovm
naich the aysterm 0 the model On o high-speed touring and rocing b, Hghtest, stntiest.ond most comfortble bikes s
e offer poverful and sensitve InsiSiog sidepul of DymoHal 1 &
Cantlever brakes. On o mowein bk, v vae st ndard D
Classic hrskes and on ous slow speed b ach Cruisex, we use dependable
KCai cosster brakes. All bikesare compatible with Gy listoupphied Frrames and Forks
emergerey 100t dreg brskes Ourscientis® began by festing a are  of maerials in hetr quest for e
srthpe fect marecil for o Shams twhe: and forks. Five geacs
Exmas PrOTtypes lster ey found the perdact materiel in metsclomaly, e S PASSING ITON
matesiol vsed in the c0nATUCton of spese toslkets, A zece at Survey o . . o o
hat e achromoly offers the perdect balsace of lighiaess and. stusdineo for P e o1
411 510ke d-ou-Spoke 3 bikes come With the following exta feanes | allmmad conditions [Produt Test Digest, Mo 1 1994] erphasizing the follawing points .
o 1. Reflector ihts ‘The biomeehanical desizners then Dok over, fabricatg frames and forks
for optimal serodymamics, balsnce, and. ereonomics. The frme fits .
o 2. Wightlight S0ty o the oversl design of he bike Comprehensivencss
o 3. Pnctire-resistant tires Oy product Ling featue s bilkes for every type of cyelist, fong:
Spokes and Wheots Reighborhood cruiser 10 he SeTions Tacer
B 4. Toalkt
e , i juatly 50, Our undfaaly tensianed
o - Woeaches orin Spoke a2 90 sturdy that Vo gvaronice them oz one Quality
o Servwrivers Spokes o ubiect 0 Tibration damsge, aad overly-tense spoked oan s1ap,
o T Corlene bt Tersasipokes mainiain th cormeet nsion Stoe-on- Spokes leads the industry in production Line quali
o Tie pasch ke gange i3 corefolly motched 0 the 1 weizht, and each spoke 5 k- analyst Bob Pockitsays “The Stohed-on-Spokes manufachanf] farility s
Dertly butted i D 1 of G wheel 1073 in efficiency e 1o SR management snd extereive 3 bieative
el 5. Bike safery booklet 03 O roDOMCS.” [ManuEss twing Jownal, Ds em ber 1988
Ourspokes are are mate from  special alloy an then heat-ted
enbance their swength
Customer Satisfaction
Infependent eustomes surveys Tate high customer sstisfectio [ Sroled-
on-pokes products. Our extras package arractscustomers 41 | apprecise
acompany that svems 10 understand the needs of cyclist whi fiving good
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