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Bulleted list (the arrow will give you bullet options)
Numbered list (the arrow will give you number options)

Multi-level list (the arrow will give you level options)
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Decrease indent
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Increase indent
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= Left align i
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= Justify
A= Line spacing
o Paragraph shading (the arrow will give you color options)
[~ 4 Paragraph border (the arrow will give you border options)
4
More paragraph formatting options
Styles
TR Applies the quick style to the selected text
AaBbCc
~ T Normal
Scroll through the quick styles
Change style set, colors, or fonts
More style options
Editing
A Fing | Find text in the document
3. Replace ' Replace text in document s
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J ltem selection options (Selécf All, Select Objects
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dnRicon v b * Description
Clipboard S 2
- ] Pastes the contents of the clipboard in the cursor's current
—- location
Paste
% Removes the currently selected item from the document and
SR ' places it on the clipboard
-4 l Copies the currently selected item to the clipboard (while leavingﬂit' |
3 | Inthe current document also)
J | Copies the formatting of the currently selected item to appl]tg the
S | next selected item -
PR VR Shows the cllpboard and other optlons ERR
Font B A SR G
Calibri (Body) . Font :  oF S _ PR T e
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g > Underline (the arrow will glve you line optlons)
abe “T‘é?ﬁkethrough G A5 + 3
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Superscript T e e s |
: J Opti(;ns for changing the case of words
| w. nghhght the selected item (the arrow wnll gwe you color Optlons)
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