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 (Text Box

2. Text Box)
(1)

(2) Insert Text
Text Box.

(3)

(4)

3.
(1) View.

(2) Outline view.

(3)

(4) Enter

(5)

(6)
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4. Select)
(1)

(2)

5. Copy & Paste)
(1)

(2) Home Clipboard
Copy

.

(3) Home Clipboard
Paste

).

6. Cut & Paste)
(1)

(2) Home Clipboard
Cut

.

(3) Home Clipboard
Paste

).

7. Delete)
(1)

(2) Delete .

(Outline view)
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8. Undo Redo)

Undo)

 (Redo

9. Font Font Size)
Font Font Size

(1)

(2) Home

(3) Font

(4) Font Size

Enter.

(Font Size)

(Font)
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10.

(1)

(2) Home.

(3)

Bold

Bold.

(4)

Italic

Italic.

(5)

Underline

Underline

Font

Underline Style.

(6)

Shadow

Shadow.

Font
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11. Font Color).

(1)

(2) Home.

(3) Font Color
.

(4)

(5)

(6)
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.

More Colors

.

Custom.
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12.

(1)

(2) Home

(3)

13. (Alignment)
(1)

(2) Home Paragraph

(Alignment

Align Text Left) CTRL + L

Center) CTRL + E

 (Align Text Right) CTRL + R

Justify) CTRL + J

)

)
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(Description) (Tab) (Icon) (Group) (Dialog Box) (Keys)

(Copy) CTRL + C

(Paste) CTRL + V

(Cut)
CTRL + X

(Delete) Delete

(Switch Windows)

(Undo)

(Redo)

(Font Size)

(Font Type)

(Font Color)

(Change Case)

(Alignment)


