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Standard
= toolbar

Click Standard toolbar buttons to carry out commands such as opening, saving, and printing
documents.
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Formatting
toolbar

Use the Formatting toolbar to format text and paragraphs—for example, to bold or center text.
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Use the ruler to set tabs or adjust margins and indents.
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Paragraph-Formattingd
If you- want to keep your- hands cn the keyboard, -you-can-use-the- COMMAND ‘key incombiration - with
‘keys to-apply the same -kind -of formats - that-y applyt_ryohehx{_bmhuanuxtnmu For:
-section key b

emph.‘-yo:ommm-i:dmt'a, agraph. - This -that-format entire -
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SAVING TIMEa
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Doquexnt-tanptlates-are‘pamms for-documents. They -provide -predetermined
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Dear Thamas, §
q .

I"ve benn working - withMr. | isioux -and " ve leamned several -shartouts for seleoting:
lﬂ‘:{ thirikc pﬁnﬁﬂmw useful . They fall into two categories: working: woth the
mouse, and-working with the- .-Oh! Befare ] forget. 9

9

Working with the Moused
la

Basio Mouse Skill: -Position the insertion point -where you want tobegin selecting -
Holddown the left mouse buttonand drag to-the exd of the text-you went-© select.
Release the mowse button - q

249 -
Mouse Shortouts: - These are my favarite-shortouts. ] encourage you o try them q
Toselect a word, -double-cliok: the word 4 o
Toselect a serterce, -hald down the Ct d -keyon the key g -inthe

2]

P e

RAMAXHED
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