You can choose Effects below

M Strikethrough : GINUHUURHYWEMARLMUHT]I
(TEXT)

M Double strikethrough : sindsmumsiniGmAaRAMuHR]
(TEXT)

M Superscript  : @indigimwsnpgEsingg (N°)

vl Subscript : eindigtmwsngsisingme (H,0)

M Shadow : BinGiETnuiERjIMSEnumse (BBU)
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M Outline : sindtiimuinnjimsiguninesiji (BBU)

M Emboss : siniiGiimmHnjiesniga

vl Engrave : mindiimmwanpmsnyss (BBU)
M Small caps : eintiEimsnteits (Beu)
M All caps : eintiimwsnjigsigithG (BBU)

M Hidden : sintanfsHgug
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8. susfeascsesesgesan Insert Symbols

Insert Symbol FmsBgmmizmuTsnipuigy 1siinwsEgmeimms
BamsigiuD Keyboard 1§ 1 gumssgmm: RNaL @@

> GEUG Insert menu

> GEHG Symbol...

> RIS BERMISismng Symbol

oo o

> §uuw Insert § Double Click 1siiisBgagmisgss
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symbol X

Swrbols | Special Characters I

Eont: [inormal bext) -] Subset: |cUrrenc~,.e Symbols |
IERBOEEERE < s
No|TM Q1 e | V5|75 Ve | 78| /s I
tlojAlI Y -/ Y =
<lzlol [ ]=]l]r L4
Fecently used symbols:

EIL|¥O®T™MLE I 2|< =[x |o|pn|la|f
EURC SIGH Character code: [208C Fram; ILlnicnzu:IE (hex) |
AutaCorrect. ., | Shortcut Key. .. | Sharteut key: Alt+Ctr+5

| Insert | Cancel
A
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00. mughssgdnnEsgd Change Line Spacing
© You must select text

@ uEis Format menu

© i Paragraph

O siEMIRMNFRNFENUDH TS TR TUG R uMIsingIsiguuHy

Line Spacing §un
> Single @ AANEYWORSIEEH

> 1.5 Line : AANGUOMHGIH{HERGS
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» Double : &ANEOMHGIY]EH

> At least : ARNREWANSB{FYEIRY UIHRMBRANGHEANG

IGIMYEEHMIISIAU{UHT At

> Exactly : Bnsywitigispgsins uihymeiantamne

IGINYEEHMIISIAU{UHT At
» Multiple :  GanaBwdgi

O i OK
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09. musigsgasd Create a New File

> §uI File menu
> GEHE New

Or Gty Ctrl+N

Or GBI - that have on Standard toolbar

W& Mitgsnis Closing a New Document
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oy, muwsegs Macro

O iy Tools menu
® usiy Macro
© sy Record New Macro

O uuiy Keyboard

© Type your shortcut key you want to Record in Press new

shortcut key box.

ac1ninf :  Ctrl + Shift + F1, Ctrl + Shift + F2, Ctrl + A
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Customize Keyboard x|

Specify a command
_aktegories: Commands:

Macros Marrmal. NewMacros, Macroz

Specify kewvboard sequence
Current kews: Press new shorbcub kesw:

o | Jcrrl+shife+F
=1

Zurrently assigned ko: [unassigned]

Save changes in: II"-.IC:IFLM.':'.L -

Description

| Assign I Remaove Reset all. .. Close I
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@ uEIl Assign button
@ sy Close button

O wiius Font 813611 22 gsiniaf : 43 Fonts Limon R1 8161 22
£ Note

© it Format = Font

Ske ™ X

© 5166 Tools = 616 Macro = Gt Stop Recording = | w e
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