
13> karlb; Macro

cucelI Tools menu

cucelI Macro

cucelI Macros
Select Macro you want to delete

cucelI Delete

cucelI Yes

cucelI Close
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14> karbegáIt Drop Cap

- Select tYGkSrxagedImCamunsin b¤dak; Cursor enAkñúgbnÞat;enaHk¾)an 

- cucelI Format menu

- cucelI Drop Cap

- eRCIserIs Drop Cap enAkñúg Position mandUcCa³
+ None

+ Dropped

+ In margin
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- enAkñúg Options eyIgcUl ³

+ bþÚr Font enAkñúgRbGb; Font

+ bþÚrTMhMrbs; Drop Cap enAkñúgRbGb; Line to Drop

Example:  3

+ bþÚrKMlatBI Drop Cap enAkñúg Distance from text

Example:  1 Inches = 2.54 Cm =  25.4 mm = 72 Points = 6 Picas

- cucelI OK
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15> karbegáIt Change Case

Select Text you want to Change Case

cucelI Format menu

cucelI Change Case
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Sentence case: sMrab;eFVIeGayGkSrFMxagedIm

lowercase: sMrab;eFVIeGayGkSrtUcTaMgGs;

UPPERCASE: sMrab;eFVIeGayGkSrFMTaMgGs;

Title Case: sMrab;eFVIeGayGkSrFMenAeBlEdleyIgdkXøa

tOGGLE cASE: sMrab;eFVIeGayGkSrtUcenAeBlEdleyIgdkXøa

cucelI OK
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16> karEsVgrk Word and Replace

- Open your document on the Screen

- cucelI Edit menu

- cucelI Find (Press Ctrl +F)

- cUrsresrBaküEdlGñkcg;EsVgrkenAkñúgRbGb; Find What:

Example :   FML

- cucelI Find Next
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- enAeBlrkBaküenaHeXIjGs;ehIy vanwgecjRbGb;mYydUcxageRkam ehIyeBl
enaHeyIgRtUvcucelI OK edIm,IbM)at;taragenHvij .
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