om. e Macro

O uuiu Tools menu
@ uuil Macro

© suiw Macros

O Select Macro you want to delete

© sy Delete
@ GEI Yes

@ sy Close
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Maros 21X
Macro name;
I acrol Run
Macrol &
MacroZ i
Step Inka
Edit
i_reate
Delete
- Crganizer. ..,
Macros in: I.ﬂ\II ackive templates and documents | Cancel
Description:
Macro recorded 971712004 by Academics
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oé. museea Drop Cap

- Select grnrjIMnEBmMYSLS UNA Cursor tmgﬁﬁgwﬁtms%ms
- I Format menu

- G Drop Cap

- {{asiias Drop Cap 1 Position matisth:

+ None
+ Dropped
+ In margin
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- 181541 Options Tt :
+ 117 Font 1S1AH{ITHY Font
+ UIGUNIUES Drop Cap i1S1HH{UHT Line to Drop
Example: 3

+ yIRANEN Drop Cap 18111 Distance from text

Example: 1 Inches =2.54 Cm = 25.4 mm = 72 Points = 6 Picas
- gEIl OK
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2| %

Positian

: W W

Maone Cropped In marqgin
opkions
Fonk:
Times Mew Forman j
Lines ko drop: I3 —
Diskance from bext: |1" —

‘ 21K I Zancel |
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od. muse2s Change Case

O Select Text you want to Change Case

® uEIl Format menu ChanaelEatl

2]x

© uuiI Change Case (" Sentence case,
(" lowercase

(" Title Case
(" bOGELE CASE

‘ Ik I Cancel ‘
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> Sentence case: BINUIHTHTHAJITONIRY

> lowercase: BNUIETMWHRIHESNHE

» UPPERCASE: sinuiiistusnit s

> Title Case: @intigimusHnjItisiinmigubEnun

> tOGGLE cASE: aintiFimwHApguslinaidubssnm

O usiy OK
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0d. mueasess Word and Replace

- Open your document on the Screen

- EI0 Edit menu
- 510 Eind (Press Ctrl +F)

- IR EREiahmisiph{ust Find What:

Example : FML

- EI0 Find Next
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Find and Replace 2| x|

Find |Flegla|:e| Go To |

Find what: |Fr -
Cptions:  Search Down

[™ Highlight all items Found in:

IME'"-I e i More ¥ ‘ Find Mexk I Cancel
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- 1liNIRMATINSIDMHGITN HSNENUHTEEEeMI MY 1IN

IS {EIEEU OK Rujimsimninssie)

Microzoft Word X

Ward has finished searching the docurment,
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