[

(3]
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BEI{UHT Replace

Find

Find what:

Find and Beplace

Replace

Replace with:
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More ¥ | Replace Replace Al || Find Mexk I Cancel
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- jwhwmijs (BBU) isintpsy Replace with §ui5 Replace button
inuiglingw  Replace  JsHadiwhsinsmuatywigimbugizs OK

inyjugHTINeEin o

Microsoft Word
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Go to Command
© Open your document on the Screen

® i Edit menu
© uEI Go to (Press Ctrl + G or Press F5)

A husieérituniiglisinujussg Enter page number

Ex : Page 3 Find and Replace B
o Find | Replace  GoTo |
A 5515 Go to button
! (30 ko what: Enter page number:
A 15 Secti - £
eckion
tlitﬁm Close bUtton Line Enter + and — ko move relative to the current
Bookmark |ocation, Example: +4 will move Fonward Four
Carment items,
Footnote
Endnok W
e J P eSS | Go To Close |
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9C). Define Column Document

@ Choose location of Cursor.

® §Eil Format menu.

© uEi Column

O Select Number of Column in Presets box or Select number in
number of column box. Example: 3

© uEil Apply to and choose This Point forward
@ ©siw Line between if you want to put a line in between

@ i OK Button
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Columns ed ey

—Presets | I
| | | .

% Cancel |
alyl= T Thres Left Right
Mumber of calurmns: |3 ill ™ Line between
-width and spacing ~Preswvigm
izol Widkh: Spacing:
1: 171" < |05 —
z: 171" =] o =
3 171" = —
v Equal column width

[ Start new column
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. Note

- Number of Column : %mﬁgsxjmﬁﬁﬁmﬁﬁﬁnﬂﬁgﬁmimﬁmmgﬁg

- Line between : Bthudainiinsgnnihit Column 1gl Column yeigiss
- Col# : uinmEss Column IBWHAMSAANGIBIUD

- Width : iinaigginual Column Syt

- Spacing : AmAN:N Column Hewig! Column Husgfs

- This point forward : Bthéssnpimuhsrhiiiy Column iglifEs

Column goi{ss Column #figtw Column 3en 9
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Column off

O Cursor at the End of Column
® ©EI Format menu

© ©Ei Column

O Select number of column In Presets box
EX : one or select Number in number of columns box

© il Apply to and choose This point forward

@ §EIs OK button
@ Write simple text.
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Columns e ey
P £
|rese = | ‘ e I

Zancel |
e Two  Three  Left Right:
Mumber af columns: |1 ill I Line between
width and spacing Preview
izol #: Widkh: Spacing:
T CRTT— —
] ]
T T
] ]
W Equal column width

[ Start new column
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od. =wusigs Table

© i Cursor GSEEHUIEHMN
® usi Table menu
© ©sIl Insert

@ Hui Table
© finngitgs Column 1S1HMTITHT Number of columns:  Ex: 5

@ ANNHGSSs Row 181Ri{uHY Number of rows: Ex: 2

@ uEis OK button.
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Insert Table ied b4

Table size
Mumber of columns: ||4 —
Mumber of rows: IID i{
AukoFit behavior
% Fixed column width: I.ﬁ.utn -
" AutoFik to contents
™ AutoFit ko window
Table style: Table Grid AutoFarmat. ..

I~ Remember dimensions for new tables

‘ DK, I Cancel
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