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The Standard Toolbar
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Print
New  Save Preview Cut Copy Paste Undo/Redo AutoSum  Sort Drawing Help
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Open Print  Spelling Format Insert Paste Chart Zoom
Check Painter Hyperlink Function Wizard
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¢ & & File|Save CTRL+S

Print ! $
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Customizing Excel

Menus
/ &))" )" 2333
&))" &

View | Toolbars | Customize &
! Options

/ Menus show recently used commands first "

Toolbars | Commands — Options |

Personalized Menus and Toolbars
[ standard and Ecrmatting bnolbars share ane row
¥ Menus show recently used commands First
i BITS al ter & short delay
Reset my usage data I
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Cosomize Y

Toolbars | Qptions
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Insert -
Format L~ Open
Tools
Data Close
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Recording A Macro

! Tools|Macro|Record New Macro ¢

Record Macro E |

Macro name:
IMacrl:ul
Shorkeut key: Skore macro in:
Ctrl+|_ This Warkbook j
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Macro sets all margins to 1 inch
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5 Macro name ¢
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Shortcut key ) I %6
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& Store macro in
) & Description & &
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! OK
& )
4 " $
File| Page Setup 78 $ OK
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View | Toolbars 8
! Stop
Running A Macro
Tools | Macro | Macros &
Macros Macro name Run
[T 20|
Macro name:
o &5 Run |
Magror . [Hj
Cancel |
Step Inka |
Edit |
Create |
;I Delete |
Macros in: Al ©pen Workbooks j Qptions. .. |
Descripkion
Macro sets all margins to one inch.
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Modifying A Worksheet
Moving Through Cells
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Movement Key stroke
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9 ENTER
9 & &
9 TAB
& + 7, CTRL+HOME
) ' CTRL+END
) & CTRL+
) & CTRL+
File| Go To
Adding Worksheets, Rows, and Columns
Worksheets Insert| Worksheet
&
Row Insert | Rows &
Insert
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Insert
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Resize a row &
Resize a column &
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! Format | Row | Height
Format | Column | Width ¢ &
& &
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Moving and Copying Cells
Moving Cells &

Edit|Cut
& Cut
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Edit| Copy &
Copy
Pasting Cut and Copied Cells Fe

Edit| Paste & Paste

Drag and Drop
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Freeze Panes
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Window | Freeze Panes ¢




& Window | Unfreeze Panes

& Book1_xls _ O]
A, E C D E o
1 January February | March April
B |Class 3 34 23 43 249
7 |Class 6 54 71 24 43
g |Class 7 34 23 34 24
8 |Class § 45 34 34 34
10 |Class 9 43 54 a4 23
11 |Class 10 23 34 34 71
12 |Class 11 42 45 33 23
13 [Class 12 20 34 34 34—
14 |Class 13 29 23 23 54
15 |Class 14 43 71 71 34
16 [Class 13 24 23 23 45
17 |Class 16 22 34 34 28| -
I |« [»[#{ Sheetz £ Sheets s Sheetd |4 | v[
7 5
& 7 : 7

Formatting Cells

Formatting Toolbar

&

& & 0&
View | Toolbars | Formatting &

canter across CE"S- increaﬁelf
font menu percent decrgase
| bold, italics, underine style decimal border font color
| i [ e | |
laiad ' -0 -/B 7 U SE=EH 8%, B8 == -5-A-
i L i L L i i
| |ef h |
fort size =it Cﬁ["te:. right COmMma increasal fill eolor
Justification currency  Style decrease
style indent

Format Cells Dialog Box

Format Cells ¢

& &
Format|Cells ¢




Format Cells E |

ENUI'I'IhE!rEl Aligriment I Faonk | Border | Patkerns I F'ru:-teu:tiu:unl

Categary: ample
F

Murmber
CuUrrency

Accounting General Format cels have no
Date specific number Format,
Time:

Percentage

Fraction

Scientific

Texk

Special

Cuskom ;I

(o] 4 I Cancel

Number tab &
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& & &
Alignment tab
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Font tab & & & &

&
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Dates and Times

0& 8; 7 23378 )"
" & 87 ; 378
& Number & Format Cells
8# 8¢ Category & & & Type
0& & 8 8¢ Category
" # $ OK &
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Format Cellg K |

Murnber |.ﬁ.lignment I Fank | Border | Patterns I F‘ru:uteu:tiu:unl
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Date
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acientific

Texk

Special 3,|'14,I'EIE 130 PM

314095 1330 x
Cuskom ;I [14f _I

Time Formats display date and time serial numbers as time values, Use Date
Formats ko displayy jusk the dake parkion,

(0] 4 I Cancel

E3 Microzoft Excel - Book1
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e

Comma
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Currency [0] !
Normal &
Percent !

Style Dialog Box
1 & # -



Format| Style... ¢

Style 2] |
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Cancel
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[} Modify
! Style includes &
' Add &
* Apply

Create a New Style

! Style "
E3 Microsoft Excel - Book1
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Format Painter 5
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Format Painter +
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& & Format Painter

& ESC

8&
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AutoFormat

)ll &
4
* &
A | B | C D
1 |Texthook Quantity Price
2 |Biology 4 §99.93
3 |Chemistry 2 §79.55
4 |Calculus 7 §B5.99
5 |Enaglish 12 MB.BB.
=
Format | AutoFormat ¢
o " &
/
AutoFormat
Jan Feb Mar Total Jan Febh Mar Total
Eazt 7 7 5 19 Easzt 7 T 5 19
st B 4 7 17 | |Wiest B q T 17
South 5] T g 24 South o] T 9 24
Total 21 18 1 B0 Total 21 18 M G0
Simple Classic 1
dar Feb  far Total Jan Feb  Mar Total
East § 7% 7% 5% 19 ||East § 7F 7F 5% 19

et G 4 v 17
South g v g 24

st G 4 ¥ 17
South g v =) 24

Jotal F M F 16 F M §F 60

Total § 21§ 185§ 21 § 6O

f==1

K

Cancel

=S
]
H =
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Options. ..

Accounking 1 Accounting 2 LI
! Options... &
! OK &

1
2 Biology 4 $99.99
~ 3 |Chemistry 2 §79.55
4 |Calculus 7 hE5 89
5 English 12 4959
[




Formulas and Functions
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& " & 9
&
Formulas
8<8
& &
& &
" & & &
& & & &
n & & "
&
E4 Microzoft Excel - Book1
J@ File Edit Wiew Insert Format Tools Data Window Help
DEESRAY | 4BRT -~ &= A4
| aia » 10 = = B %,
C7 | €] =((BZ*C2)+HEFCI)+HEB4C4)+{BECE))
A, | B | | B—— £ |
1 | Texthook Quantity Price
2 |Biology 4 §99.99
3 | Chemistry 2 F79.595 formula bar
4 |Calculus 7 fE5.59
5 |English 12)  $49.99
b
7 Sub Tutal|$1 521.5?!
) Sales Tax B%
g Total $1.718.97
10
11
12
Linking Worksheets
= &
& " & 7
2 &
8 > 8 & & " 8< 76 2> 28
& 7 & 2
8 28
Relative, Absolute, and Mixed Referencing
! - + 8 78, relative
referencing ( & & &
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N " & & 0

& 17 8<+ 7677,8 12 &
<+ 2672,8 &
absolute referencing 878
& ! " &
3<t? ?276777?7,8 & & 12 & 7
"7 " &
Mixed referencing 9 &
" & <+ ?767°2,8 & 7 & &
I2 &Il
Basic Functions
& & &
& " & & #7 #73
& B<#T76#26H06HAGHBGH : 6#CE6H#HDO6HEGHT738
/ & 8< / +#T74#73,8
& " 4
Function|Example Description
/ < / + 74733, & & 7 733
F) G)l< F) G)+ 74773,k & "7 73
H < H+1741733 ¢ t
T ’ 1733
& #H7
05 < (05+#74#733, #4733
| < 1 +#73, & . & #73
o# = |< 9# =+ f
Function Wizard /=
F & ) C
& Function
Wizard
Paste Function " &
Function category & & &
Function name &
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n & n

Paste Function E |

Function categary: Function name:
Mast Recently Used P DATE —|
all | |DATEYALLE —
Financial Do
: Days3e0
Makh & Trig HOUR,
Skatistical MIMUTE
Lookup & Reference MCOMTH
Database MO |
Texk | |3ECOND
Logical TIME
Infarmation =] |rmevaLe hd
DATE(year,month,day)
Returns the number that represents the date in Microsoft Excel date-time
code,

@l Ok I Cancel

1 OK &
& 0 " A 1A
& )" J2 @K
Number 1§ 0% &
"B 1B &
& 8"B41B8 Number 2 §
LM

Mumber1

Mumberz :k_] =

Adds all the numbers in a range of cells,

Mumber1: number 1, numberZ, ... are 1 to 30 numbers to sum. Logical walues and bext

are ignored in cells, included iF kvped as arguments.

@I Formnula resulk =5 (8]4 I Cancel
1 OK & &
Autosum £
/ & & & -
&
1 12 "
! Autosum +G ,
> & + 2 "2
$ ENTER
& ~
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| Hna le*|HIH|§§

MO | X =] =SUMAZ B2
A | B | C | D
1| number 1 number 2 sum
21 B7 ______ A9,=SUM |
3 54 30
4 34 10
Sorting and Filling
- Al 2
Basic Sorts 2+ &+
Sort Ascending + 1, Sort
Descending +1 ,
Complex Sorts
& 4
*
Data|Sort ¢
Sort " & & & Sort By
& & Then
By
CONTT 2)x
Sark by
Inumber 1 ;I " ascending
¥ Descending
Then by
Inumber2 =| " Ascending
Then by
I ll & ascending
" Descending
My lisk has
& Header row " Mo header row
Options. .. | (4 I Cancel |
08 " d My
list has Header row & &
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! Options &
& &

Sort Options |

Eirst key sort arder

sSunday, Monday, Tuesday,

I Casze sensikive

Orienkation
' Sork top o bokkom
™ Sort left ko right

Yed j ILI

Cancel |

1 OK
Autofill
& & ; &
&
0& &
&
Alternating Text and Numbers with Autofill
& & &
& &
Autofilling Functions
& & 0
- &
"4 & 12
& !
&
&

&
&

8< / + 2472,8

&

12

&
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2 | = | =SUM{AZ:B2) 11 | =| =3Un(A11:B11)
A | B | € | D A | B | c | D
1 | number 1 numher 2 sSum 1 | number 1 numher 2 sum
2 a7 49' 1 35! 2 a7 458 136
3 54 30 3 54 30 B4
4 34 10 4 34 10 44
5 43 a 5 43 i 51
2] 24 23 2] 24 23 47
7 93 =r 7 93 o7 190
a 40 32 a 40 32 72
g e, 30 g a8 30 tate)
10 g2 t=r 10 g2 = 1658
11 39 57 11 39 57 o5
17 17 1]
Graphics
Adding Clip Art
& 4
Insert | Picture|Clip Art ¢

Ed Insert ClipArt M=l

J W, J lmpnrt Clipz @Elips Orline @ﬂelp D"

J Search for clips: IT_I,Ipe ane or more wards, | j J .‘i-l

Pictures ::E@ Sounds | b ation Clips |
Categoriez 1 - 51
. - N
*|
@
M & Eateaara Favarites Arcademic Anirnals Backarounds

Borders & Frames Buildingz Business

Buttons & [cons

Search for clips #




4
T @ ....... insert clip

[ praview clip

v | add elip to favorites

22 » | find similar elips
Insert Clip
Preview Clip & &

# &
8x8
Add Clip to Favorites &
& Insert ClipArt
Find Similar Clips
I Close

& Insert ClipArt

Add An Image from a File

& & 4
Insert| Picture| From File
! & Look in: &
* & & Insert
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Inzert Picture |

Loaok in: I[:l el j =) | & X [ B2~ Took -

4f pagesetupZ. gif a
4 pagesetup3. gif

4 pagesetup3a.gif

g pagesetupd. gif

ﬁ paste. gif Sort Options EE3
ﬁ pastefunction, gif
E’ prink. gif
g prinkpreyiew, gif
4 save.gif
Y screengrab.gif
f sortl.gif
. sork2. gif
g spellcheck. gif
: ﬁ standard, gif
Favorites E’ undoredo, gif
g zoanm, gif -
ﬁ File: name: I j Insert I
1 Folders .
" Files of type: I.ﬁ.ll Pictures v s |
Editing A Graphic
5
!
& $
Picture toolbar
View | Toolbars | Picture &
More/Less Lime Format
Image Control Brightness Style Picture
an OT QLot ol | # =M% 7 13 ‘
| - | I |
Inseri More/Less Crop Text Reset
Picture Contrast Wrapping Picture
Insert Picture
Image Control
More/Less Contrast & &

More/Less Brightness

! Crop
&

22



Line Style &

Text Wrapping &

Format Picture
Reset Picture &

AutoShapes

&
&

Insert|Picture| AutoShapes View|Toolbars|AutoShapes ¢
1 &

Basic Flow Call
Lines Shapes Chart Ouis

EE@%&%%@!
R

Connectors Block Stars and More
Arrows Banners

Lines - ¢ %
straight line arrow  double-ended arrow & &
1
curved line
freeform shape & +#
)
ESC scribble
&
% &
Connectors # &
Basic Shapes ! -
& two- and three-dimensional shapes icons braces
brackets /
( n
- & &
&
m] m]
m] m]
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Block Arrows " & & two- and
three-dimensional arrows #

- )
& Free Rotate
(G

& E3
Flow Chart ! & & flow chart elements
Stars and Banners ! stars bursts banners
scrolls
Call Outs & speech and thought bubbles line call outs
) mn mn n
More AutoShapes ! & &

¢ ,

Autoshapes E! | @l ~utoshapes
_@(@9%&%%|@ eI R AT
N %y
C 0%

Charts
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Chart Wizard il

1 C &
& n
)
A | B ”
1 Students
_2 |English 34
_3 |Biology 32
_4 |Calculus 2B
_5 |Physics 28
6 |History 39_
—
1 1 C & Chart
Wizard "
Chart Type ! Chart type Chart subtype &
! Next
Chart Wizard - Step 1 of 4 - Chart Type |

Standard Types | Custom Tvpes |

Chart bype: Chart sub-type;
| Surface &
@ Eubble

LBy (Scatker)

|‘ Area

@ Doughnut

bl
b

i Radar
[ﬁiﬁ Stock, LI
Cluskered Column, Compares valugs across
categories,
Press and Hold to Yiew Sample |

@I Zancel = Back | Mext = I Einish |




Chart Source Data +§ & &
7, Next

Chant Wizard - Step 2 of 4 - Chart Source Data |

Data Range | Series |

Class sizes

45
40
35 —
a0
25
20
15
10

o Studentq

Humber of Student=s

Englizh Eiolagy Calculuz Physics Histary

Courses

Data range: | Sheetz$a$ 1 $E46

Series in: " Rows
& Columns
@l Cancel | < Back | Mext = I Einish
Chart Options ) & & H =
9 & "
$ Next " &
Chart Wizard - Step 3 of 4 - Chart Options E1E3

Titles | Axes | Gridlines | Legend | Data Labels | Data Tal:ulel

Chart kitle:
ICIass - Class sizes
Cakeqory () axis: . :g
ICDurses E 35—
_ LGRS
Yalue (%) axis: ; ig T
II"-.IumI:uer of Students g 15
LR
Second category (=) axis: £ 51
0 . . . .
I e 3 ] - &
o -'.& af} 'x'?!
Second value () axis: o & g F #
I Cowrzes

E?:]I Cancel | = Back Mext = Finish

Chart Location ! As new sheet &
As object in ¢
" &



Chart Wizard - Step 4 of 4 - Chart Location |

Flace chart:

L1
i

" As new sheet:

' ag obiject in:

IChartl

NN |

@I Cancel | < Back | Mext = | Einish I
I  Finish
A B | ¢ | b | E | F | & | H | 1
1 Students
_2 |English 34 = Chart l_ l_ ]
_3 |Biology 32 Chatt Area - bl - S R S
_4 |Calculus 2% T | | |
& |Physics 28 Class sizes
b |History | a9 -
s -
e fsobr———r
9] W E2 0 . .
£ = T T T T
11 & Q@ﬁ Rl & 24
= S F & i
12 &V F Y &
—— <
el <
14 Courses
5] m ] ||
1
Resizing the Chart
&
x
Moving the Chart
& &
)

Chart Formatting Toolbar



display data

format legend Ey Ig‘:lgrn
chart objects list button loagle L

Chart Area - [ I‘vir Eﬂﬁﬁmﬂ_"”% .

i _ L 1
chart  data table angle
type View text

Chart Objects List - - &

. - & Chart Objects List

Format button &

- &

Chart Type !
8 &

Legend Toggle
Data Table view # &

H

Display Data by Column or Row !

Angle Text " Angle
Downward Angle Upward 6L
AB
¢C | b | E | _F | & | _H | 1
| Cakegory Axis v|‘v@|§lﬁ|@§l¥
Class sizes
S 2 g
R e ——
Eﬁ D . T | | T | | T | | T =l
=
& g o .
QS\Q éﬁ‘ﬁ C‘?\"\Q\S\ Q@é\ @%\Q
Courses
Copying the Chart to Microsoft Word
& ¢ C
Copy 9 C Paste
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Page Properties and Printing

Page Breaks

[ Insert | Page Break ¢

= &

Page Setup

File| Page Setup & &

&
Page
Orientation Page $
% $ &
& Scaling &

Fit to 1 page(s) wide

Page Setup E |

......................

Orienkati
rienkation Erit.... |
s
[
= Porkrait " Landscape Print Praview |
Scaling Qptions, ., |

% adjusk ko |1IIIEI 5‘ % normal size
" Fit to: |1 5" pagels) wide by |1 E‘ Eall

Paper size: ILetter G1/2x11in j
El

Prink guality: IEEIEI dpi

First page number: I.ﬁ.utu:u

(] 4 I Cancel |

Margins
! & Margins )
& & & & &
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Page Setup

Page Setup

Custom
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Header Custom Footer

" &
page number  date time tab name
| |
Al BB B0 B
|
format text mtallnumber file n!ame
of pages
Format Text ! & "
Page Number 0 &
Total Number of Pages 7/ &
8 7 &7B8
Date
Time
File Name & &
Tab Name [
Sheet
! Gridlines &
08 &
& Rows to repeat at top
&

Page Setup E |

Page | Margins | Header/Fooker Sheet |

!

Prink area: I Prink, .. |

Print titles

Prink Presiew |

Rows to repeat ak top: I |
Options. ..

bt e

Columns ko repeat at left: I

Prink
¥ ‘Gridines: ™ Row and column headings

I™ Black and white Comrments: I{N-:une]l j
[ Draft guality

Page order

& Down, then over
= Qyer, then down

i e
R o]

PTIONTY

e i

(0] 4 I Cancel

Print Preview
File | Print Preview ¢
1 Next Previous &



Zoom &

Page Setup ! Close
Print
Print
File| Print &
Pint S P |
—Printer
Mame: Icﬁ Lexmark Optra 5 1650 j Properties, ., |
Skatus: Idle
Tvpe: Lexmark Optra 5 1650
Where: Y\jadelbroadcast1650
Camrment: [ Print ko file
—Prink range —_opies
el - — Mumber of copies: Iﬁ
" Pageis)  From: I j To: I j
~Prirk what Ijil Ij;l v
v Collate
" Selection € Entire workbook B
¥ pctive sheet(s)
Presdew | (04 I Cancel
Print Range &
Print What &
Copies ! & !
Collate " §
! OK

Keyboard Shortcuts

N 8 & &
(1] $ & ) "
& &
Note:
Action Keystroke

Document actions

9 & I %69
I %65




72
1 %6
$ I %6$
1 %6
1 %6>
G B
Cursor Movement
9
9
9
9 & *0 ©6
& + 7, I 6>
3 & | 1 %6)
) & ~
) & ' %6 ¢
" I %6$ #
Formulas
% 6<
! I %60
! I %64
C
* 7
% 6 D
Action Keystroke
Selecting Cells
& & *0 6 ¢
& *) 6
) ' %6
) 0 6
) 1 %6
Text Style
" I %6*
0 1 %60




%6/

%6B

Formatting
)
*0 6! %67
*0 6! %P
! I %6H
1 1 %6!
$ 1 %6F
/ I %61
I %6=
1 %67




