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Apply paragraph formatting

The line spacing of this paragraph is set to the default, 1.08 lines. A paragraph can contain one word,
one sentence, or multiple sentences. You can change the look of a paragraph by changing its
indentation, alignment, and line spacing, as well as the space before and after it. You can also put
borders around it and shade its background. Collectively, the settings you use to vary the look of a
paragraph are called paragraph formatting.

The line spacing of this paragraph is set to Double (2 lines). A paragraph can contain one word, one

sentence, or multiple sentences. You can change the look of a paragraph by changing its indentation,

alignment, and line spacing, as well as the space before and after it. You can also put borders around it
and shade its background. Collectively, the settings you use to vary the look of a paragraph are called

paragraph formatting.
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feTesal @l afeaat & drer R l g fad e & fow
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Line Spacing Options..,

Add Space Before Paragraph

>[I i«

Remowve Space After Paragraph

319 g frefiRe siraRes dfed Rigvd el 7 & 9o dea & a1 Rans RiFa gamanfoid w2 awd §

the Line And Paragraph Spacing menu. Clicking one of the last two options

@ TIP You can also adjust the space before and after selected paragraphs from
adds or removes a preset amount of space bebween the selected paragraphs.
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33T PITHIR Y

as #, 39 UTS & ool dlel &1 T IR tah Wranh 1 <is1s 3R gai i ofars
& IR T8 A & SHF T, 31T 916 & IRI 3T The TATT - &0, &Y, 39
3R A= g - &7 3R gRRa a=a g1

@ SEE ALSO For information about setting margins, see "Preview and adjust page layout”
in Chapter 12, "Finalize and distribute documents,” of Microsoft Word 2016 Step by
Step
by Joan Lambert (Microsoft Press, 2015). For information about sections, see "Control what
|_appears on each page” in the same chapter

gTaiien aTd 3R gT¢ Aol qX eEaTdet & forT IT EEaTdel & Teh 87197 & forw Je e
T E, 3T WIIATH & ST AT ETT fhal T 33 aleh BRI & dIT RIEME 7 Feafa
Pl IGoT Tohdl &

WENE 3¢ Ut AT T THC dh I TATA g1 31T §IF ¢ W dea [Folsh dhich a0
3¢ FI S Thd g, IT 3HTT §5¢ HI HY FoR W AT F Tohd & Fo T dld 3¢
AR gALT Al[E Ed &

« 1A 35¢ I8 WRIEME AT T IiFd & TaH JTELT 91U fohadR T TRETTT T g

« TP ST g WA A TS GfFd & o Sl arfgey fha &
qReRT T &

= Ugell Ul &I 3¢ T§ WA T Ggell i o o3l fog
qReRT T &

Fol I3 FIRIY & FT6X & TN T Jolell 3 gooh 1 # ¢ 3R g0 o6 g1fady & o
& TATT FT 3T T B

First Line Indent Left Indent Right Indent

I N R P T S R S R S |
LT
Periodically you might want to experiment with structural or content modifications, or you might simply find
that a change you've made didn’t work as intended, and want to undo your changes. The Office apps
provide three levels of change reversion:

¢ You can undo one change at a time (and redo that change if you want to).
* You can undo all the changes in the current app session.
¢ You can rell back to a previous version of the document.

FelX WX §3¢ AT
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AT 33¢ 3R HEE ATST 53¢ ATRU & ToIT 3Wice AT 0.0” §, ST ST UST ATfolel &
HT?IWF@H?HT%I T3¢ 3¢ AR & fIT Rtblee AT 910 AT ¥ g7 Al a&
g1 3TeX0T & Toiw, IfE o5 &7 3R 8.5" disrs oX ¥ § 3 ard ik are
1.0" I e &, Y Rfee Tse 3¢ AT AR 6.5" &

3
3T B39 S & foIw avre 3¢ 3R FEE ATSeT S5¢ AR ol cTATTT I Thdl & -
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Indent marker also moves the First Line Indent marker, to maintain the first line indent
distance. You can move the First Line Indent marker independently of the Left Indent marker
to change the first line indent distance.

FoR TG del o (01T
1. W ST &d, 7 G@3 §Hg, o1 A Y ATHF ek Sl

@ TIP The First Line Indent marker is linked to the Left Indent marker. Moving the Left

TIE In this book, we show measurements in inches. If you want to change the
measure- ment units Word usas, open the Word Options dialog box. On the Advanced
page, m the

WW?WW@E@E&MW

1. 8T I 3Teoe & wel 1 W, A7 37 T 31gessal ol Tgal Y foiee 3T
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TIP You cannot increase or decrease the indent beyond the margins by
using the Increase Indent and Decrease Indent buttons. If yvou do need
(4]
extend an indent I::ea,rnnd the margins, wu can do so by setting negative indenta-
b

Glel 37Tese Hale, ehd | WX g5¢ 3R RiFa &a, &
TR &1, & 3¢ AT Y 10 S, 3 T fFere Y Sieh .
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2. FoR TN, Wi Ugell UTFd o 35¢ 39 Folk AT W ATHL 9T fFd I AT
TR T Tger dfFd I FAT A6 B
TRl 31egeese & e1fe) fohat Y $5¢ AT 3M3ese el
1. U & 3Teoe & dgl off T, AT 37 Fofl 3reTedval o1 whl Y Tofeg 31T
AN T TTed B
2. fAefaf@d & ¥ F1S v FT A

FoR W, Wi LY §5¢ 3F Folk ATT T ATH oMU T ) 319 R1ams
T TFAH ST TFaIRT e T T8 &

Giel 3eTede Hale gohd | W gse AR RiFT &, &
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TIP Unless the paragraph alignment is justified, the right edge of the paragraph will be
ragged, but no line will extend beyond the right indent or outdent.




Structure content manually
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faa gu urt S faRise sufeufa g &
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« U &d g7 ar$ 30N ST &l arel I oHaT R@ar & -
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FI FATCT THU AT TheT WM $Hr veh gfFd @ fond [AfAse T ) edearn| 39 39
Tehatteh ahT 3UANET fREY GfeFd 9T shdel TATISe UTs YeiRid el & fow, a7 fndY eeg &
gol Ueh Ufard ol disel o folT &Y Tehdl ¢ oif 31T2T §I8Whe] [hdT ST |

TIP Inserting a line break does not start a new paragraph, so when you apply para-
graph formatting to a line of text that ends with a line break, the formatting is applied
to the entire paragraph, not only to that line,

@ SEE ALSO For infarmation about page and section breaks, see “Control what appears
on each page” in Chapter 12, “Finalize and distribute documents,” of Afcrosoff Word
2076

scroesnft Press, 20157

|_Step by Step by loan |ambert (Mic
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E"'L'"1"'""2'""J.'J""'"4"'J:"'5"""'6J"(_L4

We-coordinate-many-types-of-cruises -including-the-following:1

-+ Traditional-cruises -+  Formal-atmosphere -+ $1599.99 -+ Worldwidel
-+ Freestyle-cruises - Casual-atmosphere -+ $1299.99 -+ WorldwideT
-+ Weekend-cruises -+ Quick-getaways -+ $999.99 -+  Domestic-onlyT
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TIF When you manually align a tab and set a tab stop, Word removes any
default tab stops to the left of the one you set.
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H Bl 3THR AT H, 36 Blet HHR W fFedh ¢ R AT J19] T a6 2

¥ Wiee TR ST H, I Wiee NHR ot Y 1o T T3] AT T8 &
(T e o T 3TehrX it et 31 feTe 7€ & R) | o gime wrarer ahdet
BIEL

A dceT geft #H Blee HTHR TT & T, fFereh X Blee 3MHR TG
gTal, IT ATV Ctrl+>.

AT geft F Biee R HH HA & [T, fFereh A Hiee I HTHR HHA HY
§csT, AT &HTT Crl+<.

AT CHEC Fl dles, Sefore AT XWIfhd & T 7 AT el
1. frAfaf@d # & Fig T 3 a3
W AT ToraR, o Y dtes, faeT, ar @i se|

W T &F, A Blee HHg, Toe L dles, TatoT, a1 {@iwe
e |

9T Ctrl+B CFEE il dies TIRMIT el & foIT|
Y Ctrl+| TFEE FI 5ol & &I H Hide H & fov.
9 Ctrl+U 916 T 3@Tfhd el & form,

TIP To guickly apply a different underline style to selected text, click the arrow next to
the Underline button on the Home tab, and then in the list, click the underline style you
want to apply.

I IS Y Ueh IWT W hic Sell
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1. W &S, H Wioc G, TFeleh Y T5hy a¢|




Apply character formatting

FRIERTe A1 HGfEhte auT veRid ie & fouw
1. 31 Uit 7 T Y Toleg T YT AT AT =l 81
2. W, H Blec Gafg, AFT 7 § $1$ U 1
e Y TafEshce 376RT &I 4fFd & A TATAART Fat & fT e |
feFereh ohY ST AT I Foram g31T 31 T dfe & MY IR FATAART et o fAIT seai|

TITAT UTS TR FellcH THIT AT AT
1. WX, # Hlec A, [Foreh Y q16 gaTa 3N rgaamdhr
ged, 3T T FT F O IS T 1 a1
# 976 99Ta 3R gt el 7, 38 qi-Fawiid THE H3Ae W
feFeren Y TSI9 31T o9 et =6 &

W UTS YA 3R TSR Ae], foFerer Y wor@r, o, wfdfds, aaeaT,
T Ao, HYFAER, mﬂaﬁm@t oY 37 YHTET T o] it 3R
H%ﬁﬁamﬁ%%vmﬁﬁwwﬁl

I CFES T Blee 3T Sgoled & [T
1. W, H Blec GHE, [Feish H Blee 1 98R1d it & v dR
Piee T He],
2. F NA WA AleTeh T Yele, 3H W1 ! T CoFee T #A19] el & TolT Teh
1 A A

@ TIP T apply the Font Color button's current color, you can simply click the

button (not its armow). If you want to apply a color that is not shown in the
Theme

Colors o Standard Colors palette, click More Colors, In the Colors dialog box, click the

color you want in the honeycomb on the Standard page, or click the color gradient or
I lor on the Custom page.,

TITAT SFEC T FF Tl & [T
1. fAafaf@a & @ #13 v F1F HL:

W B &F, H Wi HIAE, Wﬁmgmﬁwm 3R 5T Fere Y
T ATHA, BIE, Hméw‘&r T Qg Y 9 37eRT F ORd, I1 v eoTer L

9 RAI%e+F3 AlAS =g [Farcal (@ $d, 3Ry, A3ad, 3T
Jcdh QG T 93 3ERT H) & ATEIH ¥ IR-IR dfshc Y|
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MPORTANT The case options vary based on the selected text. If the
selection ends in a period, Word does not include the Capitalize Each Word

option in the rotation. If the selection does not end in a period, Word does not
include Sentence case in the rotation.

CHEC I ETSATST Flel oh 01T
1. € 9IS Yol TSIl 319 deelel Ted &, 3N T folet & & IS Ueh ol i

W AT TR AT 7 $lee W HAZ B &9 W fFeleh Y e gIgelrse W1
fSwhiee BTgelIse 3T o] el & foIT Fe|

W TRl Toa AT 7 Hiee W HAZ B T W Foleh Y Taee glselise &1
drr, 3 Y 9afad grgerse 1 &) e 3R f3wiee ggerse {1 dgea
& foIT Teh o7 e W Foreh Al |

T
1. Ugd UTS &l 9 fhT e, AT & @ IS T ) i
fFereh Y ST gISese W1 3Wiee E1SATSE T HI TTA Il & ToIT ST |

fFerh &Y Caee gIBanse W dR, 3R Y 39 gsarse W1 &7 I e &
ToIT veh {7 A TR fereh Y|

2. SI9 UGS gISelsed A §aol Sl &, ol BISelISe ofd] el & folv 38 T &
T T 3T I A i |
3. TFae Y TFEC gISATST LT §T AT GaTV SUHHT g5 else ol [ATSHT it
T ot
WIHTCIT P 3T CFEC H HIUT el o Tl
1. 39 caee H el ol [Fores Y foas ag wreAfeer § 5 3T it e argd B
2. WER L, A [Forqals Hofg, oot # & &S U R Y

Ife 39 BIATERT T Shael Teh o1& I ol19] AT A6 &, T fFeleh &Y
U] [RIF$R Teh S .

T 3T BIATEIT T TRl F&AT I A1) FAT A6 &, Al Seel-Tebeleh Y
&Y TR deaT |

3. SI9 Uisex Uesel & Scof SIidT &, dF 39 ¢aee W [Foreh e a1 Wi, forag o
37T I Y TS BIATET 1] FHEAT T8 &




Apply character formatting

4. ITE IM9eT THITF &2t o foIw Bisdfe dex Afohd fram g, df @xor 3 & a9 d&
aIENIT STa e 3T BT S AT FATCd g Y o | Y fFetes &Y area
RIFhR T SR §eT allU, AT eeU ST Fofl, T I AT ket o foIv|

Rrorer BT Fais Fr e & fow
1. 38 THEC T U Y TH I 319 TR-TR BIATEIT 19 T =gt ¢
2. Moo Bl Has F Qe & T @5 7 3 FS T 1 AL
W Fgh TFAH LoaR, fFersh T SgreT se-|
9 Ctrl+Y.
Tlec HATG 1 @lelel & foT
1. PFafaf@d & & FIS U F A
W B &9, 7 Wiec g, [Fersh FX Wiec Halg aied oo,
O Ctrl+Shift+F.
e BIHTEIT gt & folw
1. 3T FEC T TUT Y [T W 3TT Hre (a1 TTh AT T8 ¢
2. frafafaa # 9 315 & a7 &
O Cirl+FIHGR el Heg3 el T A oI1] BiaA1eaT hl gerlel & forw (Aferat
I oTal) |
W R &9, # Blec G, et HL Gl BIATT A1 H TafAd eoFee &
g fiear & ramar @it Aot R BT & gere & fow sea|

IMPORTANT If wou have selected an entire paragraph, clicking Clear All
i % Formatting will clear character and paragraph formatting from the para-
graph and reset it to the default paragraph style.

W T &F, 7 Biec g, [Feleh Y taree grsarse 1 di 3R R, A v,
o Y IS 131 8 FTEeNSRET geret & forw.

gof RfFd sgera & faw
1. 9g eoFe To¥ TRl 3T Sgeletr aTeet &,

QAT uefdta et & forw &a)




Create and modify lists

3. #H AR G, Toeren Y [ ar gefad.

4. SaTel H @R Sl H, 3o7 fSig3it T Fear HuiRa Y 5w 39 o7 Rk @1
faearia ar |fgred &= ared £

5. # Wice garg diad, Felsd oY S §.

Character formatting and case considerations

The way you use character formatting in a document can influence its visual
impact on your readers. Used judiciously, character formatting can make a
plain document look attractive and professional, but excessive use can
make it look amateurish and detract from the message. For example,
using too many fonts in the same document is the mark of inexperience,
so don't use more than two or three.

Bear in mind that lowercase letters tend to recede, so using all uppercase (capital)
letters can be useful for titles and headings or for certain kinds of emphasis.
However, large blocks of uppercase letters are tiring to the eye.

TIP Where do the terms uppercase and lowercase come from? Until the
advent of computers, individual characters made of lead were assembled
to form the words that would appear on a printed page. The characters
were stored alphabetically in cases, with the capital letters in the upper
case and the small letters in the lower case.

AT STV AR FATL T Y

gt R § St Teh qof (AR TR Teh TET AT gole) F Y& gl & AR T
FCH §5C & AT TR BlciT & ATt JoT Tedeh AT HTSCH o a0 SR W @S &
HHTT &, Word 31Taeh ToIT AT & FEETOT T €416 I 8| 379 8 g gl foh
3T T P BT AT ST g & | ST Gt T S AgeaquT AT gl & - aTe}oT
o ToIT, olait I 3Tt T FET & TV - Ueh Foles Gl e 3reoT ey g1 3R 5a
S HEcaYUT 81—3TeXuT & oIy, fahelt gfsharr & =Rl & fov—al 39 Hevae: vh
ShATTehcl I SeTTeAT <ATaT|
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3T 3Tedel & HIS[ET A &l Ueh Gl o & H YT & Hehd § AT SETdol 7
SRR &l el THI T F11 Hehdl & | FET Tl & dTe, 3T T &l fAe=TgaR
TN, IR AR g ferd T Fhd

= 39 fordll =T H ITSTHT T SERX-3ER of ST Hehdl &, AT ITSCH HFHATAIA
T Hhd §, AT AT HTSCH §eT Hehl 8 | AT FAT shaATferet &, @ Word
TaaTfold &9 & TEATIHT FI 3eTdsT HdT gl

= 39 FET & GSTAT T HATT Y Tl §. 3T Gl o FHIY $5UT 3R
gl Giehd Sl A GTFddl & HTY Gl ol dGel Tohd o

= oIS Gl & T, 37T Gl 3MgeH i IRIET AT RIS A H hAdcy Hi
Hehel 8, JoIc Yclleh Seol Tehd 8, IT Ueh hieH Jolc (Tl s foh Toh
goie) IR X aad g

= AT G & T, 37T FEAT AT Teel Feohdl & AT Teh heeH Aol TRATNA
X Tl ¢, 3R 3T el it o e aRfae e afése a2 aeha €

SR &Y 3T HTHI &t A &, Teh 1S FoIes IT Sl Tohel Il T KA el

1. ¥l # 38 T T FI 3G §U STl AT I TR HIAT 16t &, et &
q IS T HT

S Foles Gl IR el & oIV, &of Y * (Teh dARiehel TolgaT) T
QTN #, 3N Y gaTT T9F I AT & Gl IT8CH ST ot il | Tgol
Hoirl

TS hAIfhd F IR A & AT, gof Y 1. (HEAT 1 & &g U 3rafe)
TR T L3 H, 3R Y STV T0F IR I7 &9 T 3MSeH Soee g

Hlal T Ugel im“ll

ST 3T 38 e & Ueh Fal Y& X ¢, dl Word Faanfld &9 & 58 goics a1
ShATTehcl T oh & H G HAT §| ST 31T IS 7T HFH RS A & [T
Enter gaTd &, @ Word sTT 3R & e fear SIRY IEdT &1 3SeH T8y alal
3R Enter EaTl ¥ S1E # oIS AT Al IMSTH 3 S § | I FATST et
& T, & aR Enter aTV; AT 1A & 9X RN FHg H Jole A AT AR R
R Felsh L 3R BT Aoy 7, F15 787 W Feoah HL

@ TiP IF you want to start a paragraph with an asterisk or number but don’t want bo

format the paragraph as a bullketed or numbered list, click the AutoCorrect Options
buwtton that

appears after Ward changes the formatting, and then in the list, click the appropriakte

oion ) s SIS0 . Ce o button on the Chaack Acoes OoDar Or press

ndo o
Ctr+Z.
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JTeOal I Jeles AT HAlThd Gl ITSeH H aRafdd e
1. 31 3gedal I 9 H fSieg T i 3mseA & gRafdd e aed &l
2. W E, # IHeTee G, e 7 A HS vk w -

feFereh Y Jolc TG Y goles Ful A Feoa & [T Fea| _
feFoleh &Y ASTRAT TG T SheATTehc Fal H deolal & T g
e Ut T AT o % T 8l
1. ol AT sheATfehet FalT Tellall TR |
2. ST& 379 9Ed & foh 3Tell AT HTSCH Teh 37elel TR W al, df e A 4
PIS Th HIY A

373TST 3TSEH Teh TR o1 (317 §3¢3) F1et & [T, gav ¢ el TR
hT T HTSTH THEC Tl ol A Tgel, 3H IR T YT H Fofl GaTy |

37ITAT 3TSCH Teh TR AT (HH §3¢3) Follel o [olU GATU TAFE+Co RTIH
T QI H, FTT-FaNT FEAT ITSCH THEC Gof Lot U T |
Foles Tl & AHA H, Word Tedeh T8eH ER & fAT Jole ot aeeldr &
shaTfeh Gl o ATHS H, Word TaTeTeiiRel shaiehel TsTell & TR T Ggercd
ShHTheT 3 YR HI g oaT gl

TIP For a multilevel list, you can change the numbering pattern or bullets by clicking
the Multilevel List button in the Paragraph group on the Home tab and then clicking the
pattern you want, or you can define a custom pattern by clicking Define Mew Multilevel List.

e G 5021t 1 HRITeIer et b TT

1. 37 G STHT HT TTT HY FoTTHT SSCUT 31T TGl qTEd &, AR o1
H PIS TF H1Y

W X &, H 3eIeoe T, fFeh Y ged gmﬁﬂﬁmaﬁaﬁﬁ?
o SITet & T g |

H 3TTe0e g, fFereh Y 5T HHA L Gl HSTH Sl a15 3R o ST &
forw se= |

SifaeT TR weRRia #Y, 31X 33 AT 1 91¢ AT SI¢ Wi |
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TIP You can adjust the space between the bullets and their text by dragging
only the Hanging Indent marker.

@ SEE ALSO For information about paragraph indentation, see “Apply paragraph
formatting” earlier in this chapter,

Joles Tl JTSTAT ohl 3TRIET IT HARTET hel H shelees el
1. oIS Gl HTSTH T TTT Y TSTHHT el el 3T Feolall TTed & |

2. W, F 3HeTeoe THE, e Y s @ ST HIC THFEC STAleT Sl
Gietsl & foIv Sea|

3. # 38 AR hATe Y &1, fFereh Y IRIET I7 IaIel. o faFereh Y S &,
el fieg seoa & fow

1. 39 Foies FET 1 T H [T ol Telleh 1T FeereTl a6 gl

2. WELH, A 3HeJeoe Gog, faereh Y geole dR|

3. # ol Ao A, 37 AT Fefteh WX TFeleh Y TSTHehT IUANT M9 =TT Gt H
Ycdeh TSTH W & Blel aTel Fole qoT ol Feelal o flT SLar =med &

Teh hEeH Foie hl IR it & forw
1. # gore derll, fFeleh Y 778 ol I IRATT .
2. # 715 Jolc I IRHTT Y Hare, sied, fFereh Y clieh, T, I1 Hiee Fe, 3R
Tt &1 faeqa S@el # & =T |
3. foee 8 & It 7 718 Joic Aol oy Fat & faw)
T Aol Seere o fow
1. 38 shiiehcl T T T Y ToTEehT TEAT Aell 37T Feol=ll dged 2|

2. W, # 3HeJede g, TFereh Y AR shetehet ol el widt & fow
aR.

3. T G H Tceh ATSCH A YE glel dlell HEIT T Aol FI Seoled & forw weh
TIT T HL
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Teh e TEAT el & g T e & forw
1. F ST e, Folsh Y T3 AR BrHc Hr aReANa 1.
2. H T FR wide I aRe T H¥ gareg died, e F J S5 Th H FL:
. HIIA g TET Aoll, TEITTGRT, AT I

qgoT
.

feForeh Y Wiee ded, 3R faehedt T faEdgd S@er & & Tg= |
3. e &1 § el 7 718 ATt Al o] & & v
el Tl a 3 & 1T Bt qEfreiRa Hear o et #e
1. HET T AT T & oz, G R 7 W w1 Fa 379 Ve T awsd
gl

HdTe diad @iole & fov|

3. HECH AR T HATT &l o ToIv Aefaf@d & § &1 v

rereh el e & ST T, AR RT o1 31T a1 (e o19)) 9
Srerd.

4. F AT 30 WA Y e H, T8 AR Gl Y To1d 37T AT 31STH
fAfése e aed &1 R o L S &,

Set Mumbering Value T x

(®) Start new list
O Continue from previous list

Advance value [skip numbers)

Set value to:
1 5
Preview: 1.

319 TRt ShaATTehct Tt o feelt 8fY SR oY R8T AT G IR X Hehl &
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AutoComed | Math AutoCorredt AutoFormat A5 You Type
Replace a1 you type

£ "straignt quotes” with “smart quates” [ Orelinats 15t) with superscript
A Fractians (1/2) with fraction character i4) [ Hyphens (- with dash (—)

[ *Bold* ana_ialic_ with real formatting
] ntemnet amd netwiork paths with hyperinics

Apply a4 you type
] dutomatic bubeted lists
] Barcer nes
[ muint.in Heading styles

Automatically a3 you type
7] Format beginning of Nt item (ke the ane betare it
[ Set et and first.indent with tabs and backipaces
] merine stytes based on yaur tarmatting




Apply built-in sbyles to text

CHEC A 3ol g ATAT SR Y

mmmﬁ@m#mﬁmﬁﬂmgﬁa?ﬁvﬂﬁ?sm

3TTOE TIRAVT &GN H TG TO AleTel DT ST 7161 & 1o 3o TgelT JTHTT 81 3R

gaqﬁreﬁt}amﬁﬁl F AT [FoTd T, 3T AT I 2reg), aTerameit 1 §9 ggel Fohd
|

3 AT &7 3T 7 WTaTh | SEY ¢ AGcaqUT &1 e & o 31T SEATST hr FUR@T F11 Fehl &

IE ATINAT Bl H RIS 8iar & 3R ST 39T Tl arfeler sa71e) & fIT 3T ST Gehar g1

@ SEE ALSD For information about tables of contents, see "Create and modify tables of
contents” in Chapter 13, "Reference content and content sources,” of Microsoff Word
2076

QAferar oIy &Y

Qferat 7 qof TaEaoT (S WBiee, MR IR 1), HeTease FaEYOT (S diche R 3R
FRET TAX), AT SIAT T HATSTT AT &1 TohdT & AT 39 oo H TIET g1 &
i Rl aEaTdSt & 3T 81aT 8| FBthiee & &, Rerd 77T a&drdsl QAT SFIele T
IMTRA &I &1 AT ol H ATt &1 U AT Ta=T anfAe g1 & 3 31feprer
CEATASAT T IAATE TR T G Al | 3o Aferat & #it efiden T, Foles
WWW%%WW%@H%W Tl gfafe Afrt @
Haamﬁlaw‘rwarﬁa?r 3R g faferse Afear I gsR e, 36T, Tergiesy,
%c%msﬂum:aaanﬁla%l

fSthice &9 &, JfRehier G qafaeiRa Aferr gie o ox Aferr Aoy 7 suerstr £
3T ey 7 AT S Tohd & IT 378 8T Tehol & ToleTohT 31T ITFER SUANIT 8T et
gl

icrnsoft Press, 2015)

naBbCeDc| AaBbCcDe AaBbCe aaBbcel AAQB  asebcer

TMormal | TMoSpac.. Heading1 Heading 2 Title Subtitle
AoBbCcD: AgBbCcDt AaBbCcD: AaBbCcDd AaBbCcDd  AoBbCcDd
Subtle Em.. Emphasis IntenseE.., Strong Quote Intense Q...

AABBCCDC AABBCCDL AaBbCclx AaBbCcDo
Subtle Ref.., IntenseR.. BookTitle T List Para...

A4 Create a Style

%  Clear Formatting
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AT TFTole W 3MENRT Teh =10, N gxarast & ot oy
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Trgole # IdId ATt 3mEak I arEe el W 3menRa g § 3R Faer exast
1 fa & 3 fSwhiec aTst 3R 2fi¥eh hiee @1 3UANT Al §, SATAT 3 Tl Toh @y
m?ﬂ%’ﬁﬂﬂﬁ%l 9 $ROT A, ATAIT FT YR ¥k gEaTder AT FHI FTa&AT
AT Ueh HIHSIEGYUT FeTa YT el | #ATiaT Aferdt Y o) it & §e, 39 Teh
370197 el A R e FIeh AT & U AT FI & Feol Hehdl § ToTdH TATA
ATH el feheT 37eT9T-37e19T TIRYUT arenr AT enfAer €1

SEE ALSO For information about document theme elements, see "Change the document
theme,"” later in this chapter.

TeTsd AT fBTse &9 W) grdTast Wi el & 3uarsy g

This Document

TE e Title Title

Veadng |

Reset to the Default Style Set

Save as a Mew Style Set...

Arerdy 7 ol Qe A & 3T ST ater & 37 Aol A< 1 AYUT SEATIS T A1) el & FeTal 7 g
qaTdeieheT TG R giar &

@ TIP Style sets provide a quick and easy way to change the look of an existing document.
You can also modify style definitions by changing the template on which the document
is based. For more information about styles and templates, see “Create custom styles and
templates” in Chapter 15, "Work in Word more efficiently,” of Microsoft Word 2016 Step by
Step by Joan Lambert (Microsoft Press, 2015).
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QAT Bl @il & faw
1. WM T R Foae w1 Afordt darg dieq o,

Styles v X || Styles v
Clear All Clear Al
Default T
Mormal 1T| Default m
Mo Spacing T
Heading 1 Ta Normal T
i bE] .
Heading 2 = No Spacing T
Heading 3 a
Heading 4 Ta Heading 1 13
Title 1a
eading 2 bt

subtitle 13 H“admﬁ* -
Subtle Emphasis a Heading 3 13
Emphasis a
Intense Emphasis a HE‘Gd.‘IﬂQ 4 18
strong a .

Title 1
Quote Ta
Intense Quote 3 SUBTITLE 1a
Subtle Reference a
Intense Reference a Subtle Emphasis a

Show Preview +| Show Preview
Disable Linked Styles Disable Linked Styles T%’

A4 % ’9} Options... 2 % '3} Options...

e L ey gy e R e e e e e ey e O drag it b'f its title bar to the
w right or left edge of the app window to dock it.

Ig Ieolel & TorT fop ATt Boten 7 ler A AT weRia g &
1. @rer Afert wereh, 3R T Fare Y fawey.
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Style Pane Options ? et

Seledt styles to show:

In use s
Select how list is sorted:
Alphabetical et

Select formatting to show as styles:
Paragraph level formatting
Font formatting
|:| Bullet and numbering formatting

Select how built-in style names are shown
Show next heading when previous level is used

|:| Hide built-in name when alternate name exists

@ Only in this document D Mew documents based on this template

fafRrse et @1 gear 3mareT s=iet & forw, Gt s quliefsher 7 HadeH HY
2. # AN For fAheq Harg a1y, 5T H T i Tah 1 3 31K T [Fers H S &

# et & forw Aot ot g2, et 7 @ ol ver ) fores it
ITRITAC 3o7 Aforat T el el § foieg 3T & forw
IIRITA eFaele & &1 fohar arT §
3T 3 3o7 Aot Y e AT & S I et F T ) oy el §
JIHAT gEATaST H 37 AfAT & yeiRTd aRar § S TdATT e&ddsT &
3 FAT A §
gy Aferat siafafga AT, F AT S FoeeT SFcae A §, 3R T
Aot v Ria Far & fSieg 3T SFTelcT & e&ardel & oTT a137 27

A ol o G H shAdCH Y Sl § G2, ToFereh &Y autaTer, SHar

3IRITd, WBiee, 9T MR, I1 JhR &

# ot & &9 A @ & T TaEoT T 93 Y &8, Ucdsh I e

T T H foraes forw 3 anfaa Aot & fafaerarne weiia e aa

¢

& el o 37cAferfeeT el A1 i fere St € a1, Jcdish faehed & forw ue

ST T =T Y TSI 3T =Te] el M6 &
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Qferat wereh 31 et qaTaeienst TafRid e a1 i & fow
1. Girel AT tereh, 3R T el IT AT T TaTdeliehe] TGETT ek dlerd.
Qforar derdy 7 T el Ssal & forw

1. # Aot wereh, eit 1 31T Y, @S g arer IR I e &Y 3R e frerah &Y
s ey F SIS,
Aot Aoy & el el i geay & fow

1. Fafaf@a # & IS v w1 1

7 QferaT wereh, Aelt T ST &Y, fG@IS &of arel IR W Fered Y 3R e
et Y Tersd e’y A gerv.

ﬁ%ﬁﬁa’rﬁaﬁ et W Ise-fFareh #Y 3R R Fore Y Tesa e a
gerg.

FHAATHT Aol o] et & forw
1. 38 UG AT I[e08 I T Y fo TR 37T Al AL FEAT a16<t &

TIP If the style you want to apply is a paragraph style, you can position the
cursor anywhene in the paragraph, If the style you want to apply is a character
style, you must select the text.

2. F Aot Aoy W ax 9, 1 7 Ao} vt W, 39 et I Folah Y @ 3ma
] FLT A6 ¢ |
TS UT TG elel oh folT

1. W T3S o, H GEATdT Fa®UUT HHAg, Torereh i 3Tt Ife 3maeaeh &l o
T TTS T AT YGTRId el o folT S|

2. SEATEST 9T SH FHTE T aTdeilehel ahdel o T fohdll off Qe A &t ST &t
3. 39 TIgd A W fFereh Y [ 319 9] 3l =16 &
FRAT TR FefedT Y
Aot &1 3TN g IRt & forv fham ST ahar §: areelt Fr 3ufeafa w wsnfaa

A & TAT, ST HI FTRAT §a71 & AT, 31T G 1 v AT IhR & F9
# & F & fow anfes 39 38 AT § e aF|
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Navigation

Search document

Headings  Pages  Results

4 General Administration
Contact Information
4 Facilities
Office
Warehouse

Phane System

4 Ordering Stationery and Suppl...

Business Stationery
Office Supplies
4 Accounting
Bookkeeper
Accountant
Bank
4 Shipping
4 Receiving Packages
Receiving Packages to Ship
Receiving ltems to Packag...
4 Processing Orders
& Assessing an Order
Creating an Invoice

I Processing an Invoice

FACILITIES

OFFICE

The Consolidated Messenger front office and lobby is located at the front of the building and serves as the main

entrance for our office employees and our customers.

The front office space consists of a counter with three stations, each with phanes and computer terminals with
high-speed connections. The lobby provides a package preparation area and bins of retail items (envelopes, tape,
marking pens, etc ) for customers, and a bank of mailboxes. The waste receptacles in the package preparation
area should be emptied every night or more often as needed to ensure a neat appearance. The retail bins should
be checked and restocked throughout the day as needed. The office employees are responsible for both of these
activities.

The office hours are from 8:00 A.M. to g:00 P.M., Monday through Saturday. Customers who rent mailboxes have
access to them 24 hours a day.

WAREHOUSE

The rear of the building contains the warehouse, which occupies the major portion of the building space. The
warehouse is divided into four separate areas: Receiving, Shipping, Packaging, and Inventory storage

. The Receiving area consists of two loading docks (also used for Shipping}, and & 12 x 22 ft. area with
racks for holding incoming packages. The racks are divided by shipping company.

. The Shipping area just opposite the Receiving area shares the loading dock space and also has 2 12 x
12 ft. area with racks for holding packages waiting to be shipped. The racks are divided by shipping
company.

. The Packaging area has two tables, and two racks that contain various size boxes, bubble wrap, tape,

Styrofoam peanuts, and labeling materials.

. The Inventory area has three racks for overflow supplies.
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TIF Only headings that are styled with the document heading styles appear in
the Mavigation pane.
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subheadings.
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Change the document theme
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Custom
AYSA
OTSI-Corporate

|

Office

Office

Office 2007 - 2010
Grayscale
Blue Warm
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Bluell

Blue Green
Green

Green Yellow
Yellow
Yellow Orange
Orange
Orange Red
Red Orange
Red

Red Violet
Violet
Vialet Il
Median
Paper
Marquee
Slipstream
Aspect
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Customize Colors...
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Aa

Ariyl-'ﬁmes Mew Roman
Arial

Tirmes Hew Boroan

Calibri Light-Constantia
Calibri Light
Constanha

Century Gothic-Palatino ...

Century Gothic
Palatino Linotype

Consolas-Yerdana
Consolas
Werdana

Arial Black-Arial

Arial Black

Arial
Garamond-Trebuchethds

Garamond
Trebuchet A5

Gill Sans MT
Gill Sans MT
Gill Sans MT
Trebuchetiis

Trebuchet MS
Trebuchet M5

Customize Fonts...

[»]

Office

Office Office 20... Subtle S0.. BandedE...
(|3 (.
Smokey G... GlowEdge GrungeT.. Frosted G...
Top Shad... Inset Milk Glass Riblet
Reflection  Extreme S... Glossy

-

o qéh

o

TIP In addition to colors and fonts, you can control the more subtle design elemeants,
such as paragraph spacing and visual effects that are associated with a theme.
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@ TIP The default Document Themes folder is stored within your user profile. On a default
freestanding installation, the folder is located at C:\Users\ <user name
\WAppData\Roaming\Micrasoft\ Templates\Document Themes. [n a corporate environment

with managed computer configurations, the user profile folder might be located elsewhere.

fewlee &9 &, Word T 51T, Rerd g&drdsit W Office A o1E] &I &1 @8 2016 &,
3Hifthe e AEg &9 § &ier ale, d18r Tee & fav el wiee AT ofident & faw
Ffadr arse T 3TN I §1 FfE 3T Office AT & 37elmar fhaY 37 AH T TR-TR
UGN e T AISTAT §11d &, dl 3T 3 Bhlee AT §a7 Tohd &

TIP If multiple people create corporate documents for your company, you can ensure
that everyone’s documents have a commaon look and feel by assembling a custom

theme and making it available to everyone, Use theme elements that reflect your corporate
colors, fonts, and visual style, and then save the theme to a central location or send the
theme file by email and instruct your colleagues to save it to the default Document Themes

folder.
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TIP If you have manually applied formatting to document contant, the theme does not
override the manual formatting. To ensure that all document elements are controlled

by
the theme, click Reset To The Default Style Set on the Document Formatting meanu,
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gt

Ig 3 & geles RIAT, haAifeha giaar
Taarferd Ta&IT 92

T TR Tl 93 3HeJeholel 92
gfeTraT 91

AT 92

ESCUT I TATAT H=T 93

TS JaTaeliehet 23-24
EEATASA T e e 152
qHINT_dog oIeh 277

ARG 91

UH

3Maeie ThieT f3Tcel 13 Al Aol
AT 3T O AT 172-173 3T @A
3MERIASHATT 168-169 3T W 159, 160, 162,
169-170
gReTST 159
Al FoT TTCcTohali3iT T Gl T e el 174 FEeH
31foaresT Turfed e 167
ez 160
eeNar reaehdi3i & gt 174-175
heeRaT Rars 175-176

MES5A0ES

HUeh 3T &3 170
TFgIST 170 Jel 163-166
3T AT =T
378 162-163
Reprs 177 A< Hres 161 F1
HATG3TST T A ST el
HeUr 166-168
gfshar raeliersT 160-161
Reprs 160
ST | Rehis i qRshel
FIAT 173-177 3T T drel
FT 178
3T Jid Reprs ger=r 173-174
gfterhe Repls gerer 176
HISTeT SeT |t &1 T AT
169-172 3e1 At & Rais @re
FTAT 177-178 IR 166-168
3YHIUT 160
3m3eqe & g 161
AT Aol TASTS 161 T
3YINT ¥eh Idi 174 &l
AT AT
AT A el
faaTar 31T 3cure 164
IRAF Al AT
163-166 39T 163 &
IGIY
Aol AT faoms
160-161 AT Tr
TIPS 184 IX HUTGsT
174 T 34 FI17
AT e 188-190
T Iherd T g8l
351-382 Heg37el IT0TAT 226
HTR3TT 116
122-128 UeRIT 8T W@ &
T 126
feoqforat &1 srare &=
128-130 feoaforat &r
FafveTr &= 128-130
Sfher aRader 119-122
122-123 aifordT
3TTRERT T @T I1=T
218 7 =0T
37Meer 218 &y
Ty

LN



labels

Ha e 207, 248, 250
#fsar, gdfza/smdfza 415-417



TSI BeleT 251
T 3meFvT, TR A AT 464
Fﬁﬁ?Taﬂ'{T%T466 518

526 afrﬁlwaﬂﬁgtr

522 ST

fRTge 526

qUTEsT 524

526-527 &7 3R e gU AT TAA 526-528 FT

gETS
526 J&eh! ! AR & F TR T
Tl 3Terstrar 519-520, 523
3uf&YderT 519, 521

524-525 g el

deold I 521

FFAT $eT 519

YRl SaArelr 517

fewiee 3uerstar 513

SYCASEIAT &I Hehel 516 WA o THET T

AT HAT 519 YT TATIAT T ITHTET

AT 519 AT &= 518-519
516 T FAMT =T

715 Ffear A8 Wrerar 521 dfeds Tgsmaft 523

3Madt 513-514
3IEAR 513, 516
3YTEAT A9 FT geraTr 524
3TERIASHATT 519
FeT @iste 519
sgfeler 518-525
AT WETIh 518, 520 THT & felw
Wso4wmwmﬁ 519, 521
T &7 512- 513, 515 zmmmraﬁ
gfafsare 521

5], 393 I TR Teelell

e Hal FL 161
T selieh 179-181
31fAaTesT ufga 179, 181 g&arder 180 &
178-181 WA I gV FTSST AT

MES5A0ES

3T @rdr ¥ ol &g
178 TorEgest 162
aRuTTAT &1 qaaeliehet
FTT 181-182 AT fhT
T gEATAS, 182 AfSTar
T alTareltehel el
AT gEdraslt & foIw ser
182-183 eFdrast
133-137
T2 BiesT, 496-497 TELm
ofserg 430, 452, 476
CEIGIE
ST 476, 478
3FE 439
fareer 452
Te&er gt 475
fSwiee  Afdew
JeoleT 480 TIC
HH ol
483-485 f3wlec
% 475
geer gfasnfaat &
Far  sfagm
462
U F1S 459-462
3ifeTems feufa 459
qd 430, 434 He2r
gfafsrar3it s gaATenT
dr g9 464
frserar 465
3739UT 465
SSh 3TRTET 466
37T T TAMFAT T 465
FTY ATSAHC 466
aiféar e
466 TeRT
g off 2@ AforT; s e
T S99 464
T FATENT
430-431 @ F
3R W egaiedd
YT 482 ﬁalﬂddqoi
& HTUR W
SYITEIT T 482
TIAYATHT & ITUR
W aedd HLAT




labels

482-486 ATOTAT &
3R WX eqaiedd
HT 483 ST
3R W eqaiedd
HT 483 FAgcd &
3R W egaiedd
FIT 483 3SeH
YR o AR
AT T 483
iR wreaehan3it
CART TATEAT FI=AT 483
USehl GaRT &
HT 483

3R 483 o AR AU FTAT



HeT (oY) fawr 483 & 3r7ar Aforar

492 fAfése T FafeAd FET

WISel HoldeT T 444-450 3TAelST BISeT
T HeTaeT T 449

TSTAH HISTH 444-445, 450 HelIeT AT
TIATATT 482-483

T o7 FaT 434-435

R 429

486-489 T Fafiepet HLal

470-471 I 30X &1 & 9IG &6 8T @I &
TEd Heg 484, 486

429-434 =7 fATOT

510-511 & fgfeFerar Saarel
WIesd FeTelT 496-497 ATATeNT & & H Y&
FAT 477 ATHAT GETT FIAT 452-453 SR
AT SB3AAS FIAT 453 FEcH FTRaTCT
FuTfed =T 167 TTafT ot et 432

S IO Gof T 432 a9 aof adar 432
HHE! T fAEAR 486

448 tharg T

Hreg 429-430

TI®YUT 428-429, 432-433

3739T 465, 470

THLIHOT/ITHHEIRIOT 485

23T 430, 439, 452

2T 452 H HTML 9&T 428 R

STFE T TNTAT T 442-443 Biesy 7 o
ST 496-497 TehifSer AT 487

3NgfAT 452

WleaY 494-497 H ey d HLAT 428 HI
ERIERC LR

ST 916 YIET 428 JaTacliehst 499

HEUT 498-499

U&e Peleh 452

468-469 T TG I §V

gTCdehdT 430

paragraphs

3fefeIeTehl I BeTaT 449

3T 464

T3y 464 TS

HITEIT 464 &

1Y 3R

468-469 U

SIERT Aot

SIGEYTHT Y AT AT 486

464-467 R=

THFET ITRT 428

g3 wfafesar

3T¥C 438-439, 441 & & H Jad

et afésw 453

AHGT T TTT 485

443 AT TET &

fafarse @rat & =T 440

3YATHT TW HS=T 430

EEATER 428

FIcTH 485 &

3R A

FIAT, GAEAT

TR 434-435,

ST 91T 3TSeH 444

T AT =T
A HerereT 207, 249-250
el Tera 23-24, 85
AS. THTAST el 251
ATE FolsY sxawa 529 a1fa
Y TATHRIT T 389
arferefver

feoaforat & & 129

= 217

et &

#Hg 370 T

352-355

3Thferar 366

¢ T a1 gRad=T &
T 128 TSI 3T AT
gReeT 290

T
BIGIET]
Aforar
200
AT &
ef¥ert 200 & T ST &



MIM function

FITAHIIHT & 198 & &7 H

R AT

201 T TET§

HuTesT 200-201

geee 199

216 3 FF AT 208 FHr

3Tfet & Heet e &
oATH, Facl: qUT T 436 & gTl



TFU Sl ATTIenT3TT T ATHEIOT 203 HUT
402
Sefear 508-509
T teTeh 48, 103 778 Aol AT
451 P AT T2 A8l 123
IR-a7gr0T oY, 52 IR-21 TaT 344-345 FeRid A
&

AT Sl AfTT 97 AT 7T
49
A I8 T 49
AICH, 490-491 H JATThRT HIEIT FeAT
AT 451
NOW() [, 215 Now WherereT 207 s 31UseT
WEE
% 207 % 3TER
e fheex 240
shaiTehel el 91
Ig o oy gt
RIIH 93 ¥ Felrs 92 At d&ar 95 ©
Tgwor gRafdd #ar
Qe I8 95
95 | Y&
AT 92 He Y&
QT seeter 94 e Afer
gRATIT =T 95

aEq3it
TTS3H 386, 392-394 W TfAHCT FeT, Thifieh
TTAARIET FHTT SI19] AT 391, TehTTeIh FeTd oI1]
T 395
gISURToieh HeldaeT AT 418-419 cEaTdwit
H F135T LT 48 Terrat i wfafef samer
395 Temsst WX feyfa fAgRor 301
i gerr 396
Office 365 TETIam? 18, 21
3TRE 2016 3
3793C yaid T 21 [Fas v
TelaR 6 Refel 6-9

paragraphs

IR 4
Trsce IR 5-6
3t dca 4-8
FrRITeT fawT 19
IESCRY GG
398 geT3rSd 60 T
WIgell deh ggdell 61
199 J3 @ &
WISell @l 57,
60-61 3 FEofeT
fead 61 & faw
deigisd
Teh-TR 32T dlfernt? 293-294
TRF&IT gEdTast @iet=Tr
146-147 f@eq s 251-253
FRITTR H ST TR 273
3RATSTT
HresT 495
H oA
494-497
31ISCH
Wesd # TGA 494-497
AT T2 123
3M3esfeer drams
77-78 ¥ &1,
FHRIYTF 273 F@T
TR aféTw 102 FoR@r
T 49
FRET
AfgerersT were 103
fareary/afered 103 wefdia
RGN
TR 102
Aforat & arer vt
101-103 392fi¥ 103
ST 3STH, TRl & AT
HeldaT 444-445, 450
3o fashoy HaTe slerd, 436 Wiel 6T &

oy

O5T S qadeilehel €27
49 WMTH &3¢ 76
3fefesse e, 82 3eoe
fasheq 73 3t7ese
CARGAERIGH
ATSAT & e T gl A



MIM function

AT AT 75 SSaAr
I AT+ 80

AT F
HITeHIR AT

79, gfaat 7

gRAfdd #=T

93



ggall UfFd 33¢ 78 Wi 70

it & &9 7 wieAfdar 92 gver

gse 77-78

%erguymso

g3 76-78

g § W §3¢ el 78 gifget fhetk T
S3C AT 78 TSI b STeleTT 82
TATSoT sieh 378X 80 oISeT TATHIT 72
CHEC I Heg3el &G W AR FHLal
79 33¢ses 77-78 3M3csfear Use var
78 BT ramssic 72

SITehsT 79

arre Rest 80

RfFa 72

&9 378X 80

T @Mt 80

FIcseh, T 3TYeT 3Meer 218 grads 144-149

e, Eollgs JeaeifA 339-340, 346
9T ol 461-463
PERCENTILE.EXC WerreT 251
PERCENTILE.INC Warere 251
Tt I AATFARA AT 428 HIET ToladH
Hare sierd 375 Wiel T, 375-380 T
39O & Hefg 353 T &elreln
Ig 8 3 GRAPHICS
T vfaafear 386-391
FeATcHS JHTT 361
HIYRTSC 352
HUTEaT 3R TaEIOT 356-361 TEAToIT T,
TATATIRT FHLAT 3R TSR FEelelr 352-355
q1$ =1, uiaafear 392 AT gus
FTS 460 A 355
TITgesy, ies Hol 162 ITeT UT6 TRy 428
FroHEr el 207
ottt (A seas afthe) 355

Restrict Editing pane

QIEdoT siede AMheh
(fresTsiY) 355 graRdise 2016
WIS TFHCT 55
WS TIFT 55
72T 49-50
3iToReRT dr grafderar 218
Aarer
qgaTetelr 233
f&er 230
3ufEafa i STPRT 459
ErInR
TATS3H 314-326 ST
A1 331-336 W] AT
AT 60
3T ISl 334
TATSST T AT AT
317-324 &Foole &
3TYR 9 FATAT 42
TS5 I geTall
324-326 @WsT &
enfara s
326-328 warra el
335-336
Hiee AT 334-335
TATSS 324-326 91T
TSl I fUTAT/ 3T 52
TUY/3TTSe & ARG 52
QTHFT T FUTAT/ 3T 52
TATSSY 317-324 AT T
3afAaT 46-47
R 329-331 &I YAHAELd AT
TATSSH T rAcHaedd Hall 329-331
T 59
Ao fawT 333
ECICRicT
o €T
528
ECIGEICh
o

TAIALIT THTT 394
ufaaere 396
Holdaldh 456-457
TIRJUT 9
#oT fhT 91T gEarast 182
Heer 499

grafAes gn—oﬁ



parentheses, controlling operator order
276 wrafAs
ol hicte 276
ITATHE TATSS ATEY, §ISTToleh Teldal
FLT 418 T A31M3E T2 48



Hqeor
T 188
Heer 498-499

3cUTe; Herlel 249-250 0T
53-54 YeRTd & 8T §
TUTe 56

drdY ae 207

g

[N
QUARTILE.EXC WarereT 251
QUARTILE.INC Werere 251 fFas terdd
TASR 6

FHTS 25, 26, 28 ST

37eTshelsT 26

faferse wrget & fare uRenRar axa 28 fsers

28-29 Y fid =T
Teldl 28
el &1 FelTar 29 fBthiee W Jc T
29
cafa faeeIvoT o drferrd ST 286
YT SiSaT 9T 286
JoT Wi fear 285 caRa e Sofr
488
492 AT FIAT
gRadT 494
492 T geraT
afear 494

K18
{5 harIeT 245-246
YsdedieT Herere 245-246
{319 d 277 ST 3@ A1t Aforar
e % 207
15 A =7 48 AT B
452 JEId 9 TETE
3TTcIaTeh TG RTcT el 454
3TaeieT 453
e 3TIET 526
ThITIIT TG 454

Restrict Editing pane

ATOrAT W= 488
UG €97 50
TeTsst 3R Jregsrer 329-331
ReATSH I JrcTared HYlT
ftheeRar
STCAeRcT3AT T
gl 174-176 Ao
A 160

STCcTehcl 1311 T FET & Heg3Tel &7 &
g FAT 177 STCelehe I geT=T 176

ST aet & S
177-178 3madeR O
e el 376 3madt
fog el 513-514, 517
I e 252,

253 TesT

foRgeT 217

g 225

Reder 217
37K 370
arder Tt r
HEAT

qut 214 F

gRAfdd gl

217 ST &

g 211-213 &
eTfaeh gefedr 508-509
JegEAT
I 513
gam

Ig 1 W gt

ot & geasfA 359-360

qIHAS T 147

gfaeer 142-144

T1Ss 314-326

¢ fpw e aRade 132
3% T weer grafsear
464 3 Tear ufafshar
464
IM & a1 3R & a1 IM & a1y

sl Y 3T & T
gfafsar 466
FHiféar Teer ufafehar 464 3R
Seolel arel §3of 202 & 41T 301



parentheses, controlling operator order

g
3R Feolet
TFho e 202
a7 352-355
3Tpfaar 366
o ST AT 430-431
Roqforat &1 STaTe &
128-130 HeRIY &7 STare
ST 464-467 HUTGST
gfae i =T Bereh 139



gfasfad #er
TSt 9T 144-149
aEaTdeT Ry 138-144
dferar 139-142
fecaforal Shr THTET HLT 128-130 AT Fi
TMTT AT ST TUTeeT TRMETT Heldh
124-128
Rt 6-9
TSR ST 33-34
FHECH G Fa1eTT 30, 33
FEeH & T 30, 32
T Ui & 15
13-14 f&9m=T
&9 urer/3esar 30-31
AfdT FATS 30-31
HHATS FCIT 30-31 HECH FHGH &l ATH
e Tl 32-33 FECH & FT ATH Sl 32
fSthiee IR {8 LT 34 Thiefecy 8
Topifelar 12
14-15 R=r TFee grea 428 T
IGIECI
ST S5 AT 76-77 ST & 81
FeT Wioleh Helsh 519 U 3THR 366

et e 2 S5 Al 376 WA SeTqe ¥ 204

‘i E UI l I I
arfererTatt 202, 204 & SsaT
HHE 275
AT/ 3SR =T 273

refood, Giadl 246 7 @ TAT e 273 &l

QAEATAT La

FRTTRT 7 264 ATHHT T FHATEH
AT

HAIY Seolell 77

77 vefid T @I E

farer 52

33T AT 76

&9 80 &g gl ST &

Solver

o

EEG)
TERST 38T T ETHT 457-458
Faarford 9 & 58
gEdTaST 59
HIgel 56-57
el Office TEIOT 55 T
WIgel OneDrive 57, 60 3
EIEC
SharePoint 57 T&ar
3TUC 441 F BISel
gEafadr 59

759

gReeT yaees

289-292 e
Fg gy ser ae
feeaforat Sgar 287
TehTTereh 290-291 ATe] el
287 &=, 289
JAleax 299 &

SelTolT

AR HRAYHF AT 292 Hed
HI IRATIT AT 288

289 YT &Y @I &

HuTeeT 289-290

AT 291

288 &Y geTaT

3R AT 291

ARTET 291

ASYeT T HolsT cTaEAT 529

SERICE)
fegfeear 504-507
geaTe 505, 510
Sa% 518-525

Asgfoiar HEFEE 518, 520

TheT [Fafdier, e 31k 372-374

FiFAfad =T

el WiTegereT 13-14

Ehierelle A 372

FhiAfecd 23-24

Thieifeca, Seist 505

TITeIIT BISel 44

@reT fheeX 242-243, 245



T wE 8
el gREcehTC 437-438
alr FiAT 438
Aforar 486
Hlesd 494
Sefedl & forw 509 geem
TS ST ST P T H TSR HAT
144-149 IrRE ¥ forT THIFT 456
gReT Afcad, T 453 T TheT
HuIe & T TR it 366
=, gure & foIw 354 amﬁm
366
T fWheex 240, 244
e AT 443
afésw, w5l 53
ST 3G 79 3Thiaar
I% oY 3T GRAPHICS
371-372 &t 5T
361-371 TIEYUT 367-370 &' RAITIT L=
3R AT e
TFEC ST1Fg Aol 364 RN
Helsh 150-151 RIS
57 ¥A153 algaliel # HIsel
HeoTa 322
WiEehe Hisrar, ATOrr 488 gEcTar 428

Wﬂm Frelr T et Aol 376 T e, the AT

%A A 376 TTT IR 351
IEl TS Faflell 375-380 3MThfaradl sairer 3R
FMT ST 361-371 3T &1 GuTesT 3K

TIEquT 356-361 =t o afeafora w3, e

3R 3R Seele
352-355
TheT [Fafdier 372-374
TIT AT T 122, 126 T{Fcolarq Tordy
e’ fafer 299 fasaw F fow THET 504
TATSS ASST 322

Solver

TS QAT 59T
50 TS QAT
412 Tolss
HIET T 50
Tellgs
314-326 Sz W
33T Arealt Sisar 404-410
AT Greshy SsaT 410-415
TEGIT T Hofa AT 392
TATARIST/HhHYT Geh 394
HIfSAY o 405 geasfA
336-346 &I AT AT
iR & ary fafeger
391-392, 317-324 & FAehel
sy 52 7 fRefear
324-326 &Y
gaThT 324-326
& TYTT ST T8T
3
317-324 31797 9 TET &
316-317 gfFafaa
FLAT AT FoT
afFAferT =T 406
CUERIREGE]
afFafod 3= 413
afear ofgat #r
Tellel 414
QA e el
329-331
314-326 & geTaT 406-407 W
33 Reprs e
TAARNET FHIG T G
AT AT 400 T Herlal
251
arerer Ff3ar dar, 20 ¥ J3 W E
Fitre ToT YFéaTel e tha TSl 376
Hire Reet 80
Fleax
STEm3it Fr ST
301-302 ReeT 300 &
SirgeT aikeed 299
FATAT
T3 T g 303
HuTesT aremv 302-303
eraarer fafer 299
SRS 3R fafer



restricting
299 FEGfATS HIfRIHT
&I ggareT 300
300 T seetel & ToIT FHedm Hhr
g T 298 TATIT AT
quiter SramfHAeT 299
AT AT 299
3nafaer 300



Jleay (MR
SIS EEAT AT T 3TaRTehall 302 qulieh Al
1 3MaeTehdr 302 IR-AFRTCHS HTAT St
3TaRTSHAT 303 HATST &I JAT FHTT 303
Fad 9RO 299
Tafeat &1 g 303 fAecoerd vordr fafer
299 gATEN Ff™T 299 TRUTH yhR
fafése & 300
e 3T freex 262-268 FifeaT
ATOrIT 489
Tl 197 264
3eT Y e 264, 268
HECH FIdT T 3TGNT T 3eT 268-270 fShiee
aféTw, vaaer 268
262-268 gehefic FicH 264-266 =t i 3R
heet Y
gohefiie gieFaar 264
qelel Sier 133 gl e, 23 farer
Rasferat &1 ey 7 [Aenfora Fwar 52 A @1 344
Al i, Tl 333 FeIC Bhi, ata/3eTd
23 TeeH 91 10-11, 15
TEEESAL. O BarereT 249, 251
THEESAL. T HaRle 249, 251
RgfRar sie 490
TCTSHY 87
el Oe 98, 101 Aferr
97-98 9] #eh TS ey 101 # SirgaAr
fec-ga1, Toee 97-103 W AL Il & ST
FECH TEAT 95 Piee 85 I TR T §
GIEERCIEEICT L]
qRATITAT T TR LT 98
T 94
qau e 97
TeBed e 101 ¥ gere 139-142 & wfasfaa
T I

trigger icons

Aot Srerdy 97
QT Siser 101
QAferar ger @1
& 101 Afo=ar
Heldh
gefta AT seaar 99-100
el qaTaelteret wafdia
AT/ 101 37T 99
fsheT 100
Y 817 429, 432
FeTEhee 88
Hecleo Haele 245, 247-248, 250
39-19T IR
275 39-TT
271 =Y IR AT
HE 272-273
TavoT fure)/ feare 274
274 T geTeTT
ST At @ gerer 275
ATV 91T AT FT 521
THYUA Haele 207, 247, 249, 251
SUMIF WerereT 220
SUMIFS W%erleT 220
TR HeFel, 203 TR
FRITTEH 291-292 Teof=TT
guiEhee 88

a

&9 318} 80, 82

g ozt 81

&9 80-81, 83-84 W TehaT &

TIA_3IN TH

277 S

(TFae)
Ficte 202, 204 s
gfgaar 202, 204 ST
cafta faeowor o F 286 &
Y ST, Al o7 205 H
gRafda &=, FeE
glicehe 202 T 3TN
T TTT, Bhlee
WIHTEIT 204 & TTY AT,
201-205 &Y 9T
FT
AT 202 Eof LT
HITABTIT T BIZHT 202



Sort & Filter

FaaTfod & ¥ faEar 202
AR 203



3B TET T 202
205 T T SeofeTT
HG3TST TI @ TR ol 202, 204
3T T ARTA 202
HRTA Bl 203
ol dickel 203-205
981,83
T Hare diad, 82 FI HTSTHE 466
el @1 8
F1 FIT, HrolsT 9T 534 TFealT Fafid el
41 & ISl ST 43 GEal
97 162
98 H IR 41 Aot & BamseT
I qaTdeitehel
ITEds T IIET0T 146 916
3TRFT & Sheer 362-363 Tfae
FYEAT 386-391 FHellcH THTT oIT9]
T 88 dlcs T3] T 87
3t Aforat Fmey Far 97-103, 4 88
dceldl
WHiee 3T dEoloAT 88 Piec Scolell 87
Hiec PR Teol=TT 87 JuT TTHIOT
84-90
wiHfeIT Hr gfafafr sam=T 89
87 &l IR &¥aT
J97a 86
TIEYUT 87
S &Y 3T 96 TI8T H gT 89
FIghY 87
@iferd 87
ST 86
TFEC S1g Ao, 3R 364
SeATaE, Fo1SS YSa8fA 338-339, 343
A7 104
HECH 107 o] el
IR-ATTh TATA  3MTdee L=l 107 Fedfaat T
37TdgGeT e 331-336

trigger icons

fee-3+1, GFdTdST 106 TR ] BT
fBthiee 107 SeT @Y
&St 7 gfadeT 104
T QISTATT 334
T Te 104
FTcH 105-106, 108
gaa QT 335-336
Hiee ¥ 104, 334-335
FRITT 19
105 &r s=rd
FECH 107 T ST @I &
ATl 333
ofieg ey 104
eIl 9
Folsy W IHT Felie 505,
Foisy 9T 507 IHT &1F
fegferaar 515
f&grer f@zFor 515
o 515
512 fafése s
a8 IR 5-6
429-430, 432 FIes el & fow
Tola, 285 Feidid T T8
caRa fageivyor of e 286 ¢HR AR 231,
233a;mara’lwgﬁra’m
131-132 &1
TR
A g
¢ fhu atw
gRadeT
T 119, 121
f3thiee Wrefear 119 131
F WG P YT
TET & T YR
e # W& 127 131
FT AT YSTd P IET &
T 120
HATSHITFE TTd 126
128 & &I HfAe T &
Terd gU 121 HN §G LT
T Uhd gU |l 132 Cal
@Iiet a fear
TaAd 9Rader #r
geem 132 g
130-133
ATef/se AT 120



Sort & Filter
3TeTcTTehaT 122
3UARTHAT JgaTe 24
fea et 404



TeaTReT wisiaereT 398, 401 FaET fAaror
aer gfAAT 435
Tad: ot Fer 434-435
T 434 T FNAT A gC
THITH gTecendT 435
giaey @, 19 a-=R 3T arfasdi3i & SEa
293-295 YR e 207
p=
JeTufespees Ao 144
3R T FHEIHT AT 370 Wit
TfAARIE Horeh 395 SeT gl faazor
274-275 fIsenss 52
aMss 52
ITede 3 82
QMHF 52
ST T2 476
efach 7o 276
afkadeT et 31eTalleh TaTT 122 3eTas 21
HRHH 91
o $eTHd 3
YA ATH 23-24

dar

AT Hsol 255-257

FcAT9Ie fT# 255-256 AT
el ¥ST 255-257 Sl IRSATNT e, 3T JT
253-254 3 WSTeT, 3oT 234 7 3@ar

TR, gRade 293

VAR.P Gl 249, 251
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