


GLOSSARY

• Format
◦ Character

▪ Font
• Font Style

▪ Font Effects
• Underlining
• Case

◦ Paragraph
▪ Indent&Spacing

• Indent
◦ First Line

• Spacing 
• Line Spacing

▪ Alignment
◦ List

▪ Unordered List
• Table

◦ Insert Table
◦ Merge Cells
◦ Properties

▪ Table
• Alignment
• Width

▪ Borders
• Presets

• Insert
◦ OLE Object

▪ Formula Object


