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2. Save As Save as file with name: BTS TenHS 10A....docx

Insert - Save As Home - Save As

File = Save As View = Save As
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3. Theme Apply a theme to a document
» Entire document
¢ Theme: Ion
Design - Theme - Ion

Home - Theme - Ion
File > Theme - Ion

Insert 2 Theme = Ion

6. Page Border Add a page border to a document
> Entire document

e Setting: Box

e Color: Dark Red

o Width: 1% pt

Theme = Ion

Home - Page Border - Ion
Design - Page Border

Design - Page Border - Ion

9. Find and Replace | Find all occurances of a specific term and replace 1t with another
term

» Entire document
e Replace all instances of “color” with “background color”

Ctrl + C Ctri+ H

Ctrl + B Ctrl + A
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