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Insert 
Stuff 

 
 

 
 

 
 

 

 
 
 

Insert 
Image 
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Insert 
Quicklinks 

 
 
 

 

 
 

Down 
Arrow 
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Format 

 

 

 
Bold 

 

Select the text and click the B button to 
make the text Bold 

 

 

Italics 
 

Select the text and click the I button to 

make the text Italics 

 

 

Underline 
 

Select the text and click the U button to 
underline the text 

 
 
 

 

 
 
 

Drop 
down 
Arrow 

 
 

 

 

Right 
Pointing 

Arrow 

 

Select text; click the right pointing arrow to 
move text to the right. 

 

 
 
 

       

Left 
Pointing 

Arrow 

 
Select text; click the left pointing arrow to 

move text to the left. 
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Unordered 
List 

 
Position cursor before text to include in a 

list, the click the unordered list button. 

 
 
 

 
 

 

 
 
 
 

Ordered 
List & 

Alignment 

 

 

 
More 

 
Click the 3 dots button to see more options 

in the Menu bar. Click again to show less in 
Menu Bar 

 

 
 
 

 

 

 

 
 
 

Font 
Styles 

(Arial 
Recommended) 
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Font Size 
3 (12 pts) 

Recommended  

 

 

 

 
Apply 
Color 

 
Select text and click button to apply color 

show to text 

 

 
 
 

 
 
 

 
 
 

 
 
 

 

 
 
 
 
 
 
 
 

Select 
Color 

(Click Save) 
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Insert 
Table 
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Properties 
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Graphical 
Equation 
(Click Insert to 
enter in text) 

 
 

 

 

Other 
Graphical 
Equation 
Options 

 

 

 
Undo 
(Ctrl + Z) 

 
 

Click Undo to reserve last action 

 

 
Redo 
(Ctrl + Y) 

 
 

Click Redo to return to earlier action 

 

 
Cut 

(Ctrl + X) 

 
 

Select text, press this button to remove 
content 

 

 
Copy 
(Ctrl + C) 

 
Select text, press this button to copy 

content 

 
 
 

 
 


