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SERVICES FOR PROFESSIONALS WHO WRITE

Common keyboard shortcuts

9 outh Me\bourne
2 n
\ictoria 205 Austra\\a

\

. south N\e\‘ooume

get'\K\N rite.

To use these shortcuts, press all the keys at the same time. For example, for “, press

and hold down . Then tap . At the moment of tapping , the command will execute,
and you will see all the text highlighted.

Key combination

Text mark

_ at[O[FIN]

Change a font

/o[BS

Shade a box

_ at/0[PIE]

Add spacing after a paragraph

_ At[O[NIN]

Number a paragraph

C oAl

Insert a table

a1 [PIF]

Insert a picture from a file

a1 NIDfCc)

Insert a table of contents

At F 1]

See the properties of the document

Copy text
Paste text

Undo a command

Save a file

Make text bold

(oml 1]

Make text italics

Underline text

Select everything in the file

@ Open a file
@ Print a file




