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Microsoft Skills






1. I can type using lowercase and uppercase (capitals) text by pressing the shift key.

2. I can change the size of text.

3. I can change the colour of text.

4. I know how to make text bold.

5. I know how to put text in italics.

6. I know how to underline text.

7. I know how to access the following symbols:

a. @

b. “

c. _

8. I know how to delete text using the backspace button.

9. I know how to use bullet points or numbers.

10. I know how to move the cursor and delete text in the middle of a sentence/word.

11. I know how to use the undo and redo buttons.

12. I know how to correct a spelling if it has a red line under it.
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