
                       
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Lowercase Uppercase Bold 
Cursor 

Symbols 

 

a b c d e f g h A B C D E F G H This is bold. 

‘ @ “ ? 

Word 

Save 

Open Shortcuts 

PowerPoint 

Underline 
Italics 

Bullet points 

Numbering 

Animation 
to add a special visual or sound effect to an object 
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