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Command Shortcut LocationRibbon
Bold Ctrl+B|| Home tab, Font group
Italic Ctrl+l| Home tab, Font group
Underline Ctrl+U|| Home tab, Font group
Home tab, Paragraph
Center Ctrl+E
group
Home tab, Paragraph
Left Align Ctrl+L grap
group
. . Home tab, Paragraph
Right Align Ctrl+R
group
) Home tab, Paragraph
Justify Ctrl+)
group
Clear
. ||Ctrl+spacebar|| Home tab, Font group
Formatting

O Ul 09 4 bgspo puileo slaIS]

Command||Shortcut Ribbon Location
Undo|| Ctrl+Z Quick Access toolbar

Cut| Ctrl+X||Home tab, Clipboard group

Copy|| Ctrl+C||Home tab, Clipboard group
Paste|| Ctrl+V||Home tab, Clipboard group
Select All|| Ctrl+A|| Home tab, Editing group
Find|| Ctrl+F| Home tab, Editing group
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Replace|| Ctrl+H|| Home tab, Editing group
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Command| Shortcut Ribbon Location
New Ctrl+N File tab, New command

Open Ctrl+O File tab, Open command
Save Ctrl+S File tab, Save command

Print Ctrl+P File tab, Print command

Help button at top right of
Help F1 P Prie

Ribbon
New Page|/Ctrl+Enter Insert tab, Pages group
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4 Encarta Dictionary: English (Morth America) -

4 book (noun)
book [ buk] ( books ) £
1. bound collection of pages

a collection of printed or manuscript pages sewn or
glued together along one side and bound between
rigid boards or flexible covers

2. published work

a published work of literature, scence, or
reference, or a work intended for publication

3. bound set of blank sheets
a bound set of blank sheets of paper, e.g. for
writing in

4. set of things bound together

a set of objects such as matches or fabric samples
that are bound together

5. division of literary work

a major division of a literary work or of the Bible
6. set of rules

the body of rules or procedures relevant to a

situation
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7. bookmaker's record -
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