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« Styles and formatting is used to
control the style, size and other
attributes of the font

» Useful when you want to create
a table of contents using the
built-in function
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» Select Styles and Formatting on
the top left hand corner as
shown in the screen shot:

File Edit W¥iew Inss

== H =

‘St-’lez and Formnattin @

Your One-Stop Internet
Marketing Resource Centre




Styles and
Formatting OPEHOffICE 0rg

 You will see a similar window  =-.

being opened on the right of — el

your workspace: =
 This is the Styles and =

Formatting Panel T,
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* Type in some text in your
workspace.

* Highlight the text you want to
format.

* Than select one of the menu
selection. In the following screen
shot, heading 1 is chosen.
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Heading
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Heading 2
— " Heading 3
This is a headline (1 SETLE
Head:_ngE
This is atext. This iz a text. This is a text. This is a text. This is a text. This is a text. This iz a text. geﬁi_ﬂgg
This 1z atext. This 1z a tesxt Thiz 15 atext. Thhis 15 atext. This 15 a text Thiz 15 atext. Thiz 15 a text. H:adhmés
LThis iz atext 1is 12 atext. This 12 atext. This iz a text. This iz a text. This iz atext. This iz a Heading 9
text. This is atext. This is a text. This is a text This is a text. This is a text. This is a text This is a List Indent
text. This iz a text. This iz a text. ?H@mﬁa
.| | mignatore
.. . i | Text bodor
This is a headline (2) *| | Text body indent
This iz atext. This iz a text. This ig a text Thiz iz atext. This iz a text. This iz a text Thiz is a text.
This iz atext. This is a text This is atext. This is atext. This is a text This is a text. This is a text.
This 15 atext This is atext. This is atext. This is atext This is atext. This is atext. Thiz iz a
text. This iz atext. This ig a text. This is a text. This is a text. This ig a text. This is a text. This iz a
text. This is a text. This is a text.
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* Notice that the text "This is
headline (1)" has been changed
in terms of size and formatting.

* To change the other text, repeat
the above steps.
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* |f you wish to change the
properties of the style and
formats, select one of the menu
selection and right click.

* |In the following screen shot, h1
IS chosen.




Styles and ~ :
Formatting OPEHOffICE.org

» Select 'Modify'
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* And you will see the following

window.

Font Effect: | Position | &sian Layout | Mumbering | Tabs | Drop Caps | Background || Borders
Clrganizer Indents & Spacing &N znment Text Flow S 5an Tvpographyr Font

Western text font
Font Twpeface Size Langnage

H Emsl » | |Bold w | |115% w | |PBS Epnglich (T84)  »

& sgan fext font
g Font Typeface Size Langnage
| |esmens v| B v|[115% v | Chiness todition v
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= - - -

This is a headline (1)
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The same font will be vsed on both wour printer and your screen.
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* Here, you can change the font
type, size, spacing, and other
optons.

Font Effects | Posttion | &san Layout | Mumbering | Tabs | Drop Caps | Background || Borders
Clrganizer Indents & Spacing Ll gnmemt Text Flow Lgan Twpography Font

Western text font
Font Twpeface Size Language
l Krial “ | |Bald w | [115% w | |°E% English (T24)  »
Lzan text font
g Font Typeface Hize Langnage
I v| B v|[115% v | Chiness tadition v
h
g
S - - -
This is a headline (1)
h

The same font will be vsed on both wour printer and your screen.
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The Above Tutorial Is Brought to You by Netosis.com

The above tutorial is highly related to 'How You Can Start
Your Profitable Internet Business Using Little Or No
Money'. Here's what you will learn in this book:

« How To Leverage On FREE but POWERFUL Softwares to PowerUp (HHW You Can Start 'fnur\
Your Business Profitable Internet
Business

« The Secrets to Driving FREE and High Quality, Targeted Traffic To Your | Using Little Or No Money
Website

A Comprehensive Guide To
« The 3 Principles That You Must Understand To Create Low Cost, High gtﬂth"g "'ﬁ'-‘.’ Frﬂ!’ithah:; l;:lternm
Revenue Business usiness Using Little Or No

 How To Create Sales Letters That Sell Better Than A Top Sales Person

Money
3 & A
« The 1 and Only Low Cost, High Revenue Business Model That You [N Jé;
\ ey,

Can Get Started Using Little Or No Money

* Resource List So that You Won't Get Cheated By Unscrupulous

Internet Marketers Who Try To Sell You Things That YOU Can Get it
For FREE.

e And Much Much More!

Click Here to Discover the Principles Of
Starting Your Internet Business Using Little or No Money Down

Visit Now and Receive a Special Limited Bonus Worth USD97 For FREE!


http://netosis.com/products/im-biz-little-or-no-money/index.php
http://netosis.com/products/im-biz-little-or-no-money/index.php
http://netosis.com/products/im-biz-little-or-no-money/index.php

Visit Netosis.com/blog
for more tips and

strategy for your Internet
Business

 Receive FREE Video Tutorials like what you see.

 Learn FREE but Powerful strategies to POWERUP your
Internet Business

 Learn about Modern Internet Technologies and Apply to your
Internet Business.

e PLUS Much Much More!

Visit our Bloq by clicking the webpage below:
http://netosis.com/blog
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