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	Change the font
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+ SHIFT + F 

	Increase the font size
	[image: image2.png]


+ SHIFT + > 

	Decrease the font size
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+ SHIFT + < 

	Increase the font size by 1 point
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+ ] 

	Decrease the font size by 1 point
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+ [ 

	Change the formatting of characters (Font command, Format menu)
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+ D 

	Change the case of letters
	SHIFT + F3 

	Format in all capital letters
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+ SHIFT + A 

	Apply bold formatting
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+ B 

	Apply an underline
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+ U 

	Underline words but not spaces
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+ SHIFT + W 

	Double-underline text
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+ SHIFT + D 

	Apply italic formatting
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+ I 

	Format in all small capital letters 
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+ SHIFT + K 

	Apply subscript formatting (automatic spacing) 
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+ EQUAL SIGN 

	Apply superscript formatting (automatic spacing) 
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+ SHIFT + PLUS SIGN 

	Remove manual character formatting 
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+ SHIFT + Z 

	Apply strike-through formatting
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+ SHIFT + X 


