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Highlight a cell or a range of cells and experiment with the following facilities.

Borders

Colours

Alternatively

Highlight the cells to be formatted and then click on FORMAT

Change any of the settings to suit your needs.

Other useful toolbar icons





Keyboard Short Cut Keys

	Bold
	CTRL + B

	Italic
	CTRL + I

	Underline
	CTRL + U


Exercise

Open photocopier usage and add borders and shading to the sheet. Use print preview to see the effect of your changes.
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