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Tips: CAPs Lock
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❖ ‘SPRING-8’ should be ‘SPring-8’

❖ What if entering ‘ring’ doesn’t change it to ‘ring’ ?

❖ Select ‘RING’,  

Right-Click, 

and check Font ..
to be unchecked
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Tips: Adjusting Paragraph on the last page
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1) Place the cursor at the end

2) Select “Continuous” from “Brakes” 
at Layout menu
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1) Place the cursor in the Table

2) Right-Click and select Table Properties ..
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3) Change Preferred width to 82.5 mm
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Number of lines increases, causing the
layout to break.
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1) Place the cursor here

2) Right-Click and select Table Properties ..
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3) Select Cell ..
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4) Uncheck “Same as the whole table”
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5) Change the value to 0 mm.
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Number of lines reduced !


