FONT AND SYMBOLS
At the beginning of the document insert text:
FONT CHANGE – TEXT1 




    
 (Font Times New Roman, 20, bold, italic, Outline)
Edit text of file Font and symbols follow the instructions below:
1. 1. paragraph - font Times New Roman, size 12, bold italic, justify, first line indentation - 3 cm. 
2. 2. paragraph - font Arial, size 12, left align, word control and source change on bold and underlined, border of the paragraph from left and right side with thick blue line
3. 3. paragraph - font Cambria, size 14, justify, all caps.

4. 4. paragraph - font Calibri, size 10, center the text, border with simple line, shading with yellow colour.
5. 5. paragraph - font Impact, size 13, right align, underlined with double wave, word Personal – bold red colour.
6. 6. paragraph - font Comic Sans MS, size 13, highlight the first sentence with green colour, strikethrough last sentence of the paragraph. 

7. Outline the entire document with line or with effect.
8. Write the following words in the correct form, apply superscript and subscript.
Pythagorean theorem: c2 = a2 + b2 
carbon dioxide CO2
1 liter = 1 dm3
content of the square: S = a2 
1 km2 = 1000 000m2 
sulfuric acid: H2S04

Edit text of file paragraph formatting follow the instructions below:
1. 1. paragraph - font TNR, size 10, italic, left align, first line indentation - 
7 cm, other line indentation from left - 1 cm, right indentation - 16 cm, line spacing 1.

2. 2. paragraph - font TNR, size 12, bold, right align, line spacing 2, right indentation - 11 cm.

3. 3. paragraph - font Calibri, size 10, italic, center, line spacing 1,15, first line indentation - 4 cm, other line indentation from left - 4 cm, right indentation - 14 cm.

4. 4. paragraph - font Arial Narrow, size 9, underlined, right align, line spacing 1, first line indentation - 1,5 cm, right indentation - 14 cm.

5. 5. paragraph - font TNR, size 12, line spacing 1,5, other line indentation from left - 3 cm.

6. 6 a 7 paragraph - make changes of your choice. 
BULLETINS AND NUMBERING
Edit text of file bulletins and numbering follow the instructions below:
MICROSOFT OFFICE 2003 (font Arial, size 16, bold)
Microsoft Office 2007 is a Windows version of the Microsoft Office System, Microsoft's productivity suite. Formerly known as Office 12 in the initial stages of its beta cycle, it was released to volume license customers on November 30, 2006[4] and made available to retail customers on January 30, 2007. (Courier, 4/0/16)

Applications in Microsoft Office version Standard:

· Microsoft Word 2007,

· Microsoft Excel 2007,

· Microsoft PowerPoint 2007,

· Microsoft Outlook 2007.

X. Microsoft Word 2007
Translation tool tip option available for English (U.S.), French (France), and Spanish (International Sort). When selected, hovering the mouse cursor over a word will display its translation in the particular language. 
Application-specific changes:

1) new style sheets,

2) new contextual spell checker,

3) default Font now 'Calibri'.

XI. Microsoft Excel 2007
PivotTables, which are used to create analysis reports out of sets of data, can now support hierarchical data by displaying a row in the table with a "+" icon, which, when clicked, shows more rows regarding it, which can also be hierarchical. 

Priority of the version 2007:

· User Defined Functions,

· Importing data from external sources,

· Formula Autocomplete,

· Page Layout view.

XII. Microsoft PowerPoint 2007
Improvements to text rendering to support text based graphics. Slide Library, which lets you reuse any slide or presentation as a template. Any presentation or slide can be published to the Slide Library. (1/ 1/ 14)
