
 

lignment. The alignment is text is 
where the text is aligned with the 
Right, Left, Center Margins or Justify.  

Home Tab, Paragraph Group.  
 

reaks (Page or Section). Add a break 
at your current location to have your 
text pick up again at the next page, 

section or column.  
Page Layout Tab, Page Setup Group.  
 

hart. Make it easy to spot patterns 
and trends in your data. 
Insert Tab. Chart 
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