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1. Why would you format a block of text?

2. What is a documents format?

3. When looking at todays newspaper, describe the format regarding the margins, text, paragraph alignment.

4. What is character size measured in?

5. What does font refer to?

6. What is a justified paragraph?

7. What are the default margins in word?

8. What is a footer?

9. Define pagination-

10. What are the default tab settings (interval and alignment)

11. What are bullets used for?

12. Change the numbering in this document to a bullet of your choosing.
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