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These decrease the font size proportionally and lower or raise the baseline.
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Font Color

e If you simply click on the font color button, it will give you the
color shown. That color will be the last one applied to text in your
Word session.

e If you click on the drop-down, it gives you selections and menu
choices.
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The Paragraph Group
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Paragraph

Bullets and Numbering is the top-right section of the paragraph group.
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Bullets
The first button is for bullets. Clicking on the bullet button will give you a

bullet, the type of bullet will be the last type used by you
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Clicking on the down-pointing triangle will give you choices.
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Define New Bullet...

The second bullet is for simple numbered lists. Clicking on the button will
give you a single-level numbered list of the type last used.
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