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Format your text using either of these methods:

1.  Copy and Paste from Word:

Format your text in a Word document. Copy it.  Select the 
default text in one of the boxes, then paste.

OR

2. Format your text as you type it.

Bring up the Properties Bar by hitting Ctrl E (Command E on 
a Mac).  Select the text you want to format and use the 
options on the Properties Bar to style your text. 
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