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Backing up
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the formatting any number of times — until you push the ‘Esc’
button on your keyboard to stop this feature.

Automatic numbering
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Numberlng is accessed via the ‘Paragraph’ menu on the ‘Home’

tab or via the menu that appears when you right click on the

mouse.
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Automatic lists

Ci
a Jagnlca.y
K 0
2 7-.Ts
O

1 -eadl LSI

C. C. h,
Mrs ¥-d Feess ¢ & awa s
v S GV w v
@-.a|Isy ¢ 2 sea e sa.y

Yo Uss,l N e reaC ya .veec
[

6 ?
u

s

=<:ﬂ

a

.
Y

T al aebee T -ed" a7 lae

o ST el W,

- ead) L oye(d T st 2 sus gl 3 Vo acay e 7""', .

o y s e - < Holding the ‘Ctrl’ button down on the keyboard
and cllcklng the mouse button whist the cursor is above the
page number in the list automatically takes you to the relevant

section.
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The ‘Table of Contents’ and ‘Table of Figures’ are available from
the ‘References’ tab.

You may need to update such lists, after introducing changes and
before you print the final copy of your report by right clicking on
your mouse in the list and then choosing the relevant option from
the menu that appears.

Searching and global edits
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Alphabetic listing
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can sort them alphabetlcally by using the ‘AZ’ feature in the
‘Paragraph’ menu of the ‘Home’ tab.
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Keeping titles together with text
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the ‘Line and Page Breaks’ tab in the ‘Paragraph’ menu under
the ‘Home’ tab.

Multiple windows and split screen
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these features via the ‘Windows” menu under the ‘View’ tab.
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Compare

C.
Wi e Ch..a-e “ea_ -9\7; ca
be _-ee

O

7}

i

.0
9 -
Y

4 dC.-.g

.

.
s 2)dic 1 g

Ve, "
" C”'-‘eICT
“‘-eY%:ca a|5!’5||A\7” cee , 9

Csdp .3 ea

o
Fa-gf ¥ ad?c ;g

S%ﬂi[a -eT

S]-Q

Sa

1t

a. -e D gP lr P

< (i
Av7 .LJ e e . Tig

C.

p
-e' ada e

Sde bAv Sce). Access

.di e ces

%u caee <7

‘1‘7‘}/\ "

Ci
T decl:J s .S

Sde b.v Scee. Access this feature via the ‘Compare’ menu under
the ‘Review’ tab.

Cross-referencing
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Some of the features of Excel

Calculations
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What our students say
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Water, Engineering and Development Centre
Loughborough Water Engineering Group

School of Architecture, Building and Civil Engineering

Loughborough University
Leicestershire LE11 3TU UK

T: + 44 (0) 1509 222885
E: wedcllboro.ac.uk / wedc.distl@lboro.ac.uk
W: www.lboro.ac.uk/research/wedc

Skype: wedcadmissions
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