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Quick Formatting with Format Painter

Formatting each part of a document over and over is tough!
Good thing there is a "Format Painter” feature, which
conveniently copies the formatting properties from one item to
another. This saves time and prevents duplicating efforts in
applying various formatting attributes such as font size, font
effects, paragraph alignments, and spacing to selected content.

Click here and learn the quick guide on how to use format
bainter.

Prepared by Information Security and IT Governance Division of ICT.
e Productivl. T.y showcases tips & tricks on various
office and branch applications.
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Quick Formatting with Format Painter

1. Select the text that you want to copy the format.
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We the sovereign Filipino people, mplormg the aid of almughty God, i orderto build a
just and humane society, and establish a government that shall embody our 1deals and
aspirations, promote the common good, conserve and develop our patrimony, and secure
to ourselves and our prosperity, the blessings of independence and democracy
under the wufe nf law and a wegime nf tathh, juostice, f'u‘cdam, loce, cqual"ftg, and peace, do
ordain and promulgate this constitution.

2. Click Format Painter icon under the Home tab.
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3. Click on another text where you want to apply the same formatting. If you will apply the formatting to a paragraph, click on the beginning
part of the paragraph and hold to highlight the entire group of texts.

PREAMBLE PREAMBLE

We the sovereign Filipino people, imploring the aid of almighty God, in erder to build a
Just and humane society, and establish a government that shall embody our ideals and
aspirations, promote the common good, conserve and develop our patrimony, and secure
to ourselves and our prosperity, the blessings of independence and democracy
under the wife of lee cind a cegime of tuth, justice, fueedam, bave, equality, and peace, do
ordain and promulgate this constitution.

We the sovereign Filipino people. imploring the aid of almishty God. in order to build a
just and humane society. and establish a government that shall embody our ideals and
aspirations, promote the common good, conserve and develop our patrimeony, and secure
to ourselves and our prosperity, the blessings of mdependence and democracy under the
role of law and a regme of truth, justice, freedom, love, equality, and peace. do ordamn
and promulgate this constitution.
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We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida"” online survey form.
You may also email your comments and suggestions to ict-process@pijlhuillier.com.
Click here for back issues of ProductivI.T.y in MyLink.
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