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Word

User Interface

Templates

Page Setup

Font & Paragraph
Editing Options

Special Characters & Symbols
Bullets & Numbering
Borders & Shading
Columns

Section & Breaks
Header & Footer

Styles & Formatting
Picture, Drawing, Equation
Table

Caption

Cross-reference

Table of Contents (TOC)
Index

Footnote

Source & Citation
Saving Options

P.P.

PowerPoint Interface
Presentations & Templates
Slide Master

Slide Layout & Background
Drawing Tools

Comments & Notes
Audios & Videos

Slide Transition
Animation Effects
Recording Narration
Rehearse Timings

Slide Show Set Up
Custom Shows

Action Buttons

Saving & Packaging
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