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Questions:

. What is the purpose of the Mini Toolbar, and how can it be used for text
formatting?

Answer: The Mini Toolbar appears automatically when selecting text and
contains common text formatting commands. To use it, select the desired text
and click the formatting command on the Mini Toolbar. Clicking outside the
Mini Toolbar closes it (Figure 138).

. Explain the functionality of the Launcher (Dialog Expanders) buttons.
Where are they usually displayed, and what options do they open?
Answer: Launcher buttons, usually located in the bottom right corner of some
groups (Figure 137), open a series of options either in a Task pane (such as the
Clipboard) or a Dialog window, like the Font group (Figure 137).

. Describe the combination command illustrated in Figure 136. What
happens when you click on the simple button vs. the drop-down menu
arrow for commands like Underline?

Answer: A combination command, such as Underline (Figure 136), has two
buttons. Clicking the simple button uses the default value, while clicking the
drop-down menu arrow provides multiple options to choose from.

. What is the primary function of the Quick Access Toolbar, and which
default buttons does it include?

Answer: The Quick Access Toolbar (Figure 139) provides easy access to
frequently used commands. It includes default buttons like Save, Undo,
Redo/Repeat, and Quick Print. Users can customize it by adding or removing
commands based on their preferences.
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