Creating Merit/Distinction styles
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1. Click styles

2. Click new style

3. Type name of new style 
a. MySubTitle (do tasks 4 & 5)

b. MyBodyText (do tasks 4 & 6)

c. MyList (do tasks 4 & 7)

4. Select Font (Style 1,2,3)

a. Name (e.g. Calibri)

b. Size (e.g. 32)

c. Colour (e.g. red)

d. Emphasis (e.g. bold, underline etc.)

5. Select Character Spacing (Style 1)

a. Adjust kerning (e.g. 2pt)
6. Select Paragraph (Style 2)
a. Set alignment (e.g. left, centre, right)
b. Set leading (line spacing between lines)

c. Set paragraph spacing (before and after paragraph)
7. Select Bullets and Numbering (style 3)

a. Set bullet character

b. Set bullet size

c. Set bullet indentation

8. Select Tabs (style 3)

a. Set stop positions (e.g. 0.25, 0.5, 0.75)

b. Set alignment

c. Set leader
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