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Total Lec/Lab Hours
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To add up the hours on the right-hand side of the table automatically, press Control-A to select the entire document, then F9 to update the fields.





If you would like to create your own arrows, press Ctrl-Alt-[Down Arrow].  The arrow created will be the same size as the surrounding font.





Click on the appropriate symbol on the extra toolbar to insert the appropriate item.  (The last two simply type the words CAMPUS or OFFICE.)





As always, Ctrl-X cuts, Ctrl-C copies, and Ctrl-V pastes.





