MS Word - Format Painter

Note: Considerable time is wasted in modifying the format of a document.  Especially when you want to set the margin, indenting etc. correctly.  Format painter is a very useful tool and saves lot of time.  For using the format painter, do the following:

Format painter is available in Standard Toolbar which is paintbrush icon next to paste button. 
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How to use this:

1. Take the cursor to the paragraph from where you want to copy the  format

2. Click the format painter button once

3. Select the text where you want to apply the format

4. Double click the format painter for applying the format to multiple location

5. Press Esc key to deactivate the format painter or click on the format painter icon once again.

