Word Lesson 4
Formatting  Text

Changing the font: 

Change the font of the following lines – type in the name of the font you used

This is Ariel font face 
This is Ariel font face 

This is Ariel font face 

This is Ariel font face 

This is Ariel font face 

This is Ariel font face 

This is Ariel font face 

This is Ariel font face 
Changing Font Attributes 

Attributes is a fancy name for how the font looks ie bold, underline italic or color. 
Make this line 6 points

Make this line 8 points

Make this line 10 points

Make this line 28 points

Make this text bold. 

Make this text italic

Underline this text

Double underline this text 

Make this text bold, italic and underlined

Make this text Red

Make this text Green

Change this text to purple 

Make this text any color you like! 

Changing Font Effects

On the home tab, go to the font group, and click on the arrow in the right corner to open the font dialog box. 

Make this text strikethrough 

Put a shadow on this line 

Make this text outline 

Make the 2’s in this formula superscript x2 + x2 

Make the 2 in this subscript  H20

Make this text embossed

Make this text engraved

Make this text any effect you would like from the font dialog box
Highlighting Text 
Highlight the word Highlight every time you see the word highlight in this sentence. 

Please highlight this sentence in green 

Highlight this line in any highlight color you like. 

Try removing the highlight from one of the lines above (hint select the text choose no color) 

Copying Formatting

Use the formatting painter to “copy” the heading style I used in this document 
“Paint” the formatting style on this line

I love the formatting painter and use it all the time  - copy the bold, underline, italic style from above and paint it over this sentence. 

Applying Quick Styles 

Use the Quick style to make this line of text a Heading 4 
Applying a Theme 

Under the Page Layout tab you will see “Themes” button. Change the theme of this document to Opulent. Roll over other themes to see what it does to the page! See how it changes all my headings??

Create a new Quick Style 

Sometimes the quick styles are not what you want. You can create your own style and then save it to quick styles to use in your document. 

Make this line Bold, Green size 16 font.  

Next highlight the line above (make sure you are on the home tab and click on the down arrow next to the quick styles) Click on Save as new quick style. Save the selection as a new style name it Nordonia Heading. 

Use the new quick style to make this line of text the new Nordonia Heading 

Sometimes you need to clear all the formatting. Click on the down arrow by the Styles and click on clear formatting for this line. 

Save this file as your name Lesson 4! And go to microtype! (put your name in the header too please! ) 
