Formatting Text

Instructions:

[image: image1.wmf]Copy and paste the sentences below into a new Word document.  Once you have copied the text, format it by completing the commands contained within each sentence.

For example if the sentence reads “Times New Roman with point size 12”.  You would highlight the sentence, change the font to Times New Roman and change the point size of the font to 12.

This is Times New Roman with point size 12, with text typed in by [insert your name].

This is Arial, point size 10 in italics.

This is Times New Roman, point size 18, in bold.

This font is called Playbill.  It has been put into italics and changed to size 14.

This is Britannic Bold and this whole sentence has been underlined.

This is Arial, point size 12 in italics with just the name of the font underlined.

This paragraph has been keyed in using the Mistral font, size 12.  The name of the font has been put into bold to make it stand out.  This paragraph is left justified.

This sentence is in Algerian, size 10 and has been centred.

This sentence is Arial, size 12, bold and has been right justified.

This sentence is in Times New Roman, size 10 and italics - it is centred.

This font is Century Gothic, point size 14.  This paragraph should be left justified and the name of the font should be underlined.

This font is called Playbill.  The name of the font has been put into bold to make it stand out.  The point size has been changed to size 20 and the finished paragraph has been fully justified.

Within this paragraph the font should be changed to Stencil.  The point size should be 12.  The paragraph should be fully justified and every word beginning with T should be underlined and put into italics.

