Microsoft Word Basics




at Text

ext alighments
ne and paragraph spacing
with fonts




FORMAT TEXT

atting allows you to change the
arance of a paragraph or characte
ling letters, numbers, and symbols

matting characters, you can emp



FORMATTING INCLUDES

lighments
Ind paragraph spacing

styles
olors




APPLYING FORMATTING
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FORMATTING BUTTONS
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SET TEXT ALIGNMENTS
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EXT ALIGNMENT SHORTCUTS
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LINE SPACING
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LINE SPACING SHORTCUTS
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TYPES OF FONTS
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FONT SIZE
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FONT STYLE
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FONT EFFECTS
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SUPERSCRIPTS & SUBSCRIPTS
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SYMBOLS
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HOW TO INSERT SYMBOLS
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FORMAT PAINTER
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HIGHLIGHT TEXT
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CHANGE CASE
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CHANGE CASE SHORTCUTS
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CHANGE CHARACTER SPACING
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SPACING OPTIONS
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