Lesson 2: Font Formatting

Font Items
1. Click Format in the Menu Bar

2. Click Font

3. Choose Font: Tahoma

4. Choose Font Style: Bold

5. Choose Size: 16

6. Choose Underline: Single

7. Choose Color: Red

8. Press OK
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Icons: 

            Font

       Bold         Font Size 
  Underline    Font Color

Format Paragraph

1. Click Format

2. Click Paragraph

3. Choose Alignment: Centered

4. Choose Line Spacing: Doubled

5.  Click OK
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Icons:  
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