Lesson B4 – Handout

FONT, SIZE, BOLD, UNDERLINE AND ITALICS

Toolbar – The toolbar runs across the top of your computer screen. It contains “tools” for helping you create a document.

Select – To select a text, bring the cursor to one side of the text, then click and drag the mouse over the part you want to select.  When it is selected the letters will be white on a black background.

Font – the font is the style of writing.  You can change the font by selecting the text (words) and then clicking on the tool bar.  There are many different fonts or styles of writing.

Size-  You can also change the size of the letters. Select the text (words) and then click on the toolbar.  You can make your words big, bigger or very big. Or you can make them very small.  

Bold – To make your letters darker, select the text (words) and then click on the B on the tool bar.  The bold function is on when there is a blue box around the B. To turn it off, click on the B again.     
Italics – To italicize your letters, select the text (words) and then click on the I on the toolbar. The italics function is on when there is a blue box around the I.  To turn it off, click on the I again.

Underline – To underline your letters, select the text (words) and then click on the U on the toolbar. The underline function is on when there is a blue box around the U. To turn it off, click on the U again.
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