B4.  Select Text and Alter Font Style, Size and Appearance


To be able to select text and use tool bar icons to change font style, size and apply underlining, boldfacing, and italicizing to text.
Lesson Duration: 1 – 2 hours

Pre-Instruction: 

Teach this lesson in conjunction with lessons B5 (Save a Document), B6 (View a Document Before Printing), and B7 (Print a Document from the File Menu).
Familiarity with selecting and highlighting; changing font style and size; and applying boldface, underlining and italicizing to a text.

Make copies of Handout, “Font, Size, Bold, Underline and Italics” (or copy on to a transparency). (optional)

Make copies of the document you want the learners to create.

Materials Needed: 

Computer for each learner.

Copies of Handout - “Font, Size, Bold, Underline and Italics” (or transparency). (optional)

Copies of documents you wish the learners to create.

Learning Objective: 

Learner will be able to select or highlight text and alter its appearance using the toolbar icons for font, size, bold, italics and underline.

Presentation/Procedure:

· Font style and size:

· Explain/demonstrate how to use the font and size icons on the tool bar on a demonstration computer.  Point out where on the toolbar the icons are located.  (As an option you can display a copy of the Handout  – Font, Size, Bold, Underline and Italics on an overhead or LCD projector).

· Explain that the text will not change unless it is selected (highlighted) first.  Have learners practice selecting the text.  Make sure to warn them that if they hit the backspace key their highlighted text will disappear.  (This is a good opportunity to introduce the undo icon.)

· Demonstrate changing font and size.  Explain the larger the number, the bigger the letters.
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· Interim Section Practice:

· Have learners go to Microsoft Word and type a document of your choosing from one of the options below:

-  Option 1: Computer Portfolio Title Page (see Worksheet #1 – “Altering Font Style and Size”.)  Use this as the title page for a collection of the learner’s computer documents.

-  Option 2: Use the quotations from Lesson B3 – Worksheet #1 – “Create a Simple Text Document”. If the learners saved this document, they can retrieve it and alter it.

-  Option 3: Another document of your choice. (See Lesson B3 for ideas).

· Allow learners to “play” with their text, altering the appearance until they find a style and size they like. (Use the print preview to see how the final copy will look.)

· Have the learners print the document and save it to a disk or hard drive before continuing with the Bold, Underline and Italics section.

· Bold, Underline and Italics

· Explain/demonstrate bold, italicize and underline, using the demonstration computer (or Handout on an overhead or LCD projector).  Show them where the  buttons are on the toolbar.

· Emphasize that the text will not change unless it is selected first. 

· Demonstrate how to make text bold, underlined and italicized.
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· Interim Section Practice

· Have learners go to Microsoft Word and type their names.

· Give the learners time to practice using bold, underline and italics by making changes to their names before continuing to the practice session.

Practice:

· Using Worksheet #2  - Practicing with Font, Size, Bold, Underline and Italics” (or any other document chosen by the instructor) have the learners type the information as directed. (They already should have their names on the sheet.)  Then have them follow the directions for changing the text they have already typed.

· Supplemental - Worksheet #3 “Practicing with Size, Bold, Italics and Underlining”

· Have learners go to Microsoft Word and type the top part of Worksheet #3.

· Have learners go back to the story and make the changes outlined on the worksheet.  Make sure they understand they are to change the text they already typed. 

· If they have time they can add their own sentences to the story.

· When they are finished they may print it and add to their computer portfolio.

Evaluation: 

Have each learner change the appearance of text by using the icons for font, size, bold, underline and italics without help from the instructor or use of handouts.  

Closure:

Review the icons for altering the font style, size, and appearance of text.  Discuss observations made while learners were preparing their documents.

Vocabulary:

(See Glossary for definitions)  

highlight, select, font, size, bold, italics, italicize, underline, toolbar, icon
Resources:

Teknimedia Corporation.  PC-100 – Mouse, (Lessons 16 & 17); PC 140, (Lessons 15 & 16) Bethesda:  Teknimedia Computer Literacy Series, 2000-2001  www.teknimedia.com
Instructor Comments:

· Teach this lesson in conjunction with Lessons B5 (Save a Document), B6 (View a Document Before Printing), and B7 (Print a Document from the File Menu).

· The documents presented here are suggestions.  Any document the instructor wishes to use can be adapted to these lessons. 

· Many learners may know where the font, bold etc. buttons are on the toolbar but they forget to select the text first.  This needs to be emphasized and practiced.  For learners who have a hard time clicking and dragging, they can use an alternate method of selecting a text.  To select a word, double click in the middle of the word; to select a paragraph, triple click. 

· Depending on the learners, you can move through these lessons faster than I have outlined here.  For learners with computer experience you can present font, size, bold etc. at the same time instead of breaking it down into two parts.  The worksheets can also be adapted to beginning or advanced students.  Some learners may work through all three quickly, while others may only do one or two (or parts of them). 

· When using different fonts, etc. the fancier the better.  You can add page borders (go to format, then borders and shading, then page borders).  The learners become very excited when they see all the different possibilities. 

· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Font, Size, Bold, Underline and Italics for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

Instructor Reflections: 
