Lesson B4 – Worksheet #1

Altering Font Style and Size

 Create a title page for your computer portfolio.  A portfolio is a file or collection of your work.  The documents you create will be put together into a portfolio.

· Go to Microsoft Word.

2.  Type:   COMPUTER PORTFOLIO

                 Your name

                  Name of Class (i.e. ESL Level 2)

                  Date

3. Center it on the page. (Ask your instructor if you don’t know how to do this.)  Select the text you wish to alter by clicking and dragging the mouse over the words you wish to change. Change the font style and the font size using the buttons on the toolbar. Try different font styles and sizes until you find one you like.  It should look like similar to this:

                                                    

4. Use the print preview option on the file menu to view your document.

5. Use the file menu to print it.

6. Save it to a disk or hard drive.
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