Formatting Text in Microsoft Word

Click on ‘Format’ in the above toolbar and answer the following questions.

1. In what ways can you change the font? Provide five examples.

2. In what ways can you change the paragraph? Provide five examples. 

3. What sort of ‘list features’ are there? 

4. How do you add borders to the text?

5. What does the ‘Columns’ tool allow you to do?

6. How do you change the background colour?
7. Click on ‘Insert’ in the toolbar. What sort of symbols can be inserted into the text? Provide five examples.
8. What sort of pictures/graphics can be added to text? How is this done?
