MS Office
:  Formatting Text

1. With the mouse, click and hold, then drag over the text to highlight it.

2. Use the formatting toolbar to change the text.
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Italics





Font size.





Bold





Change the font.





Change the style.





Underline





Align left





Center





Align right





Justify





Numbered list





Bullets





Decrease indent





Increase indent





Borders





Font color








� MS Office includes Word, PowerPoint, Outlook, Excel, Access, & Publisher.  The procedures for all of them are the same.





