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Microsoft Office Productivity Suite
Lesson: April 8th

Learning Target:
Students will learn how to format the font, size and color of
text in Microsoft Word and Google Docs
Let’s Get Started:
If you are using a computer with Microsoft Office,
click here (Go to slide 2)
If you are using a computer without Microsoft Office,
click here (Go to slide 12)
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Formatting Text with
Microsoft Office Word

Watch Video: Click Here



https://youtu.be/ViGf0RKbCyA
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Introduction

Formatted text can draw reader’s attention to specific parts of a document and emphasize
important information. In Word, you have several options for adjusting text, including font, size
and color. You can also adjust alignment of the text to change how it is displayed on the page
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Practice: Change the Font Size
1.. Select the text you want to modify _;:*5?.'{5 '

2. On the Home tab, click the Font Size drop-down arrow. Select a font size from the menu. If the
font size you need is not available in the menu, you can clickthe Font Size box and type the
desired size, then press Enter

For Rent

s 1488 Villa Pifia Way #201

3. The font size will change in the document . 2 bed 1.5 batn 900

$1,550 per month
Spanish-style condo in great location
Won’t last! Available June 1
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By default, the font of each new document is set
to Calibri. However, Word provides many other
fonts you can use to customize text.

1. Select the text you want to modify
O it Oeion oo eerences  Moiigs Rovew v

For Rent

1488 Villa Pifia Way #201
2 bed 1.5 bath 900ft*

Spanish-style condo in great location
Won't last! Available June 1

2. On the Home tab, click the drop-down
arrow next to the Font box. A menu of the
font styles will appear.

Practice: Change the font

3. Select the font style you want to use.

- 3 - -—
‘]: TCERMIGER 72 - A" A Aa- A =
paste - O Sitka Small <
) O Sitka Subheading
Cliphoard

3 . O sitka Text

O Srep ITE

O SIENCIL

O Sylfzen

O Symbol APXSEII "I
O Tahoma

O Tempus @ans ITC

O Times New Roman

O Trebuchet MS

O Tw Cen MAT

O Tw Cen T Condensed

O Tw Cen MT Condensed Extra Bold
O Verdana

4. The font will change in the document
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Practice: Change the Font Color
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1. Select the text you want to modify 3. Select the Font color you want to use. The
[ i font color will change in the document
(.i.mw:? e r‘m s n: ‘ h';u" Home Insert Design Layout References Mailings Review Vi
q '"',]li TwCenMTCc-|12 ~| A A | Ra~ |8 |i=-i=-t- == 8| &
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1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft <
$1,550 per month .
i T T

Spanish-style condo in great location

: Standard Colors
. | ] | 'mEEER
2. Onthe Home tab, click the Font Color j © More Coloss.
- [d Gredient ’
FO r R Vil

drop-down arrow. The Font Color menu
appears

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft2

$1,550 per month
Spanish-style condo in great location

Won't last! Available June 1
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Practice: use the Bold, Italic and Underline

Commands:

Select the text you want to modify

On the Home tab, click the Bold (B), Italic
(1), or Underline (U) command in the Font
group. In this example, we click Bold

N —

File Home Insert Design Layout Rd
“ - -
—L] ‘x TwCenMTCe~172 -~ A" A Aa- A
tR
Paste v AW, .
"' v BT U-~-axx x* A~ A

Clipboard % Font

3. The selected text will be modified in the
document.

Insert Design Layout References Mailings

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1
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Practice: Change Text Case

P

When you need to quickly change text case, you can
use the Change Case command instead of deleting and
retyping text

—

Select the text you want to modify

2. On the Home tab, click the Change Case
command in the Font group

3. Adrop-down menu will appear. Select the desired

case option from the menu

Home Insert Design Layout References M

e, ¥ N s .
B O TwCenMTCc~|72 ~|A" A B> B = -i=-5
| By

Paste > B I U -abex, x° A- Sentence case

% | rcase

Clipboard nt
UPPERCASE

" | SCRN IR RZ 1 % ) 16 3
Capitalize Each Wor

tOGGLE cASE

4. The text case will be changed in the
document

Home Insert Design Layout References Mailings
== . v X o T o .
: TwCenMTCc~|72 ~| A A Aa- | B S-i=.'=. &

P, & ——— 1} =
oste o BT U-axx,x A-¥-A- = ="

Clipboard 7 Font & Paragraph

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1
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To Highlight Text

e Select the text you want to highlight. From the Home tab, click the Text Highlight Color
drop-down arrow. The Highlight Color menu appears.

e Select the desired highlight color. The selected text will then be highlighted in the document.
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Change Text Alignment

By default, Word aligns text to the left margin
in new documents. However, there may be
times when you want to adjust text alignment
to the center or right.

1. Select the text you want to modify

2. Onthe Home tab, select one of the four
alignment options from the Paragraph
group. In our example, we've selected
Center Alignment.

Layout References Mailings Review

Clipboard % Font e Paragraph

3. The text will be realigned in the document.

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?
$1,550 per month
Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)
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CHALLENGE!

919-555-7237

Open a blank word document

Place your insertion point at the beginning of the document and type For Rent
Use your mouse to select the text

Change the font size to 48 pt

Change the font to Franklin Gothic Demi

Use the Change Case command to change the text to UPPERCASE

Change the color of the text to Gold, Accent 4

Press Enter

Type the phone number (919-555-7237)

Use your mouse to select the phone number

Change the font size to 24 and change the font color to Black, Text 1

Add a yellow highlight to the phone number text

Use your mouse to select all of the text (For Rent and the phone number) and Center Align the text
Bold the text

When you are done, your document should look like the one above

—
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Text Basics with Google
Docs

Watch Video: Formatting Text



https://edu.gcfglobal.org/en/googledocuments/formatting-text-and-adding-hyperlinks/1/
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Introduction

Formatted text can draw reader’s attention to specific parts of a document and emphasize
important information. In Google Docs, you have several options for adjusting text, including font,
size and color. You can also adjust alignment of the text to change how it is displayed on the

page
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Practice: Change the Font Size

1. Select the text you want to modify 3. Select the font size you want to use. In our
. example, we'll change the font size to 24 to
i make it larger.

Spanish-style condo in great location

Won't last! Available June 1
[z |

Contact Claire Vasquez @ (double-check cell #)

8
. . 9
2. Click the Font size box from the toolbar. 10
A drop-down menu of font sizes appears. g
12
14
ble Add-ons Help All changes saved in Drve 5
Robote - [ |- B Z U A- ¢ 2
= ['} s >y 30 @
8 3
9 [l ]
o 4. The text will change to the new font size
1
12

1y #201 14
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Practice: Change the font

1. Select the text you want to modify i

2 bed 1.5 bath 900ft*

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

2. Click the Font box from the toolbar. A drop-down menu of fonts appears. The name of each font
has been formatted to look like the style it describes.

Calibri . 14 - B I u

v’ Calibri

Proxima Nova

3. Select the font you want to use. In our example, we'll select the Roboto font. i
4. The selected text will change to the new font Peesmimat Mnesse |

Playfair Display
Proxima Nova
Roboto

Roboto Condensed
Roboto Mono

Times New Roman

Tembiiabad bar
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Practice: Change the Font Color

1. Select the text you want to modify

For Rent
1488 Villa Pina Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez|@ (double-check cell #)

2. Click the Text color box from the toolbar.

A drop-down menu of text colors
appears. o s

A- co @ =
e

3. Select the box of the text color you want to
use. In our example, we'll choose blue.

It
1]
i

Text Highlight

EEE
HEE B B

Custom

4. The text will change to the new color
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- Practice: use the Bold, Italic and Underline
Commands:

1. Select the text you want to modify

2. Click the bold (B), italic (/), or underline (U) button from the shortcut toolbar.

ible Add-ons Help All changes saved)

Roboto Co... ~ 20 - B 7 U A- co &
—

=
3 Bold (Ctri+B)

ABOUT VILLA PINA
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When you need to quickly change text case, you can
use the Change Case command instead of deleting and
retyping text

UPPERCASE
1.  Select the text you want to modify
2. On your tool bar, click Format PA T T00% - Nomalted - Al
3. Adrop-down menu will appear. Select the Text ‘ =z
4.  Another drop-down menu will appear. Select
Capitalization
a File Edit View Insert Format Tools Add-ons Help All changes saved in Drive 8 = “
S~ E AP0 Text > B Bold g PEAB- EEEE 12 E-E-EE X 7 RORRENE
Paragraphistyles ¥ I alic ctri+l S >
Aligsindent > U Underline ctrivy
1= > 5 Stikethrough  AltsShifts5
e PR ool

Practice: Change Text Case

X Clear formatting

4. The text case will be changed in the
document. In this example we chose
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To Highlight Text

e Select the text you want to highlight. From the menu bar, click the Text Highlight Color button.
The Highlight Color menu appears.

&&&&&

cccccc

e Select the desired highlight color. The selected text will then be highlighted in the document.

RRRRRRR
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Change Text Alignment

By default, Word aligns text to the left margin 3. The text will be realigned in the document.
in new documents. However, there may be

times when you want to adjust text alignment

to the center, right or justified.

: For Rent
1. Select the text you want to modify 1488 Villa Pifia Way #2071
2. Click the desired alignment button on ‘
2 bed 1.5 bath 900ft*
the menu bar. For thlS example’ We’Ve 2;:;?3\‘-):(;;:22:;0 in great location
selected Center Alignment Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)
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Open a blank Google document

Place your insertion point at the beginning of the document and type For Rent
Use your mouse to select the text

Change the font size to 48 pt

Change the font to Georgia

Format text to UPPERCASE

Change the color of the text to Yellow

Press Enter

Type the phone number (919-555-7237)

Use your mouse to select the phone number

Change the font size to 24 and change the font color to Black

Add a yellow highlight to the phone number text

Use your mouse to select all of the text (For Rent and the phone number) and Center Align the text
Bold the text

When you are done, your document should look like the one above



