October 14th- Lesson 18 and 19 Notes

1) Font Effects- Enhancing and Emphasizing Text. To select different font effects you need to go to the font dialog box and select the effects. One example is to do exponents with 23 you need to select superscripts.
2) Color Swatch-  I like red colors!!!
3) Format Painter- Home tab/Clipboard Group.

4) Text highlighting- Highlight the text 
Voyager Travel Adventure™
5) Symbols- Insert tab- More Symbols, Character Code is the number you need to change for the symbol.
This is an example of an left indented paragraph that has the first line hanging. You need to have two lines for a paragraph.
October 15th- Lesson 20 and 21 Notes- Lesson 20
Topic Terms - Objective THIS IS NOT TAB
· Different Types of Indents (page 134)- Left, Right, Double, First, Hanging
a. You must have highlighted the paragraph that you want to change!
b. LEFT- Home tab/Paragraph Dialog Box/Choose the left indentation.

c. RIGHT- Home tab/Paragraph Dialog Box/Choose the right indentation.

d. DOUBLE means you have the left and the right indented at the same time.

e. FIRST- You have the first line indented. Same as above but you have to go to Special.
f. HANGING- You have all the other lines indented but not the first!!
g. Setting Indent using the options- Go to the Home tab, and the paragraph dialog box.
h. Setting indent using the ruler- Go to the ruler and move the right or left indent to the position you want.
  In Exercise 20 they have the LEADING- It is the Line Spacing measured in points.
Lesson 21
· Bullets- To insert the bullet you go to the paragraph group. 

· Two bullets on the same line 
••    The bullet is default or your choose to change it. To change it choose from the library or define new bullet. When you define the bullet the changes you can make are the level, font size, and the color, 

· To change the level you can use decrease/increase indent.

· To get the text away from the bullet what do you do? You right click on the bullet.
· Number List- 

1) Adjust the text- To get the text away from the bullet what do you do? You right click on the

2) Bullets- To insert the bullet you go to the paragraph group. 

3) Change the Level- To change the level you can use decrease/increase indent.

4) Same Line Bullets- Two bullets on the same line 
••    The bullet is default or your choose to change it. To change it choose from the library or define new bullet. When you define the bullet the changes you can make are the level, font size, and the color, 

· Numbered List

