This assignment will help you learn about formatting.  As you work through this assignment, you will need to do what the directions tell you.

1. Click on Blue question mark at right side of screen. 

2. Or press F1

3. Click the down arrow next to ‘Word Help’. Select Word help from your computer.

4. In the search box, you will type in a key word or phrase.  Then click the search button.

5. The results will show. You will usually select the first option. 
6. Follow the directions to make the changes.

For Example:   You will change the font on the words “Change the font” You will do this to show you know how to do the task.

Before you change the font  
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After you changed the font
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(Continue to the next page.)

Complete the following by using the Help feature.

	Words to type in Search
	Tasks you need to complete

	Font 
	Change the font size

	Bold 
	Make the text bold

	Underline 
	Underline text.  (both basic and decorative)

	Strikethrough
	Apply strikethrough formatting

	Superscript
	Make text superscript

	Subscript
	Make text subscript

	Border
	Decorate Documents or pictures with borders.  Add a border. (Use #2)

	Page border
	Add a border to a page 


7. Save the document.
