Lesson Four 

Size and Style

Watch your teacher demsonstrate how you can easily change the size and style of your work with a word processor. 

[image: image1.wmf]Before you begin, find the Font menu, Font size tool, the Bold and Italic Buttons near the top of your window. You will click on these to change text.


Instructions:

1. Read the announcement about the computer classroom below. Learn new vocabulary.

2. Use your mouse to highlight all of the text. Drag diagonally across the text.

3. Click on the Font menu. Select Times. Watch the letters change.

4. Click on the Size menu. Select 12. Watch the letters change.

5. Now click off the text so that the highlighting disappears.

6. Double click on the word, Announcement. This will select it.

7. Click on the Bold  button. 

8. Open the Size menu. Select 18. Click off the word: 

Announcement.

9.  Choose one sentence in the announcement that you think is the most important. Use the mouse to select the sentence. Click on the Italic button. Click off the sentence.

10. Save your work. Print page two.

Name:

Date: 

Lesson Four

Announcement

1.  Students will not bring drinks or food into the computer classroom.

2.  Students will save their work often.

3.  Students will save their work on floppy disks.

4.  Students will not listen to individual cassette or cd players during class.

5. Students will learn by helping other students and finishing some team projects in class.

6. Cell phones will be turned off during class every day. (Talk to your teacher if you have a personal or medical emergency.)

6.  On the last Friday of each month, students may use the Interent and email for personal projects.

Thank you for your cooperation!
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