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Lesson Objectives

B Computer Objectives: B Language Objectives:

A Save afile A Describe saving and naming

A Name a file files

A Format and align text in A Describe how to format and

various ways align text

A Add bullets to a list A Tell a partner how to
perform tasks learned in this
lesson

LABY RINTI
LEABRNING®



Concept 5.1
Highlighting Text

B To change the format of text, you must highlight it first

IR IHROEUELGDERGER L E R VACr Ml T makes my work ook better.
Formatting also makes my words more interesting and easy to read. | can
show which words are important.

Highlighted text has a
! blue background.
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Concept 5.1
Highlighting Text
B To highlight text, drag the mouse

Click to the right of the text
you want to highlight

It is fun to change the format of g text. It makes my work look better.
Formatting also makes my s more interesting and easy to read. I can show

/?\ which words are important.

Itis fun to change the format of my text. It makes my work look better.
Formatting also makes my words more interesting and easy to read. | can
show which words are important

The text is highlighted
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Concept 5.2
Formatting Text

B Format text to make it look better

One way of formatting is

Font Examples
P W' {0 change the text font.

Times New Roman  This
size Is 24 pt.

Arial Black This
size Is 32 pt.

French fa/ﬁt [t size s 718 /f,

Fapgrus T his size is 20 pt.
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Concept 5.2
Formatting Text

B You can also change the font style

Fonk:
Anial St
F— ~ | [ETT
Anal Black [talic
O Aiial Nammow Bold
{} Blackadder ITC Bold ltalic 14
() Book Antiqua 16
() Bookman Old Style 18
O Bookshelf Syrmbal 7 ¥ | | 20 ™|
Effects Sample
[] Strikeout ;
Undaﬂin& ﬁﬂbﬁi}f_l
Calor: _
B G lack v Seript _
Westemn W |
Thiz iz an OpenType font. This same font will be used on both your
printer and your screen.

WordPad’s Font dialog box
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Concept 5.2
Formatting Text

B WordPad’s Font dialogue box

| Fant style:
Arial Reqular

Font Style box

Font box EEMF
) Arial Black Italic

B Arial Marow Beld
() Blackadder ITC Bold [takc

() Book Antiqua
() Bookman Old Style
' () Bookshelf Symbol

Sample

[[] Strikeout

Scroll AaBbYyZz
arrow ke \
Color:
I Black v |  Seript
‘W’estgrn

This iz an OpenType font. This same font will be used on both your
prirter arnd pour screen.

W

Size box

—~Sample box
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Concept 5.3

Adding Bullets

=] Use the Bullets button on the toolbar

to add bullets to make text look more like a list

Days of the Week Days of the Week
Sunday & Sunday
Monday # Monday
Tuesday @ Tuesday
Wednesday # Wednesday
Thursday & Thursday
Friday & Friday
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Concept 54

Changing the Alignment

B Choose the text alignment by choosing an alignment
button on the toolbar

Center
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Concept 5.5

Saving Your Work
B Save your work to a USB drive

A SO0 you can move your work from one computer to
another
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Concept 5.5

Saving Your Work

B Your work on the computer Is saved in a package
called a “file”

The process of creating a

" file is called saving.

A You must give each file a name

Filenames

Py

@ =) I!._e:;lsun Er. Ik @& Lle-tter tula FrlenFI |

E =4 Skill Builder 5.2 ]@ =4 To Do List

Ilcons for [ = 1e =k
files ;! '] Map to My House
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Concept 5.5

Saving Your Work

B Use the File » Save As B Click the Save button on the
command toolbar

Edit View Insg Document - WordPad
New... File Edit View Insert Format Help
Open... @ 4 B B
Save " -
Save As... S | | Westem
1 1 s | %

Lesson 3 -- Using Programs

Program ¥Window Features

F& He_lp, press F1
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Concept 5.5

Saving your Work
B Chose where to save your file

3

Save As

Saveire | [ Deskaop w * M-
% My Recent Documants
A [ Deskiop
H-—th-:] L) My Documents
v Pecent W My Computer
Diocimments j-u 3% Flopew (]
— (= Local Dek [C:)
U & OVD/CD-RW Diive [D:)
Deskion - £ [E
] ) Outiock Messages
E.! ) Speling Piactice

My Comguier
‘% File name: Lesson 5 b Save
Rich Test Foernat [RTF) s

My Netwerkk  Save a3 type:

Save your file with a name you will
remember later
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