
Word Processing Formatting 

 

 

One of the advantages of a word processing program is the ability to 

easily change the way the document appears.  Changing the way a 

document appears is called FORMATTING.  There are many 

formatting commands. We will learn some of the more common 

formatting commands. 

 

The way a computer (typewriter) presents letters is called the font.  

You format the font in different ways.  Have you ever noticed that 

they look of the letters may change from word to word?  The look of the 

letters is called the font face.  You may also change the size of the 

letters.  The size is usually measured in what is called points or pt. for 

short.  The larger the point number, the bigger the text.  Common 

sizes include 10 pt and 12 pt.  This paper is being presented in 14 pt.   

 

Other font formatting can include underline, bold and Italics.  You 

cannot type the underline key (next to the equals sign) and type a 

letter at the same time. Instead you use the underline format.  This 

allows letters to be underlined as you type.  There are different types 

of underline such as word only underline; a solid line underline; you can 

even change the line.  Bold means to make the font darker like this: 

Bold. Italics is slanting the font like this: Italics. 

 

To find the font formatting options, click the home tab and look on 

the Home Ribbon.  You will see a box 

that says font. See the arrow in the 

bottom right corner?  Click on the arrow 

to get more font formatting options in 

the font DIALOG BOX.  A dialog box is 

a window that allows us to tell the 

computer the different choices we want 



to make.  In the font dialog box, we can make many choices about the 

font formatting. We can also see an example of our font in the 

preview window. 

 

 

Before attempting any formatting, you need to tell the computer what 

you want to change.  You do this by HIGLIGHTING the text.  This 

means you click your mouse at the beginning of the text; click and 

hold down the mouse as you drag to the end of the text. When you do 

this this, the text will be outlined in a gray background. There are 

other ways to highlight.  You can click at the beginning of the text, 

hold down the shift key and use the arrows on your keyboard to select 

your text.  If you want to select everything, use ALT + E and then 

press the L key (don’t use uppercase).   Now you are ready to format! 

 

REMINDER!!!! 

When anything is selected or highlighted, your next action will affect 

the selected or highlighted area!  BE CAREFUL or you will need to use 

the UNDO key! 


