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Learning Outcomes

e Make text italic, bold, or underlined.
When formatting a document, you may need to emphasize or distinguish words. You can do this

with bold, jtalics, underline, or all three.

To bold, italicize, or underline, select the text you want to change. Then, select the Bold, Italics,
or Underline button in the Home tab as shown below.

Document] - Word Sign in &=

Design Layout References Mailings Review View Q Tell me ,f:-.";_ Share E

LT =S -1 - == -
D Bz (B I U ke x, x* A = AaBbCcDe AaBbCcDe AaBbhC .

Pavste B N o-Aa- A A q TMormal | TMNo Spac.. Heading 1 Edn-:mg

Clipboard Font P P Styles = A

To: All Employees

From: Sierra Rowan, Store Manager
Date: September 1, 2019

Subject: New Shelves

Some of you may have noticed in recent weeks that the shelves in the home goods section are
beginning to sag. We will be replacing those shelves with new, reinforced metal shelves starting next
week. The shelves will be replaced 1:00—4:00 a.m., during our least busy hours. Several aisles will be off-
limits to customers during that time as a safety precaution.

The following aisles will be affected:

s Kitchen appliances

s Kitchen & dining furniture
s Kitchen storage

» Home goods clearance

Please direct customers looking for items in the affected aizles to the Outdoor Furniture and Patio
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You can also select the text, then use a shortcut:

Bold Ctrl+B (Command+B for Macs)
Italics Ctrl+] (Command+| for Macs)
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lUnderline [Ctrl+U (Command+U for Macs)

Applying the formatting twice removes the formatting. For example, selecting bolded text and
then clicking the Bold button will remove the bold formatting.

Practice Questions

Which of the following shorteur commands underlines text?

() QiU

See this interactive in the course material.

How do you remove bold formanting from a word?

(3 Click the “Remove Formatting™ button

See this interactive in the course material.
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