Text Formatting

Fonts can be Serif
Use serif fonts to make the text quick and easy to read.  For example the text in a novel or newspaper columns are usually set in a serif font.  

Fonts can be Sans Serif
Sans Serif fonts are very clear but cannot be read as quickly as serif fonts.  For example, Serif fonts are used for instructions, road signs, and Internet based text.

Text can be Large!

Text can be Small!

Text can be Bold or Underlined or Italicised.

Colour is a great way of adding pizazz to a document that will be read on screen.

Underlining doesn't have to be boring!

Font Effects

Strike through Single

Strike through double

Small Caps

Outline

Shadow

[bookmark: _GoBack]The relief enhancements of embossed or engraved can be added to any other font effect or used on their own.

Position

Super script is very useful for measurements:  100m2

Sub script can be useful for chemical and other scientific symbols:  H20



Inserting Symbols

Can you find a Smiley Face?

Can you find a envelope?

Can you find a Telephone?

