
TIPS for the HOME Toolbar 

 

 SAVE                  UNDO 

 

 

FONT – how the letters look on the page. 

FONT NAME     FONT SIZE 

 

BOLD     ITALIC     UNDERLINE             Highlight Font Color 

 

 

 

CUT 

COPY 

FORMAT PAINTER 



Formatting – How the text looks on the page. 

Use Bullet and Numbers for lists. 

           BULLETS              NUMBERS 

ALIGN-RIGHT  LINE SPACING 

                                 CENTER     ALIGN-LEFT  JUSTIFY    

 

TIPS for the INSERT Toolbar 

 

 CLIP ART 
Insert 

pictures 

and 

images 

stored in 

the 

computer 

or on the 

Internet. 

 

PICTURE 

Insert 

pictures 

stored in 

your file 

folder. 

 

HEADER 
Insert 

informati

on inside 

the top 

margin. 

 

FOOTER 

Insert 

informa

tion 

inside 

the 

bottom 

margin. 

 

PAGE 

NUMBER  

Insert page 

numbers into 

the header or 

the footer. 

 


