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TEXT FORMATTING

Text formatting refers to changing the appearance of text to make it more readable, attractive, and organized.
< Common Text Formatting Options:

= Font Style — Change font type (e.g.,Arial, Times New Roman)

= Font Size — Increase or decrease text size

=  Bold (B) — Makes text darker — important points

= |talic (I) — Slanted text — emphasis

= Underline (U) — Line under text

= Font Color — Change text color

= Highlighting — Background color for text

@ Purpose:

= Improves readability

= Highlights key information

= Makes documents visually appealing
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PARAGRAPH FORMATTING

Paragraph formatting controls how text is arranged in a paragraph.

Key Features:

. Alignment
. Left
. Center
. Right
. Justify

. Line Spacing — Space between lines (1.0, 1.5, 2.0)

= Indentation
. First line indent
. Hanging indent

= Spacing Before/After Paragraph

= Tabs

@ Purpose:

= Makes text well-structured
= Improves readability

= Gives professional look



WETF BT SFEe & REATE FF FIRAT I T Farad &

¢ &g fadvar:
=  TARAAC (Alignment)
= S0 (Left)
= %g (Center)
= GIT (Right)
= SCHS (Justify)

= A WA & d gl
= E3TAA - WENH I YIIA H TIE
= NEE VAT - Tgel/ag H gl

T

@© 3537

= CHEC P HARYT FeATelT
= oo H giaem

= TR ofeh el



BULLETS & NUMBERING

Bullets and numbering are used to organize lists clearly.
Types:

= Bullets (*) — Used for unordered lists

= Numbering (I, 2, 3) — Used for ordered lists

= Multilevel Lists — Sub-points within main points

# Example:

Bullets:

= Apple

= Banana

= Mango



Numbering:

= Step one

= Step two

= Step three

@ Purpose:

= Organizes information

m  Makes content easy to scan

= |mproves clarity
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FINAL SUMMARY (F&19)
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