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Adding & Formatting Text

» Adding Text

Adding text means inserting written content into a document,
webpage, or presentation.

Ways to add text:

* Typing directly using keyboard

* Copy & paste from another source
* Importing text files



» Formatting Text

Formatting improves the appearance and readability of text.
4 Common Text Formatting Options:

1. Font Style — e.g., Arial, Times New Roman

. Font Size — Adjust text size

. Bold / Italic / Underline — Highlight important content

. Text Color — Change color of text

. Alignment — Left, Right, Center, Justify

. Line Spacing — Space between lines

. Paragraph Spacing — Space between paragraphs
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. Lists — Bulleted or Numbered lists

4 Advanced Formatting:

* Text Effects (Shadow, Glow)

* Case Change (UPPERCASE, lowercase)
* Indentation

e Columns
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Adding & Formatting Images

» Adding Images

* Images make content visually appealing.
Ways to add images:

* Upload from device

* Insert from online sources

* Drag & drop



» Formatting Images

4 Basic Options:

* Resize — Adjust width & height
* Crop — Remove unwanted parts
* Rotate/Flip

* Positioning — Inline, Wrap text
4 Advanced Options:

* Brightness & Contrast

* Filters & Effects

* Borders & Shadows

* Transparency
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Adding & Formatting Videos

» Adding Videos

* Videos enhance understanding by combining visuals and audio.
Ways to add videos:

e Upload from computer

* Embed from platforms (e.g., YouTube)

* Insert via link



» Formatting Videos

4 Common Options:

* Resize video frame

* Playback controls (Play, Pause)
e Autoplay settings

e Volume control

4 Advanced Options:

* Trim video

* Add captions/subtitles

* Poster image (thumbnail)

* Alignment & positioning
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Conclusion (foTsat)

Adding and formatting text, images, and videos helps create attractive,
clear, and professional documents or presentations.
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