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HEADER 

 Subject: Computer Studies 

Term 4 

Week:  3   Lesson Number: 7 

Unit: Ms Publisher  

Topic 3:  Working with Text, Text Boxes; Styling 

Sub Topic: Formatting Text 

Learning Outcomes: 

1. Describe what formatting text is and how it can be used in both personal and professional settings. 

2. Demonstrate working with text styles 

 

 

Introduction: 

The following resource contains Lesson Notes and a Practice Exercise for yourWeek1LESSON1-4   

Instructions: 

1. In your exercise book, copy the HEADER. 

2. Go through your Lesson Notes and attempt the Practice Exercise 1-4 in your exercise book. 

3. Make sure your hand writing is neat and legible. 

 

Lesson Notes: 

Publisher 2013 includes various typography commands that are designed to help you work with  your text. 

Although publishers developers have displayed this as a significant feature, it’s important to note that many 

of these effects only work with a similar number of fonts, such as Calibri, Cambria, and Gabriola still if 

you are using these fonts the typography commands can enhance  the appearance of your text. Typography 

commands can be found in the Text Box Tools tab. To apply any command, simply select your text, then 

click the desired command .Certain commands like Stylistic Sets, will include a dropdown list of choices. 

                       

               

 

There are six Publisher typography commands; 

➢ Drop Cap; enlarges the first letter of the selected text 
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➢ Number Style; It lets you choose between four different styles for number spacing and alignment. 

   

 

 

 

 

➢ Ligatures; It connects certain combinations of letters to make them easier to read 

    

 

 

 

 

 

➢ Stylistic Sets; it lets you choose between various different additions  for your fonts, usually in the form of 

exaggerated serifs or flourishes. 

      

 

 

 

➢ Swash; it embellishes Capital Letters  
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➢ Stylistics Alternates; It offers alternate versions of specific letters such as “g” 

  

 

 

 

                                                        PRACTICE ACTIVITY 6 

                                                               CHALLENGE!! 

o OPEN   an existing Publication. 

o Create a Text Box and  Add Text 

o Change the text box fit settings to see the effect on your text. 

o Connect  an existing text box to a new one 

o Manually hyphenate at least one word in a text box 

o Apply Stylistic Sets to text. Make sure if the text is displayed in a font that is compatible with 

the stylistic Sets, like Gabriola or Cambria. 

 

 


