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Happy Birthday!  I Miss You! Happy Valentine’s 

Day! Greeting cards are given throughout the 

year for holidays and for no particular reason at 

all.  Think of all the cards you have been given 

or have given to others for various reasons.  

Was the type of font all the same?  Chances are 

it wasn’t.  The type of font used on the cards 

help to Convey emotion, whether it is a happy 

or sad occasion. 

Every day, we encounter all sorts of different 

type styles and font.  Words used on billboards 

to flyers posted in the hallway use various type 

styles to catch your attention.  Sometimes even 

your teacher underlines the important terms 

and concepts when writing on the board to 

make sure that you see them.  Type styles such 

as bold, italics and underline give emphasis 

and emotion to the words we read. 

 

Keying the Text 
You are going to create a flyer to advertise the 

days of Middle School Week.  First you will key 

the text and then you will make it exciting by 

changing the type styles.  Remember that the 

text and information is the most important part. 

You have already learned how to center your 

text but as a reminder, remember that to 

center your text, click anywhere within the line 

of text, then click the Center command on the 

home ribbon.  You could also hold down the Ctrl 

key on the keyboard and press the letter E at 

the same time. 

Note that when you will enter two times, you 

see one blank line between your lines of text.  

Don’t forget that you should save your work 

often just in case the power goes out or your 

computer freezes and you lose your work.  You 

should also remember that the first time you 

save a file, that you should choose File then 

Save As to pick your location to save your files. 

Bolding Text  
When you first begin typing your information, it 

may seem a little boring and won’t be easy to 

see from a distance.  In order to emphasize 

some of your words, you will underline, bold 

and italicize some of the text. 

Don’t forget that double-clicking the mouse is 

the easiest way to select a single word and 

triple-clicking is the easiest way to select and 

entire line of text.  You could also click and drag 

or hold down the Shift key and press the arrow 

keys. 

When you bold text, it will appear a little 

thicker and darker than regular text.  Notice 

that when the bold is turned on, the command 

on the Ribbon turns orange.  To turn bold off, 

you simply have to click on the command again.  

Holding down the Ctrl key on the keyboard and 

pressing the letter B at the same time will also 

bold text. 

In this lesson, you will:  

 Bold text for emphasis 

 Underline text for emphasis 

 Italicize text for emphasis 

Lesson 3-1 Bold, Underline, and Italics 

 



 
17 

Italicizing Text  
Italicized text is slanted to the right. In 

order to italicize text, you should have 

whatever text you’d like to italicize 

selected and then press the Italic 

command in the Font group on the Home 

Ribbon.   Holding down the Ctrl key on 

the keyboard and pressing the letter I at 

the same time will also italicize the text. 

Underlining Text  
Underlined text is emphasized with a 

straight line that appears below the text.  This is 

a great way to emphasize important words.  To 

underline text all you have to do is have it 

selected and then press the underline 

command in the font group on the Home 

Ribbon.  Notice that the underline command 

also has a drop down arrow next to it.  The drop 

down arrow will allow you to select different 

types of underlining such as a thicker line or a 

double line.  You can also underline text by 

holding down the Ctrl key on the keyboard and 

pressing the letter U at the same time. 

Key Terms 
 
Bold:  a way of formatting text to make it thicker and 
darker. Ctrl + B 
 
Italic: a way of formatting text that makes it slant to 
the right. Ctrl + I 
 
Underline:  a way of formatting text that adds a 
straight line below the text. Ctrl + U 
 
 


