APPOINTMENT RIBBON - FORMAT TEXT TAB

The ribbons on the appointment window are used to perform different tasks such as inserting
tables, pictures, hyperlinks, files, and so forth.

The Format Text Tab is used to apply formatting to selected text within the appointment or
meeting.
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Paste To insert text from the clipboard that has been copied from another
document or another place in the current appointment or meeting,
click this button.

Cut To remove a portion of an entry in the text area of the appointment or
meeting, click this button. The information will be placed in the
clipboard. It can then be inserted into another area of the appointment
or meeting text.

Copy Use this button to copy text from an area of the appointment or

meeting and place it on the clipboard.
This button can be used to copy text formatting from one part of the
text area to another location within the text.

Click the list arrow for this button to select another font type for the
selected text.

To change the font size for selected text within the text area, click the
list arrow for this button.

Use this button to increase the size of the font for selected text.

This button is used to decrease the size of the font for selected text.

To clear all the formatting from selected text, click this button. This
will restore the formatting to the default format.

Click this button to apply Bold formatting to selected text.

To italicize selected text, click this button.

Use this button to underline selected text.

This button is used to draw a line through the middle of selected text.
Click this button to draw small letters below the baseline of selected
text.

Use this button to draw small letters above the baseline of selected
text.

To change the case for selected text, click this button. The options are:
Sentence case, UPPER CASE, lower case, Capitalize Each Word, or
tOGGLE cASE.
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Click this button to apply highlighting to selected text.
This button is used to change the font color of selected text.

To format a list with bullets, click this button.

Click this button to apply number formatting to a list.

This button is used to create an outline or a multilevel list.

Use this button to decrease a temporary left margin in 0.5-inch
increments. A temporary left margin is set when the Increase Indent
button is clicked.

Click this button to set a temporary left margin. Each time the button
is clicked, the margin will increase 0.5-inches.

This button is used to sort a list or paragraph of text. The text has to
be selected before it can be sorted.

Click this button so that paragraph marks, tabs, and word spacing will
appear within the text.

To align a paragraph on the left side, click this button.

This button is used to center a paragraph of text.

Use this button to align a paragraph of text to the right.

Click this button to align the left and right margins of a paragraph
evenly.

To change the spacing of a selected paragraph(s), click this button.
The options are: Single Spacing, 1.5 Spacing, Double Spacing, and
Paragraph.

Use this button to apply shading to selected text. A gallery of shades
will appear when the arrow on the right side of the button is clicked.
Click this button to apply a border to selected text. When the arrow
on the right side of the button is clicked, a list of different border
options will appear.

This feature is used to apply different formatting to a paragraph of
text. Click the More button to display a gallery of different styles.
This button is located in the lower-right corner of the gallery.

To make changes to a selected style, click this button.

This button is used to increase the size of text on the screen. To
change the size, click the button and then select a zoom size.

To locate text or other objects, click this button. The Find dialog box
will display.

Click this button to locate text and then replace it with other text.
Use this button to select all the text or portions of the text.



