Text Alignment and Formatting Task
Set this text as centred and underlined.
Set this text as left aligned and bold.

Set this text as right aligned and italic.

Set this paragraph as left aligned.  This means that the text should be aligned with the left margin, so the left side is completely straight or justified.  However, the right margin is not straight; this is called unjustified or ragged. Also increase the font size by one point. 

Set this paragraph as centred, meaning that neither the left margin or the right margin are straight, the text being aligned from the centre of the page, with each line being equal distance from the left and right margins. Also make it blue in colour.
Set this paragraph as right aligned and double spaced.  As you can see, the text should be aligned with the right margin, so the right margin is straight, or justified.  The left margin is unjustified, or ragged.  This is the opposite of left alignment.

Set the alignment in this paragraph as justified (sometimes this is called fully justified) and also one and a half line-spacing.  This means that both the left and right margins are straight.  You will notice that some of the spaces in between the words are larger than others.  This is because some lines of text contain more letters, or characters, than others so they have to be spread out across each line to ensure that both margins are kept even.  However, the last line of a paragraph is not aligned as there may only be a couple of words on the last line - it would look rather odd if it were stretched across to align with the right margin! 

Move the margin inwards for this paragraph only so it is indented from the rest of the text. This is often used in legal documents to mark out certain clauses and elements that are sub-sections of the main document.

THIS PIECE OF TEXT WAS INADVERTENTLY TYPED USING ALL CAPITAL LETTERS. PLEASE SET IT IN SENTENCE CASE – WITH INITIAL LETTERS ONLY IN CAPITALS. ALSO, PLEASE MAKE IT CENTRED, BOLD AND UNDERLINED AND ONE POINT SIZE SMALLER.

Now select ALL the text on this page and set it in a Sans Serif font (Arial or Calibri)

Add your name here in red: - 

Save the document
