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PRACTICE SHEET 3: FONT STYLE
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Use the cursor keys or mouse to move the cursor to a blue box.  Type a copy of the words you see in the box just above.

Change the FONT STYLE of the word by using the font selection tool on the toolbar. 
	If your feet don't reach the floor when you're sitting in a good position, try a footrest
	

	
	Change the text style to Arial

	Use a document holder when copying from a manuscript.
	

	
	Change the text style to Algerian

	Make sure that you have space to use your mouse easily, and rest your wrists in front of the keyboard when not typing.
	

	
	Change the text style to Bodoni MT

	Keep your upper body as relaxed as possible and don't over stretch your wrists and fingers.
	

	
	Change the text style to Elephant

	As a general guide, your forearms should be roughly horizontal and your elbows level with the keyboard or the mouse.
	

	
	Change the text style to Georgia

	If possible, you should take your breaks away from the screen, and avoid activities that require actions similar to your work (writing, crosswords or needlework, for example).
	

	
	Change the text style to Raavi

	Short, frequent breaks are more satisfactory than occasional, longer breaks.
	

	
	Change the text style to Arial

	A break of 30 seconds to two minutes after 20 or 30 minutes of continuous work with the screen and keyboard is better than a 15 minute break every 2 hours.
	

	
	Change the text style to Verdana

	Adjust the contrast and brightness on your monitor to make the sure you can read things easily.
	

	
	Change the text style to Courier

	If you are using a CRT monitor make sure the refresh rate is above 75hz to avoid eyestrain caused by screen flicker
	

	
	Change the text style to Times New Roman
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