ICT SKILLS FOR LIFE DISPLAY FEATURES 


PRACTICE SHEET 4: FONT EMPHASIS

Use the cursor keys to move the cursor to a blue box.  Type a copy of the words you see in the box just above.
Change the FONT EMPHASIS of the words by using the emphasis buttons for Underlined [image: image1.bmp] italics [image: image2.bmp] or bold [image: image3.bmp]:
	Understand the instructions before using any electrical equipment
	

	
	Underline the text

	Always switch off at the mains before connecting or disconnecting any electrical appliance.
	

	
	Change the text to Italics

	Report any damaged electrical tools or equipment, including cables or extension leads.
	

	
	Change the text to bold

	You must report any problems with your eyes or any aches and pains in your wrists, arms or neck to your supervisor.
	

	
	Underline the text

	Make sure you can adjust the equipment your chair and display
	

	
	Change the text to Italics

	Make sure you can change activities/tasks at regular intervals to use different muscles
	

	
	Change the text to bold

	You must report any problems with your eyes or any aches and pains in your wrists, arms or neck to you supervisor
	

	
	 Underline the text

	Use a footrest and document holder if you need them
	

	
	Change the text to Italics

	Sit in the correct position
	

	
	Change the text to bold

	Don’t bring open drinking vessels near electrical equipment
	

	
	Underline the text



Type your name here   
Print one copy









April 2008. To download your own copies of this document visit: http://www.skillsworkshop.org
This resource kindly contributed by Ginette Kriche. Suitable for Entry 1 Literacy (Rw/E1.1), ESOL (Rw/E1.1a), & E1-2 Skills for Life ICT

