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» Select Borders and Shading from the list box (Fig. 8.9). In the Border and
Shading dialog box, click on Page Border tab. On the Page Border tab, at

| the bottom, you will see a box called Art (Fig. 8.11). B st
W& 0 add an artistic border to a page, follow these steps.
@ » Llick on the drop-down arrow (v) below the Art box.
> Vselect a border style from the drop-down list.

> /Click on OK.

To apply shading to the selected text i agélir:st?cagsom:; ,__.._ se3s98ss88sss

To make the selected text visually attractive, you can apply shading to it.
To apply shading, follow these steps.

Tect the text to which you want to apply shading.

> On the Home tab’s Paragraph group, click on the Borders option (Fig. 8.9).
:/‘/Select Borders and Shading from the list box.

>)n the Border and Shading dialog box, click on the Shading tab (Fig. 8.13).

rders and Shading

| ordors | page Border | hedes)] | ‘
e o _ SELECT A SOLID COLOR
| v ‘ FROM FILL OR A
Patterms , PATTERN STYLE FROM
spe: aow % = THE STYLE
T pgrreea DROP-DOWN LIST.
Aoy tor
[paogran v
i —— CLICK ON OK. Fig. 8.13 Steps to apply
@EJ Lo V][ cona ] shading to the selected text




CHECK YOUR PROGRESS

Fill in the blanks.

&

Changing the appearance and arrangement of the text is called

N the text.
Text effects are available in the ant group on the
Home tab.
You can align text in ’PM different ways.

In h‘a,bt alignment, the text is aligned along the right
margin.

For making the selected text visually attractive, you can apply
__jbadiz%g‘ to it.

On the _\?%LE}OM&[\ tab, at the bottom, you will see a box
called Art.

The & nt@Y‘ key is pressed twice for finishing the
bulleted or numbered list.
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]
A, Tick () the correct answer.

;. The position of the text or the way the text is set with respect to the margins
in a document is called
a. text effect. \b/alignment. c. formatting.
». Which of the following buttons should be clicked to align the text to the left?
o
3. It aligns the text evenly between the left and right margins.
c. Align Left

I

C.

I

a.

il

Vﬂstified b. Align Right

5. The text is ragged at both the margins by clicking on

b. justify button.
k on the drop-down arrow (v) below the

\ycenter button. c. align right button.

\ 5. To add an artistic border to a page, clic

i a. Art box. b. Width box. c. Color box.
6. The bullets and numbering are present in the
a. Font group. \b/Paragraph group. c. Border tab.

77




7. These are used to mark each item in a list.

\yguﬂets and numbers b. Borders and numbers
- 2 ?
8 Which of the following buttons should be clicked to get 3 bulleted list:

\/‘a, R b. - c. i:-—:;

¢. Shading and border.

B. Write the differences between the following-
1. Center align and Justify

2. Left align and Right align

3. Border and Page border

C. Write short notes on
1. applying Borders and Shading to a text.
2. adding Bullets and Numbering in a list.

D. Identify the labelled alignments.

Lobt |
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