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INFORMATION TECHNOLOGY 

                                   

CLASS – IX 

 

TODAY’S TOPIC 

 

1. Formatting text 

i. Bold, Italic, Underline 

ii. Format font style 

iii. Aligning the text 

2. Creating list of items using bullets and numbering list 

3. Views of a document 

 

 

Learn the following question answers and write in CW 

 

 

1. Write the steps to Bold, Italics and Underline the text ? 

For using the features of Bold, Italics and Underline the text, click on B, I, U option available 

under Font group of Home Tab. 

Short cuts 
Bold:- Ctrl + B 

Italics:- Ctrl + I 

Underline:- Ctrl + U. 

 

2. What is Font ? 
Font refers to the style of writing i.e., how the characters look in the document. The look of 

characters can be changed using the Font face(name), Font Size and Font Color 

 

3. Write the different ways to change the font in word document?  

To change the font in word document the following two ways can be used: 

i) using the icons on the Ribbon  

ii) using the shortcut menu.  

Using the Icons on the Ribbon  

Select the text. Now on the Home tab, left click on the small arrow. A screen with a list of Font 

types appears. Click on the desired font. The font of the selected text will change. 

Using Short cut menu and the dialog box  

Select the text and right click the mouse button. A Short cut menu appears. Click on the option Font…. 

A Dialogue box appears with the Font tab selected by default. Choose the desired font   

 

4. What is Alignment? 

Alignment determines the appearance and orientation of the edges of the paragraph. The 

different types of alignment are – 

1.     Left Alignment  :- Aligned the text evenly along the left margins. 

2.     Right Alignment :- Aligned the text evenly along the right margins. 

3.     Centre Alignment :- Aligned the text evenly with the centre of the page. 

4.     Justified Alignment :- Aligned the text evenly with both left and right margins. 
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5. Draw the icons and write the shortcut keys of different types of paragraph alignment. 

 

Left alignment   :      :  Ctrl + L 

Right alignment   :    :  Ctrl + R 

Center alignment  :   :  Ctrl + E 

Justified alignment  :    :  Ctrl + J 

 

6. Write the steps to create a list using numbers or bullets? 

Steps to create list using numbers or bullets are as follows: 
1. Select the text. 

2. On the Home tab, in the Paragraph group, click the Bullets or Numbering icon. The 

bullets will appear at the beginning of each sentence. 

 

7. When it is better to use bullets than numbers ? 

We Use numbered lists when we are working with instructions to be done in a sequence ie.,steps 

to be followed, and the numbers suggests a hierarchy. If numbers aren’t essential, use bullets. 

 

8. When to capitalize the first letter in a bulleted item? 

In most cases, it is recommended that you start each bulleted item with a capital letter for the 

sake of a good presentation. 

 

9. What are the different views of a document? 

Word Processor provides options to work on a document in different formats / layouts which 

gives a different look to the document. The different layouts are:- 

1.     Print Layout 

2.     Full Screen Reading 

3.     Web Layout 

4.     Outline 

5.     Draft 

 

10. Explain the different views of a Word document. 

1. Print Layout: It is the default document view setting. User will able to see how the 

document will look when it gets printed. 

2. Full Screen Reading: This view provides the maximum space available for reading the 

document. It hides the ribbon and view the document in two (side by side) frames similar to 

a book. 

3. Web Layout: It shows how the document will appear in the web browser. In this view the 

document looks like a web page. 

4. Outline: This view displays the document as an outline and shows only the headings present 

in the document like an index of the book. It is useful when the document has large number 

of pages and sections. 

5. Draft: This view is used for quick editing of the document. It is useful for proof reading of 

the document. 

 


