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Introduction

Adding and changing text is important to keep your web pages
fresh and new. Since SharePoint Designer is a Microsoft Process Summary
product, it functions very similarly to the word processing
applications you are already familiar with. There are some
differences which we will touch upon in this document.

Adding and changing
text

Formatting text
Adding and changing text Formatting spacing
1. Click in the page where you want to add or change text.

2. A paragraph tag is added (Fig 1).

Figure 1
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3. Type in the content you want.

4, | f you dondt want a space or another parShiftkepdnyaurt er your
keyboard and press Enter (Fig 2).

Figure 2
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Formatting text
1. Click Format on the menu bar (Fig 3, 1).  Figure 3 :
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3. The Font dialog box opens (Fig 4).
4. Make sure the Font tab is selected (Fig 4, 1).

5. Choose your Font: (Fig 4, 2), Font style: (Fig 4, 3), Size: (Fig 4, 4), Color: (Fig 4, 5), and any
Effects (Fig 4 ,6) you want.

6. Click OK (Fig 4, 7).

If you have an external Cascading Style Sheet attached to your page or template, this will take
precedence and overwrite your style.

Figure 4
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Q A lot of these same options are also available on the toolbar for easy access (Fig 5).

Figure 5
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Formatting spacing
1. Click Format on the menu bar (Fig 6, 1).

2. ClickPar agr agfg6, 2).

Figure 6 n
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3. The Paragraph dialog box opens (Fig 7).
4. Select your Alignment: (Fig 7, 1), Indentation (Fig 7, 2) and Spacing (Fig 7, 3) options.

5. Click OK (Fig 7, 4).
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