Using the Formatting Toolbar
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" provides a dialog with a

large text entry area.

Applies "strong" or bold formatting to selected text. Example

Applies "emphasized" or italic formatting to selected text. Example

Draws a horizontal line through selected text. Example

Click to view a palette of available colors, and click again to choose one to apply to your selected
text. Exam

Click to view a palette of available colors, and click again to apply a "highlight" (background) color to
your selected text. Example

Click to align selected paragraphs to the left edge.

Click to center the selected paragraphs.

Click to align selected paragraphs to the right edge.

Applies bullets (small discs) in front of each paragraph of selected text.

Applies consecutive numbers in front of each paragraph of selected text (1, 2, 3, etc.)

Reduces the size, and vertically lowers the selected text. Useful for footnotes or other reference
markers. Exampley;

Reduces the size, and vertically raises the selected text. Useful for exponents, legal marks, etc.
Example™

Opens the "Hyperlink" dialog (must have text selected). Type or paste a valid web address (example:
http://www.google.com) into the URL field. Choose if your hyperlink should open a new browser
window, or stay in the current window (forcing visitors to click "back" to return to your website).
Finally, type a Label to properly identify the destination of your hyperlink (labels are usually visible
as "roll over" text).

If you have a hyperlink selected, click this button to "strip" the hyperlink, leaving only plain text.

Applies a size to your selected text. NOTE: Different browsers render "Font Size" in different ways,
and can provide unpredictable results.

Applies a different typeface to your selected text. NOTE: It is possible to apply a font to your text
that your visitors may not have or support. Use caution when selecting a typeface that is less
common.

Provides a dialog containing common symbols or small pictures. Click a symbol to insert it. Example:
®

Provides a dialog to help create a grid, or Table for your content. For more details on HTML table
settings and attributes, consider visiting W3Schools.com.

Provides a dialog with a large text entry area. Type, or paste text from any source (MS Word,
another web site, etc.), and click Insert. All tags, formatting, and other hidden attributes will be
removed.

Provides a dialog with a large text entry area. Type, or paste text from Microsoft Word and click
Insert. The system will attempt to remove extra formatting codes, style tags, and other attributes
that may cause problems when displaying the content on your portfolio. Simple formatting (bold,
italic, etc.) will be retained if possible. Depending on the complexity of the formatting, results may
vary.

Click to turn on the Spell check system. Any misspelled words will be underlined in red; click a word
and choose an alternative spelling. Click the button again to turn off the Spell check mode. NOTE:
Future versions will support multiple languages; at this time, only an English dictionary is provided.

This box will allow free-form HTML to be typed or pasted. However, potentially malicious or non-
secure code (including any SCRIPT tags) will be not be permitted.
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