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Use Dialog Boxes
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Text Box: Type in Text: e.g. type “Arial”
List Box: Choose one option by clicking e.g. Regular
Scrollbar: Scroll down e.g. to 16

Check Box: Click things on/off e.g. Strikethrough

Tabs: Choose another Tab by clicking it e.g. Text effects
Buttons: Click them e.g. the OK button

Usefull Shortcuts:
Ctrl + Print + Find + Bold + Italic + Underlined
Customize Shortcuts:
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A click with the right mouse button on the formatting toolbar opens the menu. Just check the toolbars you need and uncheck those you don’t. 
