
Formatting Text on the Page 

If your content type has Subhead text and/or Introduction text, it will format like this… 

To format text as a heading, choose the Format menu, then Formats, then Headings, which will show 
you the heading options…. 

Those headings format as follows… 

Regular text with the option to bold, italicize or bold italicize. Do not use the Underline option. There is 
also the option to create superscript or subscript text… 



People tend to scan the webpage. For this reason, bulleted and numbered lists make the content easy to 
scan. There is also the ability to indent text. With the Indent setting, the left margin of the paragraph is 
indented to the same point as the bullets in a bulleted list.  


