MS Word - Font

Text can be formatted through

the Font group on the Home Tab MICROSOFT
Ribbon. If you want to set your

: _ WORD 2007
default to a certain font, you will BASICS
need to open your Font Dialog TIP SHEET
box by expanding the Font

group.

Presented by: Theresa Twaddle, Business Teacher
[llini West High School District #307
Carthage, IL

41

oNd9-vHFAg@us®E a0
Sy

Home Insert Page Layout References Mailings R
B . Calibri (Body) -l -|[A ar (=]
Paste . = 2 <[22 - A ||
= ¥ Format Painter sl o i it
Clipboard Faont

Fonk Character Spacing
Fant: Font style: Size:
Reqular 11
8 ~
Ttalic 9
Anency FB Bold 10
To access th algerian Beld Ttalic
Arial e 12 s
i i Fant calor: Underiine style:
Dialog box, click the ont olor: Underine sty
Automatic | | (nong) R’
expand button on Eifecs
[ strikethrough [ shadaw [ small caps
t h e FO nt G rO U p . [[] bouble strikethraugh [ outline [] all caps
[] superscript [ Emboss [ Hidden
[ subscript [ Engrave
Presiem
+Body
This is the body theme Fant, The current document theme defines which font will be used.
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