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      The Easy Word Essentials 2019 series of books is designed for those users who just want to learn one specific topic rather than have a more general introduction to Microsoft Word 2019, which is provided in Word 2019 Beginner and Word 2019 Intermediate.

      Each book in this series covers one specific topic such as formatting, tables, or track changes.

      I’m going to assume in these books that you have a basic understanding of Microsoft Word. However, this book does include an appendix with basic terminology just in case I use a term that isn’t familiar to you or that isn’t used the way you’re used to.

      This entire series of books is written for users of Word 2019. If you have a different version of Word then you might want to read the Easy Word Essentials series instead which is written as a more general approach to learning Microsoft Word.

      For most introductory topics there won’t be much of a difference between the two, but just be aware that this particular series does not worry about compatibility with other versions of Word whereas the more general series does.

      Also, just a reminder that the content of this book is directly pulled from Word 2019 Beginner and/or Word 2019 Intermediate so there may be references in the text that indicate that.

      Alright. Now that the preliminaries are out of the way, let’s dive in with a discussion of text and paragraph formatting in Word, including how to use Styles and the Format Painter.
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      Let's start with a discussion of the basics of text formatting, looking at fonts first.
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        Choosing a Font – General Thoughts

      

      

      Word 2019 uses Calibri font as the default, but there are hundreds of fonts you can choose from and the font you use will govern the general appearance of the text in your document. Here is a sample of a few of those choices written in each font:
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      The first three samples are sans-serif fonts. (That just means they don’t have little feet at the bottom of the letters.) The second three samples are serif fonts. (They do have those little feet at the bottom of each letter.)

      All of these fonts are the same size, but you can see that the different fonts have a different appearance and take up different amounts of space on the page. Arial is darker and taller than Calibri, for example.

      Many corporations have a standard font they want you to use to be consistent with their brand and places like literary magazines will often specify which font to use for submitting stories. If that doesn’t happen I’d suggest using a serifed font like Garamond or Times New Roman for main body text since a serifed font is supposed to be easier to read. Sans-serif fonts are good for headers or titles or for display text.

      Also, unless you’re working on a creative project, I’d recommend that you don’t get too fancy with your fonts. Certain fonts, like Comic Sans, are so well-known for misuse that they are an immediate indicator that someone doesn’t know design or isn’t “professional.”

      The six fonts listed above are ones I’d generally consider safe.

      Remember, at the end of the day, the goal is to communicate effectively, which means that a font like Algerian as main body text is not a good idea because readers will focus on the font and not the words.

      

      
        
        Font Selection

      

      

      Okay. So how do you change the font used in your document?

      There are a few options.

      But before we discuss those, let me point out that if you already know you want to use a different font, it’s easier to change the font before you start typing. Once you do so, any new text will be in the new font.

      Otherwise you’ll need to select all of the text you want to change and then choose your font, which can be tricky if you’re using different fonts for your headers and main body text

      (A situation like that’s also a good time to use Styles which is an intermediate-level topic covered in Word 2019 Intermediate.)

      The first way to change the font is through the Font section of the Home tab. Click on the arrow to the right of the current font and choose a new one from the dropdown menu.
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      The first section of the dropdown menu lists the fonts for the theme you’re using. Usually that’ll be the defaults for Word, in this case, Calibri and Calibri Light.

      Next you’ll see Recently Used Fonts. (Most of the time there will only be one or two fonts there, but I had used a number recently.)

      Finally, below those sections will be an alphabetical listing of all available fonts. If you know the font you want, you can start typing in its name rather than scroll through the entire list. Otherwise, use the scroll bar on the right-hand side or the up and down arrows to move through the list.

      Each font is written using that font to give you an idea what it will look like. See for example the difference between Algerian and Garamond above.

      The next way to change your font is to right-click and choose Font from the dropdown menu. This will bring up the Font dialogue box. In the top left corner you can choose the font you want.
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      There’s a third option for changing the font, something I’m going to call the mini formatting menu. If you highlight your text it will appear on the screen when you let up on the left-click.
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      It will also appear above or below the dropdown menu if you right-click in your Word document.

      As you can see, one of the options that you can change in the mini formatting menu is the font. In the example above, the current font is Arial, but I could click on the arrow on the right-hand side and change that. The dropdown menu looks the exact same as the one from the Font section of the Home tab we saw above.

      Regardless of where you choose to change the font, if the font listing is blank that’s because you have selected text that contains more than one font.

      

      
        
        Font Size

      

      

      Font size dictates how large the text will be. Here are some examples of different font sizes in Garamond font:
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      As you can see, the larger the font size, the larger the text for that specific font. Most documents are written in a ten, eleven, or twelve point font size. Often footnotes or endnotes will use eight or nine point size. Chapter headings or title pages will use the larger font sizes.

      Whatever font size you do use, try to be consistent between different sections of your document. So all main body text should use just one font size. Same for chapter or section headings.

      Changing the font size works much the same way as changing the font. You have the same three options: You can go to the Font section of the Home tab, bring up the mini formatting menu by right-clicking or selecting your text, or bring up the Font dialogue box by right-clicking and choosing Font from the dropdown menu.

      If you want to change existing text, you need to select the text first. Otherwise, change the font size before you start typing.

      For all three options the current font size is listed to the right of the current font name in the Font section of the Home tab.

      If you use the Home tab or the mini formatting menu there is a dropdown list of font sizes to choose from that you can see by clicking on the arrow next to the current font size. In the Font dialogue box that list of choices is already visible in a box under the current value.

      If the font size you want isn’t one of the choices listed you can type in the value you want instead by clicking into the box that shows the current font size and changing that number to the size you want just like you would with text in the main document.

      With the Home tab and the mini formatting menu you can also increase your font size one listed value at a time by using the increase and decrease font options directly to the right of the font size.

      These are depicted as the letter A with a small arrow above it that points either upward or downward. The one on the left with the arrow that points upward will increase the font size. The one on the right with the arrow that points downward will decrease the font size.

      The values available with that option are the ones in the font size dropdown menu, so you can increase from 14 point to 16 point but not to 15 point using this option.

      

      
        
        Font Color

      

      

      Changing your font color works the same as changing your font or font size. Select the text you want
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