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Full Word tutorial 2016 (Part 4): Formatting text

Text format aims to attract the reader's attention to a specific part of the document and emphasize the important
information in it.

In Word, you have many options for editing text, including font and font colors. Y ou can aso adjust the text
alignment to display the changes you want on the document.

Refer to the video below to learn more about text format in Word:

1. Changethefont size
1. Select the text you want to edit.
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2. Onthe Hometab , click the Font size drop-down arrow to find the font size. Choose afont size from the
menu.
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If the font size you need is not available on the menu, click the Font size box and enter the font size you want,
then press Enter.
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3. Thefont size on your document will change.
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In addition, you can use the Grow Font and Shrink Font commands to change the font size.
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2. Changethefont

By default, the font set on each new document is Calibri . However Word provides users with many other fonts,
used to customize their documents.

1. Select the text you want to edit.

Home Insert Design Layout References Mailings Review

“ Y - —_— — — — —

N % [ Calibr (Body) ~|72 -~ A" A Aa- B Z-iZ-Yo. E=3E= 4|
Paste o B I U-abex, A-F-A-E=== [=- b
Clipboard Fant P Paragraph
L | g L T A T B . S S IR S SR BRI 1

—

For Rent.

1488 Villa Pifia Way #201

_ 2 bed 1.5 bath 900ft?

" $1,550 per month

) Spanish-style condo in great location
- Won't last! Available June 1

2. Onthe Home tab , click the drop-down arrow next to the Font frame. And a menu containing the fonts will
display.

3. Select afont you want to use.
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4. The font on your document will change.
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3. Change the font color

1. Select the text you want to edit.
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2. On the Home tab , click the Font Color drop-down arrow. And the Font Color menu will appear.
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3. Select acolor for the font you want to use. The font color on your document will change.
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Note:

Colorsin the drop-down menu will be limited. Select More Color under the menu to access the Color sdialog
box. Select the color you want, then click OK .
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Lolars: Cancel
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Current

4. Using Bold, Italic and Underline commands

Y ou can use commands like Bold (bold), Italic (italic) and Underline (underline) to mark important words or
phrases in your document.

1. Select the text you want to edit.
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2. Onthe Hometab, click the Bold ( B ), Italic (I ) or Underline (U) command in the Font group . In the
example below we click Bold .
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3. The text you selected in the document will change.
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5. Changethetext case

When you need to change text case quickly, you can use the Change Case command instead of having to sit
down and retype the text.

1. Select the text you want to edit.
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2. Onthe Home tab , click the Change Case command from the Font group .

3. A drop-down menu will appear on the screen. Select a case option that you want from the menu.
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4. The text case in your document will change.



Home Insert = Layout References Mailings R

oo

& TwCenMTCe~ |72 ~| A A Aa~ £ = -i=-'i-- & 3=
F‘aste‘_ B I U-ax.x A-F-A-=SE=== 1=- 50
Clipboard = Fant Pl Paragraph

L 1---|---E---|---1---|---}.---|---3---|-

—

1488 Villa Pifa Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

6. Highlight text (text)
Text markup isauseful tool to highlight important documents in your documents.

1. Select the text you want to bookmark.



1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

2. From the Hometab , click the Text Highlight Color drop-down arrow, and a Highlight Color menu will
appear.
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3. Select acolor to mark the text you want. And the text you selected will be highlighted as more prominent in
the document.
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- To remove highlight marks, select the text you marked, then click the Text Highlight Color drop-down arrow.
Select No Color from the drop-down menu.
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7. Align, adjust the text margins

By default, in a new text the alignment is set to left alignment. However in some cases you will have to adjust
the right alignment or center alignment.

1. Select the text you want to edit.
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2. Onthe Hometab , select 1 of 4 options aligned from the Paragraph group . In the example below we select the
center alignment (Center Allignment).
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Alternatively, you can use Word's Set as Default feature to save all formatting changes that you have created and
automatically apply these formats to new documents.

Good luck!



Y ou finished reading the article "Full Word tutorial 2016 (Part 4): Formatting text" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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