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Microsoft Word Exercise #6: Changing the Text Appearance
As you begin using Word in earnest, you want your documents to look professional – well designed and polished for all readers.  Undoubtedly, the appearance of your text should be indicative of the content of your message.  After completing the next few exercises, you will be able to enhance the appearance of your documents in various ways by changing the characteristics of layout or attributes.  Boldfacing, underlining, italicizing and coloring are just a few of the attributes which you can change.  You will also change the appearance of entire paragraphs by indenting, changing the alignment and by setting tab stops for lines within paragraphs.  Hallmarks of good writing, therefore, are not only limited to clear and succinct styles but writing which stands out and is easy to read as well.
By the end of this exercise, you will be able to change the typeface or font of your documents.  A font is simply a complete set of characters which use the same design.  Depending on your printer, the fonts available on your computer may vary.  For purposes of this class, however, our laser printer can print virtually any font.  Some of the most common are Times New Roman (which this document is set in), Courier and Arial.  In addition to the type, size is an important attribute of fonts.  The font size of text is measured in points.  A point measures roughly to 1/72 of an inch.  The most common font sizes are 10 through 12 points.  We will also be experimenting with special effects such as boldfacing, underlining and italicizing to draw attention to certain words.  We will also be changing the color of the font.  Finally, we will be using the Reveal Formatting task pane to display, change and clear the formatting for selected text.  It will also allow you to compare the formatting used in the selected text to that displayed in other parts of your document.
A. System Startup (as in previous lessons)
B. Starting Word (as in previous lessons)
C. Changing the Appearance of Text
1. Begin by typing in the draft of your resume in a new document.  At the end of the last line in the header, type <ENTER> twice and then type “education” on a line by itself in all lowercase.

2. Select the entire main header.

3. On the formatting toolbar, click the font dropdown arrow, scroll down the list of available fonts and select Monotype Corsiva.  If this font is not available, select a similar one such as Brush Script MT.  The main header now appears in the new font.
4. On the formatting toolbar, click the Font Size dropdown arrow and then select 26 in the list.  Notice how the font size is increased to 26 points.  Please feel free to experiment with the different types of font types and sizes available.
5. Click on the Format menu and select the Font option.  The font dialog box is now displayed with the Font tab selected.  From here, you can change the font size and type as you did previously in the toolbar as well as virtually any other aspect about the font you can conceive.  Note that in Word as in virtually any other application, you can execute the same command from more than one place.  It’s only a matter of what works best for you and may involve some experimentation on your part to determine what your preferences are.
6. For now, with the main header still selected, just change the font type to Times New Roman at 12 points and click the OK button.  Notice how the font changes its appearance.

7. On the Format menu, click Reveal Formatting.  The Reveal Formatting task pane appears on the right side of the screen displaying the formatting of the selected text.  We will be changing the textual attributes from here as well.

8. In the Reveal Formatting task pane, click the Font link in the font section.  The font dialog box appears.

9. In the Effects area, select the Outline check box and then click OK.  The selected text appears with an outline effect and that effect is now listed in the Reveal Formatting task pane within the Font section.

10. In the Reveal Formatting task pane, point to the Selected text box at the top of the task pane.  A down arrow appears on the right side of the Selected text box.
11. In the Selected text box, click the down arrow and then click the Clear Formatting option.  The formatting for the selected text is removed.

12. On the Standard toolbar, click the Undo button or type <CTRL> - <Z>.  Either way, the formatting for the selected text is restored.

13. Select the word “education” in your document.

14. On the Formatting toolbar or from the Font selection in the Format menu, click the Font Color dropdown arrow.  Select a bluish font from the list.  The color changes and your selection is now reflected in the Reveal Formatting task pane.
15. Select the word “education” in your document if it isn’t already.  Now click on the Highlight down arrow on the Formatting toolbar and select a yellowish color.  Notice how the word now stands out from the rest of the text.  Note, however, that highlighting is not a feature normally applied in resumes so remove the highlighting by clicking on the dropdown arrow once again and selecting the “none” option.

16. I bet you’re wondering if there’s an easy way to change the case of “education” without having to manually retype it.  On the Format menu, there is.  Highlight the word once again and select the Change Case option on the Format menu.  Select the uppercase option and click OK.  You may wish to take some time experimenting with this feature using the different case options available.
17. With the word “EDUCATION” still selected (all in uppercase) and the Reveal Formatting pane visible, experiment with the boldfacing, underlining and italicizing commands.  These are found in the formatting toolbar (see the buttons which look like B I U) or simply by typing <CTRL> - <B>, <CTRL> - <I> and <CTRL> - <U> respectively.  They can be toggled on and off by re-executing the respective command.  In any case, notice the change each makes in the Reveal Formatting pane.  Watch how they appear when active and disappear when inactive.
18. OPTIONAL: Although not formally done in resumes, you can also add animation effects to your documents.  Select a word or phrase.  Call up the Font dialog as before and click on the Text Effects tab.  Select an animation effect which interests you and watch its effect in the preview field.  Click the OK button to accept the change.  If it turns out that’s not what you had in mind, you can always choose another or disable animation completely by clicking on the “none” selection.

19. That’s all for today.  If time permits, feel free to surf the web.  When finished, exit Word and power off the system.
