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Typography

®m Typography is the process of selecting

typefaces (or fonts), type styles, and type
sizes.

B Monospaced typeface

m Courier New: WWWW 1111

® Proportional typeface
® Times New Rowan: WWWW 1111

Great for printing: compact, and low ink.
= Arial: WWWW iiii
Great for Projection



Double Space after Period?

® Two spaces after a period was common on
typewriters with Monospaced typeface.

® When using a proportional font, there should be only
one space after a period.

B A single space after a full stop has been the norm in

mainstream publishing for many decades. This is
supported by:

= Modern Language Association of America (MLA),
= American Psychological Association (APA) style
= The Chicago Manual of Style.
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Quiz: Proportional Typeface

What is a proportional typeface?

a) A font where the letters are in proper
proportion to the page size.

b) A font where the letters are in proper
proportion to any pictures on the page.

c) A font in which different letters take up
different amounts of space on the line.

d) A font that is very fancy.



Insert Symbol \
\ /
Cla Dy - VARY
= Home I Insert ' Page La | |
‘ |/ Noo/ \
Cover Page ~ v &Signature Line~ TU Equation~ | \ /
_] Blank Page @Date & Time £2 Symbol ~
= Page Break ~ Table  bgdobje &> Vv B > \
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$2 More Symbols...




More Symbols...

Symbol

Symbols I Special Characters I

Font: IWingdings 3

2/ x|

EEENNEENEREANNE : =
et el 2]e]s]ale[t]1]r ]3]
Al slitlsgleznlulolulclolololO
N L g g ele|elp|e|Ee |2 v
Recently used symbols:
olv|m=|Vix|*|€E|E¥ @ @™ +|2|<]|>
Wingdings 3: 48 Character code: |48 from:ISymbol (decimal) |~

E— AutoCorrect... | Shortcut Key... I Shortcut key:

Insert

Cancel

4

Select a Font.

Arial and Times
New Roman
contain many
characters visible
on the keyboard:

. N n e a.

Greek Letters and Math symbols can be found in the

. Symbol Font:

QA

IR

T A




Simple Equations

Times New Rom
ltalic

Arial
Insert Symbol

Arial
Superscript

g=\/z7ftr2‘L

Times New
Roman




Special Font Formats

d92-0 =

Oa)
Home Insert Page Layout References Mailings Re

r—c - y

o = — v Aal > — P — -
| ﬂ . Times New Roman -12 - A A ||-,J‘ 2= v a=~ 3
- =3

Peste 9 B 1 U -abeX; X Aa|7 - A- == EE

Clipboard ™ Font = Par:

Subscript (Ctrl+=)

Create small letters below the text
baseline.

mIimes New Roman

al —>( | =The'dis ltalic.
mThe '"1'Is a subscript.




More Special Format Options

-— D-@ )5
ax -} =
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Home | Insert

Paste & | B-d- U~ she St 2" An-|[ 2 A]

I

Clipboard ™

Page Layout

Font

ﬂ
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References

L_j , Times New Roman - 12 - A Avl‘ﬁ.?}‘
3 -

>

Font P

Font | Character Spacing |

Symbol -
Tahoma

Tempus Sans ITC

Times New Roman

Times New Roman Navajo

Font color: Underline style: Underiine color:
| Automatic LI |(none) ;I | Automatic LI
Effects
[~ strikethrough [~ Shadow [~ Small caps
[~ Double strikethrough [ Outine [~ Allcaps
[~ Superscript [~ Emboss [~ Hidden
[v' Subscript [~ Engrave
Preview

Times New Roman

This is a TrueType font. This font will be used on both printer and screen.

Default... | OK Cancel




Advanced Equations

® Insert — Object — Microsoft Equation
m Just for your edification (not on exam)

Equation
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Quiz: Superscript
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In Typography, a superscript is

Q)

O T
S Y N N

O

A font that includes extended ASCII codes.
A font that is larger than usual.
A font that has a hand written appearance.

Text that is smaller than the normal line of
type and is set above it.

Text that is active and can be clicked on and
used to navigate through linked documents.




Google: Free Fonts
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http://www.1001freefonts.com/

m Western Fonts

Alfredos Dance

BURNsTOMWIN DA

GIEIPIPIERIFTRGD




Google: Free Fonts
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http://www.1001freefonts.com/

m Celtic

aL€ and wenches

Celtic Garamond

CRY UnicaL

i oooooooo
" Win Font
‘._ Download
Mac Font
ustom
eview

Qs




"This computer's keyboard is messed up”

m | type: "I have three (3) cars."
®m But what shows up is: "l have three (3) cars.”

m Check your font! | did.

=

- Times New Romanv 28 ~ B [

®m Look again my friend...

i[Times New Roman [S{RERERAI - JP 4.

Times New Roman Navaj
# Times New Roman |

» [0
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Align Text

16

Align Text Left

Align Text Right

Whose woods these are | think | know.
His house is in the village though;

He will not see me stopping here

To watch his woods fill up with snow.

$1.23
$234.00
$2,000.00
$45.95




Justify: Paragraph Alignment

and
extra space between words

dsS necessary.

Align text to both the left
right margins, adding

This creates a clean look

along the left and right side
of the page.

Justified text looks best

when there are many words
on a line.

17

Home | Insert Page Layot
P = v i= v A= | iE iF|
| l v= "
SRk IR0
e Paragrgph =
\ 7 Rl
Justify

Text formatted with “Justify” may or may not include

paragraph indenting.



Line Spacing
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28 pt Arial with line spacing set to 1.5.

Line spacing is vertical space added between
each line.

Paragraph spacing is vertical space added
between each paragraph.

Paragraph spacing is different from leaving a

blank line between each paragraph.




Paragraph Spacing
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28 pt Arial with Paragraph Spacing set to 14 pt.

Line spacing is vertical space added between
each line.

Paragraph spacing is vertical space added
between each paragraph.

Paragraph spacing is different from leaving a
blank line between each paragraph.




Blank Line Between Paragraphs
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28 pt Arial with Blank Line Between Paragraphs

Line spacing is vertical space added between
each line.

Paragraph spacing is vertical space added
between each paragraph.

Paragraph spacing is different from leaving a
blank line between each paragraph.




Line and Paragraph Spacing
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Paste -y |

v

Clipboard ™

T
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Paragraph

Page Layout

CS-150-
Refe

= 2] 7|
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/ Previ

Paragraph 2|x|
Indents and Spacing | Line and Page Breaks |
General
Alignment: Right v I
Outline level: |Body Text v I
Indentation
Left: 0" E‘ Special: By:
L [CEOTNED R -
I Mirror indents
Spacing
Befol b pt 5‘ Line spacing: At:
ae P 2] e =] =
|~ Don't add space between paragraphs of the same style
. /
= cenificase // $/7/2009.
,'—

Spacing
Before: [b pt = Line spacing: At:
After: e Single || —
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[ Don't add space between paragraphs of the same style




Lists: Numbering Library

&Y
IHome Insert  Page Layout

Papyrus | =~

1— I'
22—
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Numbering Library

Clipboard ™

None

1.

2.

3.

Shades of Blue

-1

1)

1) Selected
2)
3)
4)
9)




23

Define New Number Format

L B =
Home‘ Insert Page Layout References Mailings Revi

Vﬁ

Paste -y

v

Clipboard ™

=

D

Define New Number Forn

2/x]

E AT H? = ” Zl N ol l AaBbCcDdEe A Number format
Numbering Library Number style:
1| | 123, ~] ot |
1. R Number format:
None 2 2) Ill
3. 3) Alignment:
e <
: Preview
| A. a)
I b)
1.
i C. c)
2.
a l 3.
b. ii
C. ii.
OK Cancel
“*= Change List Level »

Define New Number Format...




Define New Number Format

Number style:
ab,c, .. v
1,2,3,.. ~

I I, 0, ... — PO v | ont.
i, 0, 1, ... Number format:
A B, C, .. a)

Number format

Define New Number Fo

2/x]

Number style:

1st, 2nd, 3rd ... Alignment:
One, Two, Three ... v Left v
Preview
Q) —
i B A S - ——
hyphen that's use C)
end of a line. Ir

pressing CTRL+SHI

24

OK

Cancel
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Customized Bullets

First, Select Next, set

Symbol Font & Color

Paste -y

v

E® ad92-0 =

Home | Insert Page Layout

t-
b

References

Mailings

Clipboard ™ |

Recently Used Bullets

Bullet Library

None P ‘ @)

> v
Document Bullets

<> Change List Level

Define New Bullet...

=] & — -
Lj 5, |[EFE -Se| = 20| 1| saBbCeDdEe Aa

L0

Define New Bullet 2| x|
Bullet character

\

Rev

Symbol... | Picture... |
Alignment:
Left v
Preview
' |
|
' | —
|
' | —
|

OK Cancel




Nested lists (Bullets & Numbered)
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0‘9 ada2-0 =

Home | Insert

el /
v @ — — ‘
P ¥ P |v Y-

Page Layout References Mailings

% Types of Owls
a) Snowy
b) Flammulated

c) Barn

% Types of Snakes

a) Boa
b) nyhon|

-

|

= ;§|

I'e

Increase Indent

Increase the indent level of the
paragraph.




Nested List
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1. Enter the text and press “Enter” after each

list item.

2. Select all the items and format all items as

the outer list.

3. Select the inner items and format those.

Red

Blue
Periwinkle
Sapphire
Green

SURE I

Red

Blue
Periwinkle
Sapphire
Green

1. Red
2. Blue
< Periwinkle
< Sapphire
3. Green




Ruler: Use to set Tabs and Indents

ED d2-0 = Document?2 -

Home Insert Page La Kfegences  Mailings  Review,  View

=) 2 - -———
J |LJJ| < Web LayQee Document Map L{
l -
Il %Outllne ‘ Thumbnails —— 100
Print |Full Screen =]| praft ,
Layout| Reading Mes\age Bar | | Q
Document Views Show/Hide

EEuEEEEEX R

| Right Page Margm
Left Page Margin |
Left Edge of
Paper

A

Right Edge of
Paper
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Ruler: The Zero Point
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S D U T

= N

4

% Michadel Stipe per

harmonich, a

J %  Peter uck is a

Left Page Margin
0 Mark on Ruler.

Setto 1.25 inches
from Edge of Paper

Edge of Paper
-1.25 inch mark on Ruler.

\

1 inch from
Left Page Margin




Reading the Ruler
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i}

1

' 1 '

Iz

%

Va

/2

ZNV

VZ 14

1 inch from
Left Page
Margin

172

14

2 inches from
Left Page
Margin




Left Indent Marker
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Left Indent set to /4 inch
from the left page margin.

' S N Y

This paragraph is even .
with the left page margin. Paragraph

has the
This paragraphgapm curser.

left indent of 4| inch.

Each paragraph can have different Ruler settings.
The Ruler displays the settings for the active paragraph




Quiz: Reading The Ruler: Left Indent
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T,

What is the left indent setting shown above?

a) Ya of an inch from the left page margin.

b) % inches from the left page margin.

C

Q.

)
)
)

e

1% IncC
134 Iinc

134 inc

hes from t

nes from t

nes from t

ne

ne

ne

eft page margin.
eft page margin.

eft page margin.




Geeky Bumper Sticker

9 OUT OF 8 PEOPLE

have trouble with fractions



Hanging Indent on a Bulleted List

— [/

The bullet symbol
starts here.

The first line of
text starts here

34

T A ! 3
Michael Stipe performs 1
itar, harmonic
kayboards.
Feter Puck is a songw
guifar, mandolin
First Line Indent Tab Marker Hanging Indent

Each subsequent
line in the paragraph
starts here.




Numbered List: Hanging Indent

The numbered list must be formatted with a hanging indent such
that the numbers start 0.5 inches (72 inch) from the left margin.

The first line of text starts 1 inch from the left margin.

Each subsequent line starts 1.5 inches (12 inches)
from the left page margin.

View = Ruler

ASEENEEEN SRR RN RN R R RN RN R
a) Non-breaking Hyphen: A non-breaking hyphen is a
hyphen that's used to prevent a hyphenated word,
number, or phrase from breaking if it falls at the

end of a line. Insert a non-breaking Hyphen by
pressing CTRL+SHIFT+HYPHEN.




Quiz: Reading The Ruler

)

DT . . . . 1 - L e D

o

What is the left indent setting shown above?
a) % of an inch from the left page margin.
b) 1 72 inches from the left page margin.

c) 1 % inches from the left page margin.

d) 1 %8 inches from the left page margin.

e) 1 % inches from the left page margin.



Right Paragraph Margin
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®m Below, the second paragraph is active.

® The Right Paragraph Margin is set to 0.5 inches
from the Right Page Margin.

ISISI

1ypheh, or 'you can let Word

reaking hyphen is a
event a hyphenated
from breaking if it
nsert a non-breaking




Quiz: Reading the Right Margin
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What is the setting of the Right Paragraph
margin?

Q)

@)
N’ N’ S N S

572 inches from the right page margin.

O

5% inches from the right page margin.

Y2 inches from the right page margin.

o

Ya inches from the right page margin.

% inches from the right page margin.




