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Changing Character Spacing

Kerning is the amount of space between each individual character that you type. Sometimes the space between two

characters is larger than others, which makes the word look uneven. You can use the Font dialog box to change the kerning

setting for selected characters. Kerning works only with OpenType/TrueType or Adobe Type Manager Fonts. You can expand

or condense character spacing to create a special effect for a title, or re-align the position of characters to the bottom edge of

the text—this is helpful for positioning the copyright or trademark symbols. In addition, you can set text formatting for

OpenType/TrueType fonts that include a range of ligature settings (where two or three letters combine into a single character),

number spacing and forms, and stylistic sets (added font sets in a given font). Many of these options are based on

specifications from font designers.

Change Character Spacing

Select the text you want to format.
Click the Home tab.

Click the Font Dialog Box Launcher.
Click the Advanced tab.

Click the Spacing list arrow, click an option, and then specify a point size to expand or condense spacing by the
amount specified.

Click the Position list arrow, click an option, and then specify a point size to raise or lower the text in relation to the
baseline (bottom of the text).

Select the Kerning for fonts check box, and then specify a point size.

To make the new formatting options the default for all new Word documents, click Set As Default, and then click Yes.
Click OK.

Font ‘ Advanced |

Character Spacing

Scale: 1700% :

Spacing: | Expanded :4 By: 15 pt R

Position: | Normal “:7 By: 2 6

Kerning for fonts: |10 t ‘»—;‘ Points and above
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OpenType Features

Ligatures: Standard Only

Number spacing: | Default

Number forms: Default

Stylistic sets: 5

[] Use Contextual Alternates
Preview

Connecting trays Preview

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

Set As Default | | Text Effects... | Cancel

Change OpenType | cuu ™
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e  Select the text you want to format.

e Click the Home tab.

To set quick OpenType options, click the Text Effects button, point to Number Styles (New!), Ligatures (New!),
or Stylistic Sets (New!), and then select an option.
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e To set advanced options, click the Font Dialog Box Launcher. 5

° Click the Advanced tab.

e  Click any of the follow list arrows, and then select an option: :
Font Advanced |

e Ligatures. Select Standard Only (current Charader Spading -
standard), Standard and Scale: | 100% [v]
Contextual (current standard plus font Spacing: | Expanded [v] By [15pt
specific additions), Historical and Position: [Nomnal [0 g
Discretionary (old standard), or All. O e = B —

e Number Spacing. Select Default (specified
by font designer), Proportional (varying width OpenType Features
spacing), or Tabular (same width spacing). Ligatures: Standard Only

e Number Forms. Select Default (specified by Mo, e
font designer), Lining (same height, not below Numberforms:: |Default
base-line), or Old-Style (flow above or below the Stylistic sets: 5
line of teXt). [[] use Contextual Alternates

Preview

e Stylistic Sets. Select Default (specified by

font designer) or a specific set number. | Connecting trays

e  Select the Use Contextual Alternates check box

to provide fine-tuning of letters or letter

combinations based on the surrounding
characters.

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

Set As Default Text Effects... ‘

e  To make the new formatting options the default for
all new Word documents, click Set As Default, and
then click Yes. 8 9

e Click OK.

Displaying Rulers

Word rulers do more than measure. The horizontal ruler above the document shows the length of the typing line and lets you quickly

adjust left and right margins and indents, set tabs, and change column widths. The vertical ruler along the left edge of the document lets
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you adjust top and bottom margins and change table row heights. You can hide the rulers to get more room for your document. As you
work with long documents, use the document map to jump to any heading in your document. Headings are in the left pane and

documents in the right.

Show and Hide the Rulers
e Click the View tab.

e Select or clear the Ruler check box.
e To view the horizontal ruler, click the Web Layout View or Draft View button.

e To view the horizontal and vertical rulers, click the Print Layout View button.

[~ IS} [E Ruler_start - Word 7. @m - &5 X
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“Making Sense out of Home Improvement”

Your Total Satisfaction Means Everything. Your C; Make A Di 3
Please take a moment of your time to help us here at Home Sense by filling out this customer
satisfaction survey. We pride Ives with pi g you a safe envi , excellent
customer service, low day-in, day-out pricing, and a large merchandise assortment. Let us know
how we doing and thank you for shopping at Home Sense.

Please enter today’s date:

Please check your customer type:
Contractor/Commercial Customer Do-It-Yourselfer

Category of products purchased (please check all that apply):
- Building Materials Electrical Flooring Hardware

Kitchen/Bath Lighting Paint Plumbing

Garden Center Heating Tools Storage
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Setting Paragraph Tabs

In your document, tabs set how text or numerical data aligns in relation to the document margins. A tab stop is a predefined
stopping point along the document’s typing line. Default tab stops are set every half-inch, but you can set multiple tabs per
paragraph at any location. Choose from four text tab stops: left, right, center, and decimal (for numerical data). The bar tab

inserts a vertical bar at the tab stop. You can use the Tab button on the horizontal ruler to switch between the available tabs.

Create and Clear a Tab Stop

e  Select one or more paragraphs in which you want to set a tab stop.
e  Click the Tab button on the horizontal ruler until it shows the type of tab stop you want.
e  Click the ruler where you want to set the tab stop.

e If necessary, drag the tab stop to position it where you want.

To display a numerical measurement in the ruler where the tab is placed, press and hold Alt as you drag.

To clear a tab stop, drag it off the ruler.
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Dear Home Owners,

range in price from $4 to $45. So what are you waiting for?
Check out these options and get busy!
Connec ting trays

= Adjustable shelves
- Adjustable racks

Tim Todd
Home Sense. Inc
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Hanging indent

First-line indent

Are you tired of digging through your cabinets to find your spices? Are there items und.
that you haven't seen for years? Then it is ime to organizel Home Sense is

Several options are available in the realm of kitchen organization. The great
e Kitchen is you can create useful space without investing a fortune. Kitc

e your sink
happy to be able to helpl

hing about organizing your
ben organizers generally

Current indent settings are
for this paragraph

Tab Stops
Tab Stop Purpose
L Aligns text to the left of the tab stop
d Aligns text to the right of the tab stop
R 1 Centers text on the tab stop
A Aligns numbers on the decimal point
1 Inserts a vertical bar at the tab stop

2. Click the paragraph or select multiple paragraphs to indent:

To change the left indent for all lines, drag the Left Indent marker.

To change the right indent for all lines, drag the Right Indent marker.

To change the left indent of the first line, drag the First-line Indent marker.

To change the indent of the second and subsequent lines, drag the Hanging Indent marker.

As you drag a marker, the dotted guideline helps you accurately position the indent. You can also press and hold Alt to

see a measurement in the ruler.

Indent a Paragraph

Click the Home tab.

Click the paragraph, or select multiple paragraphs to indent.

Click the Increase Indent button or Decrease Indent button to move the paragraph right or left one-half inch.
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Dear Home Owners,
Are you tired of digging through your cabinets to find your spices? Are there items under your sink
that you haven't seen for years? Then it is time to organize! Home Sense is happy to be able to help!
" Several options are available in the realm of kitchen organization. The great thing about organizing your
kitchen is you can create useful space without investing a fortune. Kitchen organizers generally
range in price from $4 to $45. So what are you waiting for?
Check out these options and get busy!
- «  Connecting trays
% hely
«  Adjustable racks
Tim Todd
~ Home Sense, Inc
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Set Indentation Using the Tab Key
e  Click the File tab, and then click Options.

e Inthe left pane, click Proofing, and
then click AutoCorrect Options. \’ AutoFormat [
| AutoCorrect
e  Click the AutoFormat As You Type tab.
[ ]

Select the Set left- and first-indent

with tabs and backspaces check
box.

e Click OK.

Math AutoCorrect |
Replace as you type

“Straight quotes” with “smart quotes”
Fractions (1/2) with fraction character (32)
[] *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type

Automatic bulleted lists
Border lines

[] Built-in Heading styles

Automatically as you type

Format beginning of list item like the one before it
Set left- and first-indent with tabs and
[T] Define styles based on your formatting

1
AutoFormat As You Type

Ordinals (1st) with superscript
Hyphens (--) with dash (—)

utomatic numbered lists
ables
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