Preset Your Word Document Formatting

Preset your formatting BEFORE you begin typing so you don’t forget later.

Paragraph - - M

Indents and Spacing | Line and Page Breaks |
General
Alignment: Left EI
Qutline level: |Body Text EI Collapsed by default
Indentation
I Left: o = Special: By:
I Right: 0" = First line EI 0.5" =
D Mirrar indents
Spacing
Before: 0 pt : Line spacing: At
After: 0 pt = Double EI =
¥|:Don't add space between paragraphs of the same stylel
Preview
Samiple Test Sample Text Sample Test Sample Text Sample Text Sample Text Sample Text Sample Taxt
1 Samiple Test Sample Test Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Samiple Test Sample Test Sample Text Sample Text
Tabs... | | Set As Default | [ OK l ‘ Cancel

Set as Default at the bottom *,

Microsoft Word — . » M

Do you want to set the default alignment, indentation, and spacing of the paragraphs for:

(7) This document only?

@):all documents based on the Normal template?!

o o

and all new documents will open formatted correctly.



Preset Your Word Document Formatting

Set Font and size BEFORE you start typing.

Font | Advanced |
Font: Font style: Size:
Times New Roman Regular 12
Sylfaen - ~| |8 -
Symbal Italic 9 E‘
Tahoma E‘ Baold 10
Tempus Sans ITC Bold falic 11
s New Fomen 4 ~| | —
Font color: Underline style: Underline colar:
| Automatic |Z| ‘ (none) Izl | Automatic |Z|
Effects
Strikethrough Small caps
Double strikethrough All caps
Superscript Hidden
Subscript
Preview
Times New Roman
This is a TrueType font. This font will be used on both printer and screen.
Set As Default ‘ ‘ Text Effects... ‘

QK | Cancel

Set as ~ Default at the bottom

Do you want to set the default alignment, indentation, and spacing of the paragraphs for:
@ This document only?

@égll documents based on the Mormal template-?é

I | |

and all new documents will open with correct font.



