Introduction to Character Formatting
Microsoft Word provides many methods for changing the way a document looks. Character formatting options can be used effectively to give documents and attractive and professional look. Formatting options allow you to change many things about the way text looks including font style, font size, font colour and other font effects.
Font Faces

Font Faces are text styles that can be used to change the way your lettering looks. Some are formal looking while others are very casual or artistic looking. When Windows and Word are installed on your computer, they will both add a collection of Font Faces to your computer which can be used in many programs. The default font that is used in new Word documents in the Times New Roman font.

Font Sizes

You can adjust the size of text on a page to whichever size you choose. Font sizes are measured in ‘points’, a measurement unit common in printing. There are 72 points to an inch so text that is font size 72 would be one inch in height. The font sizes you enter do not have to be whole numbers. For instance, you could enter a font size of 14.5 for some text that you have selected. The default font size for new Word documents is 12 points.

Font Colours

The text in a document can be changed to any colour you computer is capable of displaying or printing. On most computers this means you will have over 16 thousand colours to choose from. The default text colour is black.
Other Text Effects
Many other text effects can be applied to the text in your document. These include text underlines, superscript, subscript and character spacing options.
