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MS Word & Basic Design Tutorial 1 
 
• Fonts 

• Setting Template Defaults 

• Keyboard Shortcuts 

 
 
 
FONTS 
 
Everything people read and type for others to read is in one font or another. However, 
very few people care about fonts because they use default fonts that are generally 
legible and acceptable by others. Like clothes, though, just because it’s acceptable  
and does the job doesn’t mean it looks good. 
 
Not caring about fonts is acceptable to a certain point, like in letters or emails where 
there is no need to change fonts. Once a document gets more complicated in structure, 
like having heads, subheads, footnotes, footers and so on, or is lengthy so a lot of time 
has to be invested in reading it, fonts definitely matter. 
 
There are three main types of fonts: serif, sans-serif and display. 
 
 
 

Serif Fonts 
 
Serif fonts have little strokes at the bottom of the letters, like “feet”, which is what serif 
means in French. Sometimes, serif characters also have little strokes at the tips of letters, 
at the top or elsewhere on the letter besides the bottom. All of these little strokes are 
circled in the enlarged serif characters below (Palatino Linotype font). 
 

i m p W x d 
 



  

MS Word & Basic Design Tutorial 1 (by Minh Tan) 2 

The serifs form an illusionary base line to help guide the reader’s eyes along when there 
is a lot of continuous text, like here. That is why serif fonts tend to be used for main or 
“body” copy (text) in a document, whether a letter or annual report. This is not always 
the case as rules are definitely meant to be broken when it comes to font. However, it 
 is a fairly good rule to 
 

Use serif fonts for body copy 
 
 
 
Sans serif fonts 
 
Sans serif fonts do not have serifs on the tips and bottoms of their characters. Sans 
means “without” in French so these are letters without serifs. See the example below 
(Tahoma font) and compare to the area in red circles of the serif text previously shown. 
 

i m p W x d 
 
The stroke thickness of sans serif fonts are also generally thicker and more even than 
those for serif fonts. That is why sans serif fonts are often used for headers and small 
type like footnotes, or telephone book listings (see difference below). 
 
Doe John 123-4567 Doe John 123-4567 
Doe Jane 234-5678 Doe Jane 234-5678  
Doe Joe 345-6789 Doe Joe 345-6789 

 
Again, these are not absolute rules, but it is a fairly good rule to 
 
  Use sans serif fonts for headers and small type 
 
 
 
Display  Symbol Fonts 
 
These fonts are not meant to be easily readable, so they tend to be reserved for headers. 
Rather, these fonts are intended to get attention and/or evoke some very obvious 
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feelings, so they are also used for such purposes when more generic sans serif text 
won’t cut it for headers.  

• The word “display” is in an Old English font that as a definite association with it. 
• The mailbox is a “slash” symbol, but in the Wingdings character set. 
• The word “Symbols” is in the wacky and playful AR Hermann font. 
• The word “Font” is in an oldies, neon light, Harlow fonts. 

 
Script fonts that look like hand writing or printing also fit into the Display font category. 
 
Serif and sans serif fonts also evoke certain feelings but those feelings tend to be  
more sublime and for entire documents, like whether things look a little “heavy”  
(too much black), “light” (too faint), “clean” (readable and clear), “academic”  
(text book), “modern” (cutting edge), and so on. 
 
The general rule for display / symbol fonts is 
 
  Use display / symbol fonts sparingly, and for short headers only 
 
 
The human eye is remarkably adaptable when it comes to being able to read text in 
different fonts. However, that doesn’t mean it likes to be forced to try and read through 
some fonts that are hard to read, or hard to read in large amounts. Choosing the right 
fonts for your text will help your documents be easier and more inviting to read. 
 
On the next page are some font samples that are, both, common to Microsoft Word for 
Windows and nicely designed, to help with selection for users who are not typography 
experts. Note that Times Roman and Arial are not among the list. That’s because while 
they are commonly used, they are not the nicest fonts to read, especially when they are 
bolded due to the high contrast between the thickest and thinnest parts of their strokes. 
 
No display font suggestions are made, either, because they should be used rarely 
enough by the non-designer that they should be used at one’s own risk. 
 
You can create your own font list by copying the text on the next page, pasting to 
duplicate it, then changing the font and font name to the new fonts of your choice. 
Other font choices you have access to aren’t necessarily bad, they are just not preferred 
among the top five choices here.  
 
 
 



  

MS Word & Basic Design Tutorial 1 (by Minh Tan) 4 

Some nice common serif fonts to use (12 point samples) 
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Palatino Linotype 
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Garamond  
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Souvenir  
 abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Cambria  
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Minion  
 
 
Some nice common sans serif fonts to use (12 point samples) 
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Tahoma  
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Calibri  
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Verdana  
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Eurostile  
 
abcdefghijklmnopqrstuvwxyz1234567890!@#$%^&*()-+=[]\/?<>,.;’:”{}`~ Gill Sans  
 
 
Note the difference in length of the identical character sets in the different fonts, or the length of the sets to the letter  
“z”. Also note how some sets appear to be larger than others, despite being of the same font size. This is because  
their “x-height” (or the height of the letter “x”, n, o, a, etc. without an extender) is different relative to each other.  
For readability and/or length limitations, you may want to prefer one font over another, but for starters, picking one  
you like the look of should work just fine. Finally, view this at an extremely large view to see fine font design features.  
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Font Properties 
 
The Font menu offers a lot of properties which can be applied to fonts. Some are more 
useful than others, but having an idea of what each does and when they might be useful 
would make them of more value. 
 
To change the properties of some text, you can either change the feature before you type 
your text, or highlight your text and changing the properties in a number of ways. 

• For properties with buttons, like Bold, you can click on the button. 
• For properties without buttons, like Strikethrough, or for multiple properties, 

like italicized Small Caps, use the Font menu and click off all the properties 
 you want before clicking OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



  

MS Word & Basic Design Tutorial 1 (by Minh Tan) 6 

Bold 
For headers, bold is very common. In body text, it is actually not recommended. Italics 
are preferred for emphasis, being gentler to the eyes from less contrast. 
 
Italics 
Preferred for emphasis over bold, italics are also used for formal and/or legal references, 
from book names to legislation. Note there are two forms of italics, true and false. True 
italics have a distinct look, like a different style of handwriting. False italics are just the 
regular letter pushed to a slant. All the serif fonts previously recommended have true 
italics, while sans-serif fonts recommended have both. Serif fonts with true italics look 
nicer to the eyes and are easier to read because the italic characters were individually 
designed. False italics, meanwhile, are warped regular fonts, in a sense, and the eyes 
doesn’t generally like warped characters. 

 g g h h 
 
 Regular True italic Regular False italic 
 
Bold italic 
Has limited uses like bold, though is better than bold so that if the italics of your font 
are too light for your liking to denote emphasis, try the bold italics over the bold that 
may be too contrasting. 
 
Underline 
Underline is very out of style with the advent of computer type. The line under the text 
now just serves to crowd out the space between lines of text. Occasionally, underlining 
is still used to indicate embedded hyperlinks like URLs for website or email addresses. 
However, people will tend to try to click on the URLs or emails anyway, if they want to 
access them (visit a website or email something), so whether a hyperlink is embedded 
in them or not, they won’t care. Italics serve well to indicate hyperlinks or just the URLs 
or email address, or just a change to a proportionately sized sans-serif font, like visit 
http://digitalcitizen.ca/word/ for a copy of this file and others in my Word Lunch & Learns. 
 
Strikethrough 
When you want to leave in old changes, or denote original text. 
 
Double strikethrough 
Similar to strikethrough for use. Harder to read original text though, so only use if you 
want to denote the original of two sets of changes or something like that. 
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Superscript1 and Subscripts2 
While these have quick “automatic” value to give super- and sub-scripts, they are not 
generally well set. In this case, the superscript is not high enough and the subscript is 
definitely not low enough. Worse, both are serif fonts at tiny sizes that are hard to read. 
Even if you don’t set your super- and sub-scripts to raise or lower them to a different 
amount (shown later), at least change them to a sans-serif font (like Tahoma below),  
so that you have a superscripts1 and subscripts2 that are easier to read. 
 
SShhaaddooww, , EEEmmmbbbooossssss, EEEnnngggrrraaavvveee 
Just try not to use at all, and especially on serif fonts because the special effects are bad 
and don’t adapt well to details. They don’t add much to headers, just making them look 
garish. Use good font management to get attention to your headers, not cheap effects. 
 
ALL CAPS 
All caps tend to signify “screaming” to some people. It is also harder to read in the 
sense it takes longer to read. For a short head, that may be fine. HOWEVER, LONG 
TEXT IN ALL TEXT REALLY SLOWS DOWN YOUR READING SPEED AND IS 
TIRING ON YOUR EYES. Use all caps sparingly, like when you have many layers of 
heads and subheads that you run out of features to change your font to differentiate 
among them all (bold serif, sans serif, sans serif bold, all caps sans serif bold). 
 
SMALL CAPS 
Small caps are like a “classy” version of ALL CAPS. It is essentially all caps, with letters 
not normally in caps appearing in a smaller version of caps, than the capitalized letters. 
JUST COMPARE THIS TO THE ALL CAPS TEXT ABOVE, OR THE TITLES OF THE TWO SECTIONS. Small 
caps are harder to read than regular text, as all caps, but not as hard to read as all caps. 
They may be of value as a header feature, but a better choice than all caps, most times.  
 
Hidden Text 
You don’t see the text when you use this feature, so don’t use it. 
 
Combining Text Features 
This would be like bolded underline, or ITALIC SMALL CAPS. For the most part, don’t! 
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Character Controls 
 
In the Font menu, there is a second tab called Character Spacing beside the regular Font 
tab. This is a slightly inaccurate name because the features kept there are not just about 
spacing, but also includes stretching/compressing individual characters, and raising/ 
lowering the text above the regular baseline. 
 
Select the text you want to apply these features to, then go to the Font menu, Character 
spacing tab, chose your features or type in the values (like 95% compression which is  
not a drop down menu choice), and click OK. 
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Scale 
 
Text characters can be stretched or compressed horizontally to be some percentage of its 
width. This means each character is some percentage of its regular width, either fatter 
or thinner.  
 
This is not recommended in any situation!  
 
Fonts are meticulously designed to be the way they are, to be the most beautiful and 
legible the way they are, so keep them that way. 
 
This is a sentence to illustrate impact of font stretching. Regular text 

This is a sentence to illustrate impact of font stretching. 110% width  

This is a sentence to illustrate impact of font compressing. 90% width 
 
There may not seem to be any “big deal” to stretching or compressing fonts a little bit. 
However, some of the thick and thin strokes on the fonts may not print and/or look so 
nicely in the final product, in print or digital format. 
 
 
Spacing 
 
This is properly known as kerning, and is the adjustment of space between characters, 
keeping the characters exactly as they were designed. It is useful when you have to 
squeeze text on to a page so no small amount runs over to the next page (widow).  
A little condensing of fonts can save you a line here or there on a paragraph that has  
a few word overrun (orphans), which may then bring the rest of text to finish on one 
page. Or it can fit things on one line or table box so you can line things up nicely. Only 
condense text on one line at a time, but a whole line where you need to do so. Highlight 
the text, then go to the font menu and condense by 0.1 pt to see what happens. Repeat 
up to a maximum of 0.3 pt, but condense as little as possible. 
 
This is a sentence to illustrate the effect of kerning. 0.3 pt condensed 
 
This is a sentence to illustrate the effect of kerning. 0.2 pt condensed 
 
This is a sentence to illustrate the effect of kerning. 0.1 pt condensed 
 
This is a sentence to illustrate the effect of kerning. Regular spacing 
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Expanded spacing can also be used to fill space on a page, but is far less common and 
generally not recommended. But if used, rely on the same parameters for tightening,  
expanding 0.1 pt at a time, up to a maximum of 0.3 pt. 
 
This is a sentence to illustrate the effect of kerning. Regular spacing 
 
This is a sentence to illustrate the effect of kerning. 0.1 pt expanded 
 
This is a sentence to illustrate the effect of kerning. 0.2 pt expanded 
 
This is a sentence to illustrate the effect of kerning. 0.3 pt expanded 
 
 
 
 
SETTING TEMPLATE DEFAULTS 
 
Now that you have some basic knowledge about fonts, you can try different fonts at 
different sizes. Hopefully, you will find one you like to use as a default. But what if this 
default font you like is different than the one that is the default font when you create a 
new document? You don’t want to be making this change every time you create a New 
document, or open an existing document and deleting previous content. 
 
That’s where you will want to change the template defaults.  
 
Even if you prefer to use the default font provided with the template, you will want to 
learn this for changing template defaults in the future, like page margin and paragraph 
features (which we will cover in the next tutorial). 
 
The default template that comes with MS Word is named Normal.dot.  
 
Find this file using the Windows Search or Find function. It is in too many different 
potential locations to give specific instructions. 
 
When you see the Search results, note where it is, but do not click on the icon. Clicking 
on the icon just opens a New document, and nothing you do there will change your 
template. 
 
Go to MS Word and Open a new file. 
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In the window, there should be a drop down menu for file types, with the default being 
All Files, All Word Documents, Word Documents or something like that. 
Choose All Word Templates or Word Templates as the filter. 
 
Navigate through the directory from your Search results until you get to the folder  
of the file. There should be a file called Normal there for you to open. 
 
Opening the Normal.dot template this way tells MS Word you want to edit it. You can 
tell you have it open by looking at the file name in the top bar of your screen. It should 
say Normal rather than something like Document1 or Untitled. 
 
Any change you make when the Normal template is opened will be kept, if you save it 
with those changes. For example, if you type out your name then Save the file and Close 
it out, the next time you create a new document, your name will appear automatically. 
 
To change the default font in your Normal template (or any other if you use more than 
one template): 

• Click where the cursor is flashing. 
• Hold down your mouse and drag a bit to the right, after which you should see  

a little highlighted strip. This is the paragraph mark that is hidden from view  
by default (instructions to view it are below). 

• Change your font to whatever you want it to be, using either the visible choices 
(font name, bold, italics, etc.), or in the Font menu. 

• When you are done, Save the template. 
• Close the file. 

 
When you create a New file, your default font should be what you had set it as. Repeat 
this process if you want to change default fonts again in the future. 
 
 
The Paragraph Mark 
 
On your default menu bars in MS Word, look for a button with a symbol that resembles 
a backwards P.  ¶ 
 
When you click on that button, you will see this symbol at the end of every paragraph. 
Click it again to make that symbol, among other features like a floating dot to denote 
spaces between words or characters. It works like a “toggle”, on and off. 
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This ¶ symbol is called the paragraph mark. It contains formatting information about that 
paragraph, some of which may be overridden by highlighting certain text. However, 
anything else is subject to the defaults associated with this paragraph mark. 
 
The defaults associated with this paragraph mark cannot be seen like with features like 
Reveal Codes in programs like WordPerfect. However, it is better because you can see all 
the default properties via the menus containing that information. 
 
How you “see” the default paragraph properties is to open the various menus, like Font 
or Paragraph and seeing what is displayed in each field, like 12 point font, Palatino 
Linotype, Regular in the Font menu for this paragraph. 
 
If you choose to change your font defaults this way: 

• Toggle the ¶ button to show the paragraph mark in the Normal template. 
• Select the ¶ symbol. 
• Change the font to what you want for a default via buttons on your menu bars  

or in the Font menu. 
• Toggle the ¶ button to hide the paragraph mark. 
• Save the file and Close it. 

 
Opening a New file should have your desired font as a default. 
 
 
 
KEYBOARD SHORTCUTS 
 
There are many keyboard shortcuts that come with most programs, intended to save 
you time and Carpal Tunnel Syndrome surgery from having to click several times to get 
to just about everything via the software menus. The ones I will recommend here are 
common to most other mainstream software so you will benefit beyond usage of Word 
in learning these keyboard shortcuts. 
 
The keys to learning keyboard shortcuts are: 

• Learn a few at a time. 
• Use them often (some people know the shortcuts but don’t use them). 
• Use them by learning to find the Control key with your left baby finger (without 

looking), the way you would learn to find any other key in learning typing. Even 
if you can’t type without looking, learn to execute your keyboard shortcuts this 
way, with one/two hands used to hit the key you want to complete the shortcut. 
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For this tutorial, the keyboard shortcuts you should learn and start using are: 
 

• Ctrl  + B Bold Thumb for B  
• Ctrl + I Italics Right hand for I 
• Ctrl + Scroll forward Zoom in Scroll forward on your mouse 
• Ctrl + Scroll backward Zoon out Scroll backward on your mouse 

 
 
Ultimately, you will want to learn all these other keyboard shortcuts, in these batches: 
 

• Ctrl + Arrow Left Move cursor one word left (instead of letter) 
• Ctrl + Arrow Left Move cursor one word right (instead of letter) 
• Ctrl + Arrow Up Move cursor one paragraph up (instead of line) 
• Ctrl + Arrow Down Move cursor one paragraph down (instead of line) 

 
• Ctrl + Page Up Move cursor to top of previous page  

    (instead of 1 screen up with Page Up button only) 
• Ctrl + Page Down Move cursor to top of next page 

    (instead of 1 screen down with Page Down button only) 
 

• Ctrl + Z Undo Closest key for mistakes 
• Ctrl + X Cut Think X looking like scissors 
• Ctrl + C Copy C is for Copy, X scissors for Cut 
• Ctrl + V Paste Next to the Cut/Copy shortcuts 

 
• Ctrl + A (Select) All Selects All text in a document 
• Ctrl + F Find To find text quickly 
• Ctrl + H Replace To replace text (substitute) 
• Ctrl + P Print P is for Print, right hand for P 

 
• Ctrl + O Open Right hand for O  
• Ctrl + S Save Save regularly, before Close 
• Ctrl + W Close W is next to Q, Close then Quit 
• Ctrl + Q Quit Quit or exit the program 

 
Remember, most of these keyboard shortcuts are also applicable in most other popular 
programs, and definitely Microsoft programs. You can also practice in those other 
programs and benefit from being able to use them there by learning them here or there. 
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NEXT TUTORIAL 
 
Now that we have covered fonts, we will cover paragraphs and their features in the 
next tutorial. This includes: alignment, indentations (left, right, hanging), space before 
and space after, line spacing, soft and hard returns, and a few other options. Of course, 
we will also cover some design aesthetics associated with paragraphs. 
 
We will also cover bullets, which are a special formatting of paragraphs. 


