     WORD-PROCESSING  without TOIL !

       9. How  to make  your pages stand  out ?

To make your pages stand out we use the ‘FORMAT’ menu that allows us to select typefaces, type styles , type sizes, impressive borders in many colors etc. The ultimate success of any document greatly depends on its appearance. 
                                                         WHAT ARE    ‘ TYPEFACES ‘ ?
             A ‘TYPEFACE’ is a complete set of characters (letters, numbers, punctuation marks and special symbols). Generally, there are two kinds of typefaces: ‘SERIF’ (e.g.  ‘Times New Roman’ or ‘Courier New’) and ‘SANS SERIF’ (e.g. Arial). The TYPE SIZE is a vertical measurement and is specified in points (one point is 1/72 of an inch).

    TO CREATE YOUR STYLE: 

            SELECT YOUR TEXT,  ( GO TO  
FORMAT then CLICK on FONT- STYLE-   
SIZE – for chosen Parameters. Deselect your text, clicking  anywhere outside.

    The FORMAT menu allows you to define other style options :

Paragraph, Borders&  Shading,’Drop Cap’, STYLE,Background,etc 
We recommend to   Use more Templates & Samples by

CLICKING: FILE [- NEW

TIP: TRY to use also,  AUTOFORMAT !(To copy styles between documents- CLICK FORMAT-STYLE-ORGANIZER etc)
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