USING HEADINGS

When you have a very long document such as a report you may want to split
it into sections to make it easier for the reader. You could just highlight the
information and format the headings using the buttons available on the
toolbar or go to Format then Font to change its appearance.

Another way is to use styles. A style is a set of formatting characteristics that
you can give to text. Word contains many built in styles such as Title,
Heading 1, Normal, Body Text and many others. Using this tool will mean
that your work is consistent throughout and you won't have to go back and
keep checking what you have already used to format the text.

How to do it
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You may not like the styles so you can change them if you want. Just click on
the New Style button.
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Or use the Format

button and choose that
Body Text + Font: (Defaulth Tahoma, 12 pt / Way
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Her‘e you Can See how The new STy'e s | styles and Formatting v

that T made appears in the list. T "
called it Joanne and made it Comic

Pick formatting to apply

: JOANNE a
Sans, size 20 and red. - :
picture
You can make styles appear however you want them to. picture + 10 pt .
Every time you select some text and choose that style it Normal "
changes automatically. Clear Formatting
Body Text 1

Now you can make all your heading in that style if you want
too. This is very useful in long documents because once you
tell Word that something is defined as Heading 1 for example,
you can make a single change and every instance of that style | .. semomen "
is changed. -

Body Text + Lowered by 3 pt

callout 1

A note about using different fonts

Did you know that some fonts are easier to read than others particularly for
students who are dyslexic?

e This is Times New Roman looks and it is a Serif font. It has little flicks on the
letters which can make it difficult to read for some students. Word is usually
set up like as a default.

e Thisis Century Gothic. Itis an example of a Serif font. Because
these fonts do not have flicks they are easier to read.

Sans is French for without and Serif is the name of the short cross lines at the
ends of the letters; it's these cross lines that cause ‘clutter’ on the page.

SERIF FONTS SANS SERIF FONTS
Century Schoolbook Comic Sans
Georgia Arial
Monotype Corsiva Verdana
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