Formatting 101 – Center in 18-Point Bold Arial

This text is 10-point Times New Roman.

This text is italic 10-point Times New Roman.

This text is bold italic 10-point Times New Roman.

This text is italic 12-point Times New Roman in blue.

This text is 10-point Arial.

This text is italic 10-point Arial.

This text is bold italic 10-point Arial.

This text is italic 12-point Arial in blue.

This 12-point Times New Roman text contains subscripts and superscripts.

This text is 12-point Arial and highlighted in yellow.

This paragraph is set in 10-point Times New Roman. It is justified and single spaced with a 1-point border and 5 percent shading. The first line is flush with the remaining lines in the paragraph. Borders and shading are used for emphasis.

This paragraph is set in 12-point Times New Roman. It is left aligned and single spaced with a 2¼-point border and no shading. The first line is indented ½ inch from the remaining lines in the paragraph. 

This paragraph is set in 12-point Arial. It is right aligned and has line spacing of 1.5 lines, a red 3-point border and no shading.

This paragraph is set in 12-point Arial. It has a hanging indent so that the first line of the paragraph starts at the left margin, but the remaining lines of the paragraph are indented a half inch. Hanging indents are often used with bulleted or numbered lists.  Different indentation can be applied to different paragraphs in the same document.

This paragraph is set in 12-point Times New Roman.  It has left and right indents of one-half inch each. Changing an indent is different from changing a margin size.  Individual paragraphs can be indented so that they appear to have different margins from the rest of a document.  Indentation is established at the paragraph level; thus different indention can be in effect for different paragraphs.  Indents are changed in the Format paragraph menu, whereas margins are changed in the File Page Setup menu. The indentation of a paragraph is determined by three settings:  left indent, right indent, and a special indent.

Directions:  Please make the formatting changes to each line as indicated.








