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Fonts and Text Formatting
I. Fonts
· A font or typeface is a set of characters having similar characteristics
· Fonts have exotic names like Times New Roman and Lucida Console which may hint at their origins
· There are thousands of different fonts.  Click on the Font list arrow in the Font group on the Home tab to see the fonts supplied with Microsoft Office
II. Serif vs. Sans Serif Fonts
· All fonts may be classified as either serif fonts or sans serif fonts

· A serif is a small embellishment or cross line at the ends of each of the main strokes that form a character.  A serif font is any font whose characters have serifs, and a sans serif font is any one whose characters do not have serifs (sans is French for without)
· In the examples below, the word “Serif” is formatted in a common serif font (Times New Roman) and to its right the phrase “Sans Serif” is formatted in a common sans serif font (Arial)

Serif


Sans Serif
· Question: This document uses a common font called Courier New.  Is Courier New a serif or sans serif font?

III. Font Size
· Text size is measured in points, and there are 72 points to an inch.  E.g., 12 points is equal to 1/6 of an inch

· The measurement is taken from the top of the tallest letter (“T”) to the bottom of the letter that extends the farthest below the line (“y”)

· Examples:

12 point Arial


24 point Arial
IV. Font Styles

· Text styles include regular, bold, italic, and bold italic
· Any style can be applied to any font and size

· Examples:
12 point Tahoma regular
12 point Tahoma bold


12 point Tahoma italic

12 point Tahoma bold italic
V.  Applying Formats

· 3 ways to apply text formatting to a selected cell or range 
1. Right-click and choose Format Cells... from the popup menu

2. Use the commands in the Font group on the Home tab

3. Right-click and then click any of the buttons on the Mini toolbar that will appear

· The Mini toolbar appears when you select a cell or range or right-click a cell or selected range

· The formats currently in effect for the active cell are indicated in the Font group on the Home tab and on the Mini toolbar
