How to setup your default fonts and styles

. Documentl - Microsoft Word Picture Tools - 7 X
| e l_]l";ﬂ/ql FagerJ.qru-ut Ref?r.q\ces MariMllliigs R?E?w ‘.?ET Aqd=]ns En?lhljfte Frﬁﬁat @
# == ,—_v i= iE - 44 Find -
B el & &) = 1= - e E (BN [aamocer| asmbcer AaBbC: aabee - A |5 none
Pafte |B I U - abe x, ¥ Aav”ai’.? A- ‘ ‘% = = E‘H:THQT i THormal | Mo Spacing  Headingl  Heading2 - g:;ar':sgf s select -
Cliphuard [= Font [ Paragraph 7] Styles IF] Editing
L 2T (510 ) (5] (6] (7 M | 4o T ioalifos [[o7) = i
[L] O SR TR RN RS SN PR SRR PR SR RN PRS- TR RN P 7 -
tyles ¥ X
: From the ‘HOME’ tab
- = |
: @ select the ‘STYLES’ Clear Al B
: re—— more command. Normal T
_ |_Edt | Becommend | Regtrict | SetDefaits | No Spacing 1a
B Fent:
- Times New Roman Heading 1 2
: [Tempus Sans ITC ~ ¢ ]
g 1 Select the last tab ‘Set Heading 2 5a
- Trebuchet MS )
: Trstan Defaults’, make your _
: (Tutader = Title 13
: changes.
Subtitle Ta
C Subtle Emphasis a
: Select ‘New Document Emphasis a
i based on the template’ Intense Emphasis @ ‘
: to have it on all Strong ag
u;, documents. -
- Show Preview
; (3) Orly in this document OQWMmuum [ Disable Linked Styles
: | Lo [ cone ]/J @ Options. ..
m Manage Styles

Page:1ofl | Words:0 | 5 | EERlz= = -




