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1. From the Menu across the top of your screen (File | 
Edit | View …), click on Format > Font. 

 A window will open up that looks like this:

2. In the first part of the window (Part A), choose the 
Font that you like best – your new default font. 

For this example, you can leap right in and pick your own 
font now, or you can use my favourite, Georgia.

3. In Part B, choose the Font Style (style of lettering) 
you’d like.

You’ll probably want Regular; most of us don’t write entire 
documents in Italics or Bold. Instead, we apply bold and 
italics only when needed.

4. In Part C, pick your default Font Size.

You can pick from the list of font sizes provided, or you 
can type in the value you want. You can pick 10, or 12. You 
can type in 10.5. And while 13 isn’t listed as a choice in the 
preset list, you can enter it manually in the Size portion of 
this window.

MS Word is limited in its font sizing choices. You can only 
pick whole or half numbers – such as 10 or 10.5 or 11 (but 
not 11.3). 

Other design software packages are better at handling fonts. 
MS Word isn’t really the best tool for high-end design work. 
MS Word is more suited to regular office documents such as 
reports and letters. If you’re doing fancy layout work, this 
font restriction is one big reason to use another application 
such as Adobe InDesign or QuarkXPress. 

But ... for most regular office uses, these font sizes 
are more than enough. My favourite size for regular 
correspondence is Georgia 11.5. This particular font runs a 
bit large at the full 12-point size for my liking, so I use 11.5.

Again, remember that the font you set now can always be 
changed manually in every document you create. What you 
want to pick here is your “usual” starting point. 
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