PROPORTIONAL VERSUS MONOSPACED FONTS
This is keyed in a Courier font.  Notice that all letters and spaces are the same width.  This is an example of a monospaced font.

This is keyed in a Times New Roman font.  This is an example of a proportional font because all letters and spaces are different widths depending on how much room they need.

Instructions:
1. Create a new file called Fonts in your Word folder.  Save frequently.
2. Ensure the line spacing is set to single spacing, 0 points before and after. (Home, Paragraph, [dialog box launcher], spacing (before, after, etc.)
3. Add a footer to the file with your name, the date and filename
Name (type in); Date (use date/time); filename (quickparts, field, filename)
4. Use Times New Roman font, size 16 to start this file

5. Set the margins:  1.5” left, 1.5” right. 1” top and 1” bottom (Page Layout, Page Setup, Margins)
6. Key the title:  UPPERCASE, bold and horizontally centred
7. Triple space after the title (enter three times leaving two lines blank)
8. Change the alignment for the paragraphs to left
9. Key the two paragraphs using the word wrap feature (remember:  2 spaces after periods at the end of sentences)
10. Change the font for each paragraph to match the font named in the paragraph (Times New Roman and Courier New)

11. Double space between the two paragraphs (leaving one line blank)
12. Ensure there are no blank lines after the last paragraph

13. Vertically centre the completed document (Page Layout, Page Setup [dialog box launcher], Layout)
14. Select the two paragraphs and change the line spacing to 2 (double) (Home, Paragraph, Line and Paragraph Spacing)
15. Print preview your work to ensure that it fits on one page
16. Print one copy of your completed work and hand it in to the teacher

17. Resave and close your file

Fonts Exercise
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