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Description automatically generated]Tips for Formatting a Stylish Document
Design is Important
Word program is a word processor that enables you to create stylish documents. In practice, documents are always a form of communication: You are about to say something to the reader of the document.

Elegance is an integral part of a document. The visual appearance gives the first impression of the document, but also the first impression of your employer and you. However, document formatting isn't just about elegance: At its best, good design helps the reader read and understand the text.

In this course, we learn how to use the different formatting features of Word. (Word can also help you with spelling and commenting on documents prepared by others, for example.) However, the features are just a tool, and our ultimate goal is to create stylish documents that are well presented in substance.

Next, we'll go over a few tips on good design.
Typeface
Choose a clear typeface, such as:
· Arial
· Calibri
Font size                              Preferably use a font size of 11 or 12 points. Some documents may be justified in using a slightly smaller font, but in practice, you can almost always use an 11- or 12-point font in the body of a document.
Line spacing                         Use the appropriate line spacing. In academic documents, double line spacing is preferred. Otherwise, it is a good idea to use the usual line spacing of 1 to 1.5 as the line spacing.
Highlighting
	Korostustekniikka
	Esimerkki

	Text Color
	A document is a form of communication

	Text Background Color
	A document is a form of communication

	Font
	A document is a form of communication

	Underline
	A document is a form of communication

	Text Size
	A document is a form of communication

	Cursive
	A document is a form of communication

	Bold
	A document is a form of communication
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