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Fonts and visual heirarchies
Your body text should be very plain for 
ease of reading, but what about the rest?

You’ll need visual variation in the text to 
draw the reader’s attention and guide 
them through your ideas. For more 
information, see the Document design: 
Fonts and visual heirarchies tutorial.

In both word processing programs, 
change fonts by clicking on the font name 
in the formatting toolbar at the top of the 
screen.

Text wrap
“Text wrapping” refers to the spatial 
relationship between your text and inserted 
images or graphics. To adjust how your 
text wraps around an object:

In MS Word, right click the object, select 
format text box, click the layout tab, and 
the menu appears. (For more advanced 
options, open the formatting palette under 
view in the main menu and open the 
wrapping and text box tabs.)

In Mac Pages, select the object and click the wrap button      in the formatting bar at 
the top of the screen. (For more advanced options, open the inspector by clicking the blue i in 
the top main menu, and click the wrap tab). 

Tinkering and troubleshooting with text

Alignment
Left aligned is the default setting. It’s 
sometimes called “left aligned, ragged 
right.” This paragraph is left aligned. 

This line is centered.

 This paragraph is right aligned, which is 
also called “right aligned, ragged left.” See 

how the text fits flush against the right 
edge of this textbox, with empty spaces 

on the left? 

Justified text is stretched to fit flush against 
both the right to left edges of the page or 
textbox. It works great for captions. When 
the edges of the text line up with the 
described image, the reader knows they 
belong together.

In both word processing programs, simply 
change text alignment using the buttons in 
the formatting toolbar.
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