
Appendix A Changing default font 

1 Open a new blank document.

2 Choose Tools > Options… as shown in Figure A-1 below:

Figure A-1

The Options window will appear. 
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Figure A-2

3 Make the choices as shown in Figure A-2 above.

4 Click OK.

Figure A-3

5 Close the document without saving.
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Choose this.

Choose this.

The font in use
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