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You know you’re becoming a real techie when you start to question standard (default) settings on your computer. This fact is true when considering fonts; which means text and other characters of a certain style.  Windows operating systems come with dozens of fonts; Microsoft Office adds even more with its installation. For years the default font in Office was Times New Roman in Word and Arial in the other Office programs. When the default fonts changed with Office 2007, many users didn’t care for the new look, but accepted it grudgingly. Perhaps they didn’t realize they could set another font as their default. They may not have known that they could also download and install other fonts from the Internet. This article explains how to take control of your fonts and use them in creative ways.
The Background
In the early days of computing, text characters had unnatural, jagged edges. Fortunately, the look and variety of fonts have improved dramatically. TrueType font format was designed by Apple in 1991, and Open Type, jointly developed by Microsoft and Adobe, appeared in 1997. Clear Type greatly improved the clarity of text on flat screens and laptops. Today most text appears smooth and clear, even at very small sizes and in many alphabets, such as Latin, Greek, and Japanese, and Arabic.
Finding Your Fonts

Fonts are stored in the Fonts control panel of Windows. (Type “fonts” in the Start menu search box or click the Start button – Control Panel -- Fonts.)  Thumbnails of the fonts currently available on your computer are grouped alphabetically. The fonts that are installed depend on the languages which are enabled. My font list, for example, shows only English fonts. Double-clicking a font thumbnail reveals the font in the sentence, “The quick brown fox jumps over the lazy dog,” followed by the numbers “1234567890” repeated in different sizes. Fonts are organized by families, which include various sizes and styles like regular, italic, condensed, and narrow.
Windows 7 added forty-eight new fonts to the list, many in lesser known languages. Office includes custom fonts with each new release. If you purchased Office 2007 or 2010, you noticed right away the new default fonts: Cambria for headings and Calibri for the body of a document. According to Microsoft, the most popular five fonts in their products are Gill Sans, Calibri, Arial, Curlz MT, and Times New Roman.  
Changing the Default Font

With little effort, you can change the font that is standard in an Office program. On the Home tab in Word 2007 or 2010, click the small arrow in the bottom right corner of the Font group to open the Font dialog box. Select a font name, style, and size, and then click, “Set as Default” -- OK. 

Getting a New Font from the Internet 

You can also search the Internet to find new fonts, some offered for a price and some free. These can be downloaded and installed to the Fonts control panel, where they will be available to any program on your computer which uses text. My new fonts can be used not only in MS Office programs, but also in Photoshop Elements and PrintMaster, as well as others where text is needed.  
I wanted to send a homemade Valentine greeting card to my daughter using a font that had that theme. Searching with Google offered me many websites that had free custom fonts for download. I knew that any free download has the possibility of containing bugs or malware. So I researched a bit more and decided to focus on three of the many reputable free font sites: 1001freefonts.com, dafont.com, and fontspace.com.  I searched the Valentine category in dafont.com, found a font I liked, clicked the Download button and then the Save button twice, which scanned the setup file for viruses and saved it in my Downloads folder. Then I opened my Downloads folder (Start – Nancy – Downloads), opened the new font setup file, and clicked Install.  The process was automatic and quick. I closed all open windows, opened Word, and scrolled down the font list to my new font, called MC Sweetie Hearts. Using it, I designed a simple greeting card which I printed and mailed. 
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CAUTIONS:  If you create a product with a downloaded custom font and send it digitally, such as an email attachment, the person won’t be able to view the font if he doesn’t also have it installed. Instead, the text will revert back to the default font of the program that opens the attachment. If you want to delete a font from my computer, locate it in the Font control panel, right click it, and click Delete. A warning: deletions are permanent.
Using Fonts Creatively
Exploring the fonts on your computer is fun and will probably make you want to make better use of them. For instance, open a word-processing program like Word and scroll down the font name list on the Home tab to the three fonts called Wingdings. They are “Dingbats”; that is, fonts where text characters have been replaced by pictures and symbols. You can’t use Wingdings to write a contract, but you might find an occasion to include a telephone, pair of scissors or arrow in the body of a letter.  
Even if you don’t download any new fonts or include Wingdings in your documents, you can still use fonts creatively. Paying attention to how professionals use text in magazines and web pages can give you ideas for creative font use. For example, you can select the first letter of the first word in a paragraph and make it a different font in a larger size for a dramatic effect. While it isn’t a good idea to use too many fonts in one document, combining a couple gives interest to the text.  You can make your fonts work for you. 
