USING THE FORMAT PAINTER

WHAT IS THE FORMAT PAINTER?

The format painter is a command that allows you to copy and paste some of the formatting characteristics of existing text and of a paragraph’s style.

WHY WOULD I WANT TO USE IT?

For example, assume that everything in your document is in the default Times New Roman font, regular, 10 points, black.  You want to change all of your headings in a document to Arial, bold, 12 points, red.  Each change in each heading would take several clicks.  With the painter, everything can be changed in one click per heading.

HOW DO I USE THE FORMAT PAINTER?
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1.
Select the text that has the formatting you want to copy.

2.
If you want to change only one heading, click the format painter icon on the toolbar and then highlight the text to be changed.

3.
If you want to change several different non-contiguous selections, doubleclick the format painter and then highlight each heading to be changed.  Important:  When you have completed the changes, press ESCAPE to turn off the format painter!

COMPUTER EXERCISE – FONT FORMATTING CHANGES

Use the text on this page to experiment with the format painter.

Each of the five headings on this page has the following characteristics:  Arial, 12 points, blue. Change the first heading to Comic Sans MS, 14 points, red.

Using the format painter, copy the changes to the other four headings.

COMPUTER EXERCISE – PARAGRAPH STYLE FORMATTING CHANGES

The following selection in bold type has not been changed to a “hanging indent” format.  Notice the alignment of the text in relation to the item’s number.  The same text several lines above is in the more-readable “hanging indent” format. Copy the selection that has the hanging indent format and paste the paragraph formatting changes into the selection below.  (Notice that the font characteristics also change.)

1.
Select the text that has the formatting you want to copy.

2.
If you want to change only one heading, click the format painter icon on the toolbar and then highlight the text to be changed.

3.
If you want to change several different non-contiguous selections, doubleclick the format painter and then highlight each heading to be changed.  Important:  When you have completed the changes, press ESCAPE to turn off the format painter!
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