Formatting 101 – Theory and Practice
Formatting is implemented at three levels – the section (or document if only one section) level, the paragraph level, and the character level. The section level determines the number of columns, the page orientation and margins, as well as the headers and/or footers. The paragraph level controls alignment, line spacing, left, right, and first line indents, tab settings, borders, and shading. The character level determines the font, type size (measured in points), and type style (regular, bold, or italic). (Borders and shading can also be implemented at the character level.) A continuous section break is inserted after this paragraph to switch to two columns. A column break is inserted after the character formatting.
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This single-spaced paragraph is set in 12-point Times New Roman. It is fully justified with a 1 point border and 5 percent shading applied for emphasis. The first line is flush with the remaining lines in the paragraph.
This paragraph is set in 14-point Arial. The text is italicized and centered. There is a green 3-point border and no shading.
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