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Hi!

There are important things you need for this work-

shop to go smoothly. 

Please go to tinyurl.com/hex-fa2020-drive.

Follow the instructions in the file named read me, 

and download the file named download me. 

We'll begin at 3:10!
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1.	A crash course on typography.

2.	Creating a MS Word template file, with 

better typography.

3.	Special case: typography for your résumé.

WORKSHOP
AGENDA
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1.	A crash course on typography.

2.	Creating a MS Word template file, with 

better typography.

3.	Special case: typography for your résumé.

WORKSHOP
AGENDA To get the most out of this  

workshop, you’ll need Microsoft 
Word and the Adobe Creative 
Cloud Application (or a good 
font you like).

WHILE WE’RE HERE…
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Typography is purposeful visual design of text 

on a page to facilitate reader attention1. I like 

to think of it as the user interface of language: 

the way we arrange and use the symbols of lan-

guage has a big effect on how it’s perceived.  

WHAT IS 
TYPOGRAPHY?

1 Matthew Butterick, Typography for Docs
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You have three basic tools:

1.	Your font, and its features.

2.	Line and paragraph formatting.

3.	Hierarchy and layout.

ELEMENTS OF 
TYPOGRAPHY
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You have three basic tools:

1.	Your font, and its features.

2.	Line and paragraph formatting.

3.	Hierarchy and layout.

ELEMENTS OF 
TYPOGRAPHY
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Almost twenty-five barrels?
IvyPresto Display: Thin 

Almost twenty-five barrels?
IvyPresto Display: Light 

Almost twenty-five barrels?
IvyPresto Display: Regular

Almost twenty-five barrels?
IvyPresto Display: Semibold

Almost twenty-five barrels?
IvyPresto Display: Bold

Almost twenty-five barrels?
IvyPresto Display: Bold Italics

A high quality font will come in a font family. 

This allows you to access different weights, 

and italicized versions of each weight.  

FONT 
CONSIDERATIONS



© Sahil Sanghvi 2020. All Rights Reserved. 

Almost twenty-five barrels?
IvyPresto Display: Thin 

Almost twenty-five barrels?
IvyPresto Display: Light 

Almost twenty-five barrels?
IvyPresto Display: Regular

Almost twenty-five barrels?
IvyPresto Display: Semibold

Almost twenty-five barrels?
IvyPresto Display: Bold

Almost twenty-five barrels?
IvyPresto Display: Bold Italics

A high quality font will come in a font family. 

This allows you to access different weights, 

and italicized versions of each weight.  

FONT 
CONSIDERATIONS

Some people refer to fonts as “typefaces”. That’s because 
originally, typeface was the term for a family and a 
font was a member of said family. 

WHILE WE’RE HERE…
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What do we think about when choosing a font?
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ligatures are special characters that com-

bine two individual letterforms into one. 

They are usually made for pairs where the 

two individual symbols collide, or where 

they clearly look better as one. 

It’s nice to have these to make text, especially 

large text, look more elegant.

FONT 
CONSIDERATIONS

fib vs. fib
Kalfka vs. Kalfka

often vs. often
Ligatures 
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ligatures are special characters that com-

bine two individual letterforms into one. 

They are usually made for pairs where the 

two individual symbols collide, or where 

they clearly look better as one. 

It’s nice to have these to make text, especially 

large text, look more elegant.

FONT 
CONSIDERATIONS

fib vs. fib
Kalfka vs. Kalfka

often vs. often
Ligatures 

 
LANATA: Ligatures Are Not Always The Answer
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fib vs. fib
Kalfka vs. Kalfka

often vs. often
Ligatures 

frost vs. frost 
LANATA: Ligatures Are Not Always The Answer

ligatures are special characters that com-

bine two individual letterforms into one. 

They are usually made for pairs where the 

two individual symbols collide, or where 

they clearly look better as one. 

It’s nice to have these to make text, especially 

large text, look more elegant.

FONT 
CONSIDERATIONS
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Symbols

Let’s talk about fonts. 
Small caps

Fonts will also have varying other symbols, like 

common fractions and currency symbols. 

small caps are capitals with the height of a low-

ercase letter. They’re a better alternative to  bold-

ing or underlining - more on that later. 

FONT 
CONSIDERATIONS
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Please, please don’t use default fonts.  

No Calibri, Arial, or Times New Roman. While 

Helvetica isn’t a default font, it’s also not cre-

ative. 

Find a good font: one with the right features, 

some character, and something that doesn’t 

come installed with your computer. 

FONT 
CONSIDERATIONS

TNR was invented to 
be used by printing 
presses. It’s optimized 
for that, not modern 
office printers and  
device screens. 
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You have three basic tools:

1.	Your font, and its features.

2.	Line and paragraph formatting.

3.	Hierarchy and layout.

ELEMENTS OF 
TYPOGRAPHY
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Music, according to this, is mathematical 
patterns. You can measure the precise 
data value of every symphony, song and 
howl, and determine which is the richest. 
The experiences they create in humans 
or wolves don’t really matter. 

Music, according to this, is mathematical 
patterns. You can measure the precise 
data value of every symphony, song and 
howl, and determine which is the richest. 
The experiences they create in humans 
or wolves don’t really matter.

Music, according to this, is mathematical 

patterns. You can measure the precise 

data value of every symphony, song and 

howl, and determine which is the richest. 

The experiences they create in humans 

or wolves don’t really matter. 

line spacing (also called leading) is the vertical 

distance between two lines of text in a paragraph. 

The best line spacing for readability is between 

120% and 150% of the font size. 

140% is generally regarded as the sweet spot. 

Leading is important for making your body text 

less exhausting.

TEXT 
FORMATTING

26pt font
26pt line spacing

Too tight!

26pt font
36.4pt line spacing

Good.

26pt font
44pt line spacing

Too loose!
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letterspacing (a.k.a tracking) is a property 

that affects the horizontal space between every 

letter in a block of text. 

When you use all or small caps, some extra hor-

izontal spacing is needed. Increase the letter-

spacing (there’s no formal rule for how much. 

Follow your gut, but don’t go too far) 

TEXT 
FORMATTING

SUPERIOR
No extra tracking

SUPERIOR
+20 Tracking
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letterspacing (a.k.a tracking) is a property 

that affects the horizontal space between every 

letter in a block of text. 

When you use all or small caps, some extra hor-

izontal spacing is needed. Increase the letter-

spacing (there’s no formal rule for how much. 

Follow your gut, but don’t go too far) 

TEXT 
FORMATTING

SUPERIOR
No extra tracking

SUPERIOR
+20 Tracking

In an advanced typography class, we would cover kerning (letterspac-
ing for individual pairs of letters). But because this is a workshop of 
practical tips for Word, etc., we’ll skip it. 

WHILE WE’RE HERE…
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Emphasis is pretty important, but there are a 

couple of do’s and dont’s1. 

1.	Don’t underline things. It breaks the flow and dis-
tracts the eye.

2.	Italics are okay. I don’t like bold, but that’s techni-
cally okay too. But you should only use one or the 
other. 

3.	Small caps are ideal (for one or two words): easy to  
ignore when reading a different line, but noticable 
when you’re reading the “target” line. 

TEXT 
FORMATTING

1 Matthew Butterick, Practical Typography
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Emphasis is pretty important, but there are a 

couple of do’s and dont’s1. 

1.	Don’t underline things. It breaks the flow and dis-
tracts the eye.

2.	Italics are okay. I really don’t like bold, but if you are 
certain you need it then it can be allowed. But you 
should only use one or the other. 

3.	Small caps are my favorite (for short phrases): easy 
to ignore when reading a different line, but notice-
able when you’re reading the “target” line. 

TEXT 
FORMATTING

1 Matthew Butterick, Practical Typography

The first stage began with the cognitive revo-
lution, which made it possible to connect un-
limited sapiens into a single data-processing 
network. This gave sapiens an advantage over 
all other human and animal species. Although 
there is a limit to the number of Neanderthals, 
chimpanzees or elephants you can connect to 
the same net, there is no limit to the number 
of sapiens.

The first stage began with the cognitive revo-
lution, which made it possible to connect un-
limited sapiens into a single data-processing 
network. This gave sapiens an advantage over 
all other human and animal species. Although 
there is a limit to the number of Neanderthals, 
chimpanzees or elephants you can connect to 
the same net, there is no limit to the number 
of sapiens.

Underlining dis-
tracts the eye and 
makes it  hard to 
focus on  the other 
text. 

Italics don’t break 
the block of text 
like a big line does, 
but provides em-
phasis when your 
eye gets there.



© Sahil Sanghvi 2020. All Rights Reserved. 

When it comes to headings, it’s easy to go over-

board. There shouldn’t be too many levels of 

headings (at least visually). 

Just like text emphasis, having too many forms of 

heading emphasis can be garish or distracting. 

TEXT 
FORMATTING

into a single data-processing network. This gave sa-
piens an advantage over all other human and animal 
species. 

The first stage began with the cognitive revolution, 
which made it possible to connect unlimited sapi-
ens into a single data-processing network. This gave 
sapiens an advantage over all other human and an-
imal species. Although there is a limit to the num-
ber of Neanderthals, chimpanzees or elephants you 
can connect to the same net, there is no limit to the 
number of sapiens.

§2.3: The Cognitive Revolution

The first stage began with the cognitive revolution, 
which made it possible to connect unlimited sapi-
ens into a single data-processing network. This gave 
sapiens an advantage over all other human and an-
imal species. Although there is a limit to the num-
ber of Neanderthals, chimpanzees or elephants you 
can connect to the same net, there is no limit to the 
number of sapiens.

Combining too 
many emphasizers 
drags my eye to 
the header when I 
try to read the line 
around it. 
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into a single data-processing network. This gave sa-
piens an advantage over all other human and animal 
species. 

The first stage began with the cognitive revolution, 
which made it possible to connect unlimited sapi-
ens into a single data-processing network. This gave 
sapiens an advantage over all other human and an-
imal species. Although there is a limit to the num-
ber of Neanderthals, chimpanzees or elephants you 
can connect to the same net, there is no limit to the 
number of sapiens.

§2.4: The Cognitive Revolution

The first stage began with the cognitive revolution, 
which made it possible to connect unlimited sapi-
ens into a single data-processing network. This gave 
sapiens an advantage over all other human and ani-
mal species. Although there is a limit to the number 
of Neanderthals, chimpanzees or elephants you can 
connect to the same net, there is no limit to the up-

Increased spacing 
before and after, 
combined with a 
mild increase in 
font size, provide 
an elegant and 
subtle heading. 

My favorite strategy is to increase the font a little 

bit, and use spacing to my advantage. One thing 

to note here: the heading should be distinctly 

closer to the paragraph of its own section than 

the one before it. 

TEXT 
FORMATTING
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You have three basic tools:

1.	Your font, and its features.

2.	Line and paragraph formatting.

3.	Hierarchy and layout.

ELEMENTS OF 
TYPOGRAPHY
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Line length is important for reducing reader 

exhaustion. Having the lines in a block of text 

be 45-90 characters reduces the eye strain 

that your reader feels as they move their eyes 

left to right and reset continuously. 

The bigger side margins also add the extra 

benefit of room for side notes!

HIERARCHY
AND LAYOUT
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The third stage kicked off with the appearance of writing and money about 5,000 years ago, and lasted until the beginning of the scien-
tific revolution. Thanks to writing and money, the gravitational field of human co-operation finally overpowered the centrifugal forc-
es. Human groups bonded and merged to form cities and kingdoms. Political and commercial links between different cities and king-
doms also tightened. At least since the first millennium BC - when coinage, empires, and universal religions appeared - humans began 
to consciously dream about forging a single network that would encompass the entire globe.

This dream became a reality during the fourth and last stage of history, which began around 1492. Early modern explorers, conquerors 
and traders wove the first thin threads that encompassed the whole world. In the late modern period, these threads were made stron-
ger and denser, so that the spider’s web of Columbus’s days became the steel and asphalt grid of the 21st century. Even more impor-
tantly, information was allowed to flow increasingly freely along this global grid. When Columbus first hooked up the Eurasian net to 
the American net, only a few bits of data could cross the ocean each year, running the gauntlet of cultural prejudices, strict censorship 
and political repression.

But as the years went by, the free market, the scientific community, the rule of law and the spread of democracy all helped to lift the 
barriers. We often imagine that democracy and the free market won because they were “good”. In truth, they won because they im-
proved the global data-processing system.

So over the last 70,000 years humankind first spread out, then separated into distinct groups and finally merged again. Yet the pro-
cess of unification did not take us back to the beginning. When the different human groups fused into the global village of today, each 
brought along its unique legacy of thoughts, tools and behaviours, which it collected and developed along the way. Our modern lar-
ders are now stuffed with Middle Eastern wheat, Andean potatoes, New Guinean sugar and Ethiopian coffee. Similarly, our language, 
religion, music and politics are replete with heirlooms from across the planet.

If humankind is indeed a single data-processing system, what is its output? Dataists would say that its output will be the creation of a 
new and even more efficient data-processing system, called the Internet-of-All-Things. Once this mission is accomplished, Homo sapi-
ens will vanish.

Having long 
lines of text 
makes your doc-
ument visually 
exhausting, since 
my eyes have to 
travel further.
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AbcdefghijklmnopqrstuvwxyzAbcdefghijklmnopqrstuvwxyzAbcdefghijklm

The third stage kicked off with the appearance of writing and money about 
5,000 years ago, and lasted until the beginning of the scientific revolution. 
Thanks to writing and money, the gravitational field of human co-opera-
tion finally overpowered the centrifugal forces. Human groups bonded and 
merged to form cities and kingdoms. Political and commercial links be-
tween different cities and kingdoms also tightened. At least since the first 
millennium BC - when coinage, empires, and universal religions appeared 
- humans began to consciously dream about forging a single network that 
would encompass the entire globe.

This dream became a reality during the fourth and last stage of history, 
which began around 1492. Early modern explorers, conquerors and trad-
ers wove the first thin threads that encompassed the whole world. In the 
late modern period, these threads were made stronger and denser, so that 
the spider’s web of Columbus’s days became the steel and asphalt grid of 
the 21st century. Even more importantly, information was allowed to flow 
increasingly freely along this global grid. When Columbus first hooked up 
the Eurasian net to the American net, only a few bits of data could cross the 
ocean each year, running the gauntlet of cultural prejudices, strict censor-
ship and political repression.

But as the years went by, the free market, the scientific community, the rule 
of law and the spread of democracy all helped to lift the barriers. We often 
imagine that democracy and the free market won because they were “good”. 

Having shorter lines of text 
make the document less 
exhausting to read, and 
also give me space for side 
notes. 
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The third stage kicked off with the appearance of writing and money about 
5,000 years ago, and lasted until the beginning of the scientific revolution. 
Thanks to writing and money, the gravitational field of human co-opera-
tion finally overpowered the centrifugal forces. Human groups bonded and 
merged to form cities and kingdoms. Political and commercial links be-
tween different cities and kingdoms also tightened. At least since the first 
millennium BC - when coinage, empires, and universal religions appeared 
- humans began to consciously dream about forging a single network that 
would encompass the entire globe.

This dream became a reality during the fourth and last stage of history, 
which began around 1492. Early modern explorers, conquerors and trad-
ers wove the first thin threads that encompassed the whole world. In the 
late modern period, these threads were made stronger and denser, so that 
the spider’s web of Columbus’s days became the steel and asphalt grid of 
the 21st century. Even more importantly, information was allowed to flow 
increasingly freely along this global grid. When Columbus first hooked up 
the Eurasian net to the American net, only a few bits of data could cross the 
ocean each year, running the gauntlet of cultural prejudices, strict censor-
ship and political repression.

But as the years went by, the free market, the scientific community, the rule 
of law and the spread of democracy all helped to lift the barriers. We often 
imagine that democracy and the free market won because they were “good”. 

Having shorter lines of text 
make the document less 
exhausting to read, and 
also give me space for side 
notes. 

An easy way to check your line length 

on the fly is to use the alphabet as your 

measuring tool. 

2-3 alphabets is 52 - 78 characters.

WHILE WE’RE HERE…
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Lists! Fun in documents, not fun in Java. 

The main point I want to make here is: please 

don’t use the default lists. They’re boring and 

bland. In any modern document software, you 

can change the bullet symbols and the numbering 

font. 

HIERARCHY
AND LAYOUT

The numbering font I use in these slides is called Concourse T3 Index. It 
was designed by Matthew Butterick, whose web book is my go-to quick 
reference (and where a lot of this material came from). 

WHILE WE’RE HERE…
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The 48 Laws of Power is a book written by Robert Greene. It’s a very 
notorious book, and was actually banned from several U.S. prisons. 
Here are the first few laws:

1.	Never outshine the master. 

2.	Never put too much trust in friends, learn how to use enemies.

3.	Conceal your intentions

4.	Always say less than necessary. 

The prisons banned the book, describing it as:

 » subversive

 » manipulative

 » machiavellian

Interesting bullet and 
number symbols show 
effort and elegance. 
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The best way to lay out all the text on a page is 

by using a grid system. A grid is a system of 

horizontal and vertical lines that can guide lay-

out choices1, and has been used for many cen-

turies.

We’ll look at some examples, but like a lot of 

tools, it only works if you use it in moderation.

HIERARCHY
AND LAYOUT

1 Matthew Butterick, Practical Typography
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The Gutenberg Bible used a four column 

grid system. 

If you’re writing a normal essay or paper, 

one column is fine (and probably best). 

But, if you’re making a more complex 

document with levels of hierarchy and 

images, then multiple columns are great1. 

HIERARCHY
AND LAYOUT
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The Gutenberg Bible used a four column 

grid system. 

If you’re writing a normal essay or paper, 

one column is fine (and probably best). 

But, if you’re making a more complex 

document with levels of hierarchy and 

images, then multiple columns are great1. 

HIERARCHY
AND LAYOUT

1 Not every column in a grid needs to be a body text 
column. You can use it for images, side notes, etc.
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The above images were taken from thinking with type, a website with lots of useful reference information. 

Some columns are used for body text, and others for captions. Notice that the images still line up with the grids. 

HIERARCHY
AND LAYOUT
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What does that look like in actual schoolwork?

Well, not too crazy, unfortunately. We can’t dras-

tically alter the grid of a college paper1, but the 

other things we’ve learned together do apply!

HIERARCHY 
AND LAYOUT

1 Yes, even a one-row, one-column grid is a 
grid. One could argue that this is a three-row, 
one-column grid though.
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What does that look like in actual schoolwork?

Well, not too crazy, unfortunately. We can’t dras-

tically alter the grid of a college paper, but the 

other things we’ve learned together do apply!

However, next time you work on a lab writeup 

(or anything more complex), think about the grid  

of your document!

HIERARCHY 
AND LAYOUT
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Time to apply these tips to a real document!
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So … résumés. 
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While typographic rules and tips are great, we need to 

apply them with discretion. A couple of considerations: 

1.	Most recruiters are skimming, not reading. So our el-

ements need to be exaggerated accordingly. 

2.	The first thing I get asked is when I’m graduating. 

So that goes right up top by my name. 

THE DEAL WITH 
RÉSUMÉS
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While typographic rules and tips are great, we need to 

apply them with discretion. A couple of considerations: 

1.	Most recruiters are skimming, not reading. So our el-

ements need to be exaggerated accordingly. 

2.	The first thing I get asked is when I’m graduating. 

So that goes right up top by my name. 

3.	The complexity of a résumé lends itself to a nice 

grid. The shape of this grid depends on the content. 

THE DEAL WITH 
RÉSUMÉS
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Most of today’s material is from these two sources, which 
is where I learned this stuff myself.

	» Practical Typography by Matthew Butterick

	» Thinking With Type (the website) by Ellen Lupton

Other cool stuff: 

	» r/typography

	» Designing Type (guess what this book is about)

CREDIT WHERE 
CREDIT IS DUE


