1. Bold, Underline and Italics
In the days of typewriters, the only way to enhance text was to underline it or put it in capital letters.  However, we now know that both of these make text harder to read and look old-fashioned.  Don’t use them: instead use italics or bold.

2. Justification, Hyphenation and Alignment

The standard alignment is left aligned, like this text.  Justified text is where both left and right text is aligned, the standard for newspapers.  However, justified text causes big gaps to appear in some text and reduces readability.  For these reasons it is best not to use it – unless it looks “good”.  Centring is popular and effective for headings, restaurant menus, etc.  right alignment is often used for captions, tables, graphs and Headers at the top of reports, for example.
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