MS Word
MS Word Font Issues

1 Introduction

This note describes some issues with fonts in MS Word when moving files between dif-
ferent version of MS Word and in particular between versions on MS Windows and Mac
OS X — if you don’t have time to read this document, just skip to the conclusions
and recommendations on page 8 — if you don’t even have time to turn the pages:
use the font Ariel Unicode MS for any mathematical operators you use in your docu-
ments you are sending to other people. DejaVu fonts are available for all platforms from
http://dejavu-fonts.organd have most of the mathematical operators as well as fonts
suitable for the text.

1.1 Sample Font Problem

The screen snap from an MS Word document viewed using MS Word 2004 for Mac in figure
1 shows some missing glyphs with a box O symbol.

Question 2

(2) A ={n[dInt the character ACSII code n is a capital letter}

() P OAas'F [ ine. 'F is a character.

(iiy A as'?' [ Int. '?"is a character.

(iiy 70 OJ A, it is the ACSII code for 'F' which is a capital letter.

(iv) 50 ] A asit is the ASCII code for '2', which is not a capital
letter.

(v)  "8B0" [J Aas"80" [] inr. "BO"is 2 sequence.

Figure 1: MS Word 2004 Missing Fonts
From MS Word 2004 menu bar — Tools — Compatibility Report we get the dialogue box
in figure 2
The author of the document had used the following fonts in the original document:
e ArialMT
CourierNewPSMT

LucidaSansUnicode

e Tahoma

Tahoma-Bold

TimesNewRomanPS-ItalicMT



http://dejavu-fonts.org
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[:] Compatihility Report
B il Ny
Check compatibility with:
[ word 97 through 2004 &+

’r. " Recheck Document_\

Results:

1. Word 6.0/95 compatibility options
are set

. Font substitution has occurred

. This document contains characters
that might not display correctly in
earlier versions of Microsoft Office
for Macintosh

ST Y]

*K lgnore ? Help

Explanation:

A font used in this document is not
installed. Weord is substituting text
formatted in the font Lucida Sans Unicode
with Apple LiSung Light. To change your
font substitution settings, open the Font
Substitution dialog box.

Figure 2: MS Word 2004 Compatibility Report

All the fonts are TrueType fonts — fortunately, the author had supplied a PDF version
of the document so that the Adobe Reader Document Properties dialogue (from File —
Properties...) could be used to give an indication of the fonts and their names (though
font substitution may have occurred here too)

The Font Substitution dialogue (figure 3 from Word menu — Preferences item — Compati-
bility item) confirms that the font Apple LiSung Light has been substituted for the missing
font Lucida Sans Unicode — unfortunately, the substituted font does not have the required
glyph.

Font Substitution

Font substitutions

Missing document font Substituted font
Lucida Sans Unicode pple LiSung Light
Missing document font: Substituted font:

["Apple LiSung Light )
Lucida Sans Unicode : g

"Lucida Sans Unicode" will be displayed and printed using "Apple LiSung Light".

"_ Convert Permanently \ Cancel | [ OK )

Figure 3: MS Word 2004 Font Substitution Dialogue

In this case, we can see the missing glyphs from the PDF file and use the Font Substitution
dialogue to change the font to Ariel Unicode MS which does have the required glyphs and
the document is now displayed in figure 4 — note that this will not look exactly like the
original since the exact shape of the glyphs are slightly different (and it could change lines
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breaks...). The default font substitution is Lucida Grande (the Mac system font) but this
does not have the required glyphs either.

Question 2

(2) A ={n e Inr the character ACSII code n is a capital |letter}

(i) 'F' ¢ Aas'F ¢ Inr. 'F' is a character.

(i) "eA as'? ¢ Ine.'?is a character.

(iiiy 70 € A, it is the ACSII code for 'F' which is a capital letter.

(iv) 50 & A asitisthe ASCII code for '2', which is not a capital
letter.

(v) "BO" ¢ Aas"BD" e Inr."BO" is 2 sequence.

Figure 4: MS Word 2004 Fonts Substituted

2 Font Embedding & Substitution in MS Word 2007

In MS Word (2007 and earlier) for MS Windows, it is possible to embed fonts in a docu-
ments — which means recipients do not need to have them installed — however not all
fonts can be embedded for both screen and print use — see below on Font Properties
Extension in section 3.2. Office button — Word Options — Advanced gets figure 5

Popular
5 H Customize how documents are saved.
Display
Procfing Save documents
Save Save files in this format: | Ward 97-2003 Document (*.dog) v
Advanced Save AutoRecover information every |10 2| minutes
Customize AutoRecover file location: | C:\Documents and Settings\KUD0597\Application Data\Microsoft\Word
Adddns Default file location: H: Browse..
Trust Center Offline editing optiens for document management server files
Resources

Save checked-out files to:
The server drafts Jocation on this computer
O The web server

Seryer drafts location: | H:\SharePoint Drafts

Preserve fidelity when sharing this document: ] Examination Paper House-style Guideli..

[] Embed fonts in the file (&

Figure 5: MS Word 2007 Save Options

In MS Word 2007 Office button — Word Options — Advanced gets figure 6 — clicking on
Font Substitution... gets the Font Substitution dialogue if fonts have been substituted
(otherwise a message box informs you that no substitution was needed)
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Word Options E g|
Popular g between documents when style definitions conflict: | Use Destination Styles (Default) ¥ |
Display Keep Source Formatting (Default] ¥
Proofing Insert/paste picturas as: In line with text |+
o Kezp bullets and numbers when pasting text with Keep Text Only option

[ Use the Insert key for paste
en—— Show Paste Options buttons
Customize Use smart cut and paste (7 Settings..
Add:ins Show document content
Trust Center

[ show background colors and images in Print Layout view
Resources [ shaw text wrapped within the document window

[ shaw picture placeholders (¢

Show drawings and text boxes on screen

Shawr text animation

Show Smart Tags
[ show text boundaries

[ show crop marks

[ show field codes instead of thair values

Field shading: | When selacted v

[ use draft font in Draft and Outlin views

[_Font Substitution...

Display
Show this number of Recent Documents: 17 - [Ke
Show measurements in units of: | Centimaters |+

Figure 6: MS Word 2007 Advanced Options

3 Font Tools

The tools we are looking for need to address the following questions — we wish to view
the fonts rather than have font creation tools:

1. Which glyphs are in this font ?
2. Which fonts have this particular glyph ?
3. Given a character displayed as not present (O), what character is it ?

We would also like to know which versions of which package or operating system include
particular fonts — here are a couple of Web sites that have some information on that:

e http://media.24ways.org/2007/17/fontmatrix.html is the Font Matrix table
which hangs off a 24 Ways article for 2007 — a bit out of date but still useful.

e http://www.apaddedcell.com/web-fonts is Complete Guide to Pre-Installed Fonts
in Linux, Mac, and Windows by Mega McDermott (10 November 2007)

Alan Wood’s Unicode Web site (http://www.aTlanwood.net/unicode/) lists lots of utili-
ties — here are some that | have used:

3.1 Font Tools for Mac OS X
3.1.1 UnicodeChecker

From http://earthlingsoft.net/UnicodeChecker/index.html.en — donation ware.
Figure 7 shows the main screen.

This will answers questions 2 and 3 on an Apple Mac — this is one of the few tools that
will identify the character with the missing glyph. To do this, copy the missing character


http://media.24ways.org/2007/17/fontmatrix.html
http://www.apaddedcell.com/web-fonts
http://www.alanwood.net/unicode/
http://earthlingsoft.net/UnicodeChecker/index.html.en
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(by copying the O character from MS Word) and paste it into the UnicodeChecker character
area in the main window (see figure 7)

00 UnicodeChecker
| Hex ':] U+2209 |4 » || Apple Symbols ':]
| Basic Multilingual Plane _ﬂ
Hex Char
2203 ]
U+2204 2
2285 @
w2zos A& ()
2207 v
U+2208 c Mame: NOT AN ELEMENT OF Q
2209 4
U+220A < -
U+228B a [ Codes Properties Misc Unihan |
U+2200 a Unicode Hex: U+2289
U+2280 3 e (e CREE
42 20E . nicode Dec:
U+220F m UTF-8 Hex: @xE28889
U+2210 u UTF-16 Hex: @x22@9
2211 3 UTF-32 Hex: @x@0882289
U+2212 - XHTML: &notin; (&#8713;)
2213 F )
U+2214 p Lowercase: Uppercase:  Titlecase:
n/a n/a nia

U+2215 /
+2216 N Decomposition:
U+2217 . 2208 9338[&]
U+2218 . 4
11.2718 1

Figure 7: UnicodeChecker Main Window

3.1.2 Unicode Font Info

From http://pixel.recoil.org/code/unicodefontinfo/index.html — free.
Figure 8 shows the main screen.

This will answer question 1 on an Apple Mac

3.1.3 Font Book

Comes with Mac OS X — answers question 1 but not as conveniently as Unicode Font Info

3.2 Font Tools for MS Windows
3.2.1 Microsoft Font Properties Extension

The Microsoft web site http://www.microsoft.com/typography/ has lots of useful
information (Krieger (2007, page 26) describes this). Font Properties Extension can be
downloaded from this site — this gives details of embedding permissions (amongst other
things). To get the dialogue in figure 9, do a secondary click (right click, usually) on a font
file in the Fonts directory — accessible from the Control Panel or as C:\WINDOWS\Fonts


http://pixel.recoil.org/code/unicodefontinfo/index.html
http://www.microsoft.com/typography/
C:\WINDOWS\Fonts
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800 Unicode Font Info = |
(=) A [l Unicode Ms = [ Regular 2] - A
Pim  Fonts Font Family Typeface Font Search Character Details
| Mathematical Operators % ] i Sk Arial UniCOde MS
Y C 86 3 38 @AV e e e 3 32 5 1 ][] Arial Unicode MS 24.0 pt
IHE-3% 4+ /71 s VA A s w0 Sample Text
c 4 < b1k Aavau [T i Sphinx of black quartz: judge my vow.
Bf SRR o
1 #» = = % = ¥ & = ¥ 5 &g & = ¢ =2
= s 5 & == =T 2 = & ¥ £ & = z 2
# = £ E s 2 £ 2 § z=<>» | ¥ ¢+ %
¢ 2 S 2 % 2 %5 2 % ¥ <> < 5z
+ +c > ¢ Pc2¢ DR U Y E
2 c 2 nuUuee @206 e 6 o Hd
BE AT 1L F E E F Ik E ¥+ B F &
X F 4D QB e e T ¥ A V b 4
AV . NU e * ¥ M K X X L = ¥ A
€E @ U h $ < >» «<>»>»5 2 25 2 3
¥ ¥ & 3 $ 2 3 x5 ¢ » $ B
(16x16 15 Page: 35 8704 - 8253

Figure 8: Unicode Font Info Main Window

3.2.2 MS Word Insert Symbol Dialogue
The MS Word Insert Symbol dialogue (see figure 10) gives access to symbols in a particular
font. This dialogue is obtained as follows:

MS Word 2007 Ribbon — Insert tab — Symbol group — Symbol contextual tab — More
Symbols. ..

MS Word 2003 (& earlier) Menu bar — Insert — Symbol. . .
MS Word 2004 for Mac (& earlier) Menu bar — Insert — Symbol. . .

3.2.3 MS Windows Character Map Tool

MS Windows also has a Character Map tools to display all the characters in a particular
font — this enables characters to be inserted into a document as well as finding which
glyphs are in a font. It also gives the Alt + numeric keypad digits that may be used to
insert the character from the keyboard. (see Karp et al. (2002, page 117) and figure 11).

This is obtained from Start — All Programs — Accessories — Character Mapper (sic) or
Start — Run... — charmap

3.2.4 Unicode Font Viewer

From http://www.soft-gems.net — free — answers question 1 — see figure 12


http://www.soft-gems.net
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ARIALUNLTTF Properties ?X

Hinting/Fant S moathing Mames Features Linksz
Degoription | Licenze | Secunty | Summary | Mefwfare Yerzion
General Embedding CharSet/Unicode Wersion

E mbeddability for this font
E ditable embedding allowed

Dezcription of pozsible embedding settings

Installable embedding allowed: fonts mayp be embedded in
documents and permanently installed on the remaote system.

Editable embedding allowed; fonts may be embedded in
docurents, but must only be installed tempararily on the
remate swstem,

Frint & Preview embedding allowed; fonts may be embedded
i documents, but must only be installed tempararily on the
remote syztem. Documents can only be opened read-only.

Restricted licence embedding. Mo Embedding allowed; font
may not be embedded in document.

I ]S l[ Cancel ]

Figure 9: MS Windows XP Font Properties Extension Dialogue

3.2.5 ListFont

From http://heiner-eichmann.de/software/listfont/listfont.htm — free — an-
swers question 1 — see figure 13

3.2.6 AMP Font Viewer

From http://www.ampsoft.net/utilities/FontViewer.php — free — answers ques-
tion 1 — see figure 14

3.2.7 TrueType Explorer

From Alan Woods web site — free — answers question 1 and gives a lot of detail about
the fonts — see figure 15

3.2.8 MainType

From http://www.high-Togic.com/maintype.html — £££ — answers question 1


http://heiner-eichmann.de/software/listfont/listfont.htm
http://www.ampsoft.net/utilities/FontViewer.php
http://www.high-logic.com/maintype.html
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Symbol 3(E3
Symbals | special Characters
Font: [arial Unicode M5 v Subset: | Mathematical Operators v
S |ew|w| |3
Y|C|la|3]|3
> -F|+ k&
APIESEEE ‘ﬂ;_v
Recentyllsed s mbols g . . . . . ,
€|£|¥|0[®™x|#|=<|z|+|x|=|u|a|p
NOT AN ELEMENT OF Character code: [2209 From: |Unicode hex) w0
[ futoCorrect... | [ shortrut Key... | Shortcut key: 2209, alt+x .
[ msent | [ cancel |

Figure 10: MS Word 2007 Insert Symbol Dialogue

3.2.9 PopChar Win

From http://www.ergonis.com/products/popcharwin/ — £££ — answers questions
1 and 2 — there is also a version for Mac OS X (the program was originally implemented
on the Mac platform in OS 9 days but has been ported to both Mac OS X and MS Windows).
| liked this program — see figure

4 Conclusions

If you are sharing documents and want both parties to see the same formatting, | suggest:

1.

Send the recipient a PDF version of your file — you should both see the same in this
both on screen and print.

. Check whether the fonts you are using for characters beyond the ASCIlI or Basic

Latin character set are available on the recipients platform — the Basic Latin char-
acter set is described at http://www.alanwood.net/unicode/basic_latin.html
orhttp://en.wikipedia.org/wiki/Asciiorhttp://en.wikipedia.org/wiki/
Basic_Latin — it is the character set covering the usual Western European lan-
guages (but not the mathematical operators)

. Ariel Unicode MS is one of the few fonts that has the mathematical operators and

exists in versions of MS Word for both MS Windows and Mac.

DejaVu fonts are available for all platforms from http://dejavu-fonts.org and
have most of the mathematical operators as well as fonts suitable for the text. These
are not installed by default on MS Windows and Mac OS X but can be downloaded
and installed by users.

. If the sending party is on MS Windows and the recipient does not have the fonts, try

embedding the fonts.


http://www.ergonis.com/products/popcharwin/
http://www.alanwood.net/unicode/basic_latin.html
http://en.wikipedia.org/wiki/Ascii
http://en.wikipedia.org/wiki/Basic_Latin
http://en.wikipedia.org/wiki/Basic_Latin
http://dejavu-fonts.org
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98 Character Map

Fant: | € Aial Unicode MS -
!"#$%&'(j*+,—.fﬂ1234*
567 g Sl=l=lE| 7@ A B|C|DIE|F|IG(H
[ J{RJL[MIN|O|P[QIR]S|T{UW WX Y2 ][
TR alb|c|d|e|flalh|i]il|k[!I|{m|n|o|p
gl s t{u]w|wlx]|y 13- AR EAE:
:§"©a-:-:"—®_°i23 TR |
o|»|talwe|%| s |A|A|A|A|A|A|E|G|E[E|E|E|T|T
T ER|O[OOO|a] =@ Ufulo]] ¥ b|R|a]4
alalala cle|leléleli|i|i|T|d|A|a|ald|d
ol+|alafld|ala|y|p|¥|Ala|A|d|A|a|Cle|C|e| s

Characters to cap_l.J:| Select

Advanced view

Character set : nicode * | Goto Unicode :

vy b

Search for:

1+0021: Exclamation Mark.

Figure 11: MS Windows XP Character Map Dialogue
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Unicode Font Viewer for Windows 9x and NT4+

Selectfont to display: Select character block:

@S U Gothic +|  Mathematical Dperators - Grid font size; 16 i‘ Large wiew font size: 144 i‘
@MSimSun

@FMingLil _ ~
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Avrial
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n
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Arial Lnico
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Baskerville Old Face
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Bauhaus 93
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Berlin Sans FB
Berlin Sans FE Dami 256 characters in current block current character iz $2208

ELEMEMT OF

Copy Exit

Figure 12: Unicode Font Viewer Dialogue
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Phil Molyneux

MS Word Font Issues

11

ListFont ¥ 1.2a, {C) 1997 - 2000 by H. Eichmann

Angzana Mew
AngzanalPC

Arabic Transparent
Arial

Avial Black

Arial Marrow

Arial Rounded MT Bold
Aial Unicode M5
Baskervile Old Face
Batang

BatangChe

Bauhausz 93

BelMT

Berlin Sans FB

Berlin Sans FB Demi
Bernard MT Condenzed
Blackadder ITC
Bodoni MT

Bodoni MT Elack
Bodoni MT Condensed
Bodoni MT Poster Compresszed
Book Antiqua
Bookman Old Style

B ook zhelf Sprbal 7
Bradley Hand ITC

Britannic Bold
Braadsian

.Y

e e O O o O ) O O = O s O ) O O o s O O O O O Y e O o B 8

X]
|

Character Set: |4l ~| | = Load Font...

Full name: Anial Unicode kS [westem, Regular) Show Unicode Fant |
S ample: | Help |
Use: 7 Setlext = lestUut oK |
20 1 " H#S%&' () *+, B
30: 0123456789 ; <=
40: @ABCDEFGHI J KL\
200 PQRSTUVWXYZI[ \ ]

60: " abcdefghij kIl n
70 pgrstuvwxyz{]| }
80: €0, f, ..T*" " %S ¢ CEl
90: 0« *” o« - —7 M5 5 cel
A0 i ¢EB¥ ] § O ¢ -
£ | >

Figure 13: ListFont Dialogue

U5 AMP Font Viewer
File Edt Format Fonks  Wiew Options Help
(] Installed Forts |® Mot installed Fonts

CEX

Installed Fonts:

Sample: |

firial Unicode MS

@5imHei

@SimsSun
@SimSun-PLU&
@Terminal

Agency FB

aharoni

Algerian

andalus

Angsana Mew
AngsanalPC
Arabic Transparent
Arial

Arial Black,

Arial Marrow

Arial Roundad MT Bold
Arial Unicode MS

Baskerville Cld Face

Batang

Mumber of installed Fonts: 249

(2)l2)(y) (= ]

’ Wiew Font lisk [ Wiew categories ]

The quick brown fox jumps
over the lazy dog.
Jackdaws love my big
sphinx of quartz.
0123456789 (.,:;-*1?")

Font
Twpe: CpenType

Available subFamilies:

Regular | Arial Unicode M5 ---= ARIALUMI.TTF

Selected text: (hone)

Arial Unicode MS

Figure 14: AMP Font Viewer Dialogue
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- a TrueType Explorer |Z||E|E|
File ‘iew Attributes  Help

2| 2

G NOT AN ELEMENT OF

NOT AN ELEMENT OF
{Symbol, Math)

Control Point Limits

Left: gg

right: 1020

Bottorn: -117

Top: 1167
Advances

width: 1124

Height: none

v
Side Bearings S
Left: &8s !
Right: 104
Bottorm: none
Top: none \r

Figure 15: TrueType Explorer Dialogue
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G MainType 2.1 (UNREGISTERED) - Arial Unicode MS
: File Edit View Tools Help

: TH d = :_] 0 | [ _f a8 = i E Bg 2 (o] vial Unicods 15 » Reqular -
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R R R R R T S S &30 |73l |gE @
T T Arial Marrow Thalic Installed OpenType TT 17 i .
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1@, Arial Narrow Bold Itg #risl arrow Boldltalc  Installed OpenType TT 171 | L 2 o« 4 I FolOKk A v o on v j' ﬁ'
@ Arial Rounded M sl Rounded MTBold - Reqular Installed OpenTyps TT 4 743 [a750  |&551  |es2 |53 [958 |&%s  |87%6  |&5r  |ei5e |58 |0 [evE1 [evez [eies
rial Unicode Arial Unicade Ms Reqular Installex OpenType TT 22,73 e 5 . i - - = "
Arial Unicode MS e — | Iod . . p s : : - .
1@ Baskerville Old Face Baskervile OldFace  Regular Installed OpenType TT 5 564 (3765 |a7es  |a767 8768 (8763 (8770 (3771 |e772  [8773  |8ii4 (5775 (8796 [7FF |78
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Figure 16: MainType Dialogue
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Figure 17: PopChar Win Dialogue
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