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Word 2007: Text Styles

Learning guide

What is a text style?

e A textstyle is a set of formatting characteristics that you can
quickly apply to text in your document. When you apply a
style to a block of selected text, you can simultaneously make
several formatting changes.

e Word provides predefined styles, and you can also create
custom styles for your document.

How can text styles save me time?

Because text styles allow you to apply several formatting changes

at once, they have several advantages:

e One-step process: Instead of applying text formatting in
multiple steps (for example, making a heading stand out with
bolding, 16-point text size, and the Arial font), you could
accomplish the same formatting by applying a style (for
example, Heading 1) to your text in a single step.

e Universal & instant formatting changes: Whenever you wish
to modify text formatting in your document, a single
modification to a text style will be instantly applied throughout
your document to any text already formatted with that style.
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Text Styles are most useful when....

You need to apply consistent formatting throughout a
document. Because you can simply apply a text style by name
instead of remembering a series of formatting steps, you’ll be able
to complete your document more quickly and maintain a consistent
look throughout it.

You need to design a very long document. Applying text styles
by name can be done more quickly than applying multiple formats
repeatedly throughout a long document. In addition, styles can be
easily and consistently applied by colleagues working together on
a single document or group of related documents.

Two Types of Styles: Character and Paragraph

Paragraph styles

e Paragraph styles control all aspects of a paragraph’s
appearance, including text formatting, paragraph indents and
spacing, tab settings, and borders.

e Paragraph styles can be used to quickly and consistently format
large blocks of text or entire documents.

Character styles

e Character styles control the formatting for selected text within
a paragraph.

e Text within a paragraph can receive a character style even if a
paragraph style has already been applied to the entire
paragraph.

e Character styles work best when you need to apply a consistent
set of formatting within multiple paragraphs, often to
emphasize a concept or key point.
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Applying an existing text style

e Select the text or paragraph you wish to format.

e From the Home ribbon, go to the Styles tab and select a style
type from the drop-down menu (known as Quick Styles). You
can scroll through the possible headers using the slide buttons
on the side.
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e Word will apply the formatting characteristics of the style you
chose to the text or paragraph that you selected.

Creating a new text style

Creating a paragraph style using already-formatted text

The easiest way to create a new text style is to use a block of text
that is already formatted. Once you have created and named the
new style, you can apply this new set of formatting attributes easily
and consistently throughout your document.

e Highlight the block of text containing the formatting you wish
to save as your new style.
o0 To create a paragraph style, highlight an entire
formatted paragraph.
o0 To create a character style, highlight the text
containing the formatting you wish to create in your
text style.

The text above is formatted with the Century Gothic font in 12 point
size.
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e In the Styles tab, click on the button in the bottom right
corner. At the bottom of the menu, click on the New Style
button

Show Preview
Disable Linked Styles

@ @ @ Options...
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customize the style you wish to create.

The New Style window will appear allowing you to name and

Create New Style from Formatting
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Properties
Name: Stylel
Style type: Paragraph
Style based on: T normal
Style for following paragraph: | T Stylel
Formatting
Times Mew Roman |E| 12 |E| B I U Automatic
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Sampls text

Style: Quick Style, Based on: Mormal

Add to Quick Style st [] Automatically update
(@ Only in this document () New documents based on this template
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style.
e By default, Word will make your new

e To save your style as a character style:

In the box labeled Name, type a descriptive name for your new

style a paragraph style.

o0 Click on the down-facing arrow next to the box

labeled Style type.
o From the drop-down menu that appears, select
Character.
Properties

Mame: Stylel

Style type: Paragraph E

Style based on:

Linked (paragraph and character) *

Style for following paragraph: Table

e Click on the button labeled OK to save your new style.

Tip: When naming your styles, use descriptive names that will

indicate where you’ll use the style in your

document. For example,

Body text, section header, and figure caption are effective style

names.
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Modifying a style

Once you have created a style, it’s easy to modify it. When your
modifications are complete, they will automatically be applied to
all of the text in your document that uses the style you modified.

e Choose a style either from the Quick Styles menu in the Styles

=

tab or click on the
Styles submenu
e Right-click on the style and select Modify.

button and choose a style from the
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T Caption Emphasis Headinod Headinn 2 Headinn4 - Change
Update Heading 1 to Match Selection
S Modify..
Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

e The Modify Style window will appear allowing you to make
extensive changes to the formatting of your style.
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Maodify Style [ =
Properties
Mame: Heading 1
Style type: L d character
Style based on: T Normal |Z|
Style for following paragraph: | T Mormal IZ|
Formatting
Tahoma |Z| 24 IZ| I U Automatic |Z|
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Sample text
Font: (Default) Tahoma, 24 pt, Bold, Do not check spelling or grammar, Keep with next, Level 1,
Style: Linked, Quick Style, Based on: Normal, Following style: Normal
Add to Quick Style list  [] Automatically update
@ Orly in this document  (©) New documents based on this template
o) Come )

¢ Inthe box labeled Name, type any changes to your style’s
name.

e To make changes to the font, size, formatting, or color of your
style’s text, use the upper toolbar in the Formatting area.
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Formatting
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To change the font, click on the down-facing arrow next to the
box containing the name of your current font.

To change the font size, click on the down-facing arrow next to
the box containing the size of your current font.
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To apply bold formatting to your style’s text click on the
button labeled B.

To apply italic formatting, click on the button labeled I.
To apply underlining, click on the button labeled U.

To make changes to the alignment, line spacing, paragraph
spacing, and indentation of your style’s text, use the lower
toolbar in the Formatting area.
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To apply different alignment formatting to your style’s text,
click on one of the alignment buttons.

Button Command

Left-align the current paragraph or selected text

Center the current paragraph or selected text

Right-align the current paragraph or selected text

Justify the current paragraph or selected text

To apply different line spacing, click on one of the line spacing
buttons.

Apply single line spacing

12 points of space between each line
Apply 1.5 line spacing

18 points of space between each line
Apply double line spacing

24 points of space between each line
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e To change the spacing between paragraphs, click on one of the
paragraph spacing buttons.

Button Command
Increase the spacing between paragraphs.
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Decrease the spacing between paragraphs.
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e To change the amount your style’s text is indented, click on
one of the indent buttons.

Button Command
Increase the amount that your style’s text is
indented.

Decrease the amount that your style’s text is
= | | indented.

e To make additional changes to your style’s text:
0 Click the button labeled Format at the bottom left
corner of the Modify Style window.
o From the menu that appears, choose the type of
formatting change that you wish to make.

Fonk...
Paragraph...
Tabs. ..
Border. ..
Language...
Frame...
Mumbering. ..

Shartcut ke, ..
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Format... Options...

Font Font face, size, style, color, and effects
Paragraph Alignment, indentation, line spacing
Tabs Tab locations and alignment

Border Text border and background color

e Once you’ve finished making modifications to your style, click
the button labeled Ok to save your changes.
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