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Microsoft Word Styles

 XE "Styles" 
If there is a particular group of formats you use over and over again, you can set them up as styles XE "Styles:styles"  and choose the styles XE "Styles:styles"  from the list on the format toolbar or the Task Pane.
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Creating a Style

1. On the Format menu, click Styles and Formatting
2. In the Task Pane to the right click on the New Style button.
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3. In the Name box, type a name for the new style.

4. In the Style Type box, select the type of style you want to create.

5. In the Style For Following Paragraph box, click the style you want to specify as the style for the next paragraph.

6. To specify the formatting for the new style, click Format.

Tip   To use the new style in new documents based on the same template, select the Add To Template check box. Word adds the modified style to the template attached to the active document.

Note   Word bases a new style on the style applied to the selected paragraph. To base the new style on a different style, select a style in the Based On box.

Tip   You can quickly create paragraph styles XE "Styles:styles"  based on the style of your selected text by typing a new name in the Style box on the Formatting toolbar. Character styles XE "Styles:styles"  cannot be created in the Style box.

Modifying a Style

1. On the Format menu, click Styles and Formatting.

2. In the Task Pane, right-click the style you want to modify and choose Modify.

3. Click Format to modify the attributes of the style.
Check Add to Template to make the style available to all documents








