Chapter

16

Using Styles

STYLES are a collection of formatting information about text. They are stored in the
STYLES group of the HOME tab and in the STYLES TASK PANE. STYLES can be applied to
text at any time, you can use PRESET STYLES built into Microsoft Word or you can create
your own. The default Word style is NORMAL.

The major advantage of using STYLES is that once text has been set to a STYLE, when that
STYLE is adjusted all the text set to that STYLE is automatically adjusted as well.

Loading a Sample File

1 Load Microsoft Word and click on OPEN OTHER DOCUMENTS or close the current
file, click on the FILE tab and select OPEN.

2  Access the CHAPTER 16 folder within the WORD 2013 SUPPORT FILES folder.

3 Select the GOLF RULES file and open it as a READ ONLY file, pressing ESC to exit from
READ MODE.

4  The file contains rules and etiquette for a golf club. Your task will be to format it
using styles.

Using Preset Styles

You will use one of Microsoft Word’s preset styles to format the main heading.

1 Highlight the heading MANICURE
GOLF CLUB.

=] 4] 0= Golf Rules [Read-Only] - Word,
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW

s ¥ Cut
E® Copy
Paste i

¥ Format Painter

i Find -
25c Replace

[y Select~

TimesNewRo-[10 ~| A & Aa- % [IZ-iS-'%C. &= &

BIU-abex,x A-F-A-E====- D asis  Headingl T Normal Strong Subtitle Title

Clipboard ] Font el Paragrap G| AaBbCcD¢  daBi D:  AABBCCD] Editing -~

Intense Q... Subtle Ref...

AABBCCD  4eBbCeD:  AaBbCeDé
Intense R..  Book Title 1 List Para..
%4 CreateaStyle

£ Clear Formati]

4 se| 2 Click on the MORE icon in the
T STYLES group of the HOME tab, try
1 A balying i sn b e ot of b, Penly: some of the PRESET STYLES then
select one to format the heading,

such as HEADING 1.
—
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Creating Your Own Styles

Often the STYLES provided by Word do not suit all situations. Word allows you to create
your own STYLES.

A Setting the Formats

The first step in creating your own styles is to apply the formats that you want.

BH SO 0O = Golf Rules [Read-Only] - Word 7 B - O %X
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVEW  VIEW Sign in
ey ¥ Cut e sy [ = i Find -
D]E@[Dp-r Times New Ro - |12 siE-tne &3 8 || ssscen: AaBhC | AsBbCeDe| aamvcend assbeer QB b o
Paste . A Ao | By - &
. ¥ Format Painter Bl o x| - X =7 | i Emphasis  Hea

1 Highlight the first sub-heading,
LOCAL RULES, then set its FONT SIZE
to 12 pt and its STYLE to BOLD and

ITALIC.

Clipboard

x

MANICURE GO
Local Rules

out of bounds. Penalty: Stroke and Distance.

1 A ball Iying outside any boundary fence is

2 You want to record this format so that the other sub-headings can be set to the
same style.

B Saving the Style

The style needs to be saved so that it can be added to the STYLES group.

BHS O [T = Golf Rules [Read-Only] - Word 7 H - O %
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Sign in
¥ Cut 2 v — . s o = # Find -
O Fac TimesNewRo-[12 -| A o Aa- & iz~ - &3 | amscone AaBbC  AsvceDe asBveedd nsbcer AAD & pon
E Copy 25c Replace
Paste - T AW, = - v phasis T S i
1E o Format Painter | IO U vaex x| A~ WA - | =- D Emphasis  Headingl | TNormal |  Strong ubtitle Title N sheks
Clipboard & Font & Faragraph rl| AaBbCcD¢ 4aBSCcDe AaBbCcDc AaBbCoDc AaBbCcDe AX Editing ~
* SRR 1 1) 12000304 1401 51160171 B [NoSpac.. SubtleEm.. IntenseE..  Quote -
AABBCCD  4aBbCeDd  AaBbCeDE
4 IntenseR.. BookTitle T List Para...
= A4 Createa Style
| % Clear Formatti
i A4 Apply Styles...
2 MANICURE GOLF CLUB

Local Rules

1 A ball Iying outside any boundary fence is out of bounds. Pemlh‘:l 1 Chck on the MORE lcon |n the
STYLES group and select CREATE A
STYLE.
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Create New Style from Formatting M

Hame:
Sub-head (

Paragraph style preview:

|2 Callthe style:
Sub-head

and select OK.

Stylel i

QK Madify... Cancel

B EH SO 0O = Golf Rules [Read-Cnly] - Ward ? ®H - 0O %X
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES — MAIINGS  REVIEW  VIEW Sign in
oy ¥ Cut T 3z b | 1= L= o P % Find -
) Cop TimesNewRo-[12 -| A & Aa- R |i=-i=-%2- &5 2 T tmean AaBhC AbCeDe AaBMCeDd | AaBbCei| AaBbCer 3 Replace
f " - | 2R
Paste x AW lE=E==s s S, sis i 1 ] |
e o Format Painter. | IO U ~aex, x| A- WA - B===|(2 o B Emphasis  Headingl TNommal  Strong | Sub-hesd \Subtitle [= |\ o\
Clipboard ] Font T Paragraph i} Styles & Editing A~
s 3-\‘Z‘l-l‘\‘é-\‘l-\‘2‘|-3‘|‘4-\‘§‘|-5-|-7‘|‘B-\‘9‘|-1’Jw11|-12-\‘1]‘|-14‘|‘1§{_\‘\‘1.5-\‘17-|-1a‘ o

% 3 The SUB-HEAD style is added to the
STYLES group of the HOME tab.

MANICURE GOLF CLUB

Local Rules

C Applying the Style

The style can now be applied to other text in the document.

[ TR = B R ¢ O = Gall Rules [Read- Dby - Warsd 2 M - O %
HOME | INSERT  DESIGN  PAGELAYOUT — REFERENCES  MAILINGS  REVIEW  VIEW Signin |-
I A A t= = L e Find -
| t o . . = e i 3-e EE Ll A -
e Times Mew Ro » [12 LELSIE S AR T b AcsbCele AABD{ AsBbCeDd AaBWCed  AallbCo | aambrcr g
E3 Copy = | | 8 Peplace
L BT U-wxx A-¥-p- === - &-0H- Emphatis  Headingl  THomal  Steng | Subhead | Subtale (|| gl

¥ Format Fainter
Editing &

; MANICURE GOLF CLUB

,: Local Rules - —

; Al s i oot Ty el R R R
: I BREACH OF RULES, then click on

<y Water harard on the ninth hale

SUB-HEAD in the STYLES group of
the HOME tab.

3 Staked Trees: 1f a staked tree interfares with the player's
st be lifled, withcul penalty and deopped twa chub §
Bale

Breach af Local Rules

1 Stroke Play. Two stroke penalty
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B HS O 0 s Golf Rules [Read-Only] - Word ? B - B %
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Sign in
S 3 Cut i Find -

e R Il
TimesNewRo - |12 -/ A" A" Aa- & ~oE | E = ||| damscide AaBb(C AaBbCcDi AaBbCeDd  AaBbCei AaBbCcC

Pass Ef Copy . x ~| | Z5cReplace
aste = 2 AW ====!=- e e i X =
B Forma Pairter. | I U - =X, X A-F-A-lE=== = D Emphasis  Headingl 1T Normal Strang Sub-head | Subtitle || g
Clipboard T Font & Paragraph T Styles | Editing ~
& 3-\‘Z‘l-l‘|‘g-\‘]-\‘2-|-3‘|‘4-\‘§‘|-5-|-1‘|-B-\‘9‘|-l'l‘|‘ll‘l-ll-\‘]]-l-m‘l-lia\‘m-\‘ \ -
= MANICURE GOLF CLUB
; Local Rules
5 1 A ball Iying ovtside any boundary fence is out of bounds. Penalty: Stroke and Distance.
E 2 Hazards: The only hazards are

(A)  Any well defined bunker.

% B) Lateral water hazards on the fifth and eleventh holes

2 {C) ‘Water hazard on the ninth hole.

7 3 Staked Trees: [f a staked tree interferes with the player’s stance ar § . . . .

: e e it st s i e e smwecnes) ) Hijghlight the third sub-heading,

: Brcach of Local Rules COURSE ETIQUETTE, and apply the
°? D sk Py T soke peaaty SUB-HEAD style to it.

s 2 Match Play: Loss of hole.

Course Etiguette

1 Each player must carry an individual bag of clubs.

NOTE: You can press CTRL+Y to quickly apply the previously used STYLE.

The Styles Task Pane

Adding styles to the STYLES group is adequate for quickly adding styles to documents,
but when you want more control over the styles, the STYLE TASK PANE can be used.

A Opening the Styles Task Pane

FHE S O [ = Golf Rules [Read-Only] - Word T EH - 0O %
HOME | INSERT ~ DESIGN  PAGELAVOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW Sign in
S 3 Cut e By 1= L= ey i Find -
B [TimesMewRo~f12 «| A" & A2~ & | E-E-%- &5 T || yusscen AaBb(C AaBbCcD¢ AaBbCcDd  AaBbCei AaBbCch S
B2 Copy || 3 Replace
Paste - £t A . abe | o - Bid - sis i i =
3  Format Painter |[BLE | U =i, x| - W - A = Py - bid Emphasis  Headingl T Normal Strang Sub-head | Subtitle |- ¥ Select -
Clipboard el Font & Paragraph i Styles [F1 Editing A
x SRR 1 11021301 @ 506 7181191 AL Iy D e ) SR Styles (ANC+CtrlsSHIFLSS)
E MANICURE GOLF CLUB pm— Previed manage and customize the
7 text styfes in Word.,
& Lacal Rules Use thll window to see:and edit
o . . e 3 formafing details for each style,
3 1 A ball lying outside 2ny boundary feace is out of bounds. Penalty: Stroke and Distance. = creathew styles, and quickly
3 2 Hazards: The only hazards are: |
- (A)  Anywell defined bunler. . H .
- (B)  Lateral water hazards on the fith and eleventh holes 1 ICK on the Icon at the rig t
7] (C)  Water hazard on the ninth hole.

of the STYLES group in the HOME
tab.
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