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Applying Styles
 Powerful formatting tools
 Types of styles
 Character
 Paragraph 
 Linked
 List
 Table

Quick Style gallery on the 
Ribbon—uses Live Preview

New Word documents are based on the 
Normal style by default.

Choose from a variety 
of Quick Style sets
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Applying Styles
 Viewing all styles via the 

Styles task pane 

Hover the mouse pointer over a style 
name to see the style’s formats

Format styles in the task 
pane as they would 
appear in the document 

Use the task pane menu to modify and delete styles.
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Creating Custom Styles

Add your new style to the 
Quick Style list if desired
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Setting Margins
 Margins determine space between 

text and edge of page

Indents offset text from the margins.

or

create custom margins 

Choose from the 
Margins gallery 
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Navigating in Long Documents 
 The Go To command

Enter a page number to jump 
directly to a particular page
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Navigating in Long Documents 
 Bookmarks
 Navigate to specific locations
 Assign a bookmark name to selected text or objects 

in a document 

Use the Bookmark dialog box to 
Add, Delete, or Go To bookmarks

Bookmark names can 
contain letters and 
numbers, but not spaces.

You can also use the Go To feature to jump to a bookmark. 
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Navigating in Long Documents 
 Hyperlinks
 Jump to:

 a location within a document 
 another document 
 a web page

Follow the link
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Changing Views 
 Arrange All
 Easy way to 

compare two 
versions of the 
same document
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Changing Views 
 The Split command
 Split the window and compare two different parts of the 

same document next to each other
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