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Applying Styles

= Powerful formatting tools Choose from a variety

C Types of styles of Quick Style sets
Character
" Paragraph AaBbCcD AaBbCcD AaBbCi AaBbCc

® | inked TMormal 7 Mo Spaci.. Headingl  Heading 2

m | jst AAdD | aaBbcc AaBbCcD

] Table Title Suhbtitle Subtle Em... Emphasis

AaBbCcL AaBbCcl AabBbCcD AaBbCcL

Intense E... Strong Cuote Intense ...

AaBBCcD AaBbCcD

Subtle Ref... Intense R.. Book Title T List Para...

Quick Style gallery on the
Ribbon—uses Live Preview

New Word documents are based on the

Lk Normal style by default. //Z'
—



Applying Styles

= Viewing all styles via the
Styles task pane

I Heading 1
Heading 2
g: Before: 24 pt, After: 0 pt

eaks: Keep with next, Keep lines together
ne Level: Level 1

Heading 1 : Font

Style Linked, Quick Style, Priority: 10, Based on: Mormal, Following style: Mormal
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

TIP

Styles

Clear all

Mormal

Mo Spacing T

Heading 1 13

Title

T N P S A
Subtle En 0 haszis

Emphasis

Strong

Quote

|£| |E| |£| Opkions. ..

A Use the task pane menu to modify and delete styles.



Creating Custom Styles

Properties

Warne:

byvle byvpe: Character

Stwle based on: a Defaulk Paragraph Font

Farrmakking
Add yOUI’ new Style to the Comic Sans M35 I -
Quick Style list if desired B iotomatic

Theme Colors

ers with the best quality

Standard Colors i
Font: Comic Sans M3, Bold, Font color: Dark Red, & Tl m EEE -d on: Default
Paragraph Fonk

Mare Colors. ..

Add ko Quic

il in this document ) Mews documents based on this template

| Farmat -




Setting Margins

= Margins determine space between
text and edge of page

J Page Setup E
Choose from the vargns | Faper | Layout
. Mormal - S
Margins gallery J o L arans
Narrow Top: " Boktam:
J e o5 Rght 05 Left: Right:
Moderate o Gautker position:
J TEI[:I: 1 i!ZI__EI N
Left: 0.75" light:  0.75"
Mirrored
Top: 1" jottom: 17
JJ Inside: 1.25" Cutside; 17 Or
Office 2llll? Default . .
J o T EEmD create custom margins

Custom Margins... Z
\

5 T'PA Indents offset text from the margins.




Navigating in Long Documents

" The Go To command

Enter a page number to jump
directly to a particular page

rFind and Replace @1

Erier page number:

Enter + and — to move relative to the current location, Example: +4 wil
move Forward Four ibems,




Navigating in Long Documents

" Bookmarks

= Navigate to specific locations

= Assign a bookmark name to selected text or objects
In a document

r

Bookmark
TIP A

Bookmark name:

Bonus_Palicy|

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

Bonus_Palic

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

Sort by: (% Name " Location
[ Hidden bookmarks

&dd Delete

A You can also use the Go To feature to jump to a bookmark.



Navigating in Long Documents
= Hyperlinks

= Jump to:
® a location within a document
= another document
= aweb page

r

. Current Document Insert Hyperlink
1Right|ctri+ Click to follow link| i

our l::uE-:i_-r:l mers with the best g Texk to display: | http: S, google. com

FO”OW the Ilnk . 7 . Look in: ) Lesson &
° -ﬂﬂ Criginal Employes Palicy Manual,doc
Current
Folder

Place in This
Docurnent Erowsed
Pages
&
Creake Mew Recent
Dacument Files

Address: hktp: fiwen google, comn

=

E-mail &ddress




anging Views

= Arrange All
= Easy way to
compare two
versions of the
same document

i.ilu‘elcnrr:- to TrainRight!

TrainRight IsC

nmitted to Two Goals




Changing Views

® The Split command

= Split the window and compare two different parts of the
same document next to each other

Welcome to TrainRight!
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