[bookmark: _GoBack]Styles
[bookmark: _Toc286035112][bookmark: _Toc427479267][bookmark: _Toc3177603]What Are Styles?
Styles are predefined sets of formats that you can apply as a group. If you have ever wanted to format different sections of your document using the same font attributes, alignment, margins, etc., you will appreciate the power of styles. You can define a style, such as Example, using any combination of character and paragraph formatting. Once you have defined the style, you can apply it to any text within your document. Then, if you change the style, all the text you have formatted with that style will change appropriately.
Most styles are Paragraph based: you apply them to one or more paragraphs. You can also create Character styles that you can apply to specific text. Paragraph styles are designated by a ¶ in the list of styles. Character styles are designated by an a in the list of styles.
[bookmark: _Toc3177604]Where Are Styles Stored?
Styles are stored in Word templates. When you create a document, Word loads all styles defined for that template into the document. Once you have created the document, the styles are “detached” from the template. This means that you can change the styles in a specific document without affecting the template. You can always re-attach a template to update styles in a particular document. (See page 27 for more information.)
Each Word template comes with a predefined set of styles. You can customize these styles as well as create your own for that template or document.
[bookmark: _Toc3177605]Heading Styles
The styles Heading 1 through Heading 9 contain codes that let you create Tables of Contents and Outlines automatically. Use these styles if you will plan to create a Table of Contents or use the Outline feature. You will have to customize the heading styles since Microsoft invariably selects formatting that you do not want. This operation is covered later in this chapter.

