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Microsoft Word Exercise #15: Styles
Beginning today, we leave our studies on templates and their practical applications in the job search process.  I think you’d agree that they are a great way to begin writing almost any document.  As you change the appearance of the text in your documents, you may find that you have developed a look, style or feel of your own – fair enough.  Word, however, comes packaged with other collections of text and paragraph formatting called styles that you might find equally appealing.  Whereas the templates we worked with allowed you to create document frameworks from scratch through wizards, styles affect formatting changes after the document has been created.

They are of two types.  Character styles format selected words and lines of text within a paragraph on the word level.  Paragraph styles format entire paragraphs including indents, alignment and tabs.  For example, a character style might be 18-point, bold, underlined and centered text.  Similarly, a paragraph style might include a border with hanging indents.  Instead of laboriously applying each of these formatting effects or attributes individually, you can apply them all using one unified style.  This exercise, therefore, you train you to apply, modify and delete a style using the Styles and Formatting task pane.
1. Type in or open your résumé from your floppy disk.

2. On the Format menu, click Styles and Formatting.  The Styles and Formatting task pane appears.

3. Click on the Show dropdown arrow at the bottom of the task pane and select the Available styles option.

4. In the task pane, point to the preview box in the Formatting of selected text selection and state both the style (the word or words highlighted in the blue box) and attributes of the text as indicated by the screen tip which appears.
5. Select or highlight the word “Objective” in your résumé.  In the task pane, scroll down the list and then click the Heading 2 style in the Pick formatting to apply section.  In the space below, describe the change which took place.

6. Select or highlight the word “Objective” in your résumé.  Hold down the <CTRL> key and highlight the “Work Experience” heading in your document.  Both headings should now be highlighted.
7. In the Styles and Formatting task pane, click New Style.  The New Style dialog box appears.

8. In the Name box, type Heading 2 Plus to create a new name for the style.

9. In the Formatting area, click the Font Size dropdown arrow and click 16.

10. Click the Font Color dropdown arrow and click the Blue color box (sixth column, second row), and then click OK.  The Heading 2 Plus style now appears in the Styles and Formatting task pane.

11. In the Styles and Formatting task pane, click the Heading 2 Plus style.

12. In the space below, describe the change which took place.  Be as specific as you can and be sure to include the names of the headers affected.

13. In the Styles and Formatting task pane, point to the Heading 2 Plus style, click the Heading 2 Plus dropdown arrow on the right and then click Modify.  The Modify dialog will appear.

14. In the Formatting area, click the Italic button to deselect the attribute and then click OK.  The style is now updated to reflect the change you just made.

15. In the Styles and Formatting task pane, click Heading 2 and in the space below, describe the change which just occurred.  Be sure to mention how Heading 2 differs from Heading 2 Plus.
16. In the Styles and Formatting task pane, point to the Heading 2 Plus style, click the dropdown arrow to the right and then click Delete.  An alert dialog appears asking whether you want to delete the style.

17. Click Yes to delete the Heading 2 Plus style and ONLY this style.
18. In the Styles and Formatting task pane, click the Show dropdown arrow and select the Formatting in use option.

19. In the space below, list three of the styles used in your document.

20. Click the “X” on the task pane to close it and place a proper heading on this document.  When complete, hand it in for a grade.
