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Creating Your Own Styles in Word

As undergraduate and graduate students, we know that there is great importance
in using the more advanced features in Microsoft Word. A time will come when
reports are needed, requiring headings and other types of specialized formatting
of text, other than just regular typed text.

In Microsoft Word, the user has the ability to create styles, which are formattings
that can be used over and over within a specific document, allowing a more
professional appearance. These instructions can be used by any computer user,
with knowledge of Microsoft Word 2003.

How to Create a Style

For this example, the user will need a computer with Microsoft Word 2003. These
instructions have not been tested on other versions of Word and may not be
completely compatible. The instructions will teach you how to create the style
only. Using the style will be taught in the next chapter.

1. Open Microsoft Word to a blank document.
2. Type sample text and highlight it.

3. Select the Format/Styles and Formatting:

Document2'- Micresoft Word =&

Ele Edt View [nsert | Fymat | Tooks Table Window Hel
DEdbalg

4 Hormal ~ Times

A4 Styles and Fermatting,

”‘«; Reveal Formatting...  Shift+F1

5 Insert Text Box

saEzuwi >

Page 1 Sec 1 11 At 1" n1 o1 %)

Zilgl 10:27 aM
<) )5 Friday

1 9 2/16/2007

Creating Your Own Styles in Word 1



Cathryn Hennes

ENG 301

Instructions Assignment
03/01/2007

4.
pane:

T Document? - Microsoft Word

Fle Edt View Insert Format Tools Table Window Help

DEHRSIGRAIVE 4 2BF 9-

Normal
&

a1 n1 Co1

REC TRK EXT ovR [EF

™

+
]
*

Type a question for help

Styles and Formatting
B Bl Al

Click the button New Style that is located in the Styles and Formatting

- X

v x

Formatting of selected text

Pick formatting to apply

Clear Formatting
Heading 1
Heading 2

Heading 3

1

1

1

Show: | Availabls Formatting

style Head.

I Document2 - Microsoft Word

Give your style a name and choose your formatting. In this case, call your

Fle Edt View Insert Format Tools Table Window Help

DEHRISRIVEH $ LA I-

Normal
o |

Fraperties
Name:

Style typs:

Style based on:

Sty for following paragraph:

Formatting

Font...
Paragraph...
Tabs...
Border...
Language. ..
Frame. .
Murbering. .,

Shorteut key...

Bold, Space Before: 6 pt, After: 6 pt

[[] Automatically update

Format ~

0k Cancel

At 1" int  Cali

REC TRK EXT ovR  [CGF

E]

v

+
]
3

Type aquestion forhelp » X

Styles and Formatting - x
B Bl Al
Formatting of selected text

Wormal

select All | | New Style...

Pick formatting to apply

Clear Formatting

Heading 1 L
Heading 2 L
Heading 3 L

Wormal

l

Show: | Availabls Formatting

10:30 AM
Friday

Creating Your Own Styles in Word



Cathryn Hennes

ENG 301

Instructions Assignment
03/01/2007

Fle Edt View Insert Format Tools Table Window Help . x

DEEHRS GRIVH & 2BIFI- G - @ | daread |

[ o « ThesMewRonan + 12 - B I U H-#-A-k
AR B B E """" O 2o T 4o B AT styles and Formatting - x
- A
New Style X Formatting of selected text
Properties Normal
Name: Head
select All | | New Style...
N— P p— Hl

- his-is the-Textto-Style “| pi i
. = Style based on: 1 Normal [ Pick formatting to apply
z Sty for following paragraph: 9 Head >l Clear Formatting
. Formatting "

L
: U A- Heading 1
: = | &= 5= Heading 2 1
- Eont... Heading 3 L
. paragraph. .
-
M Tabs...
. Border...
N Language. ..
, Bald, Space Before: 6 pt, After: 6pt
: Frame...
- Hurbering. .
- Shorkcut key. . [[] Automatically update

Format = ok Cancel

: O
- +
- @
. ®  Show: |Avallable Formatting [v]
EREIERIE| | @]
Page 1 Sec 1 Izt At 1 Int Cot oA

Zi gl 10:304M
(<)% Friday

iy g 2{16{2007

In this dialog box, you will be able to choose:

font (type of font, size, bold/no bold, italics)

paragraph (double spacing, indents)

tabs (good for numerical lists and bullets)

border (do you want shading, coloring, or a border around your text)
language (in case you need a language other than English)

frame (works with graphics to wrap text around the image)
numbering (bullets, numbers, multi-level numbering as in a table of
contents)

shortcut key (allows you to create a shortcut to accessing this style)

6. Once finished, click the OK button.

7. You have completed formatting and saving your style. The style is ready
to use whenever you need it within this document.

When creating a document within Microsoft Word 2003, follow these steps to
create your own custom styles. Instructions on using the style you just created
will be found in the next chapter.
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