
 

Why you need to understand and use “Styles” 

 

Understanding the basics of styles and formatting makes working with WORD so much easier and will 

save LOTS OF TIME! 

When you open a new document, your text will probably be in the “Normal” style. Look at Figure 1, 

which is a screen shot of this document up to this point (and before I did some editing). You can see that 

the cursor is situated just after the word “paragraph,” and you can see what the “style” is. You also have 

a view of the Styles.  

 

 

 

 

Figure 1: Initial document in first stage without any formatting or design 

 

Note the other styles that you can see at the top in the  ribbon: e.g. “No Spacing,” “Heading 1,” 

“Heading 2,” and more. 

 

Let’s explore it deeper.  I will create a simple document. Wherever there is a title or heading, I will place 

my cursor somewhere on the line, and click on the “Heading” I want it to be in the Styles Ribbon. Keep 

in mind that the “Headings” in WORD are specially designed to work in a “Heirarchy” … so make sure 

that they are “nested” properly. (I.e. Heading 2 will be “under” Heading 1, etc.) 

  

This shows you what style the cursor 

is in. “Normal”.  

This also shows you what style the 

cursor is in. You find this in the 

“Home” tab. 

This is called “the Ribbon.” You can see some 

of the built-in styles here. You can see more by 

clicking on the down arrow just to the right. 



 

 

Figure 2 (page above). Formatting a document using the default design that WORD supplied.  

  

The cursor is here, and so you can see in the ribbon 

that this is “Heading 1” style. 



 

I pln to repeat the pattern for “Cookies” –  Introduction, “Around the world” section, “How to make” 

and some recipes. Then I will have a similar repeat for “Cake,” and then for “Iced Treats,” and maybe 

more.  

A couple of days/weeks later, I have a LOT of text done … pages and pages of it. And I decide I HATE the 

look of the headings.  

Instead of Heading 1 that looks like  

This 

I want it to look like  

This 
In other words, I have changed the font style, the size, the color, and the placement.  

And I want Heading 3 to look like this: 

Some recipes 

A different font style, color, size, italics and underlined.  

If you DON’T know the trick of using Styles, you would need to go into each and every Heading 1, and 

individually change each and every attribute, and then go into all the Heading 3s and do that. Can you 

imagine how long it would take? And after you did it, you may realize it looks awful and want to change 

the colors! Oh no!  

But if you use the Styles function, you can do this much more simply –  in seconds!. There are two 

methods. 

1) Either you design just ONE new Heading 1, as I did above, and then, with your cursor still on that 

word, right click on “Heading 1” in the ribbon, and then click “Update Heading 1 to Match Selection.” 

2) Or, you  right click on Heading 1 in the ribbon (your cursor can be ANYWHERE in the document, it 

doesn’t matter), click on “Modify…”  and go into the various attributes and change them. Below, you can 

see I have changed the font style (to Bauhaus), the font size (to 26), the color, and the placement. You 

can also click on the “Format” button at the bottom for many other things that you can adjust. 

 



  

INSTANTLY, any text in the document in “Heading 1” style is changed to match.  

You do this also for “Heading 3” (i.e. either design one, and “update Heading 3 to match” or redesign 

Heading 3 in the dialogue), and all the text in “Heading 3” style is INSTANTLY changed.  

The following screen shot shows what you will now have, and it didn’t take HOURS to update. Just a few 

seconds! I also modified “Title” (centered), and “Heading 2” (Arial Black  Font, black color, bold).  

 

And, if you decide that you don’t like what you did, it takes merely seconds to change each of the styles 

to something more to your liking. It is very easy to experiment! 

 

 

  



Figure 3 (below). Screen shot of document after modifying Title and Headers 1 to 3 



 

There is another VERY important advantage to using the HEADERS that word gives you.  

In the document, you click on Control+F, and a window opens on the side with three tabs.  

- The rightmost tab is to find text. You probably use this a lot.  

- The leftmost tab will show you an outline view of your paper based on the headings. 

This is very important to make sure you have your paper organized properly.  

 

 

Figure 4. Screen shot showing my document after clicking “Control+F” and the “Browse Headings” tab. 

  



A bit about “Normal”  
One thing you must never do is modify “Normal,” which is the “default text” of your paper. The reason 

for this is complicated to explain, but it may cause problems when you send a paper to someone else’s 

computer: it may either “muck up” their normal setting or their normal setting will override yours. It’s a 

technical thing about WORD that I don’t really understand.  

So if you don’t LIKE the Normal text (which WORD, in its wisdom, gives Calibri 11-point font, no 

paragraph indents, and 10-point spacing between paragraphs) and want to change it (which you 

probably will want to do since most publishers want Times New Roman 12-point font, with indents and 

no spaces) you must define a new style for the bulk of your paper.   Even if you DO like it, it may change 

when it goes to someone else’s computer!  

So I shall define a new “Normal” style (which I will call “Linda-Normal”). 

I do this by:  

1)  Clicking on the little arrow at the right side of the styles area,  

2) Clicking on “Save Selection as a New Quick Style.”  

3) A window will open. I type in my NEW name, then click on “Modify.” 

4) I do whatever modifications need doing.  

5) I can click on the “Format” button and then on “Paragraph” to make other modification.   

 

 

 

 

 

 

 

 

 

 

1. Click here. 

2. This window opens, so then click 

here.  

3. This window opens, so then 

rename and then click on “Modify…”  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is where you indicate first-line 

indents and by how much. When you 

style your references section, you 

might want to make it “Hanging” 

indent, depending on the instructions 

to authors. 

This is where you indicate no spaces 

between paragraphs. Make sure both 

are set to “0.” 

5) By clicking on the “Format” button 

(lower left) and then “Paragraph,” I 

get this window.  

4) Modify: Font style, size, 

placement, bold, line spacing, 

etc….Whatever you like! 

 

 

 Make sure that it is ONLY in this 

document!  

 

 

You can make other modifications 

by clicking on the Format button.  



 

Once that is done, go into the styles ribbon, right-click on “Normal”, click on “Select all: ???” (any text 

which is in “Normal” style will be selected) and then click on your new style.  

INSTANTLY, all “Normal” has been changed to your “new Normal.”  

 

 

Note that ANY TEXT in your document that needs special styling, in particular block quotes (indentation 

before and after text) and references (often with hanging indents), should be styled by designing a 

special “Style” and then making sure the text is set to that style.  

Just to let you know, often when I am editing a paper with a lot of block quotes, I may give the “Block 

Quote” style a color so I can easily see where those quotes lie in the paper (and to make sure that they 

are indeed in the correct Style). Before I send the paper back to the client, I simply set the color back to 

Automatic.  

 

There is A LOT more to understand about styles and formatting (e.g., adjusting the spacing above and 

below the headings, numbering sections, using bullets, finding “hidden” styles) but the above gives you 

the absolute minimum you need to know. 

* * * 

 

 

  



Sweets Around the World 
 (This is in “Title”) 

All About Candy – This is in Heading 1  
Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah 

blah. Blah blah blah.  

Introduction to candy -  A Heading 2 

This is text that is a subtext of heading 1 

Candy around the world -  Another Heading 2  

North America  - Heading 3 

Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah 

blah. Blah blah blah. Blah blah blah. lah blah blah. 

The Far East - Heading 3 

Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah 

blah. Blah blah blah. Blah blah blah. Blah blah aah. Blah blah blah. Blah blah blah. Blah blah 

blah. 

Europe  - Heading 3 

Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah 

blah. ah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. 

Australia - Heading 3 

How to make candy - Another Heading 2 

Ingredients  - Heading 3  

Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah 

blah. Blah blah bla blah. Blah blah blah.  

All about temperatures - Heading 3 

Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah 

blah. blah. Blah h blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. 

Some recipes - Heading 3   

Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah blah. Blah blah 

blah. Blah blah blahah blah blah. 

All About Cookies – Heading 1 again 



.  

 


