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Word adds flair to your documents. It can not only make your words read more
accurately with its automatic correction tools, but it makes your writing look
better. Word supports character, paragraph, and even complete document
formatting.

When you begin learning Word, don’t worry about the formatting. Just type your
text before formatting it so that you get your thoughts in the document while they
are still fresh. After you type your document, you can format its text. Many Word
users follow this write-then-format plan throughout their entire careers.
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10 About the Rulers

Word has two rulers: the horizontal ruler and the vertical ruler. Both of these
rulers are onscreen guides that display measurement values so that you’ll know
where on the page your text will appear. For example, if your Word Options
Advanced tab’s measurement Display option is set to Inches (see Set Word
Options), the 2 on your horizontal ruler means that all text beneath that ruler’s 2
is exactly 2 inches from the left margin.

TIP
Through the Word Options window, you can change your onscreen measurements to a
different setting, such as from inches to centimeters.

If you don’t see the rulers on your screen, click the View Ruler button at the top
of your vertical scrollbar. If you only see a horizontal ruler across the top of your
document but do not see a vertical ruler, click your Office button, select Word
Options, click Advanced, and scroll down to the Display section. Click to check
the Show Vertical Ruler in Print Layout View option.

The ruler measurements are relative to the left and right margins.

NEW TERMS
Horizontal ruler—A guide you can display across the top of your document that shows
the horizontal position of text and graphics on the page.

▲
▲

1
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About the Rulers10 71

Vertical ruler—A guide you can display down the left side of your document that shows
the vertical position of text and graphics on the page.

In addition to showing margins and the page width, the horizontal ruler can
display these items:

• Tab stop (see About Paragraph Breaks and Tabs)

• Paragraph indent (see Apply Paragraph Formatting)

• Columns (see Create a Multicolumn Newsletter)15 

13 

11 

10

Rulers show the position of text and graphics.

NEW TERMS
Tab stop—Controls the horizontal placement of text on a line.

Indent—The space between the left and right page margins and the current paragraph.
Word supports several forms of paragraph and line indents.

If you format different paragraphs in your document differently from one 
another, the ruler will change to reflect those differences. In other words, if the

▲

Left Edge of Page
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Top Edge 
of Page

Top Margin

Vertical Ruler
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first paragraph has two tab stops and a first-line indent, when you click any-
where within that paragraph, the ruler changes to show those tab stops and the
first-line indent, as shown in the following figure.

If a subsequent paragraph has a different set of indents, tab stops, and margins,
the ruler will show those differences if you click within that paragraph.

The horizontal ruler is so tied to overall page and paragraph formatting that if
you double-click the ruler, the Page Setup dialog box appears. Set Up Page
Formatting explains how to use Word’s Page Setup features.

14 

CHAPTER 3: Making Your Words Look Good

10

72

A ruler showing two tab stops and a first-line indent.

Obviously, it’s important that you keep in mind that the current horizontal ruler
showing at any one time is only reflecting the current paragraph’s tab and mar-
gin settings. A ruler can reflect each paragraph differently. Only when you select
your entire document does the ruler reflect every paragraph in the document. If
you have formatted some paragraphs differently from others, the ruler displays
only the values (such as the first-line indent perhaps) that are universal to all the
selected paragraphs.

First-Line Indent

Tab Stops

First Line 
Indented
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About the Rulers10 73

The ruler does more than update to reflect the current paragraph’s settings. You
can use the ruler to change tab, indent, and margin settings without using dialog
boxes. Unless pinpoint precision is required, the ruler is actually the best place to
make these changes.

For example, click anywhere on the ruler and a tab stop appears at that location.
You can drag that tab stop left or right to adjust its position. You can drag any tab
stop left or right, even those you applied using the Paragraph formatting dialog
box. Word supports several kinds of tabs, as you’ll see in About Paragraph
Breaks and Tabs. To change the type of tab you place, first click the tab character
box at the left of the ruler to change the type of tab you next place on the ruler.

11 

10
Click the tab character box to change the kind of tab you want to place 
on the ruler.

If you want to increase a paragraph’s left-margin indent, click in that paragraph
to display its horizontal ruler measurement. Then, drag the ruler’s left-margin
indent character to its new location. After you drag the ruler’s left-margin indent
character, the paragraph’s actual left-margin indent changes to reflect the new
setting. To change the first-line indent, drag the ruler’s first-line indent character
to a new location. To change the right-margin indent, drag the ruler’s right-
margin indent character to a new location. To add a hanging indent, drag the
hanging indent character to the right.

Although the horizontal ruler is constantly linked to individual paragraphs, the
page’s overall left and right margins also appear on the horizontal ruler. The
margins are set off of the gray areas on either end of the ruler. You can change
the left or right margin by dragging the ruler’s edge of either margin (the 
position between the gray and the white of the ruler’s typing area) left or right.

NEW TERMS
Left-margin indent—An indentation of the left edge of all lines in a paragraph. Increasing
the left-margin indent moves the left edge of the paragraph closer to the document’s
center.

First-line indent—A right indent of the first line in a paragraph in which subsequent lines
in the same paragraph align closer to the left margin.

▲

Click to Change the Type of Tab Stop

Drag to Change the First-Line Indent

Drag to Change the Hanging Indent Drag to Change the Right-Margin Indent
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Right-margin indent—An indentation of the right edge of all lines in a paragraph.
Increasing the right-margin indent moves the right edge of the paragraph closer to the
document’s center.

Hanging indent—Occurs when the first line of a paragraph is flush with the left margin
but all subsequent lines in that paragraph are shifted to the right.

NOTE
Be careful that you always leave enough room for your printer’s required margin. For
example, many laser printers will not print less than one-half inch from the edge of the
paper, no matter how narrow you attempt to make your margins.

TIP
Click the Quick Access toolbar’s Undo button to undo changes you make to the ruler.

You won’t use the vertical ruler as much as the horizontal ruler, which is why
Word offers the option to hide the vertical ruler. The vertical ruler can be handy
for showing the top and bottom margins on a page as well as the general position
on a page where certain elements appear. For example, you can tell from the ver-
tical ruler exactly how many inches down a page a graphics image will appear
when printed.

You can drag these margins to a different location, and when you’re satisfied with
the new margin settings, you can again hide the vertical ruler to give yourself
more editing area on the screen.

▲
▲
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11 About Paragraph Breaks and Tabs

Understanding exactly how Word treats paragraphs is the first step in understand-
ing Word’s formatting capabilities. Knowing exactly where a paragraph begins
and ends is not always obvious. For example, in the next figure, it appears that
the document has three paragraphs.
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About Paragraph Breaks and Tabs11 75

Seeing isn’t always believing—how many paragraphs are in this document?

NOTE
Word’s nonprinting characters enable you to see the hidden elements that Word uses 
to determine where certain formatting should begin and end (see Type Text into a
Document).

If you glance at the screen or print the document, three paragraphs certainly
appear to be there. As far as your readers are concerned, the document does
contain three paragraphs. Nevertheless, as far as Word is concerned, this
particular document contains only a single paragraph! Clicking the Nonprinting
Characters button on this particular document shows nonprinting characters,
which reveal that this document contains only a single paragraph, as the follow-
ing figure shows.

4 

▲

11
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Only one paragraph mark appears, meaning that Word views the entire
document as one long paragraph.

You can press Shift+Enter to insert a soft return (as opposed to a hard return that
occurs when you press Enter), end one line, and start another without actually
initiating a new paragraph. A newline nonprinting character appears when you
turn on nonprinting characters to indicate that a paragraph break has not
occurred but only an early line break. Without the nonprinting characters appear-
ing, it looks as though the document will have multiple paragraphs.

TIP
You’ll run across reasons for keeping multiple groups of text broken with newline charac-
ters instead of paragraph marks, although you’ll certainly press Enter at the end of most
paragraphs to generate a normal paragraph break. One advantage of keeping an entire
section in one long paragraph is if that you make a paragraph adjustment to the text
later, your change applies to all the text and you won’t have to apply the change multiple
times over multiple paragraphs. Of course, to change the formatting of multiple para-
graphs, you only need to select all the paragraphs before making the format change.

NEW TERM
Section—A block of document text that contains its own formatting, including possible
headers and footers, that will differ from surrounding text.

▲
▲
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About Paragraph Breaks and Tabs11 77

You’ll generally never create an entire document without paragraph breaks. If
you are typing a section of text that is more than one paragraph, and you want
to format that section differently from the rest of the document, one way to do so
is to place the text together in one paragraph. You’ll press Shift+Enter to give the
lines the look of multiple paragraphs, but Word will see them as being only one.
Then, any paragraph formatting you apply to the text—either from the ruler 
(see About the Rulers) or from the Paragraph formatting dialog box (see 

Apply Paragraph Formatting)—applies to all the text in that section. You won’t
have to format more than one paragraph individually.

This multiparagraph trick using Shift+Enter is wonderful to remember for the
times when you have a couple or more paragraphs that you may need to adjust
formatting for later. If, however, you have several paragraphs to format different-
ly from surrounding text, or even a page or more of text, you may be better off
creating a new section for that text. You can then easily change the formatting 
of all the paragraphs in that section without affecting the surrounding text. 

Set Up Page Formatting discusses sections in more detail.

You’ll find tab stops to be extremely useful in documents. Tab stops enable you to
align values consistently across multiple lines. Also, when you use a tab stop, you
don’t have to press the spacebar many times to move to the right on a line. Tab
stops enable you to start paragraphs with an indented first line. Word supports
five kinds of tab stops, as detailed in Table 3.1.

14 

13 

10 

11

TABLE 3.1 Word’s Five Tab Stops

Tab Stop Description

Left tab Sets the start of text that continues to the right of the tab stop as 
you type.

Right tab Sets the start of text that continues to the left of the tab stop as
you type. In other words, as you type, the text moves left toward the left 
margin, against the tab stop. A right tab stop is useful for page or chapter 
numbers in a list because it ensures that the right edges of the numbers
will align with each other.

Bar tab Inserts a vertical bar at the tab position but does not adjust the position
of any text. (Not to be confused with the invoice you get at Cheers before
paying.)

Decimal tab Ensures that a column of numbers aligns at their decimal point. After you
press Tab, the insertion point jumps to that tab stop and the numeric
values you then type will position themselves so that the decimal points
all align vertically.

Center tab Sets the start of text and continuously adjusts the text so that what you
type remains centered on the stop’s location.
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Use the ruler to set and change tab stops.

To set a tab stop, use either the ruler or the Tab dialog box. You can click the Tab
selection button on the ruler to select which tab stop you want to place. Every
time you click the Tab selection button, the symbol changes to a different kind of
tab stop. When you then click anywhere on the ruler, that kind of tab appears on
the ruler where you click.

To delete any tab stop, drag it down from the ruler and Word removes the tab stop
from that location.

To use the Tab dialog box, double-click the ruler at any tab stop or select Format,
Paragraph to display the Paragraph dialog box. Click the Tabs tab to display the
Tabs page.

CHAPTER 3: Making Your Words Look Good
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Tab Selection Left Tab Stop
Center Tab Stop

Right Tab Stop Decimal Tab Stop
Bar Tab Ruler
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About Paragraph Breaks and Tabs11 79

The Tabs page enables you to set tabs for the current paragraph.

Table 3.2 describes each of the options in the Tabs page.

11

TABLE 3.2 The Tabs Page Options

Option Description

Tab stop position Enables you to enter individual measurement values, such as 
0.25", to represent one-fourth of an inch. After you type a value,
click Set to add that value to the list of tab settings. To clear an 
existing tab stop, select the value and click Clear. Click Clear All
to clear the entire tab stop list.

Alignment Determines the type of tab stop (such as a left tab stop) you want
to place.

Default tab stops If you set no specific tab stops, the measurement here determines
how far forward your text insertion point moves forward every time 
you press Tab.

Leader Sets the leading characters you want to appear, if any, in the gap left
by pressing Tab. The fill character forms a path for the eye to follow
across the page within a tab stop. For example, a fill of dotted lines
often connects goods to their corresponding prices in a price list.
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When you want to make a point, you can format your text to modify the way it
looks. Common character formatting styles are underline, boldface, and italicized
text. Word offers several additional character formats you can apply to your doc-
ument’s text.

NOTE
Although these are called character formats, you can as easily apply them to multiple
characters, paragraphs, and even complete documents as to single characters. Word
applies character formats to any text you select.

One of the most common character formats you can apply is to change the type-
face (loosely called a font in general discussions) in your document. The typeface
determines the way your characters look, whether artsy or elegant. Fonts have
names, such as Courier and Times New Roman. The size of a font is measured in
points. As a rule of thumb, a 10- or 12-point size is standard and readable for
most word-processed documents.

NEW TERMS
Typeface—A character design that determines the style of how your characters look.

Font—Loosely used as another name for typeface.

Point—Approximately 1/72 of an inch.

As you type and move the insertion point, Word displays the current font name
and size on the Object bar, as well as showing whether the current character is
boldfaced, italicized, or underlined. Word also enables you to change the color of
your text.

When you’re using character formatting, express but don’t impress. Too many dif-
ferent kinds of characters make your documents look busy and distract the reader
from your message.

Select the Text
When you want to format characters, select the characters first. You can
select a single character, an entire word, a sentence, a paragraph, or multiple

1

▲
▲
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Apply Character Formatting12 81

12

paragraphs. Whatever text you select before applying a format is the text
that will take on the character formatting you apply.

When you select text with your mouse, Word displays the mini toolbar 
(see Edit Text). Most of the common character formats are available on
the mini toolbar, which makes quick formatting changes simple and quick.
Just click a button, such as the Bold button, and Word applies boldface 
to your selected text.

You can also apply a character format to text before you type it. Instead of
selecting text first, pick a character format and then type the text. The text
you type will have those character format attributes.

Choose a Format
Click the Boldface, Italics, or Underline button on the Font section of your
Home ribbon to apply any of those formats. You can click two or all three to
combine the character styles. Other formats appear on the ribbon’s Font
section, including strikethrough, subscript, superscript, and color.

TIP
Ctrl+B, Ctrl+I, and Ctrl+U are all shortcut keys to apply boldface, italics, and underlining.

Select a Font
To change a selected text’s font (or text that you’re about to type), click the
drop-down arrow to the right of the ribbon’s Font Name box and drag your
mouse through the font names. As you do, your selected text will change to
reflect that font, showing you exactly what your selected text will look like if
you stop at that font name. (This live font preview was never before available
in Word until Office 2007.)

After you click to select a new font, your selected text will change to that font.

Change the Point Size
To choose a new point size for the selected text, click the drop-down arrow to
the right of the Point Size list. You’ll also see a live preview of the font size
change if you selected text before changing the point size. When you click to
select a size, your selected font will change to that size.

You can also click the Grow Font and Shrink Font buttons to the right of the
Font Size list box to increase or decrease selected font sizes by one point each
time you click the button.

4

3

▲

2

5 
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Apply Character Formatting12 83

Apply a New Color
To change the color of selected text (or text you’re about to type), click the
Font Color button on the ribbon. A Colors dialog box showing a palette
appears if you want to select a color that doesn’t show on the drop-down
color choice. Click a color on the palette to change your selected text to that
color. You can change the background color as well by selecting from the 
Text Highlight Color tool on your ribbon’s Font section.

NEW TERM
Palette—A collection of colors from which you can choose.

▲
5

12

Apply Character Formatting (continued)12 

Select the Formatting7

Display the Font Dialog Box6
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Display the Font Dialog Box
Instead of using the ribbon to apply character formats, you can set such for-
mats in the Font dialog box. Display the Font dialog box by clicking the
Font Dialog button at the lower-right corner of your ribbon’s Font section.

Select the Formatting
The Font dialog box enables you to select common character formats such as
the font name, bold, italics, and the size. The Preview section shows what
your changes will look like when you apply them to your text.

TIP
You can clear all the font formatting of any selected text by clicking the ribbon’s Clear
Formatting button in the Font section.

▲

7

6
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13 Apply Paragraph Formatting

You can change the format of entire paragraphs of text, such as the line spacing,
justification, and indentation of text. You can apply that format to selected para-
graphs or to all the paragraphs in your document.

NEW TERM
Justification—Determines the paragraph text’s alignment in relation to the right and left
margins. Many word processors use the term justification for any alignment effect, such
as right, center, and left justification.

One of the most common ways to format a paragraph is to justify it. Word sup-
ports these justification options:

• Left justification—Aligns (makes even) text with the left margin. Personal
and business letters are often left-justified. The right margin is ragged.

• Center justification—Centers text between the left and right margins. Titles
and letterheads are often centered atop a document.

• Right justification—Aligns text with the right margin, and the left margin’s
text is not ragged.

• Full justification—Aligns text with both the left and the right margins.
Newspaper and magazine columns are usually fully justified; the text aligns
with the left and right margins evenly.

▲
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NEW TERM
Ragged—A paragraph’s text ends wherever on the line it naturally ends, instead of align-
ing down a straight edge.

Word provides many additional ways to format your paragraphs, such as the
capability to put a border around them and indent the first lines.

Select the Text
Select the text you want to format. As About Paragraph Breaks and Tabs
explains, Word considers all text up to the next nonprinting paragraph sym-
bol to be one paragraph. If you apply a paragraph format to any part of a
paragraph, the entire paragraph changes to reflect the new format. You can
format multiple paragraphs at once by selecting multiple paragraphs before
changing the format.

Change the Justification
After you’ve selected the text you want to format, you may change the para-
graph’s justification by clicking the Align Left, Center, Align Right, or Justify
button on the Home ribbon. As soon as you click the button, Word changes
the selected paragraph’s justification to reflect the change.

Change the Indentation
If you want to indent the entire selected paragraph to the right, click the
Home ribbon’s Increase Indent button. For each click of the Increase Indent
button, the paragraph shifts to the right one-half inch. After you indent using
the Increase Indent button, the Decrease Indent button appears so that you
can move the indentation back half an inch. (Of course, your Quick Access
toolbar’s Undo button also undoes any indentations you make.)

TIP
Remember that you can make more precise paragraph indentations by dragging the
ruler’s Left Indent or Right Indent buttons.

Select a First-Line Indent
Drag the ruler’s First Line Indent button to the right to indent only the first
line of the selected paragraphs. Adding a first-line indent ensures that your
paragraphs have their initial lines indented to the right without your having
to press Tab manually each time you begin a new paragraph.

4

▲

3

2

11 

1

▲
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13

Use the Paragraph Dialog Box5

Apply Paragraph Formatting (continued)13 

Add a Border6

Review the 
Border
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Use the Paragraph Dialog Box
All of Word’s paragraph-formatting commands are available from the
Paragraph dialog box. Click the arrow in the lower-right corner of the rib-
bon’s Paragraph section to display the Paragraph dialog box.

The Paragraph dialog box’s Indents and Spacing page enables you to set
precise indents as well as specify alignment and the amount of blank space
that is to appear between your paragraphs.

The Line and Page Breaks page enables you to set automatic hyphenation
so that Word can insert hyphens as needed to make long words wrap better
at the end of a line. In addition, you can control how a page begins and ends
by specifying whether you want a page break to occur in the middle of a
paragraph or before.

TIP
As you change values throughout the Paragraph dialog box, the Preview section displays
a thumbnail image that changes to show you what effect your new paragraph format
will have on the selected paragraphs.

Add a Border
Click the right arrow to the right of the Bottom Border button to display
your border options. Click one of the options to add a border around your
selected text.

Word offers several kinds of borders. You can display a border around a para-
graph (useful to call attention to important text), as well as put a border on
two sides or only one side of selected text.

When you select Borders and Shading from the drop-down list, Word dis-
plays the Borders and Shading dialog box from which you control all
aspects of bordering, including the border’s width and color. Click the
Shading tab to add shading inside the bordered text. Your shading can be a
color or a shade of gray, and you can adjust how light or dark the shading
appears.

The Page Border tab enables you to add a border around your entire page
instead of putting the border around selected text only.

Review the Border
After you’ve set up a bordered paragraph, click OK to close the Paragraph
dialog box and review the bordered paragraph to ensure that you’ve got the
right effect. Remember to reserve your use of borders, shadowing, and the

7

6

▲

5
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Set Up Page Formatting14 89

other special effects for those times when you want to emphasize a title or a
statement. Don’t overdo the use of special formats. Your document can look
too busy with too many formats, making it difficult to read.

14

➜ SEE ALSO✔ BEFORE YOU BEGIN
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14 Set Up Page Formatting

You will often need to make format changes to your entire document. Perhaps you
want to change the margins that Word uses when you print your document. You
may want to add a background color or even put a border around the document.

The Page Layout ribbon contains Word options that enable you to modify your
document’s format. Any changes you make apply to all pages in your document.

TIP
If your document is divided into multiple sections, page formatting changes apply only 
to the current section unless you select your entire document, with Ctrl+A, before modify-
ing the page format.

If you want to start a new section, as you might do if you want to format several
pages within a document differently from surrounding pages, click to place the
insertion point at the position of the new section. Click the down arrow to the
right of the Page Layout ribbon’s Breaks section and select from the available
Section Breaks options. Any page formatting that you apply to the section stays
in that section.

To end the current page and begin a new one, as you might do at the end of a
chapter, you can use the Page Layout ribbon to insert a new page, but most find
pressing Ctrl+Enter to be far easier.

Display the Page Options
Select the Page Layout ribbon to see your page-formatting options. From 
this ribbon, you can format your themes (see About Styles, Themes, and
Templates), set margins, insert page and section breaks, add line numbers
(useful especially in the legal industry), add background colors and water-
marks (see Add a Watermark), and adjust the entire document’s indenta-
tion and spacing.

39 

16 

1

▲
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TIP
As with character formats, don’t overuse background colors. You should use a colored
stationary in your printer for best effect if you want to print on a colored background.

▲
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Adjust Your Margins
Word’s live preview feature makes changing margins a breeze. Click the down
arrow under the Page Layout ribbon’s Margin section and select from the
several available margin settings that appear. Word offers common settings,
and you’ll usually find one you want to use.

Specify the Margin Measurements
If the ribbon’s provided margin options aren’t to your liking, select Custom
Margins to display the Page Setup dialog box. Here, you can enter precise
margin settings for each margin, as well as adjust additional page settings
such as the orientation.

Adjust the Paper Size
When you change the type of paper you use in your printer, such as going
from letter size to legal, you’ll need to select the proper Size option, such as
Legal, from the Size list. If you use a nonstandard paper size, one that is not
letter, legal, or one of the other options in the Size list, click More Paper Sizes
to display the Page Setup dialog box’s Paper page.

TIP
The Size list contains common envelope sizes for when you want to print addresses and
return addresses from your printer.

Change the Page Orientation
You also may want to change the orientation of your printed page from por-
trait to landscape. Use the ribbon’s Orientation button to select the proper
orientation for your paper.

NEW TERMS
Portrait—Printed across the narrow edge, as you might do for a letter.

Landscape—Printed across the long edge, as you might do for a wide report.

Change Your Page’s Background Color
Click the ribbon’s Page Color button to add a background color to your page.
Although you may want to use colored paper for extensive coloring, you
might want to highlight a report page that appears in your document with a
light background color.
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When you want to create newspaper-style columns—such as those that appear in
newsletters and brochures—configure Word to format your text with multiple
columns. You can assign multiple columns to the entire document or only to sec-
tions. By applying multiple columns to certain sections, you’ll be able to span a
headline across the top of two or three columns of text underneath; the headline
resides in a single-column section while the news beneath resides in a multi-
column section.

TIP
Generally, you should type your document’s text before breaking the document into mul-
tiple columns.

Type Your Document
Create your initial document without worrying about column placement.
Type your headline and other text using Word’s default styles and formats.
Feel free to add graphics and borders to spruce up your headline.

TIP
If you routinely write a newsletter or another multicolumned document, you may want to
create a template that contains your headline and column layout and then apply that
template to create each issue. For more, see About Styles, Themes, and Templates.

Format Your Headline
Change your headline’s format to match the style you want your newsletter
to take on. Not all multicolumn documents have headlines across the top of
the columns, but many do.

Select the Text for the Columns
Select all the text that will be converted to multiple columns. This generally
begins immediately following your headline.

TIP
Click the Home ribbon’s Show/Hide button to display nonprinting characters to ensure
that you don’t select any part of the headline. Start selecting following the headline’s
final nonprinting paragraph character, which will typically be a paragraph mark.
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Request a Section Change
Click your ribbon’s Page Layout tab and click the Breaks button to display
the available section breaks you can insert. Select Continuous to convert
your selected text to a new section and make it reside on the same page as
your headline (instead of starting the section on a new page). Word adds
Section Break (Continuous) to your nonprinting characters; this will disap-
pear when you hide the nonprinting characters.

Format the Text in Columns
Click the ribbon’s Columns button and select the number of columns you
want to convert your text to. For example, if you want two columns of text
under your headline, select Two. Word converts the text to a two-column for-
mat. Because you converted this text to a new section, the headline will not
be affected.

Make the Final Edits
After your document appears in columns, you’ll almost certainly need to
make some final adjustments. For example, with three or more columns, the
text becomes lumpy with too many spaces between the words if you’ve justi-
fied the columns. Newspapers often use full justification, but they suffer from
this extra spacing at times. Most of the time, three or more columns look best
when you left-justify them. Also, subheadings that you formatted before
converting to multiple columns may be too large in their columns, so you
can decrease the font size of such subheadings (see Apply Character
Formatting).

Hide the nonprinting characters, and your newsletter should be complete.
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Use a Style
Use a Theme
Use a Template19 
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17 Edit Text5 

16 About Styles, Themes, and Templates

You can begin with a template to create a document that has a prearranged look.
Templates are useful when you have a form, for example, that you need to fill in.
The template will be the blank form. A template can be anything that contains
formatting or text or graphics that you want to reuse later. You can create a
template that contains your letterhead and then begin with that template every
time you write a business letter. The template keeps you from having to add your
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About Styles, Themes, and Templates16 95

letterhead to the top of the document every time you write a letter, as you’d have
to do if you began with a blank document.

A theme is a document-wide set of formats that complement one another.
Themes include colors, fonts, and even lines and borders when appropriate.
Suppose you sell two kinds of items on eBay: MP3 players and antiques. When
you write a monthly newsletter that you send to your former buyers, you might
want to use a modern theme for the MP3 buyers and a more traditional theme
for your antiques clients. It doesn’t matter what your document says; the theme
affects the overall look of your document.

You can apply a style to text within any document. For example, if you routinely
use italicized, boldfaced text that is indented from surrounding paragraphs as
you might do with a warning message that you add to documents you often
write, a style enables you to apply that formatting before you type the warning or
after you’ve completed typing it.

By using templates, themes, and styles, you reduce the amount of work you have
to do to create a document.

NEW TERMS
Template—A predefined document with styles and other formatting, such as columns
and tables, that forms a model for new documents.

Themes—Preset formatting choices that include fonts, colors, margins, and possibly
extra elements such as borders.

Style—A set of character and paragraph formats you can apply to text to change that
text’s format details.

NOTE
In reality, you always use a template when you create new Word documents. Word uses
a default template named Normal.dot unless you specify another template. The font
and margin settings offered when you create a new document come from this default
template. All templates have the filename extension .dot.

Themes are associated with entire documents. Styles are usually associated with
groups of text within a document. A template is to an entire document what a
style is to selected text. When creating a document that’s to look like another that
you often create, such as a fax letter that requires special formatting, you can
elect to use a fax template you’ve already set up with the To:, From:, and Cover
Page Note fields already placed where they belong, and you only need to fill in
the details. Changing the theme of the fax document does not affect any of the
words or layout of the fax document, but only the colors, fonts, and other format-
ting elements.

▲
▲
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NOTE
Given that a theme is not related in any way to your document’s contents, all Office appli-
cations can share themes. If you create or standardize on a theme in Word, you can
apply that theme to PowerPoint and Excel as well so that all your documents share the
same overall feel. The theme is the message feeling you want to portray.

It’s important to remember that a template is a model for a document. A style is
often a model for smaller blocks of text, usually paragraphs. A template may
contain several styles. If you want to use a style that’s available to your current
document or template, you can easily select that style and apply it to existing
paragraphs or text you’re about to type.

Word offers several preset styles you can apply to text in your document, or you
can create your own. You can see the predefined styles by clicking the down arrow
to the right of the Styles section of your Home ribbon.

▲

CHAPTER 3: Making Your Words Look Good

16

96

Word supplies several predefined styles.

TIP
Although you can use the same specific themes across Office applications, you cannot
use the same styles or templates, given that the Office programs work with different
kinds of documents. Nevertheless, the other Office products do support styles and tem-
plates. Learning the mechanics of Word’s styles and templates prepares you to under-
stand how to create and work with styles and templates in those other applications.

When you want to use a template, you’ll click the Office button and select from
one of the templates presented to you there.

▲
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Using a style is simple. You can apply a style to selected text to format that text
with the style’s character and paragraph formatting. Word comes with several
styles, and you can add your own. Applying a preexisting style is far easier than
formatting text repeatedly with the same formatting characteristics.

Suppose that you routinely write résumés for other people. You might develop
three separate sets of character and paragraph formats that work well, respectively,
for the title of a résumé and an applicant’s personal information and work his-
tory. Instead of defining each of these formats every time you create a résumé,
you can format a paragraph with each style and store the styles under their own
names (such as Résumé Title, Résumé Personal, and Résumé Work). The next
time you write a résumé, you need only to select a style, such as Résumé Title,
before typing the title. When you then type the title, the title looks the way you
want it to look without your having to designate a character or paragraph
format.

You can easily apply a style to selected text by clicking to select the style you want
to apply from the list of styles. Word supplies styles, and over time, you will add
your own.

TIP
You can create styles from scratch by formatting selected text to match the style you
want to define and then saving that formatting as a style. In subsequent editing sessions,
that new style will be included among the styles from which you can choose.

Select the Text for the Style
When you want to apply a predefined style to text, first select the text. Most of
the time you’ll select a paragraph to format with a style, so if nonprinting
characters are showing, be sure to include the paragraph mark when you
select the text if you want the style to apply to the entire paragraph. The for-
mat of the text will completely change depending on which style you apply,
but the text itself will not change.
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Use a Style17 

Display the Available Styles
Point to one of the three styles on your Home ribbon to see how those styles
will format your selected text. As you point to each style, Word’s live preview
changes the selected text to reflect the current style.

Click the down arrow to the right of the three styles to display the collection of
styles already defined.
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Select a Style
Click to select the style you want to apply to your selected text. Your text
changes to reflect the style’s formatting characteristics.

If you want to try a different style, select another from the Styles section of
your Home ribbon.

Apply Styles
Word names each style that it supplies, and you will do the same when you
create new styles. To select a style by name, select Apply Styles from the list of
styles that appear in the Styles area of your ribbon. The Apply Styles dialog
box appears, from which you can select a style by name. When you select a
style, your selected text changes to that style.

Click the Styles button inside the Apply Styles dialog box to display the styles
in a list from which you can choose. Click the Show Preview button to see
what each style looks like inside the Styles window.

TIP
Ctrl+Shift+S is the shortcut keystroke for displaying the Apply Styles dialog box. At first,
the shortcut keystroke might see awkward, but it’s far simpler than selecting from the
ribbon to get to the Apply Styles dialog box.

Create Your Own Style
You can easily create your own styles. You’ll add styles to Word by example.
Format text to match a style you want to create, and then tell Word to create
a new style based on that formatted text.

To add a new paragraph style, for example, format and then select an entire
paragraph (including its paragraph mark if nonprinting characters are show-
ing). Display the Apply Styles dialog box (Ctrl+Shift+S). Type a new name in
the Apply Styles dialog box in the text box labeled Style Name, and click
New. Word adds the style to its collection. The next time you display your
Apply Styles dialog box, your new style will appear under the name you 
gave it.
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When your document takes on the characteristics of a certain theme, the colors,
format, pagination, and overall look and feel adhere to that theme’s standards.
Themes apply to your entire document, and you can implement the same theme
across all your Office applications.

TIP
If you design a theme that matches your company brand colors, logo style, and approved
typestyles, and then you apply that theme to all your Office documents including Word
documents and Excel worksheets and PowerPoint presentations, you’ll help solidify your
company’s brand recognition for all who see any document produced by your company.

Microsoft provides themes with Office and also offers several themes online. In
addition, you can design and save your own themes. Somewhere out there is
probably a theme that’s right for you. If you locate a theme that isn’t quite what
you want, but close, you can apply that theme, modify it to your liking, and then
save the theme and reuse it afterward.

Apply a Built-In Theme
Open the document you want to apply a theme to. You can apply a theme to
a new, blank document, but you can see the applied theme’s effects far better
if you apply a theme to a document you’ve already created.

Click to display your Page Layout ribbon, and then click the Themes button.
Word displays a scrolling list of built-in, supplied themes. As you point to the
various themes, your document’s preview changes to reflect what each theme
would look like if applied to your document.

You can click the Search Office Online link to see what themes Microsoft
makes available over your Internet connection.

After you click to apply a specific theme, your document changes
accordingly.
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Use a Theme18 101

NOTE
The more colors and standard, Word-supplied styles your document uses, the more your
selected theme will show itself in your document. If you apply a theme to a document
filled with straight, black-on-white text, you won’t see much, if any, difference before and
after applying the theme.

Customize Your Theme’s Colors
The best way to create a customized theme is to begin with one that’s close to
your goal and then customize it.

Apply a theme that most closely matches your desired theme. In the Themes
section of your Page Layout ribbon, select Theme Colors. A list of theme col-
ors appears. Select a new theme color scheme or click Create New Theme
Colors to create your own set. As you point to each set of possible theme
colors, your document will update to reflect what that theme color will look
like after you apply it.
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Apply a Built-In Theme1

Customize Your Theme’s Colors2
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Customize Your Theme’s Fonts
To change the primary font used in your customized theme, click to select the
Theme Fonts button to display a list of themed fonts. Again, Word’s live pre-
view capability shows what each font selection will do to your document as
you point to each one.

Customize Your Effects Theme
To change your theme effects, click to select the Theme Effects button to
display a list of themed effects you can apply to your document. (These 
effects are shadows and 3D effects applied to various art elements in 
Office documents.)
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Save Your Custom Theme
After you specify the font, color, and theme effects you want to apply to your
document, and after you look over your document to ensure that the theme’s
elements all work together to achieve the goals you had in mind, click the
Themes button and then select Save Current Theme. Word displays a Save
dialog box in which you can name your new theme and save it.

In subsequent sessions, when you display a list of themes, your custom theme
will appear in the list.
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Templates almost make you think you’re cheating when you want to create great-
looking documents because they are so simple and they do so much. Just a couple
of mouse clicks puts ready-made, preformatted documents at your fingertips. You
still must supply the details because a template is only an outline (also called a
skeleton or model) of a document, but by using a template, you hardly need to
apply any formatting or design considerations to the documents you create.

Starting with a completely blank document might be a good idea for simple,
text-only letters, and you’ll certainly do a lot of that. But for all else, start with a
template if one exists that you want to use. If you find yourself creating rather
complexly formatted documents routinely, you’ll create your own templates, so
you must generate all the formatting and document layout just the first time.

Templates contain formatting for complete documents. All the Microsoft Office
programs support templates. If you create a new document without specifying a
template, Word uses the Default template style to create the empty document and
to set up initial font, margin, and other formatting-related details.

Request a Template
Click your Office button and select New. (You can also press Alt+F, N.) Word
displays the New Document window.

In the window’s left pane is a scrollable list of template categories that con-
tain several templates in each category. When you select a template category
such as Business Cards, Microsoft looks online (and on your computer if any

1
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templates from that category are stored there) and displays a list of business
card templates from which you can select.

NOTE
If you’ve saved templates to your computer, you can click My Templates toward the
center of the New Document window and select one of your own stored templates
to begin with.

Specify Which Template to Use
Scroll until you locate a template you want to start with, click to select it, and
then click Create. Word displays that template.

Type the Details
Sometimes data will be filled in, so in the case of some business card tem-
plates, you will have to change the name and contact information. Other
templates will not contain specific sample data or might offer placeholder text
such as “[Type Last Name Here]” that you can replace with your specific
information. Finish the document by filling in all the details.

Get Extra Template Help
Some templates are complex, such as the contract templates available online
from your New Document window.

When you select some templates, Microsoft might display a window that
explains more of the template’s purpose and how to use it. Also, you may see
an Internet link you can click to see additional information about the tem-
plate or company that provided it.

Create a New Template
Feel free to create your own templates! For example, you might write many
memos, so you can create a memo template. Create the model for the tem-
plate, including the title, recipient, and subject areas, but don’t add memo-
specific text. Keep the text general. Feel free to include instructions to the user
of this template, such as “[Type Body of Memo Here].”

When you click your Office button and select Save As, click to open the Save
as Type drop-down list and select Word Template from the available items.
Word saves your document as a template and uses the .dot filename exten-
sion to distinguish the template file from a regular Word document.

When you subsequently create a new file and click the My Templates button,
you’ll see your template from the list that appears.
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