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MICROSOFT WORD 2007 – BOOK 3 

3.2 WORKING WITH STYLES 

P106 

USING EXISTING STYLES 

The Styles group can be found on the Home tab. 

 

 

Activity 1 P 108 

Create a new document by using the Styles group on the Home tab. 

Open the document MusicGenres. This document’s main heading, paragraph headings and regular body text are 

formatted with the help of styles. 

 

 

 

When the cursor is 

at a specific place in 

the document, or a 

certain section is 

highlighted, you will 

see according to 

which style the 

section is 

highlighted. 

 

 

Explore the document and look at the styles used. 

  

Quick style gallery 
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FORMATTING A DOCUMENT USING EXISTING STYLES 

Activity 2 P 109 

Open the document CompHistoryUnformatted. Use the existing style set Word 2007 to format it as shown. This 

can be found in the Change Styles button: Style Set. 

Select the paragraph to be formatted 

and click on the button on the 

appropriate style. 

Save the document as 

CompHistoryFormatted. 

 

 

 

 

 

 

 

 

 

 

CHANGING THE STYLE OF A PARAGRAPH 

Activity 4 P 110 

Continue working with the document CompHistoryFormatted. Suppose you want to use Word 2007 Subtitle 

instead of Heading 1. 

• Click on the first sub paragraph heading where the style is Heading 1.  

• Right-click and select Styles, and then select Select Text with Similar Formatting. 

• All the headings with Heading 1 are now selected. Select Subtitle and all these headings will be formatted to 

the Subtitle style! 
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CREATING AND CHANGING STYLES 

Do the following to create a style in Word 2007. 

Click on the arrow in the right hand corner of the styles group. The styles task pane opens. 

Click on the New Style icon.  

The following window will appear: 

• Type the descriptive name for the style you want to create 

• Select all the options you want for the specific style 

• Click OK. 

 

Activity 5 P 112 

 

 

 

 

You can also change the whole style set or only the colours or font of your existing style set. 

Change Styles in the Styles group.  

Change the style colour scheme of the style in use. 

Change the style set in use to a new style set 

 

Activity 6 P 112 

 

You can also change a style. This is what makes the use of styles so powerful – if you modify a style, all the relevant 

parts in the document changes automatically. 

• In the Styles group on the Home tab, right-click on the style you want to modify. 

• Click Modify… 

• Make the necessary changes 

Activity 7 P 113 

Activity 8 P 113 
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FORMAT THE SELECTED TEXT TO THE OPTIONS YOU WANT FOR THIS STYLE (HEADING 1). 

In the Styles group, right-click on the style to be changed and select Update to match selection. All the headings in 

the style you have changed will update to the new settings. 

 

 

 

 


