Styles

https://www.gcflearnfree.org/word-tips/how-to-create-a-table-of-
contents-in-word/1/



Select the text you want to format, or place
your cursor at the beginning of the line.

August Volunteer Update

Ehelbyfield Animal Rescue
August Volunteer Update
A Message from Your Director

It's been a spectacular month for Shelbyfield Animal Rescue and
our care. Fifteen pets found a new home, including Temple, a lo
of the kennel who was later fostered by Raj and Lisa Beharry. Te
favorite who despite his special needs was always up for a rousil
away (with the slimiest, grossest tennis ball in the yard).
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In the Styles group on the Home tab, click TMormal @ Mo Spacing Heading1 Heading 2 Title E Select -

the More drop-down arrow.
Styles P Editing

More

Styles grve your document a
consistent, polished lock.

They also allow you to use the
Mavigation Pane and add a table of
contents.

If you don't like the look of these
styles, check out the Design tab for
more options,



Select the desired style from the drop-down
menu.
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August Volunteer Update

The text will appear in the selected style

1 Shelbyfield Animal Rescue

August Volunteer Update
A Message from Your Director

It's been a spectacular month for Shelbyfield Animal Rescue and the animals in
our care, Fifteen pets found a new home, including Temple, a longtime resident
of the kennel who was later fostered by Raj and Lisa Beharry. Temple was a staff
favorite who despite his special needs was always up for a rousing game of keep-
away (with the slimiest, grossest tennis ball in the yard).



E - 2 = Animal Rescue - Word

To apply a style set
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The selected style set will be applied to your
entire document.

August Volunteer Update

Shelbyfield Animal
Rescue

AUGUST VOLUNTEER UPDATE

A Message from Your Director

It's been a spectacular month for Shelbyfield Animal Rescue and the animals in our
care, Fifteen pets found a new home, including Temple, a longtime resident of the
kennel who was later fostered by Raj and Lisa Beharry. Temple was a staff favorite

who despite his special needs was always up for a rousing game of keep-away (with
the slimiest, grossest tennis ball in the yard).
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A dialog box will appear. Make the desired
formatting changes, such as font style, size,
and color. If you want, you can also change
the name of the style. Click OK to save your
changes.

When you modify a style, you're

changing every instance of that style in the
document. In the example below, we've
modified the Normal style to use a larger
font size. Because both paragraphs use the
Normal style, they've been updated
automatically to use the new size
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To create a new style

Click the arrow in the bottom-right corner of
the Styles group.
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_“ E text styles in Word.

= Use the window to see and edit
- = formatting details for each style,
—— create new styles, and quickly

preview styles in your document.

You can also update styles to match
selected text,



The Styles task pane will appear. Select
the New Style button at the bottom of the
task pane.
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A dialog box will appear. Enter a name for
the style, choose the desired text
formatting, then click OK.
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A Message from Your Director

Font: Segoe U Semilight, 24 pt, Bold, Font color: Accent 5, Style: Show in the Styles gallery
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The new style will be applied to the
currently selected text. It will also
appear in the Styles group.
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August Volunteer Update

Shelbyfield Animal Rescue

AUGUST VOLUNTEER UPDATE

IlA Message from Your Director

It's been a spectacular month for Shelbyfield Animal Rescue and the

animals in our care. Fifteen pets found a new home, including Temple, a
longtime resident of the kennel who was later fostered by Raj and Lisa
Beharry. Temple was a staff favorite who despite his special needs was

always up for a rousing game of keep-away (with the slimiest, grossest
tennis ball in the yard).




How to create a table
of contents in Word

Step 1: Apply heading styles

To apply a heading style, select the text you
want to format, then choose the desired
heading in the Styles group on

the Home tab.
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Now for the easy part! Once you've applied Built-In ions & Bibliography
heading s.tyl'es, you can .insert your table of Automatic Table 1
contents in just a few clicks. Navigate to
the References tab on the Ribbon, then click Contents %
the Table of Contents command. Select a e TS |
built-in table from the menu that appears, BHESIE 2..eorere et e ettt e e 1
document.
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lable of Contents



A Brief History of the Roman Empire

___h’ThE- Founding of ROME ...viiiiemmi s s s 3
begins. Sections that begin with a

Heading 2 or Heading 3 style will Romulus and Remus.......eieeie s s 7

be nested within a Heading 1 style Heading 2 ——-—I‘ The Seven Hills of Rome

/.ThE Old Kings of ROME .o nnens 13
Kingdom to Republic 18

As you can see in the image, the
table of contents uses the heading
styles in your document to
determine where each section
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A table of contents also

creates links for each section, A Bri E‘f Histo ry ,:l,f the Roman Fm hjre
allowing you to navigate to C D ¢

different parts of your document. Hrren i ceumen )

Just hold the Ctrl key on your Ctrl+Click to follow link

keyboard and click to go to any

section. The Founding of Hﬂmﬁj ...........................................

Romulus and Rem



Step 3: Update as
needed

If you edit or add to your document, it's easy
to update the table of contents. Just select
the table of contents, click Update Table, and
choose Update Entire Table in the dialog box
that appears. The table of contents will then
update to reflect any changes.
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