Microsoft Word 2010
Styles: An Overview
Styles are an efficient way to define the appearance of various text elements in your document (e.g., headings, captions, body text). They help you keep your document consistent by applying the same style to various elements in a document. With styles, you can apply character or paragraph formatting or both in one simple operation. 
Word 2010 offers convenient one-click formatting options for styles. Additionally, templates allow you to apply preformatted styles to an entire document. The Style Gallery offers several common style options, such as different headings, quotes, or captions. 
Each document you create is based on a template. When you create a new document, the styles that belong to the selected template are copied into that document. Each template contains a set of standard styles, most of which are available with all Word templates. 
[bookmark: character]Character and Paragraph Styles
In Word, there are two main types of styles you can create and apply: character styles and paragraph styles. Both are available on the Home command tab. A style is automatically created every time you apply unique formatting to text, and Word automatically saves any styles that are being used by the active document. 
Character styles
[bookmark: _GoBack]Include any of the options available from the Font group, such as bold, italic, and underline. Character styles store only character formatting and apply it to selected text or to the entire word containing the insertion point. Formatting elements for character styles are found on the Home tab in the Font group. 
Paragraph styles
Store both character and paragraph formatting, as well as tab settings, paragraph positioning, borders, and shading, and apply them to selected paragraphs or the paragraph containing the insertion point. These options are available on the Home tab in the Paragraph group.

