Using styles

In Word, you can save commands as styles that generally contain several definitions (e.g. font, font size, font style and aligning commands). Using styles saves time: you can apply the formatting commands included in style by giving just one command.

Style types

Font definitions can be saved as a character style and they affect the selected text or the word con​taining the insertion point. A paragraph style can contain font and paragraph definitions and these affect the selected paragraphs or the paragraph containing the insertion point.

