l ipsMake.c.,m

TipsMake > Application >Office information >

How to copy Style between 2 Word files

If you want to use the style of one text to another, you can copy the style between the two documents, export and
import styles from the old Word file to the new file.

Style on Word brings together formatting styles, font sizes, and colors used in text content. Using such formats
will make the document more professional and easier to track. You can also copy Style of this document to
another very simple document. We can export and import Style from between two Word files to save time when
creating new documents. The following article will show you how to copy style between two Word files.

1. How to keep Word format when sharing documents
2. Trick to remove Formatting text format in Word
3. Guide font formatting, change stretch and create artistic text in Word

| nstructions for copying Style on Word

Step 1.

Y ou open the Word file with the format available on the interface. Next open the new Word file and then click
on the Hometab , click on the arrow in the Style section .
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Step 2

Click onthe Manager Styleicon at the bottom of the list that appears.
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Step 3:

The Manage Styles dialog box appears, click the Import / Export button . below.



Manage Styles ? >

Edit Recommend  Resfrict  Set Defaults

Sort order: | As Recommended | [] show recommended styles anly

Select a style to edit

A Default Paragraph Font (Hide Until Used)
T Mo Spacing
a4 Heading 1
T8 Heading 2 (Hide Until Used)
I8 Heading 3 (Hide Until Used)
T8 Heading 4 (Hide Until Used)
T8 Heading 5 (Hide Until Used)
I'a Heading & (Hide Until Used)
T8 Heading 7 (Hide Until Used) b

Preview of Mormal:

+Body np Modify. .. E

=4

Font: (Asian) +Body Asian, (Default) +Body, Left, Line spacing: Multiple 1.151i,
Space After: 10 pt, Widow/Orphan control, Style: Quick Style

Mew 5
@0 iz document () New documents bazed on this template
Import/Export... Cancel

Step 4

In the Organizer interface, click the Close file button on the | eft to select the file to copy Style.
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In Document2: In Mormal:
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Continue clicking the Open file button below.
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Step 5:

The folder interface on the computer appears, go to the Word file containing the Style to copy and click Open.
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Step 6:

Appears the text name along with the format used in the content. Please select the Style name to be copied. We
can copy each Style or hold down the Cirl key to select multiple styles to copy. Then press the Copy button.
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Description

Font: (Asian) +Headings Asian, (Default) +Headings, 16 pt, Bold, Kern at 16 pt, Space Before: 12 pt, After: 3 pt, Keep with
next, Level 1, Style: Linked, Quick Style, Priority: 100, Based on: Normal, Following style: Normal

Close

Y ou will then see Style copy in one side text to the other.
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3 pt, Keep with next, Level 1, Style: Linked, Quick Style, Priority: 100, Based on: Mormal, Following style: Normal

Close

Now you just need to use the copied style for the new text you are using.




Styles - x A LT

-

— Change Edrtmg
Clear All = Styles ~ -

Marmal |

Mo Spacing
Heading 2

Title

Subtitle

Subtle Emphasis
Emphasis
Intense Emphasis
Strong

Quote

Intense Quote
Subtle Reference

Intense Reference
Book Title
List Paragraph

I Heading 1

il

HmrhrHeading 1
Font

Font: (Asian) +Headings Asian, (Default) +Headings, 16 pt, Bold
[ show| Character Spacing: Kern at 16 pt
[ ] Disab Paragraph

Spacing: Line spacing: single, Before: 12 pt, After: Bpt

B rql Line and Page Breaks: Keep with nent
@ ‘% Outline Level: Level 1 LAS
Style o

- Style Linked, Quick Style, Priority: 100, Based on: Normal, Following style: Normal

Basically how to copy style between two Word files is very simple. Y ou just need to select the text you want to
copy Style, export and import Style to the new document file you want to use. Time to edit and format Word
documents is much simpler.
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See more:

1. Instructions for transferring PDF filesto Word are free of Vietnamese errors
2. How to fix date errors when copying to another Excel file
3. Word 2013 Complete Guide (Part 16): Image format

| wish you all success!

Y ou finished reading the article "How to copy Style between 2 Word files' edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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