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How to create and use stylesin Word 2016

Style in Word helps you format the text uniformly, speed up the formatting of the text, and with the use of Style,
you can create an automatic table of contents quickly. The following article shows how to create and use styles

in Word 201

Style in Word helps you format the text uniformly, speed up the formatting of the text, and with the use of Style,
you can create an automatic table of contents quickly. The following article shows how to create and use styles

in Word 2016.

For example, thisis arudimentary text that has just been created and needs to use Style:
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: Chuong I: Pac biém va diéu kién dia chat khu mo

: L1. Pia Iy tw nhién

" L.1.1. Pia Iy ciia ving md, [khu viee thiét ké, séng ngdi, d61 nii, hé thong giao théng

E vdn tdi

i a. Pia ly ctia viing mo

B - Mo than Méng Duong thugc dia phin Thi xi Cim Pha, Tinh Quang Ninh.Cach

“ trung tam Thi x4 khoang 12 km vé huéng Bic.

5 b. Song ngoi

: - Trong khu vire mé ¢6 2 sudi lém bat ngudn tir Coc Sau.

- c. Poi mii

3 Mo than Mong Dwong ndm trong ving ddi nii thip dén trung binh, cao nhét la dinh

0 L1.2. Tinh hinh dén cu, kinh té, chinh trj

- a) Dédn cie: Quanh khu mo dén cu tip trung v&i mat d6 trung binh, thanh phan chn

- b) Kinh té ; Phan lén la can bg, cong nhan mo nén kinh té dam bao, mic song trén

z trung binh.

2 ¢) Chinh tri: Khu mé nim trong ving chinh tri 4n dinh.

: 1.1.3. Piéu kién khi hiu

& ¥hi hin trona wina chia lam 3 mia - ThuThuatPhanMem:vn s
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Y ou can use the styles available in Word by clicking the stylesin the Home section:
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] Chuong I: Pic Piém va diéu kién dia chat khu mé
0 L1.Pia Iy ty nhién

. L1.1. Dia Iy cila ving mé, khu viec thiét ké, séng ngoi, ddi nitd, hé théng gino
5 théng vin tdi

a. Pjn Iy cia viing mo |

o - Mo than Méng Dwong thuéc dia phin Thi xa CAm Pha, Tinh Quang
*  Ninh.Cach trung tam Thi xa khoang 12 km vé hudng Bic.

= b. Song ngoi

- - Trong khu vire mé ¢6 2 sudi lén bt ngudn tir Coc Sau.

. . Déi niii

“ Mo than Méng Dirong nim trong wing doi niii thip dén trung binh, cao nhét

o ladinh ndm trong ving d6i mii nim trong viing dbi mii ndm trong ving déi mii

- L.1.2. Tinh hinh din cw, kinh té, chinh tri

? a) Dén cu:

El Quanh khu moé dén cw tép trung véi mét do trung bink. tha hén chit
“thiThliat
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In addition, you can create your own style for your text by the following:

Step 1: Inthe Homettab, click the arrow in Style -> select the New Styleicon :
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Step 2: A dialog box appears giving the name, style for the font and font format, size, font style, alignment, etc.



Chuong | -

Step 3: Integrate select New documents based on this template to apply the style to all the following

documents:
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Step 4: Use some advanced options for Style by clicking Format . For example, to use additional spacing
formatting between selected par agr aphs:
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The dialog box appears in the Line Spacing section, enter the distance you need to create between the styles.For
example, here enter M ultiple with the value of 1,3 -> click OK:
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For example, you want to set the shortcut for the newly created Style and click the Shortcut key .
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A dialog box appears to enter a shortcut for the Style, for example, type Ctrl + 1 to use Style -> click Assign to
confirm:
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Results you created shortcut key combination for Style your
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Y ou can also use other advanced formats available in the Format tab .

Step 5: Finaly, click OK to complete the Style creation process, for example, here create Style 1. Chapter title
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Similarly you can create other styles at different levels:



= Chuang | - Word = - | x

Insert  Design  layout  References  Mailings  Review  View @ Tellme. Signin S Share

ss ¥ |Times New Roman |14 -

A L

PD%B;g_mLf¢ AaBl AaBb( AaBbC

iz a . - 11.Tiéud.. T1.1H

= * R-W- A-Aa- A A A i 1 Styles - X
Clipboard = Font [F] Paragraph [F] Styl »
L\-E-l-1-|-1-|‘J-|-4-|‘5-|-6w-7-|‘8w-9-|‘10-|- S12.0 413 Sl

= 1. Tiéu @& chugng T

& 1.1 Heading? T

= . 1.1.1 Heading 3 T

: Chwong I: Piac Piém va diéu kién dia chat

- Mormal

= I.l. Bia h’r t“. ll]lii‘*ll Default Paragraph Font

r-u & % g - = " Mo Spacing

- L1.1. Pia Iy clia viing mé, khu vire thiet ké, song ngoi, doi nii, I Heading 1

m| A o o Heading 2

H thong van tai ol

Subtitle
N Subtle Emphasis
2 - Mo than Méng Duong thudc dia phdn Thi xa Cam Pha, Tinh Q1 emphasis

trung tAm Thi xa khoang 12 km v& hwéng Béc. Intense Emphasis

a. Pia Iy cia vung mo

BEosowsas BEERE=A =2

n a . Strong
¢ b. Song ngoi e
P~ - . A I3 - A 5 r
A - Trong khu vire moé c6 2 sudi lon bét ngudn tir Coc Sau. Intense Quote
°:° c. Poi mii Show Preview
A - - = o . i e - Disable Linked Styles
2 Mo than Méng Dwrong nam trong vung doi nui thap dén trung binh,
H = : ~ : i 2 2 A |4 LTt
- L1.2. Tinh hinh din cw. kinh té. chinh tri oy EL R Ly OPOnS
ThuThuatPhanMem un
Page1of 1  2Dof 194 words  English (United States) & B - 1 + 100%

All styles you have just created are displayed at the top of the list, using Style is very simple, you just need to
select the content to create Style -> on the Home tab -> Style -> click the Style you want to apply:
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Similarly you choose for other objects in the text. Results of applying the style to your text:
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After creating if you do not like it, you can edit the Style by right-clicking the Style you want to edit -> select
M odify .
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Above is aguide on how to create and use Style in Word 2016, you should use Style to make the text consistent
and indexed easily. Good luck!
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Y ou finished reading the article "How to create and use stylesin Word 2016" 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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