
SESSION 4

MANAGING STYLES



Styles and themes are powerful tools in Word that can help 

you easily create professional-looking documents. 

A style is a predefined combination of font style, color, and 

size of text that can be applied to selected text. A theme is 

a set of formatting choices that can be applied to an entire 

document and includes theme colors, fonts, and effects.

In this lesson, you will learn how to apply, modify, and 

create a style; use style sets; apply a document theme; and 

create a custom theme.



To select a style:

1.Select the text you want to format.

2.In the Style group on the Home tab, hover over each style 

to see a live preview in the document. Click the More drop-

down arrow to see additional styles.

3.Select the style you want. The selected text appears 

formatted in the style.



SESSION 5

DOCUMENT TEMPLATE



Templates:In Microsoft Word, templates are pre-designed 

documents that you or someone else (such as Microsoft) creates 

to use as a pattern for a project. 

The template could be for a business card, brochure, resume, 

presentation...the list goes on.

The template contains a specific layout, style, design and, 

sometimes, fields and text that are common to every use of that 

template.

Some templates are so complete (such as business cards), you 

only have to change the individual’s name, phone number, and 

email address. Others, such as business reports or brochures, 

could require that everything is changed except the layout and 

design.



Using Templates:

Fortunately for us, Microsoft provides many hundreds of templates 

for all of its programs. Note that most of Microsoft’s templates 

are online, which means you cannot access them unless you’re 

connected to the Internet.

To open one of the system-provided templates in Word:

1.  Go to File > New. You will be displayed with different types of 

templates .

For example, if you would like to create a letter, you can select the 

Letters option under Office.com Templates section.





Creating a Template:

Creating a new document based on a template can save you time 

and effort because all the work it takes to design the document 

has already been done. You may use the templates that come 

with word processing software, or downloading templates 

created by other people, or you can also create and save your 

own templates for future use. First of all, you need to create a

document that will save as the template.

Note: You create the template as a normal document, but the 

magic step is where you save it.

Click on File >Save As, and give the template a name. Select 

Word Template from the Save as

type: drop down list.



You can also download other types of templates 

from websites. Some of the websites that offer

free templates are:

• office.microsoft.com/templates

• www.thepapermillstore.com

• openoffice.blogs.com/openoffice/templates/

• www.docstoc.com



SESSION 6

WORKING WITH 

PAGE AND SECTION 

BREAKS



Page breaks

In cases where you need to have text begin on a new page, such 

as the beginning of a new chapter, insert a manual page break at 

the point where you want the new page to begin. (Don’t press 

the Enter key repeatedly until a new page begins.)

To insert a manual page break, follow these steps:

1. Click where you want to insert the page break.

2. On the Insert menu, click Page Break.



Section Breaks:

Word uses Section Breaks to divide the document in sections. 

Within sections, it is possible to vary the layout of the 

document. 

To insert a section break, follow these steps:

1. Click where you want to insert the section break.

2. On the Page Layout tab, click on Breaks, and then 

under Section Breaks, click Next Page. This will insert the 

section break, and text following the section break will 

begin on a new page.

3. If you want the text to continue on the same page, 

under Section Breaks, click Continuous

.





You need to be able to see where your section breaks or page 

breaks are inserted in order to see where the formatting stops and 

ends or to delete them. 

To see a section/page break, click the Show/Hide button on the 

Home tab in the Paragraph section. The section/page breaks 

are displayed in your document.

1. Click on the section/page break.

2. Press Delete on your keyboard and the section/page break is 

removed.

Anytime you need to add a page border to a single page or have a 

table in Landscape orientation with the rest of the document in 

Portrait orientation, try using section breaks to make the task

easier!



There are four types of section breaks Next Page, Continuous, 

Even Page and Odd Page. Each offers a differentoption for 

formatting in the document.

Next Page: Inserts a new page or continues text on the next 

consecutive page.

Continuous: Starts a new section without adding a page. A 

common use of this type of section break is for columns.

Even Page: Inserts a new even-numbered page or continues text 

on the next even-numbered page.

Odd Page: Inserts an odd-numbered new page or continues text 

on the next odd-numbered page.



Write in the fill in the blanks and Question Answers in the Copy:

Fill in the blanks:

1. __________ are customized options for creating professional 

looking documents with the

minimum efforts.

2. You can change styles by using the ____________ group under 

the Home tab.

3. Templates or document templates refer to a __________________ 

document.

4. Creating a new document based on a _____________ can save 

you ____________ because_____________________________.

5._____________ & _________ breaks can be used to separate a 

document into sections.



6. Using page breaks, you can create different _________________.

7. A section break controls the __________ of the document content 

that ________ it, until it

reaches another section break.

8. T o see a section/page break, click the ________ button.

Question and Answers:

1)What are the uses of using style?

2)What are templates?

3)Where can you find Templates option?

4)Write the steps to insert page break?

5)Write the use of section break?




