STUDY GUIDE FOR TEST
CREATING STYLES
To create a style, format your text, hit the quick styles gallery more button. [image: ]
Name the style & then hit OK.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Try it on your own
	I am text that you should style. 


[image: ]EDITING STYLES
In the quick styles gallery, right click, and choose update or modify. 
	I am a style. Modify me by making me Orange & naming me Orange heading. Print screen the new style & paste below. (see example) [image: ]



[image: ][image: ]REAPPLYING DIRECT FORMATTING
To reapply direct formatting, you have to adjust the settings in your style pane options dialog box. 
After that you can format text as you would like. If you want to really that formatting, you just click on it in the styles task pane.
Try it on your own
	Style this text as 24pt, bold, underline, color red
	Click on that style on the task pane to apply it to this text.  Print screen your task pane to verify.




[image: ]SETTING A DEFAULT STYLE
Click on the change styles button>style set> Select a style set> Click change styles again> choose set as default.
Try it on your own

Choose the traditional style set & choose set as default
FORMATTING A MULTILEVEL LIST
This is used for bulleted lists with more than one level.
· Level 1
· Level 2
· Level 3
To format a multilevel list, use the multilevel list button on the Home tab> paragraph group. [image: ]
To add more levels to your list simply hit tab or use the increase indent button. [image: ]
Try it on your own
[image: ]Turn the items below into a multilevel list. Choose the first option (numbers & letters_ 
Item 1
Item 2
Item 3 
Item 4
CUSTOMIZING A MULTILIEVEL LIST
Use the define new list style command to create a multilevel list style. Go to the [image: ] then choose define a new list. [image: ]
You can also create a new list style by going to the new style button in the styles task pane.
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