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FORMATTING TEXT BY U SING STYLES  

What is a style?  
A style is formatting characteristics that can be applied to text in a document to quickly 
change its appearance.  When a style is applied, a whole group of formats are 
performed in one simple task.  
 

Apply a style  
To quickly change all the text that is formatted with a particular style, apply a different 
style.   
   
 

1. Select the text to apply a style to.  

2. In the formatting toolbar, click the Styles drop down arrow to display styles.   

3. Select a style to apply. 

Or 

1. Select the text to apply a style to.  

2. On the Format  menu, click Styles and 
Formatting . 

3. In the Styles  and Formatting Task Pane  
on the right side of the screen , click the 
style to apply.  
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Modify a style  
 
If there isnôt a built-in style with the characteristics you prefer, you can modify the 
style, and then apply it.  
 

1. On the Format  menu, click Style s and Formatting . 

 

 

2. In the Styles  and Formatting  Task Pane located on the right side  of the 
screen, select the style to modify, and then click Modify  from the drop -down 
menu. 
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3. Click Format  button on the bottom left corner of the dialog box , and then 
select the attribute  to be modified.  

4. Make any changes. 

5. Click OK when complete. 

 

Note :  Remember, all text in the document with the designated style will be 
changed to the newly modified style.  
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Create A Table Of Contents  
 
A table of contents is a list of the headings in a document.  Use a table of contents to 
get an overview of the top ics in a document or to quickly navigate to a topic.  
 

1. In the document, apply built -in heading styles (Heading 1 through Heading 9) to 
the headings to include in the table of contents.  

2. Click to place the insertion point where the table of contents will be  located. 

3. On the Insert  menu, choose Reference  then click Index and Tables , and 
choose the Table of Contents  tab. 

 

4. Select a format from the Formats  drop down list and select the number of levels 
to display in the Show levels  area.   

5. Click OK to complete the table of contents.  
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ENVELOPES & LABELS 

Create and Print an Envelope  

1. On the Tools  menu, choose Letters and Mailings  then click Envelopes and 
Labels , and choose the Envelopes  tab. 

2. In the Delivery address  box, enter the mailing address. 

3. In the Return addr ess box, enter the return address.  To omit a return 
address, select the Omit  check box. 

 
4. Do one of the following:  

 

¶ Print ï to print one copy of the envelope, insert an envelope in the 
printer as shown in the Feed  box and click Print.  

¶ Add To Document ï used to attach the envelope to the current 
document for later editing or printing.  

¶ Cancel ï to cancel and return back to the document.  

¶ Options ï to select an envelope size, the type of paper feed, and other 
options. 

¶ E-Postage Properties ï must have electronic postage program, such as 
stamps.com, installed on computer first then this will allow you to set  
options  

5. Click OK when complete. 
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Mailing Labels  

On the Tools  menu, choose Letters and Mailings  then click Envelopes and 
Labels , and choose the Labels  tab.  

1. In the Address  box, enter or edit the address.  
 

2. In the Print area, select on of the following options:  
 

¶ To print a single label, click Single label  and select the row and column 
number on the label sheet for the label to print on.  

¶ To print the same address on a sheet of labels, click Full page of the 
same label .  

 
Note: To select the label type, the type of paper feed, and other options, click 
the Options  button.  
 

3. To print one or more labels, insert a sheet of labels into the printer, and then 
click Print .  To save a sheet of labels for later editing or printing, click New 
Document .  

4. Click OK when complete. 

 
 

 COMPLETE EXERCISE 1 
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MAIL MERGE  FOR WORD 2000  
 
Mail Merge is used to create form letters, mailing labels, envelopes, or catalogs.  The 
Mail Merge Helper is a tool to guide you through organizing data, merging it into a 
document, and printing the resulting personalized documents.  
 
Á Mail Merge for Microsoft Word 2000 on pages 9-14 
Á Mail Merge for Microsoft Word 2003 on pages 15-18 

Step 1: Create The Main  Document  
 

1. Create a new document.  

2. On the Tools  menu, click Mail Merge . 

 

 

3. Under Main document , click Create , and then click Form Letters . 
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4. Click Active Window .  

Step 2: Create The Data Source  

1. In the Mail Merge Helper  dialog box, click Get Data.   

 

¶ Crea te Data Source . Use this method if the data has not yet been 
created and you want to store the data in a Word table.  

¶ Open Data Source .  Use this method if the data is already stored in a 
Microsoft Word document, a worksheet, database, or other list.   

¶ Use Addresses Book .  Use this method if the information is stored in an 
electronic address book.   

2. Select Create Data Source  
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3. Remove any unwanted fields by first selecting the field name from the list and 
clicking the Remove Field Name  button.  

4. Add additional fields by typing the name of the field in the Field Name  box, and 
clicking the Add Field Name  button.  

5. When finished, click OK. 

 

Note:  You will be prompted to save the document that will hold the data.  Make 
sure to type a meaningful name, and save it to a location you will remember.  

 

 

6. Select Edit Data Source  to begin entering the address information.  
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¶ Add New  ï used to create a new record 

¶ Delete  ï deletes the current record 

¶ Restore  ï used to undo changes made to the current record 

¶ Find  ï used to search the data for specific criteria  

¶ View  Source  ï opens the data source document 

7. Enter the first record in the fields provided, and click Add New  to create a new 
record. 

8. Click OK when finished adding records to the data source. 
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Step 3: Edit The Main Documen t, and Merge 
the Data  

In the main document, it is time to type the text that will appear in every form 
letter.  Once the document is prepared, insert merge fields where they would 
normally be displayed on the document.    

 

1. To insert a merge field, click in the main document, click 
Insert Merge Field  on the Mail Merge  toolbar, and then 
click the field name you want.  

Note : Make sure to include all punctuation between fields as 
needed.   

2. Once all the merge fields have been inserted, save the 
document by using Save As  from the File  menu.  Name the 
document, and then click Save .  

 
 
Example:  
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3.  From the Tools  menu, click Mail Merge . 

 

4. Click the Merge  button under step 3 . 

 

5. In the Merge to  field, choose New Document  to store the merged letters in a 
new document. 

6. In the Records to be merged  area, select All  to merge all records. 

7. Click Merge  to complete. 
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MAIL MERGE FOR WORD 2003  
 
Mail Merge is used to create form letters, mailing labels, envelopes, or catalogs.  The 
Mail Merge Task Pane is a tool to guide you through organizing data, merging it into a 
document, and printing the resulting personalized documents.  
 
Á Mail Merge for Microsoft Word 2000 on pages 9-14 
Á Mail Merge for Microsoft Word 2003 on pages 15-18 

 

Step 1: Select document type  

1. On the Tools  menu, choose Letters and Mailings  
then click Mail Merge . 
 

2. The Mail Merge Task Pane will be on the right side 
of the screen and will guide us through 6 steps.  
 

3. Select Letters  option as document type and click 
on Next: Starting document  link at the bottom 
right corner of the screen. 

 

 

 

 

Step 2: Starting document  

4. Select Use the current document  option 
 

5. Click on Next: Select r ecipients  link at the bottom 
right corner of the screen . 
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Step 3: Select recipients  

6. Select Type a new list  option and then click Create  on the Mail Merge Task 
Pane 
 

7. Enter the first record in the fields provided, and click New Entry  button to 
create a new record. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Á New Entry  ï used to create a new record 
Á Delete Entry  ï deletes the current record 
Á Find Entry  ï used to search the data for specific criteria 
Á Filter and Sort  ï query record data and sorting options  
Á Customize  ï add, delete, or rename field names 

 
8. When finished typing in all records click on the Close button in the bottom 

corner of the New Address List dialog box 
 

9. The Save Address List dialog 
box will now appear. Type the 
file name then click Save  
button. Your file will be saved in 
the My Data Sources  folder in 
the My Documents area of 
the computer.  
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10. Then the Mail Merge Recipients dialog box will appear for you to review all 
records to be used. If you do not want a record used in the Mail Merge then click 
in the check-box located in front of the listed records name. Click OK button 
when finished.  
 

11.  Click on Next: 
Write your letter  
link at the bottom 
right corner o f the 
screen. 

 

 

 

Step 4: Write your letter  

12. Select Address block  option on the Mail Merge Task 
Pane 
 

13. The Insert Address Block dialog box will appear. Select 
your options and click OK button when finished.  
<<AddressBlock>> code will show on your letter.  
 

14. Then select Greeting line  option on the Mail Merge 
Task Pane and choose your options from the Greeting 
Line dialog box. When finished click the OK button.  
<<GreetingLine>> code will show on your letter.  
 
Note:  select More items  to choose specific fields to 
add to your letter  
 

15. Click on Next: Preview your letters  link at the 
bottom right corner of the screen.  
 
 
 
 
 
 
 
 
 
 



Microsoft Word - Intermediate   18 

Step 5: Preview your letters  

16. The Address Block and Greeting Line fields will now display previews of recipients 
from your data source. 

 
17. Use the record selector buttons <<  and >>  to flip 

through preview of recipients in your letter. Use the 
Exclude this recipient  button if you do not want the 
previewed recipient to be included with the Mail Merge.  
 

18. Click on Next: Complete the merge link at the b ottom 
right corner of the screen.  

 

Step 6: Complete the merge  

19. Complete the merge with the options located on the Mail 
Merge Task Pane. 

Á Print  ï prints letters addressed to all recipients  
Á Edit individual letters  ï merges all recipients data to 

letters for editing in Microsoft Word 
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