Modify Styles (Headings)

1. Right click Heading 1 (or any other Heading).
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2. Select Modify.

Update Heading 1 to Match Selection
%4 Modify...

Select All: (No Data)

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

3. Make changes to the Font, Font Size, and Font Color.

Style for following paragraph: | T Mormal
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Properties
Name: Heading 1
Style type: Linked (paragraph and character)
Style baszed on: T Normal
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Font: Bold, Space

Before: 24 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Quick Style, Priority: 10
Based on: Mormal
Fallowing style: Normal

Add to Quick Style list  [] Automatically update
i@ Only in this document () New documents based on this template

OK l [ Cancel




4. Click Format and select Paragraph.
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Properties
Name: Heading 1
Style type: Linked {paragraph and character)
Style based on: T Normal
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Style for following paragraph: | 17 Mormal
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Eont. "ext Sample Text Sample Text Sample Text Sample Text
= Text Sample Text Sample Text Sample Text Sample Text

— Paragraph... Text Sample Text Sample Text Sample Text Sample Text
Text Sample Text

Tabs...

Border...

Language...
Frame. next, Keep lines together, Level 1, Style: Linked, Quick Style, Priority: 10
Numbering...

Shortcut key... Automatically update

Text Effects... New documents based on this template

5. Adjust the Spacing Before and After and change the Line Spacing. Click OK.
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Indents and Spacing | Line and Page Breaks

General

Alignment: E

Outline level: |Level 1 IZ|

Indentation
I Left: " = Spedial: By:
| Right: " = {none) IZ| s

[ Mirror indents

Spacing
Before: 24pt = Line spacing: At:

After: opt = Single IZ| s
[] Den't add space between paragraphs of the same
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6. Select Numbering.
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Properties
Name: Heading 1
Style type: Linked {paragraph and character)
Style based on: T Normal
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Style for following paragraph: | 17 Mormal

Formatting

Aral Flle[-]E) r u [ atwnesc |7
B === 3|

i
Ll

#

"ext Sample Text Sample Text Sample Text Sample Text

"ext Sample Text Sample Text Sample Text Sample Text

Paragraph... Text Sample Text Sample Text Sample Text Sample Text
Text Sample Text

Tabs...

Border...

Font...

Language...

Frame. next, Keep lines together, Level 1, Style: Linked, Quick Style, Priority: 10
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Shortcut key... Automatically update

Text Effects... New documents based on this template

7. Selecting a Numbering option and click OK.
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8. Click OK.
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Properties
MName: Heading 1
Style type: Linked {paragraph and character)
Style based on: T Mormal

Style for following paragraph: | T Mormal
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Font: 14 pt, Bold, Indent:
Left: 0.25"
Hanging: 0.25%
Line spacing: 1.5 lines, Space
Add to Quick Style list 7] Automatically update
Only in this document Mew documents based on this template
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