
Uniform layout throughout a document
Lorem ipsum
Lorem ipsum dolor sit amet, consectetur adipiscing elit, 
sed do eiusmod tempor incididunt ut labore et dolore 
magna aliqua. Ut enim ad minim veniam, quis nostrud 
exercitation ullamco laboris nisi ut aliquip ex ea 
commodo consequat. Duis aute irure dolor in 
reprehenderit in voluptate velit esse cillum dolore eu 
fugiat nulla pariatur. Excepteur sint occaecat cupidatat 
non proident, sunt in culpa qui officia deserunt mollit 
anim id est laborum.
Cras
Cras id tellus velit. Vivamus consectetur elit in neque rhoncus 
mattis. Nulla rutrum purus vitae facilisis tristique. Sed ut 
placerat magna. Ut vulputate orci sit amet porttitor fringilla. 
Duis gravida risus in pulvinar malesuada. Cras tempus, sapien 
ut porta rutrum, risus ex varius orci, nec iaculis elit justo 
aliquam velit. 
Suspendisse porttitor hendrerit lacus, eget laoreet libero 
porttitor at. Donec ut nunc nibh. Nullam at sem in libero 
rhoncus laoreet. Fusce cursus, est non eleifend mattis, 
sapien neque porta quam, mollis vehicula lacus nisi vitae 
erat. Morbi fermentum egestas massa in scelerisque.

Lorem ipsum
Lorem ipsum dolor sit amet, consectetur adipiscing elit, 
sed do eiusmod tempor incididunt ut labore et dolore 
magna aliqua. Ut enim ad minim veniam, quis nostrud 
exercitation ullamco laboris nisi ut aliquip ex ea 
commodo consequat. Duis aute irure dolor in 
reprehenderit in voluptate velit esse cillum dolore eu 
fugiat nulla pariatur. Excepteur sint occaecat cupidatat 
non proident, sunt in culpa qui officia deserunt mollit 
anim id est laborum.

Cras
Cras id tellus velit. Vivamus consectetur elit in neque 
rhoncus mattis. Nulla rutrum purus vitae facilisis 
tristique. Sed ut placerat magna. Ut vulputate orci sit 
amet porttitor fringilla. Duis gravida risus in pulvinar 
malesuada. Cras tempus, sapien ut porta rutrum, risus ex 
varius orci, nec iaculis elit justo aliquam velit. 
Suspendisse porttitor hendrerit lacus, eget laoreet libero 
porttitor at. Donec ut nunc nibh. Nullam at sem in libero 
rhoncus laoreet. Fusce cursus, est non eleifend mattis, 
sapien neque porta quam, mollis vehicula lacus nisi vitae 
erat. Morbi fermentum egestas massa in scelerisque.
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When applying a style to a paragraph, the paragraph’s format is changed to the style’s format

A style is collection of all formating instructions for a paragraph.

All paragraphs belong to a style.

Style
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Achieving uniform layout 

1. Mark all text and apply the style which fits most 
paragraphs.

2. Apply other styles to paragraphs which are to appear 
differently.
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Quiz

A style is a …
a.document which looks good.
b.collection of formating for a document.
c.common set of formating for all paragraphs.
d.collection of formating for a paragraph.
e.sequence of characters of the same shape.
f.uniformly looking document.
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Searching the web for finding out
• Changed your mind, want 

– headings in the font Arial Black
– remaining text in Arial

• How?
• Search the web

Software and version     Function

What you want to do
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Way of finding out

• In what way did you change all the styles?
• How did you find out how to do it?
• How can your way of finding out be used in other cases?
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