
Home page

HomeTools

Convert from PDF

PDF to JPG



PDF to PNG



PDF to PDF/A



PDF to Word



PDF to PowerPoint



PDF to Excel



PDF to HTML



PDF to Text



HEIC to JPG



HEIC to PNG




Convert to PDF

JPG to PDF



PNG to PDF



Word to PDF



Excel to PDF



PowerPoint to PDF



DICOM to PDF



HEIC to PDF



PDF Converter



OCR Converter




Organize

Split PDF



Merge PDF



Delete Pages




Edit

PDF Editor



Annotate PDF



DOCX Editor



Redact PDF



Crop PDF



Compress PDF



Fill in PDF Forms



Sign PDF



Edit PDF Text



Flatten PDF




View

PDF Reader



Document Reader



Validate PDF/A



Text Compare



PDF Compare






SolutionsPricingUpgrade Now



Apps





Log In


How to Clear Formatting in Word
 Jul 4 2023 






2.5 min

Tags
General Technology
Tips
MS Word


2.5 min


Share this post


If you’ve copied or imported text to your Word document or you’ve simply had multiple editors reviewing the document, the format of your file may not be consistent or uniform throughout. 
Now the first step is to clear all the formatting from the document so you can add in your final fonts, spacing, and styles. Here’s a quick way to do this:
Clear all Formatting
Some document types, such as business reports or legal documents, require specific formatting. 
Before you revise these documents, follow the steps below to clear all formatting and start fresh:
1. Select the part of the text where you want to remove formatting. If you want to clear formatting of all text, use the Select All (CTRL + A) option from the Editing section under the Home tab.






2. In the same tab, click on the Clear All Formatting button.






Clear Styles Formatting
If you use one of MS Word’s pre-set Styles in your content, the Clear All Formatting button above will work only for the selected Style that’s formatting the selected text.
To clear formatting for all Styles formatting: 
1. Go to the Styles section.
2. Click on the bottom right arrow in the Styles section. 
3. Click on Clear All. 






Remove formatting from selected text
You can easily remove formatting from selected text using a few keyboard shortcuts:

	To remove character formatting from selected text, press Ctrl + spacebar. 
	To remove paragraph formatting (such as alignment or line spacing) from selected text, press Ctrl + Q.

Removing formatting from tables
You may have trouble clearing the formatting applied to text and cells in tables, or struggle with undoing the format for each row and column. With a few clicks, you can deal with the table as a whole and remove formatting from the entire table: 
1. Select the table.
2. Go to the Table Design tab.
3. Click on the bottom right arrow in the Table Styles section.
4. Click on Clear. 






This removes any formatting, borders, colours, or shading from the table. 
Start clearing formatted content with Xodo
Once you’ve cleared all the formatting from your MS Word document, you can use Xodo's free online DOCX editor to perform any advanced document editing task as you go, from applying styles and headers to deleting pages and even adding in text. 
Need to do more with your files? Xodo offers over 30 online tools to help with tasks like PDF conversion, editing, annotating, merging, compression, and more to get your productivity to the next level from anywhere and anytime.  Get unlimited access to every tool you need in your productivity toolbox! 
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10 Tips for Writing and Editing in Microsoft Word 
From editing invisible markers to switching columns in Word, our tips can help you create and edit content in Microsoft Word quickly. Whether you're a pro writer or just starting out, our 10 tips can take your Word skills to the next level!







5 Tips for Recovering an Unsaved Word Document
When Microsoft Word closes unexpectedly, it can be frustrating to lose hours of hard work. Don’t worry! There are a few ways to recover your Word document – and we’ve got them. Read on, try a few tips, and never lose a document again.







How to Remove Comments in Word
Discover quick and easy steps to remove the comments in your MS Word document. From removing all comments and specific threads to deleting individual comments and disabling them for printing, our guide will help keep your document collaboration clean and decluttered.
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