Answerpoint Example Document For

“How to Define and Use Styles”

Overview

A style is a group of formatting instructions that you name and store. Using styles can drastically reduce the amount
of time you spend formatting your documents. Suppose you have paragraphs throughout your document that you
want to be bold, centered, and surrounded by a border. Instead of applying each format to each paragraph, you can
create a style that applies all three formats at once. Not only are styles faster than manual formatting, they help
ensure a consistent format.

Styles also make it easy to incorporate design changes. Changing the content of a style reformats all paragraphs with
that style throughout the document. For example, if you want all paragraphs formatted with the style "title" to have a
border, you could simply change the definition of the "title" style to include a border.

Word saves styles with the documents for which you create the styles. Because you can copy styles between
documents and templates, you only have to create a set of styles once.

Word comes with standard styles that it applies automatically to items such as footnotes and tables of contents.
There are two types of styles that can be defined and used: paragraph and character.

e  Paragraph styles format whole paragraphs of text, such as body text and headings. They control all aspects of a
paragraph’s overall appearance—the font, size, and other attributes of text, as well as line spacing, text
alignment, tab stops, borders, and other formats that affect whole paragraphs.

®  Character styles format such items as page numbers and text that you want to emphasize. They apply any of the
formats of the Font item of the Format menu—the font and size of text, as well as bold and italic formats, small
caps, and other effects. You can use character styles to emphasize specific words and phrases, such as product
names and acronyms.

In this document we will examine the creating, applying, modifying, deleting, saving, renaming, updating, copying
and printing of styles.
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Style Examples

Style K E3
Styles: Paragraph preview
1] Bar Topic =

1l Body Text T e e i 15 I i i B e

¥ & Default Paragraph Fonk L e e e e e e e Ly
1l Fooker
a Fooknote Feference
1l Header
1] Main Title

Character preview

a Page Mumber

1 Title
11 TOPIC >< Ti.mn?(ew Foman
Crescripkh /
LI Font: Times oman, 10 pt, English {United
Lisk: States), Char sc& 0%, Flush left, Line spacing

single, Widow/forphan & ol, Body kext
ISters in use j

Qrganizer. .. | MNew, .. | Modify. .. Nte |
apphy I Cancel | ™~

You can create either a paragraph or character style by specifying formats one by one using the Styles dialogue box.

To create styles with the Style dialogue box:

®  On the Format menu, click Style.
®  Click the New button.

®*  NOTE: Paragraph style names appear with a paragraph icon before the style name; character styles appear with
a letter "a" before the style name.
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New Style E E

Skyle bype:
IParagraph LI
Based on: Skyle For Following paragraph:
1] Body Text LI I 1 Stylel LI
Preview
= Cheh the iYew buune
Crescripkion

Body Text + Indent: Hanging 0.25", Bulleted

[ Aadd to template [ Aukomatically update

(2] 4 I Cancel | Formak = Shortcut Key. ..

¢ In the Name box, type a name for the new style.

¢ In the Style Type box, select the type of style you want to create (Character or Paragraph).

e Word bases a new style on the style applied to the selected paragraph or the paragraph where your insertion

point is placed. To base the new style on a different style, select a style in the Based On box.

e Ifyou want a specific style in the paragraph following the one with this style, you can select the new paragraph
style from the Style for Following Paragrap .

e

Hew Siyle EHEl
Stvle tvpe:
IParagraph LI
Based on: Skvle For Following paragraph:
| 1 Body Text =1 ] 15ty =]

Preview

= Zheh bz ifow buuoo

Description
Body Text + Indent: Hanging 0.25", Bulleted

™ add ko kemplate ™ automatically update

] .4 I Cancel I Format = I Shortcuk Kew... I

¢ To specify the formatting for a new paragraph style, click the Format button. The resulting drop down menu
will show you the items that can be set within a paragraph style.
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e To specify the formatting for a new character style, click the Format button. The resulting drop down menu will
show you the items that can be set within a character style (only Font and Language).

Hew Style K E3
Stwle bvpe:
IParagraph LI

Based on: Stwle For Following paragraph:

1l Body Text LI I 1 Skylel LI
Prewview
= Cheh b= iYew buuoo
Crescripkion

Body Text + Indent: Hanging 0.25", Bulleted

[ add to template I automatically update

(] 4 I Cancel I Formak = Shortcut Kew. ..

Paragraph styles can also be created by formatting a paragraph with the formats that you desire for the style
(Character styles can only be created through the Style dialogue box). For example: If you desire to have a
paragraph that is indented 1” from both sides:
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Paragraph HE

Indents ahd Spacing I Text Elow I

rlndentation Spacing =
Left: |1 E‘ Before: ID pt 5‘ I_I
Right: 1 After: 0 pt
Tahs . |

Special By Line Spacing: Al
finore) =] | = s =] ] =]
rPreview Alignment:
ILefl 'I
Sarapde T Saripde T Saraple T Sarapde T Sang

: & Teac Sanpic Te i Teac
Sarapde Tear Supic Teac Sarapic Teac Sanplc Teac Saapde Tear Saupic Teac
Saraple Teac Sepic Teac Sarupdc Teac Saplc Teac Saaple Tear Sanplc Teac
Sarapde Teae Sapic Teac Sanpic Teac

®  Place your insertion point into a paragraph and format it with an 1” right and left indents as shown below:

e To indent the paragraph, select Paragraph from the Format menu. On the Indents and Spacing tab, enter 1 in
both the Left and Right. Press OK. This action should indent the paragraph 1 inch from both the right and left
margins.

j ITimesNeanman j |1|J j Hlflﬂldﬂ"l

®  Once all the formatting has been changed, select and delete the name of the style in the Style Box within the
Formatting toolbar.

Iinl:lent j ITimes Mew Roman j I'IEI j B | I | u |éﬁ|v|

e Enter a new name in the Style box.

®  Press the Enter key. The new paragraph style will be saved into your document.

There are two ways of applying a paragraph style to a paragraph or a character style to characters.
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1. Using Style on the Format Menu:

Style

Styles:

Paragraph preview

[ 7] x]

1l Bar Topic -

1l Body Text _I
¥ & Defaulk Paragraph Fonk

1l Fooker

8 Footnote Reference

1l Header

1] Main Title

i a Page Mumber

1 Title
1 TOPIC
[
Lisk:
IStvIes in use j

Character preview

Titmes Mew Roman

Diescripkion

Font: Times Mew Roman, 10 pt, English {United

States), Char scale 100%, Flush left, Line spacing

single, Widow/orphan control, Body kext

Crganizer. .. |

| Modify. .. | Delete |

apply I Cancel |

e To apply a paragraph style to a single paragraph, click in the paragraph. To apply a character style, select the

text you want to format.

®  On the Format menu, click Style.

®  Click the style you want to apply.

®  Click the Apply button.

e I[fthe style you want is not listed in the

group of styles.

2. Using the Style box on the Formatting toolbar, (The faster me
e To apply a paragraph style to a singl

ragraph, click in the paragraph. To

text you want to format.

®  Click the down arrow on the Style box.

ody Text
T Body Text

T Footer
T Header
T Heading 1
T Heading 2
T Heading 3

a cha

s box, press the down arrow in the List box and select another

racter style, select the

Times Mew Raoman 10

a [Default Paragraph F

e  Select a paragraph or character style from the Style box on the Formatting toolbar. Paragraph style names
appear with a paragraph icon before the style name; character styles appear with a letter "a" before the style

name.

e NOTE: The Style box on the Formatting toolbar initially lists some commonly used built-in styles, and any
styles created, modified, or used in the document. If the style you want to apply is not shown in the list, hold

down the SHIFT key, click the down arrow on the Style box, and you will see all of the built-in styles provided

by Word for Windows.

e NOTE: If you do not see the style drop down box, the formatting toolbar may not be displayed. To display the
toolbar, select Toolbars on the View menu.
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Modify a style. There are two ways to modify a paragraph style and only one way to modify a character style

(method 1 below):
1)

To modify either a paragraph or character style using Style on the Format Menu:

Style ==
Skyles: FParagraph prewview

1l Ear Topic A.I

1l Body Text

1] Foater

1 Header
1] Main Title

a Page Mumber
1] Title
11 TOPILC

Lisk:

» @ Defaulk Paragraph Fonk

a Fooktnoke Reference

Character preview

Tithes Hew Fotan

Descripkion

Font: Times Mew Roman, 10 pk, English {United
Skates), Char scale 100%, Flush left, Line spacing

-

IStvIes inuse

single, Widowforphan conkrol, Body text

=

organizer. .. I Mew, . I Modify. .. I Delete I
apply I Cancel I
/

®  On the Format menu, click Style.

¢ In the Styles box, select the style you want to modify, and then click Modify.

®  Click Format to modify the attributes of the style.

Modify Style = E3
Mame: Skwle bvpe:
IParagraph - I
Eased on: Sktvle For Followwing paragraph:
| it = | = rmain Tt -~
Presview
Ansuwerpoint Example Document Forx
Descripkion
Title + Font: Book Antiqua
I Aadd ko templake ™ automatically update
| (]34 I Zancel I Formak — I Shorkcuk Key. .. I
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IMPORTANT NOTE: To use the modified style in new documents based on the same template, select the
Add To Template check box. Word adds the modified style to the template attached to the active
document. If this area is NOT checked, then the style will only be saved into the active document
and will not be available in a new document based on the template.

1) To Modify a paragraph style by an example (You cannot modify a character style using this method):

Place the insertion point into the paragraph with the style that you want to change.

example, if you want a paragraph style that indents from both sides and has a font characteristic of bold, go
ahead and change those itemy as follows:

the right and leff margins.

Paragraph [ 2] !
Indentz and Spacing I T et Flows I
~|ndentation ~Spacing 0K
Left: |1 5 5‘ Befare: 0 pt 2 |_I
— — Cancel |
Bight; I1 A 5 Aifter: P
Tabsz. . |
Special: By Line Spacing:. ~ Ab
I[nu:une] j i ﬂ ISingIe j i ﬂ
“Preview Aligriment;
ILeft il I
Chargr che parymaph o che chamoor ard
wmchin bhe ﬂﬁ:f‘:‘m’:‘::’#‘yﬂlﬁ::
myic char irderos Prord bech moes wrd Fad
:r\:‘u::':::r"-: of bodd, po ahoad and charer
Font
Font | Character Spacing I
Eont: Font Style: Size:

|Times Mew Faman

T Rockwell Extra Bold

T Stencil

T Symbol
T Tahoma

Times Hew Roman

Underline:

i[nu:une]
Effect

[ Strikethrough
[ Superscript
[ Subscript

=

Ok,

Cancel

P

Default...

Presiem

[ Hidden
[" Small Caps
[T All Caps

Foni

Thiz iz a TrueType font. Thig zame font will be uged on both your printer and your screen.

How to Def

Change the paragraph to the character and paragraph attributes that you would like to see within the style. For

To indent the parfgraph, select\Paragraph from the Format menu. On the Indents and Spacing tab, enter 1.5 in

the Left box and/1.5 in the right\box. Press OK. This action ghould indent the paragraph 1.5 inches from both



To apply a bold font characteristic, select the paragraph. Select Font from the Format menu. On the Font tab,
select Bold under Font Style. Press OK.

Once all the formatting has been changed, click the insertion point into the Style box where the name of the
style is shown.

IEl:ld_',' Test j ITimes Mew Roman j |1EI j B | ri | 1) |£|7|

Immediately, click back into the paragraph with the updated style changes. The following dialogue box will
appear:

Reapply Style [ 7] |

Style:  Body Text

Do you want bo: |

Cancel

/% {Hedefine the style Using the selection as an example?:

™ Reapply the formatting of the style ko the selection?

“Redefine the style using the selection as an example?”” will redefine the style to how you have set your
example. Every paragraph with the particular style applied will be automatically changed once the OK button is
pressed.

“Reapply the formatting of the style to the selection?” will cancel any changes that you have made to the
paragraph and will re-apply the original style definition.

There are two ways to delete styles.

Using Style on the Format Menu:

o On the Formaf menu, click Style.
. Click the stylg you want {¢'delete.
o Press the Delgte buttefi.
Style ==
Skyles: FParagraph prewview
9l Bar Topic -
1l Body Text _I
» @ Defaulk Paragraph Fonk
9] Footer
a Fooknote Reference
1 Header
T Ein Title:

Character preview

a Page Mumber
1 Title
1 TOPIC Tithe s Hew Fotman

Descripkion
Fonk: Times MNew Roman, 10 pk, English (United
Li=k: States), Char scale 100%, Flush left, Line spacing
= _I single, Widowforphan control, Body bext

-

-

ISters in use

Qrganizer. .. I Rlew. .. I FModify. .. I Delete I
apply I Cancel I
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Microzoft Word

@ Do pau want to delete stole Body Text?

U A confirmation box will appear to confirm whether or not you wish to delete the particular style
(in our example, it is Body Text). To delete, press the Yes button.

Microzoft Word |

@ The builk in gtyle Normal cannot be deleted.

o Note: If you delete a paragraph style that you created, Word applies the Normal style to all
paragraphs formatted with that style. If you delete a built-in style, you can make the style available
again by clicking All Styles in the List box. The styles of Normal and Default Paragraph Font
within the Normal Template are built-in styles that you cannot delete. If you do try to delete them
by the method above, you will receive the following message:

2) Using the Organizer to delete a style:

®  On the Format menu, click Style.
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S - 1]

Styles:
i Body Test
1 Body Test [ndent
1 Caption
1 Clazing
* a Default Paragraph Fo
a8 Endnote Reference
1 Endnote Text
1 Ervelope Address
1 Ervelope Feturn
q Footer
a8 Footnote Reference
f Footnote Test
1 Header
¥ Heading 1
f Heading 2 _‘:_i

Lizk:

Al Styles =]

-Paragraph Preview

—Character Prewview

Times Mew FEomat

£pply
Cancel |
Hew. ..
Modify... |
Delete I

Qrgarizer... I

~Dezcriphion
Mormal + Space &fter 6 pt

Press the Organizer button.
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®  Pressing the Organizer button will give you the following screen:

Organizer E E
Shyles | AutoT ext | Toolbars | Macroz
In Style Uzage. doc: To nornal. dat:
Bar Topic Copy *» | action] d
— actionz
Default Paragraph Font Dielete | cuztl

Fonoter Default Paragraph Fant

Footnote Feference Rename... | M ormal
Header =
Main Title = =

Stples Available In: Stules Available In:
ISt_I,IIe uzage.doc [Document) ;I IN:::rmaI.u:h:-t [Global Template) j

Cloze File | Cloze File |
Dezcription
Maormal + Space After B pt

o Click on the style that you desire to delete.
o Press the Delete button.
o You will get the following confirm deletion dialog box. Press Yes to delete the style you have

chosen to delete.

Microzoft Word %]

@ Do you wish to delete the style Body Text?

Yes to All
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Style EHE|
Skvles: Paragraph prewview
1l Bar Topic 4.|
1] Body Text Bk IerO g 1t By e s Bl 1+ e fs B g b s e T+ e

¥ a Default Paragraph Fonk [t o o o oo == o= ool o
1l Fooker
a Footnoke Reference
11 Header
1] Main Tikle

a Page Mumber Charackter preview

1 Titl=
1 TOPIC Times Mew Foman
Descripkion
—_ LI Font: Times Mew Roman, 10 pk, English {United
Lisk: Skakes), Char scale 100%%:, Flush left, Line spacing

single, Widow//orphan contral, Body text
ISters in use VI

Qrganizer. .. I Mew. .. I Modify. .. I Delete I
apply I Cancel I

Saving Styles:

Styles can be saved in both documents or templates. Where a style is saved depends on how you create the style.
Remember that when you create a style using the Format Style; New Style dialog box, you first press Style on the
Format menu. On that screen, you press New button to get the New Style dialog box.

Hew Siyle n E
Mare: Stvle tvpe:

IParagraph LI
Based on: Skvle For Following paragraph:
| 1 Body Text =1 ] 15ty =]

Preview

Zhet bz ifow buuon

Description
Body Text + Indent: Hanging 0.25", Bulleted

™ add ko kemplate ™ automatically update

] .4 I Cancel I Format = I Shortcuk Kew... I

On the New Style dialog box you have the choice of adding the style to the template by clicking in the Add to
Template area. If you do put an X or checkmark there, the style will be saved to the template attached to the active
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document so that any new document would have access to it. If you do not place an X or checkmark there, then the
style will only be saved in the document and will not be available in a new document based on any template.
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There are many ways to copy styles. A few of the most common ways are listed below.

Hew
Other Documnents | linda's | Shortcut to Old ‘Workgroup .. | Macrosl KE | Trainingl HTMLl Forrnz
General | Letters & Faxes I Memos I Reports | Sharteut to Old Templates I Publications
o
w
M 5 = — Prexvizwm
examplez.dot  headerl.dot plain. dot
zcanprot.dot Prewiew not available.

~Create Mew-

% Document ¢ Template

ak. I Cancel

1) When you create a new document, Word copies styles and other formats from the template on which you
base the document. Word provides templates with styles designed for memos, letters, reports, and other
common types of documents. To select a template for a new document, use the New command on the File
menu. Select one of the tabs and then select the template that you desire to base your new document upon.

2) An easy way to copy existing styles from a template is to use the Style Gallery. To utilize this feature,
follow the following steps:

. From the Format menu, choose Style Gallery
Style Gallery [ 7]
Template: Prewview of: Contemnporary Feport

Presreld -I "THE-SOLAR-SYSTEMY :I
Profeszional Fax

Professional Letter
Professional Memo
Prafeszional Press |
Profezzional Reporl
Profeszional Fesun
Purchasze Order

Az fEras ae-knoy, -the iz are-nine-plEnets - lodked - norbitaound -the Sun O nhe
one, our-onmrEarth, -suppots - lile . -But-the re ane-countess othe rsuns thiooghout-
countEss galsies-scate red Soose -the-expanes of the -unive res -ile s till-don't-
knicwn- i il =xie e -on-anothe rp lanet- in-some othergalsor 1

B utwee-do-knove more and- moe-allthe time sboutcuronmzobrsystem .- During-
the past- 15 years , space -pobes-= uch-as-the -Marine rand Yoysger-mesons -
hane give n-us-tremendous detail sbout-all-the plenets - n-this-svsem. T ing-boy-

Purchard compariecon torthe -Milo-Wiay, cur-sobrsysem: s awesome, newerhe bss vohen-
Fieport] congideed-n-human scake
Report3 = Earthy
Resumel - R . )
Fezume? J For-about-S00 million -wears -Sie r-its - nital-formaton, -the: Earth - remained at-a-
Resumed rather-stEble- 2000degees - Fahenbe it (&4 58 degees - Ce kiug) - Comprised-
scanprot predominanthy of-iion -ard s ilicedes - the -Earth-aleo- contmined-smaltamounts- of -
Scenerla ..:..I =] badtive-e Bments, -moethe-uraniom, -thorium, end-potees ium . A - thees -
: eleme nts decawed , - they producad - &d ston-that g edusily-hesied-the -Earth, -
[ Freview——————— 1 mme fing -the - inon and = llicstes - The- ion-sank-to the-csnier, roing the- g hte -
(O Diocument ziliczies o the curece-and -caue ng - the viokntp rooessse that fomed-the: Earth's -
" Erample £ urface Stwe-know Eand - that-continue oo - e wen odsey. T
= Style Samples " Geofogyl]
e iaan Bl nimamr Hh s e vz s, e liH - el e -l <= e e b s e limede - LI

QK. I Cancel

¢ In the Template box, select the template you want to use.
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o o preview the styles, select one of the following options under Preview:
o elect Document to display the active document as it will look formatted with the styles from the selected
template.
e  Sglect Example to display the sample document formatted with the styles from the selected template.
e Select Style Samples to display a list of all styles in the selected template with sample text formatted with the
Style Gallery 2]
Template: Preview of: Contemporary Feport
" THE-SOLARSYSTEMY :I
Az -fErss weknow, thereare nne-pbnet - loched norbitaound the- Sun. - Onhe
one, curcun-Esrth, -supports - e -But-tha e s countbse othe reouns thiooughoot-
countess galsdies scate red across - the e panes of the -un e ree - ife =till-don't-
knioue if - 1l 2xiete on anothe rp lanet-inrcsome othe rgal=a ]
B utwwe-doknoue mione -=nd- moe - allthe time sboutou ronmsoBr-eyetem - Durnng-
the past- 15 wears, space pobes s uch-ae-the -Marinerand Vorsger mesions-
hane g i e us-tremendous detailaboutall- the planets - in-this -sysem . Tiny-bye
comparieon torthe Milo-Way, cursoBrsvseme e anesome, neve the Bes ahen -
coreidered-n-human-socske. ]
" Earthq
Forabout-S00-million - wears-afe r its - nital-ormaton, - the: Earth- remained ata-
rathe retebke-2000de g ees - Fahenhe it (FF 452 deg mes - Ca keius) - Comp rised -
predom nanthsof-inron -and = ilicstes -the -Earth-aleo-contmined-smaltamounts-of -
rad oactiver e Bmente, -moethurEnium, -thoriom, and- potses um . 2 - these-
= alemante decawed , -they p roduced - &d Bton- that g eduslly-hested the Earth, -
| Preview ez tirg - thee - inon -=nd = ilicstes - The - ionrsank-torthe-cenier, forcing-the - lig hte
| & Document silicaies -othe “surtsce-and waus ing - the viokn tp roce sses that formed-the- Earth's -
s Example £ urface seve-know tand -that-continue -o-om-tewen -odsy.
£~ Style Samples " GeofogyT
Rt -t inee reaeseseed -t el H - reeeleeear b lis e s moasdiee —F e sanee e iliesdes - ;I
5] I Cancel I
¢ If you double-click the template name in the Template box or if you press the OK button on the Style Gallery
dialog box, Word copies the styles from the selected template to the active document and closes the Style
Gallery.
e Note: The Style Gallery dialogue box does not attach the selected template to the active document. The
document will still be based on the template that it was originally attached to.
3) The Organizer can also be used to copy a style from a document to a document; from a document to a
template; or from a template to a document as demonstrated below.
L
L]

Steps to copy a style from a document to the normal.dot:

Style [ 7]

Skyles: Paragraph preview

1l Bar Topic -
1] Bodyw Text _I

u B be 1o Db g e s oy e [l e [ F g e

» @ Defaulk Paragraph Font I e e R e T R
1l Fooker
a Footnote Reference
1 Header
9] Main Title

Character prewview

a Page Mumber
1 Title
1 TOPIC Times New Roman |

Descripkion
Font: Times MNew Roman, 10 pt, English {United
(Ll States), Char scale 100%%, Flush left, Line spacing
= _I single, Widow/orphan contral, Body kext

-

ISters in use

organizer. .. | Rew, .. I Modify. .. I Delete I
Apply I Cancel I

®  On the Format menu, click Style, and then click Organizer.
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e Make sure the Style tab is selecte/d/

Organizer

Styles ; AutoT ext ;

In Style zage. doc:

Bar Topic

Copy bk

Drefault Paragraph Font
Footer
Foothote Reference
Header

Mair Title

Delete

Rename. ..

i3

Styles Syvalable n:

Style usage.doc [Document]

K E3

Toolbars ;

To nomnal dat:

Macroz

action

action2

custl

Default Paragraph Font
Marmal

Styles Available n:
iNu:urmaI.u:Iu:ut [Global Template]

Clozg File ;

=~

-Dezcrphion
| Maormal + Space After & pt

Cloze File i

Cloze

Select the style(s) you want to copy from either list, and then click Copy. For exam

The above example copies styles from q/document file (Style Usage.doc) to the norﬁ%&:mplat (normal.dot)
ple,\

the Stylg Usage.doc

area, click on Body Text and then press the copy button to copy the style Body Text from Style Usage.doc. Or in
the normal.dot, click on custl style and then press the copy button to copy custl from Normal.dot toStyle

Usage.doc.

Steps to copy the Body Text style from a document to a template other than normal.dot.:

With the Organizer open, Click the Close File button on the side opposite of where the style is that you wang to

copy. For Example, on the screen above, click the Close File button on the To normal.dot side. The Close File

button will change to Open File:

Organizer

Click the Open File button to receive the dialog box on the top of the next page:

K|

AukoT ext |

(B i
Delete i

Shylez l

Default Paragraph Font

Footer

Foothote Reference Rename. .. i
Header =

Main Title Jid

Styles Available [

Style uzage.doc [Document]

Cloze File ;

Toolbars ; Macroz

Styles Available

| =
Open File... ;

rDescription

| Morrmal + Font: 12 pt. Bold, Italic, Border: Box [Shadowed Single], Border Spacing: 1

. pt, Pattern; Clear [Dk Cyan], Tab stops: 1.58", 25", 35"

Cloze

Change the directory to the template folder.
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Open

Look ir: l [ Templates

= G|

[ 7] %]

[_7]) Presentations

[ Publications

27 Reparts

(2] Spreadshest Solutions
(22 Training

] ~$normal.dat

] enamples. dot

f] header. dot

T ] narmal dot
o

] scanprat. dot

Find files that match these criteria:

Open

Cancel |
Advanced... |

[

File name: I

LI Text or property: I

=] Eind Maw |

Files of bupe: IDDcument Templates [*.dot]

LI Lazt modified: Iany lime

LI Mew Search I

|5 file[z] faund.

®  Change the Files of type to Docume
¢  Find the template that you wou
®  Press the Open button.

e  That template (our ex

to copy the style from the document into the template.

—

Organizer

Stules I
In Style Uzage.doc:

Body Tenxt

Default Paragraph Font
Footer

Footnote Reference
Header

b air Title

Stules Available [n:

AutaT ext I

Toolbars I
To plain. dat;

ple is plain.dot) will now appear in the organizer as shown below. You can then proceed

EE|

Macros

Copy kr i

Delete

Bename... |

Shulesz Available [n:

Morrmal

=l

Default Paragraph Font

=

[

Style uzage. doc [Document]

Cloze File |

=

iplain. dot [Template]

Close File

[

Drezcription

Marmal + Font: 12 pt, Bold, Italic, Border: Box [Shadowed Single). Border Spacing: 1
pt. Pattern: Clear [k Cyan), Tab stops: 1.5", 25", 3.5"

Cloze |
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Organizer
Shyles | AutaT ext | T oolbars I Macros
In Style zage doc: To normal.dot:
Copy P i action =
= action2
Default Paragraph Font Delete i st
Faater — Default Paragraph Font
Foothote Reference Bename. .. | M armal
Header =
tain Title = =
Stules Axailable n: Styles Available [n:
Stle uzage.doc [Dacument) j iNu:urmal.dut [Glabal Template) :}

Cloze File | Cloze File |
Descrption
Marmal + Fant: 12 pt, Bald, [talic, Border: Baox [Shadowed Single], Border Spacing: 1

pt. Pattern: Clear [Dk Cypan), Tab stops: 1.5%, 25", 38"

®  The renaming of a style is done through the Organizer. Just click on the style that you desire to rename (our
example, its Bar Topic).

Renane K|

Mew Hame:

o |
m Carcel I

®  Press the Rename button. The dialog box on the right will appear:
* Type in a new name We will use the name of TOPIC).

e  Press OK.
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Organizer

Stylez | AutoT ext | Toolbars I Macros
In Style Usage doc:; T normal dot;
Footrote Reference 2l Copy wr i action1 [=
Header = action2

Delete i custd

Diefault Paragraph Font

Rename... | Marmal

Styles Available [n: Styles Available In:
iSter uzage.doc [Document) _‘_! iNnrmaI.dnt [Global Template] :}

Cloze File | Cloze File |
r-Degcription
i Main Title + Font: 14 pt, Dk Blue, Flush left, Space After B pt
|

®  The new name will be reflected in the Organizer dialogue box.

®  Press the Close button on the Organizer dialog box to make the name change permanent.
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Let’s say that you have a paragraph style called custl in your normal template (normal.dot). The style has a
paragraph format to indent the paragraph %2 of an inch from the left. You create, save, and close a document using
this style in the document. You start working on another new document. You decide to change the custl style so that
it indents 1 inch from both the left and right sides, so you make the change to the style and add it to the document.
You save and close the second document.

You now open the first document. The style custl will be set to the “old” definition. You want to update that style
definition to be the same as it is in the second document. The easiest way to do this is to select Templates and
Addins from the Tools menu where you will receive the following dialog box.

Templates and Addins K|
~Drocument Template

F:H-:uffES.fl'«"\Templatex'\Training'\EHampIe D Attach,.. I ILI
[T Automatically Update Document Styles ﬂl
~Global Templates and Add-in M

Checked items are curently loaded.

examples. dot = Add..
[ COMVERTZ.DOT

[ LavoudT7.00T Hemaye I

[ MaACROS7.DOT

v L WL
¥ ' SHTM 32 L =

Full Patk:  C:hoff95aswinwordhS TARTUPAESH3Z WwLL

e /[ Place an X or checkmark in the area that states Automatically Update Document Styles

e  Press OK.

®  This should update the style of custl from the template into the document 1. The style of custl within the
document will be updated to the template style called custl. Once you save your document, the style of custl
will be permanently updated and will be the same for both the document and the attached template.
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Steps to print examples of styles used in your document follow:

e Select Print from the File menu.

i g

!--F'rinter

: Marme: ;;ﬁ HF Lazerlet 45i
Statuz: |dle

| Type: HF Laser)at 45

wihere: YsnoprintddziEa] 74
| Comment:  431@5141

™ Frint ta file

LI Properties I

;-F'age ange
Al

. " Cument page 1 Selection

' " Pages: I

: Enter page numbers and/or page ranges

| zeparated by commas. For example, 1,3.5-12

Copies

Mumber of copigs: i1 5"

ﬁ ﬁ Iv Collate

Pririk what: Dacument

=

Prinit: I.-’-'«II Pages in Range

Document
Surmmary Info

Anhiotations
OLY1Cd

I Cancel I Options. .

e  Click the down arrow in the Print what box. One of the selections will be styles.

e  Select the Styles choice.
* Press OK

The result will be a printed page listing your styles and their definitions. It should look something like the following:

Bar Topic

Body Text

style +
Footer

Header

Right Flush

Normal + Font: 12 pt, Bold, Italic,
Border: Box (Shadowed Single), Border
Spaceing: 1 pt

Normal + Space After 6 pt
Default Paragraph Font
The font of the underlying paragraph

Normal + Font: Peignot Medium, Tab stops:
3.25” Centered, 6.5” Right Flush
Footnote Reference
Default Paragraph Font + Superscript

Normal + Tab stops: 3” Centered, 6”
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References in the users Guide, online, etc.

Word 6.0 User’s Guide, 1993. Chapter 9, pages 163-203
Word 7.0: Online Help.

Word 8.0: Online Help
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