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Focus on Styles in Microsoft Word

No, this isn’t the Fashion issue! We’re talking about Styles in Word. To be an accomplished user in Word, your must know how to use styles to your advantage. The feature is just too time-saving to be ignored, and they’re not nearly as hard as they look.

Versions

The various versions of Word, and the user’s settings greatly affect the outcome of your documents. If you have not already done so, you may want to read about and use our Recommended Settings at http://www.thewordexpert.com/word.htm. By doing so, you should have no problem carrying out some of practical tasks we’re providing below to help you learn about styles.

If at the end of these exercises, you have styles in your Normal.dot file that you do not want, simply follow these steps to get rid of them:

1. Close all files in Word.

2. Hit File-Open and change the file types to Document templates.

3. Open the Normal.dot file.

4. Go to Format-Style; hit the Organizer button at the bottom-left of the Styles dialog box.

5. Make sure the Styles tab is selected.

6. Delete any styles in your Normal.dot that you’ve created during these exercises.

7. Close the Styles dialog box.

8. Save and close Normal.dot.

Learning to move around in the Styles Organizer is very helpful in copying styles from one document or template to another. Note also that with the Organizer, you can also copy macros and toolbars from one document to another. Autotext entries can also be copied, but only from one template to another template.

Sample Text

Creating sample text is easy in any version of Word. For many years, this feature was not documented. Simply type =rand() and hit enter to create a default of 3 paragraphs, 3 sentences each. You can further specify how many paragraphs, and how many sentences per paragraph by typing =rand(5,2) for example, to get five paragraphs, two sentences each. Change the number in parentheses to suit yourself.

Create a Custom Style

1. Open a new, blank document by hitting the [image: image2.bmp] icon on the Standard toolbar, or Ctrl-N as a keyboard shortcut.

2. Type your name, select the text, and format it in any font you like, any size, with any type of paragraph formatting, underlines, borders, etc.

3. When you are satisfied with it, keep it selected, and hit Format-Style-New. Type in your name as the name of the style.

4. Hit Ok.

Changing Style Formatting

You’ve now created a custom style. Suppose you wanted to bold it and forgot to? Simply select it, bold it, and then:

· In Word 97 and 2000: Select the style AGAIN from the Style dropdown this time. You’ll be asked whether you want to *Update the style to reflect recent changes* -or- *Reapply the formatting of the styles to the selection*. You’ll choose to Update the style.

· In Word XP, you’ll use the Task Pane to hit the dropdown next to your style and choose *Update to match selection*.

Creating Tables of Contents

By default, tables of contents are created using heading styles, Heading1, Heading2, and Heading3. If you create custom styles, or wish to use other styles, this is easily accomplished by using the options button under:

· In Word 97 and 2000: Insert(Index and Tables(Table of Contents tab.

· In Word XP: Insert(References(Index and Tables(Table of Contents tab.

Using this method to create a table of contents is by far the easiest method! However, something that commonly occurs here is that people create the table of contents, and then see the styles TOC1, TOC2, etc., appear in their styles list. These TOC styles are built-in and created by inserting a table of contents. Rarely should you apply these styles to any text unless, for instance, you’re manually adding something to your table of contents.

Even if you’re not using a table of contents, creating one can help you to make sure you don’t have inappropriate styles set. It wasn’t very long ago that my graphics used to show up in my tables of contents because I had the wrong style applied!

Style Organizer

Use the Style Organizer to copy (among other things, such as macros and toolbars) styles from one document or template to another. Simply open the document to which you want to apply the styles.

· In Word 97 and 2000, choose Format(Style, and hit the Organizer button.

· In Word XP, choose Tools(Templates and Addins, and hit the Organizer button.

From here, your document will appear on the left panel. On the right panel, the template on which the document was based will appear. You can hit the *Close File* button on the right. The button now reads *Open File*. Hit it again. Open the file that has the styles you want the current document to use. Select the desired styles from the document on the right-hand side, and choose the Copy button to copy them into your document.

Styles FAQs

Based on many telephone support calls, here are some of the most common questions and/or issues that arise regarding styles:

Q
I’ve created a Master/Subdocument structure. Every time I want to pull in a subdocument, I get a message about styles? What does this mean?

A
This means that you created multiple subdocuments that were either not based on the same template as the master document (desirable), or the styles were changed in the subdocument, but not in the master or the template. Whenever you intend to bring documents together into one document, always be sure that you use the exact same styles in all of them. If you find yourself in this dilemma, the easiest method to resolve it is to use the Style Organizer. Choose which document has the styles that you really want to use, and use the organizer to copy those styles from the chosen document into the secondary document.

Q
When I paste text from one document to another, it looks different than it did in the source document; why?

A
The text had styles applied in the source document. When you paste it into the new document, the new document’s styles are *picked up* by the text. Try the various Paste Special options (under Edit(Paste special) instead of just pasting the text to find the result that works best for you.

Q
Why do I have several different lines or paragraph all in Heading2 style, but they all look different?

Q
The styles in my document don’t match those of the template I’m using.

A
Formatting changes have been made to the specific text areas, and the style was never updated to include those changes. Whenever creating templates or documents that use specific styles, it’s a great idea to go back and check each style. You can do this by clicking on a line with the first style. Choose the style dropdown and pick the style again. If you get the dialog box asking if you’d like to update it, then changes have been made that were never saved. Ideally, none of your styles will do this. When sharing templates on a network, make them read only so different users don’t inadvertently save changes to the styles in the template.

Q
What are Header and Footer styles? The Page Number style?

A
These styles are automatically created when your create your headers and footers. Ideally, only text in the headers and footers will use these styles.

Q
Why do all my styles change when I change my Normal style?

A
By default, styles have the normal style underlying them. This is a nice feature when you want to change your entire document text from, for instance, Times New Roman to Arial When creating custom styles, however, you may want to choose *(no style)* as the style on which to base your new ones.

Q
Why does my spell checker NOT work on certain areas of text?

A
Likely, the formatting of the style has language set to *No Proofing*.

Q
When I format some of the text in my document, a whole lot of other parts of my document change formatting as well. What’s up with that?

A
The style of the paragraph you’ve selected is set to *Automatically update*. We personally don’t recommend this setting for ANY styles.

Q
How can I automate using styles even more?

A
Styles can be added to existing toolbars or custom menus via the Tools(Customize button. You can also apply a shortcut key to styles you use by choosing Format(Style and then hit the Modify button. We recommend the following, which won’t interfere with existing shortcut keys:

	Style
	Shortcut

	Heading1
	Alt+1

	Heading2
	Alt+2

	Heading3
	Alt+3

	Bullets
	Alt+b

	Numbers
	Alt+n

	Graphics
	Alt+g

	Captions
	Alt+c


Q
Except for Tables of Contents, what are the benefits of using styles?

A
Though we mentioned this in our last issue, we should reiterate. Using styles can reduce file size because Word does not have to save the format settings of each paragraph, rather it saves that formatting only once, regardless of the number of paragraphs the style is used on. Using styles properly ensures that your document formatting is standardized throughout. Using styles peroperly in templates can help to ensure that everyone uses the proper styles, and/or that all styles in multiple documents use standard formatting. Larger companies generally have what’s called a styles sheet. This document would outline all the fonts, logo graphics, etc., that are appropriately used in the company’s printed matter. Styles can greatly help to ensure that styles are appropriately applied.

Q
Why would I want to use a style on a graphic?

A
Graphics, like any other paragraph, can be formatted to the center of the page, and you can apply space before and after the paragraph (graphic). Format the paragraph style to *keep with next* so that your caption below your picture doesn’t drop to the next page without the picture.
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What’s New at the Site?

Major goings on at TheWordExpert in the past few weeks . . .

Our Secret Friend

Shortly after the last newsletter was sent, we received an email from an unknown individual, who recommended an addition to something on the site. After several emails back and forth, this individual ended up sending us a great list of common Word problems and their causes. He also comments on some of the information already available at TheWordExpert. This information was just added to the Word page yesterday, so be sure to check it out!

We’ll keep his identity a secret, but he works for you-know-who providing Word support! Not too long after that, I saw him posting on a free technical support site—you never know who is answering your questions these days! We applaud him!!!

What’s with MrExcel?

Bill Jelen of www.MrExcel.com and Dreamboat of TheWordExpert have joined forces in the consulting arena. If you have an application that uses both Word and Excel, you can be sure that we’ll be working together on it. If it’s just Excel, TheWordExpert will be sending you to talk to Bill. If it’s just Word, MrExcel will be sending you to talk to Dreamboat.

A Huge THANK YOU to Dave Hawley of Ozgrid

Thanks, Dave! Dave recently ran a note in his newsletter about TheWordExpert. As a result, many of his subscribers have also subscribed to us. While Dreamboat may be hooking up with MrExcel, it’s probably only because Dave didn’t ask first! Dave’s a terrific guy and a great friend, and a huge MVP in our book! Dave has given countless people free technical support on free technical support sites for many years, and he’s done so in an appropriate manner. Teaming up with other experts to provide free answers is what the free tech support sites are all about. Given our new association with MrExcel, it may seem inappropriate, but we always wanted what’s best for everyone anyway, and everyone ought to check out www.Ozgrid.com for its invaluable information on Microsoft Excel. While you’re there, be sure to sign up for his newsletter too! We do!

Click here for some great information on how to get the most out of free technical support sites.
Dreamboat Comes Out of the Closet

Very few people know Dreamboat by her real name. So: Hello! My name is Anne Troy!

Having worked for a software support firm for many years, I was forced into hiding on the Internet under an assumed name. Because of the success of TheWordExpert and people like you that have made it a success, I’ve finally managed to start working at home. It’s my dream come true. We’ve got tremendous plans for the future! You can now reach me, Dreamboat, by phone from 8:00 am to 8:00 pm Eastern Standard Time at (215) 536-4538.
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Monthly Cartoon compliments of Bill Browning

Thank you, Bill! We especially LOVE this one!

[image: image5.png]'So... Is it true that before coming here as chief design /@

engineer, you developed operating systems for PCs?" fnand
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If you'd like Bill Browning to enhance your company's website, manuals, or newsletters
with customized black-and-white or color cartoon illustrations, contact Bill for a quote

at bmb@pro-ns.net or 612-825-0023. You can see other examples of his work at
WWW.MNISPI.ORG.
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