Academic Technology | MS Word — Using Styles :

e EARNING

MS Word — Using Styles

Overview

Whether we know it or not, every time we use Word we are using Styles. The Default Style for Word is
NORMAL. Styles make formatting easier, consistent; make Word documents more stable and smaller in
size. We will test and identify methods to control those inherited documents that have 3 different
indent styles, 2 bulleted styles, and several fonts. If you have fought with a document for days to make
it consistent in format, this is the class for you. Participants will create beautiful styles for MS Word
Documents.

Objectives

Participants will be given the knowledge to:
e Remove document styles
e Create new styles
e Use styles to create or improve a document
e Use styles to protect or control formatting
Supplies: A difficult document full of various styles, it may even look very familiar. You may bring your

own horrible document.

Thirty minute lab time available immediately following 60 minute workshop.
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MS Styles

The most visible group under the Home Tab on the MS Office Ribbon is the Styles group.
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The Styles group also provides a Quick Style Set
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MS Word has tried to migrate it’s users toward styles for a while now but with MS Office 2007, we are
being encouraged more and more. One of the efforts is to put the style Group clearly on the Ribbon and
enlarge it so you just cannot miss seeing it.

Most folks say they do not used styles but actually every document is created on some style. The one
most of us are familiar with is the style called Normal.

Creating and Modifying Styles

You can modify every style or create your own styles in MS Office. You can change an existing style.
Right-click the style in the Quick Style Gallery and choose Modify. Make the desired change. Most of
the time you will see all the options you need on the Modify Style dialog box.
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You can modify every style or create your own styles in MS Office. You
can change an existing style. Right-click the style in the Quick Style
Gallery and choose Modify. Make the desired change. Most of the time
yvou will see all the options you need on

Font: (Default) Verdana, 12 pt, Left, Line spacing: Multiple 1.151i, Space After: 10 pt,
Widow /Orphan control, Style: Quick Style

Add to Quick Style list
@ Only in this document ) Mew documents based on this template

[ ) [e=1)

efforts-dis-ta-nut-the.stvle.Groun-clearlv-onthe-Ribhon-and-e

If you do not see all the options you would like associated with your style select Format for a host of

other options.

Tip: Itis suggested that we not use/check the Keep Automatically Update. It is another way for MS
Word to try and think for you. If you want to have control of your documents formatting, | suggest that
you have MS Word prompt you for permission to change the format and style in your document.

To make sure that Word prompts you for updates go to the Office Button > Word Options > Advanced
and in the Editing options section, click to enable Prompt to Update Style.

Style by Example
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Use any formatting controls you like — ribbon, keyboard shortcuts, dialog boxes, and so on —to tweak
text so that it looks the way you want. When you get it looking like you want it to you can create a new
style or modify the current one.

To create a new style, type the new style name in the Style Name box in the apply Styles task pane and
then press enter to apply it.

Modifying and Creating Quick Style Sets

You can modify a set provided by MS Office. To modify a style, open a document that is using a
Quick Set Style and then use Change Styles > Style Set. Next modify any styles we want change and then
Save as Quick Style Set. Doesn’t worry, this will not over ride the original MS Word Style. To revert to
the documents styles that were being used in the beginning choose Changer Styles > Style Set and then
click Reset Document Quick Styles.

Style Task Pane

Notice that the styles have 3 kinds of icons next to them: they have a 1], a, Yla. The 9 means thatitisa
paragraph style only. You cannot apply it to only a part of a paragraph, and you can apply it by placing
the cursor anyone in the paragraph. The aicon means that it is a character/text style. It is applied only
to selected text. You can apply it to a single word. The 9a icon means that the style can be used as
either a character style or a paragraph style.

Two extremely useful options in Word are Select All # Instances and Remove All #Instances. This does
not remove words it just removes formatting and unless a style has been selected may revert the
document back to the Normal Style.

Manage Styles

In the Style task pane, you will find the Style Manager Button. This is also the place to export and import
styles from other documents. You can also delete styles that you have created.

Restrict Styles

Restrict tab lets you restrict which styles can be used in a document. This is good when designing
templates and forms that you want tight control over reformatting of the content. This prevents folks
from direct formatting. That is, the use of the Bold, Underline, Bullets and etc.

Style Inspector

The Style Inspector enables you to quickly determine whether the current formatting is being applied
through a style, or is it a direct formatting effect.
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The information here says that someone used direct formatting to change the font of text in this
paragraph.

Therefore, we can use the Manage Styles dialog box to hide and restrict styles and direct formatting.
We use apply styles to apply, create and modify styles. Use the Styles pane to select all occurrences of
any given style and lastly for those documents who seem possessed by evil spirits you can use the Style
Inspector to solve formatting mysteries.
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