Styles and Formatting

Secrets Revealed

(Word 2003)
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1 INTRODUCTION

Using styles to format a document can:

E save your hours of painful adjustments later when your advisor or boss tells
you she wants this, that and the other to be changed, instead making the
changes with a few quick clicks of your mouse (even on a 100 paged
document)
U fispacing bel ow alnksnotil6l es should be 2
U rfeach paragraph should be spaced 2 lines without indentont he f i r st |
E nextday: i changed my mind i each paragraph should only have

1.5 line space between them), with ari
E run a table of contents that will be AUTOMATICALLY UPDATED with the
correct page numbers, and right alignedwit h t he | eading fnéééo

E section your report so that you can have the title page and other lead-in pages,
along with the actual document content itself, all in the same document, and
with accurate page numbers, headers and other footer information

First, there are a few quick steps you need to take to prepare MS Word for easy handling.
The automatic style update in 2003 version is a pain (it has perhaps been addressed in
2007?). It needs to be turned off otherwise the whole style sheet becomes
unmanageable and unworkable. The auto update has to be turned off in several places.
Here are all the ones we have found. Note too the opening screen of Options (off of the
Tools menu). These are useful to have sight of, as there are many, many options to
really customize Word here.
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2 TURNING OFF THE AUTOMATIC UPDATE FEATURE

2.1 Define Styles Based on Your Formatting

[Tools | . L 5= |Ia[9] + 100% v @ | 4iRead i
t IDB|5 Tgble ﬂll’ldDW HE|D L4 OE | ILit | ot 0 X | Read
EndNote 8 y b 1 12001 1221 1241 1281 1251 1201 1321 1341 13581 1251 1401 1421 1441 145
o o ! _
¥ Spelling and Grammar... F7 | AutoCorrect §|
&L Research... Alt+Click 1 —
AutoText AutoFormat Smart Tags |
La n g u ag e b . AutoCorrect | AutoFormat As You Type
Word Count... ~lF
" : "Straight quotes” with "smart quotes” 3
= AutO Summarize... - Ordinals (1st) with superscript
Speech [ Fractions {1/ ith fraction character {¥z)
= Hyphens {--} with dash (—)
- | [ #Bold* and _italic_ with real formatting 4
Sh B Ed Wor |-_<Space. " [ Internet and netwark paths with hyperlinks '
__} Ir'a ck Chan ges Ctrl+Shift+E [ [ spaces at beginning of paragraph with first-ine indent
Apply as you type
Compare and Merge Documents... Wi Automatic bulleted lists
Automatic numbered lists |
Protect Document , g
< = e | Border lines
- g N Tables 'I
E; ‘ Oﬂlm e Collaboration [ Built-in Heading styles
- ili » [ pate style
a Lgttel 5 an d Mai | Ings n Automatically as you type "
Macr'o 3 Faormat beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces -
Tem Dl ates and Add-Ln D an [] Define styles based on vour formatting 3k
a Match opening and closing parentheses E
= -
| Ld EU toCorrect Optl ons... | [ Delete neediess spaces between Asian and Western text hd
Customize i
Optl'ons... OK ] [ Cancel ] 3
[ - =

o T L o e [~ o -y}

i Bfine styles based on your formattingdoneeds
to be unchecked

© FunkyOwen 2 Last Updated: May 21, 2008



2.2 Automatic Update

You can reach this through the Styles and Formatting task pane, and right-clicking on a
style (as discufBuedtinnt e ylikesomatcti on) .

i Atomatically updatedneeds to
be unchecked

2.3 Keep Track of Formatting

Note: if you need to update a style that is used in the document, this must be turned on.

The reason to turn it esftfy | s Wl & hlage tahmdasr ecra&ra
sometimes troublesome to get rid of if the document is keeping track of formatting; all
thesejunk-st yl es can make a document ds grnessyaeds and
not as easy to manage. (To get rid of them, you would have to right-click it, choose
ASeladclt X i nstances -didkthe driginal stgletdat yothneodified andy h t
choose AUpdate to match selection. 0)

Another option isto chooset o j ust show Aformatting i n usec
further down in this document.
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