
©  Funky Owen Last Updated: May 21, 2008 

Styles and Formatting  

Secrets Revealed  

(Word 2003)  
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1 INTRODUCTION 

Using styles to format a document can:  

È 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)  

ϥ ñspacing below all titles should be 2 lines, not 1.5 

ϥ ñeach paragraph should be spaced 2 lines without indent on the first lineò  

Ê next day: ñI changed my mind ï each paragraph should only have 

1.5 line space between them, with an indented first line,ò etc.) 

È run a table of contents that will be AUTOMATICALLY UPDATED with the 

correct page numbers, and right aligned with the leading ñéééò before it!   

È 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 

 

 

ñDefine styles based on your formattingò needs 

to be unchecked 
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2.2 Automatic Update 

You can reach this through the Styles and Formatting task pane, and right-clicking on a 

style (as discussed in the ñFormat Built in Stylesò section). 

 

 

 

 

 

 

 

 

 

 

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 off would be there are ñjunk-stylesò that are created and that is 

sometimes troublesome to get rid of if the document is keeping track of formatting; all 

these junk-styles can make a documentôs styles and formatting task pane get messy and 

not as easy to manage.  (To get rid of them, you would have to right-click it, choose 

ñSelect all X instances of itò, and then right-click the original style that you modified and 

choose ñUpdate to match selection.ò)   

Another option is to choose to just show ñformatting in useò in the task pane, as shown 

further down in this document. 

ñAutomatically updateò needs to 

be unchecked 

 


