CHAPTER 14: STYLES & TEMPLATES

“It is most true—stylus virum arguit—our style betrays us.”

— Robert Burton

tylesand Templatesarethevery heart of productivity, for they can automate many routine
tasks, so you don’t have to “reinvent the wheel” every time you format a document.

FORMAT PAINTING

Y ou may want to apply the formatting of one paragraph to
another. For example, you may have taken great pains to
get a heading just right—you’'ve changed its size, font,
alignment, color, and so on. To apply all those changesto
a subsequent heading would be tedious. Instead, you can
paint the format of the first to the second in a flash by
using the mouse:

Step 1: Place the insertion point in the formatted para-

graph.

Step 2: Click the Format Painter icon, @

« As you pass your pointer over the document, it will
change from the familiar |-beam to a paintbrush.

Step 3: Scroll to the section to which the format should be
applied.

Step 4: Click and drag the pointer to paint over the text.

* Whenyou releasethe mouse button, Word reformats
this text to match the original.

This mouse method has one drawback: it can only paint
theformat once. To paint another section, you must repeat
each step. There is a keyboard method that does not have
this limitation:

Step 1: With the cursor within the text containing the

formatting you want to copy, press [ ctrl) shift) ).
This copies the formatting, but not the text.

Step 2: Select the text to be formatted.
Step 3: Press to paint the formatting.

AUTOTEXT FORMATTING

Asyou recall, either:
L clicking| T | or,

+ & pressingl ) shit) 2 )

displays control characters in your text. For example, a
carriage return isindicated with a 1.

If you copy text, you may have run into a problem
getting the copied material to retain its formatting, or,
conversely, to acquire the formatting of its new location.

The 7 does more than just indicate a carriage return. It
contains the formatting code for the preceding paragraph.

If you copy a selection without its corresponding 1, the
selection will assume the new location’ sformatting. If you
copy a selection with its corresponding 1, the selection
will retain its old formatting.

If you are unsure of how much text to select to include
the paragraph symbol, simply click the Show/Hide icon,
m, on the Standard toolbar to see precisely where the

paragraph symbol lies. We can illustrate how this works
with AutoT ext.

AutoText (Without Paragraph For matting)

First, create a brief, heavily formatted paragraph. Use the

centering icon, El to center the paragraph.

Step 1: Click theil on the Standard toolbar to show the
formatting marks.

Step 2: Select the paragraph— but do not includethe f at
the end.

Step 3: Press(AltJ F3).
Step 4: Name your AutoT ext entry.

Step 5: Click M|

Now, in your document, start typing the name of the
AutoText entry, and, when it appearsin the yellow bubble,
press . Theresult? The text will process all of the
text formatting characteristics, but none of the paragraph
formatting—such as the centering.
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AutoText (With Paragraph For matting)

Now, let’s include formatting with the AutoText.

Step 1: To show the control characters, either:

* B click Il or,
+ & pressl_out ) st ) +)

Step 2: Select the paragraph—and include the ¥ at the
end.

Step 3: Press.
Step 4: Name your AutoT ext entry.

Step 5: Click [__ok__|

Notice that the only change is including the § in Step 2.
Now, in your document, start typing the name of the
AutoText entry, and, when it appearsin theyellow bubble,
press. The result? The text will process all of the
text formatting characteristics, and all of the paragraph
formatting— such as the centering— as well.

Asyou can seg, it is the  that contains the paragraph
formatting. We can use this concept to override styles.

OVERRIDING STYLES

Although the styles recorded in NorMAL.DoT will be
used throughout your document, you can override an as-
pect of an individual paragraph’s style, or even a single
word’s style if you like, by selecting it and changing the
property. After making changes, you can revert to the
standard formatting:

Step 1: Either:
G| click| T | on the Standard toolbar, or,
« & press
to show the paragraph marks.

Step 2: Select the paragraph—and include its paragraph
mark, 1.

Step 3: Press|_Ctrl ) _Spacebar Jto remove special character
formatting or ( Ctrl ' Q) to remove paragraph format-
ting.

STYLES

Styles are a set of pre-existing formats. A style may in-
clude predefined paragraph and character formatting

(spacing, font type and size, and so on) that you can apply
to agiven paragraph. To apply a style:

Step 1: Put the cursor in the paragraph to be formatted.

Step 2: Expand the Styles N ame drop-down box, seen in
Figure 436.

5} pocumentl - Microsoft Word
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Figure 436 Styles Name Box

Step 3: Select astyle from thelist seenin Figure 437.
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XP STYLES TASK PANEL

You can also access Styles through Word XP's Task
Panel: to display the Styles Task Panel, click the Styles

and Formatting icon, , on the Formatting toolbar:

izl Document1 - Microsoft Word

Eile Edit Wiew Insert Format  Tools  Table  window
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HEADING STYLES

There are many, many built-in styles, but the Heading
stylesare especially important. Aswith all styles, Heading
styles produce a uniform, professional look and a more
useable document. They are easier to apply and to edit
than individual formats scattered throughout a document.
In addition, Heading styles have a few usual features that
set them apart from other styles:

« they facilitate the creation of automated features,
such as tables of contents;

« they allow faster navigation, viathe Document Map
feature; and,

« they allow one-step PowerPoint creation.

APPLYING HEADING STYLES

Heading styles are so important that there are several
short-cuts available to apply them in a hurry. Place the
cursor anywhere in the heading, and then:

* press to apply Heading 1;
* press to apply Heading 2; and,
* press to apply Heading 3.

Here's a slightly different approach. Again, place the
cursor anywhere in the heading, and then:

* press to toggle from Heading 1

through Heading 9; or,

. pressto toggle back, from Heading

9to 1.

ANOTHER SHORTCUT

Word provides another shortcut for creating headings in
a hurry. First, you may have to adjust a Word default:

Step 1: Fromthe pull-down menu, select Tools, AutoCor-
rect.

Step 2: On the “AutoFormat As You Type” tab, under

Apply as you type, select the Headings check box and

Step 3: Type your header again and press twice
quickly.

Now, we can try the shortcut:

Step 1: Type a header.

Step 2: Press | ~Enter ) twice, very quickly.

Word will apply the Heading 1 style to the sentence.

There is an unusual quirk to this feature. Word will not
apply the Header style to a sentence that includes punc-
tuation at the end of the sentence. This protects you from
accidentally turning routi nesentencesinto headings. If you

type:
What, nme worry

it gets converted to a heading, but if you type:
VWhat, nme worry?

it won't be converted.

TABLE OF CONTENTS

If you have used the Heading styles, Word can use these
styles to build an automated Table of Contents (TOC):

Step 1: Place the cursor where you want the Table of
Contents to appear.

Step 2: From the pull-down menu, select Insert, Refer-
ence, Index and T ables.
* Note: prior to Word XP, it was Insert, Index and
Tables.

Step 3: On the Table of Contents tab, select the type of
TOC you want to use from the Formats: list.

Step 4: Click | OK__ || to create the TOC.
Step 5: Select afont style and title your table of contents.

The resulting Table of Contentsis not dynamic. As you
change your document, you will have to manually update
the Table of Contentsfield:

« To update an individual field, you can place your
cursor in that field and press(_F9 ).

* To update all fields in a document, press

to select the entire document and then press (F9 J.

UPDATE BEFORE PRINTING

To make sure all fields—including the Table of Contents
—are always updated before they are printed out:

Step 1: From the pull-down menu, select Tools, Options.

Step 2: On the Print tab, select the Update fields check
box.
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Step 3: Click to close the dialog.

DocuMENT MaP

It can be difficult to navigate through alarge document, as
you page down repeatedly or search in vain for the
bookmark that you forgot to create. Obviously, applying
Headings styles helps you navigate visually, but it does
much more than that:

Step 1: Either:
« from the pull-down menu, select View, Document
Map; or,

« click the Document M ap icon, |

The Document Map will appear along the left, displaying
all theHeadings (i.e., all of the paragraphswhere Heading
1, Heading 2 or Heading 3 styles have been applied).

Chapterlili_zi %l1.

Chapter 2
Chapter 3

EE% Appendix A .

Figure 441

Step 2: To jump to one of the Headings in the document,
click its counterpart in the Document Map.

* Note that any subsidiary lists can be expanded by
clicking the B or collapsed by clicking the [, asin
any Explorer window.

Chapter 1 :I L
Chapter 2
- Chapter 3
- Cha ter 4
between the left and right E

You can press@ to toggle
|m Document Map

panes. For example, if you Tabl
are typing in the document, Tabk & Expand

press to switch to the Collapse

Document Map, use or 1 Shaw Heading L
to navigatethelist, and press 2 Show Heading 2
to select the 3 show Heading 3
. . 4 Show Heading 4
element in question.
5 showHeading 5
6 Show Heading &
o 7 Show Heading 7
CPTIONS 8 ShowHeading 8
If your document is very 9 show Heading
large, scrolling through the Al

Figure 442

Document Map may be atrip initself. To help, you can
condense the M ap to display only Heading 1 items,
Headings 1 and 2, and so on:

Step 1: Either:
» “B right-click a Heading in the Document Map; or,

« & press| shift J F10 ).

Step 2: Select the highest level that you want to appear
(e.g., selecting “ Show Heading 4" will display all of
the entries marked with Heading 1, Heading 2,
Heading 3 and Heading 4).

SEND TO POWERPOINT

If you have ever witnessed a presentation of a report,
where the order of the slides did not correspond to the
printed document, you know what a mess can result, asthe
audience frantically pages through the document, paying
less and less attention to the speaker. Of course, putting
together a PowerPoint presentation is not always easy in
the first place. If you have used Word's Heading styles,
you can kill both of these birds with one stone:

Step 1: Open the document in Word (you need not open
PowerPoint).

Step 2: From the pull-down menu, select File, Send To,
Microsoft Office PowerPoint.

Word will open PowerPoint and export your document to
a new presentation. Each Heading 1 becomes aftitle of a
separate slide. Each Heading 2 becomesabullet point, and
each Heading 3 becomes a sub-point. The original Word
document and the PowerPoint document are not linked;
whatever you do to one at this point will not affect the
other. The PowerPoint presentation will be a little
bland—youwill undoubtedly want to apply aslidedesign,
transitions, images, sounds, and so on, but you will have
the major points presented, in order, which can save you
alot of headaches.

MoRE STYLE OPTIONS

The list in Figure 437 does not contain the entire set of
available styles. To see thislist, hold down asyou
click to expand the styles combo box.

You can also call up the complete list of styles by

pressing . Press or to navigate
the list, and press to apply the selected style.
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The styles are listed in predefined groups: New Siyle EE
« caption, heading, and title styles; Ty Style type:
« the normal style; |Enter a name here |Paragra|:-h j

« user-defined styles, excluding existing styles that
you have modified

« block text, body text, and plain text styles;
« list bullet and list number styles; and,
« all other pre-installed styles.

Styles are listed alphabetically within each group.

CREATE CUSTOM STYLES

Let's say that you have formatted a heading exactly the
way you want it, and you want to apply these formats to
many other headings. One method would be to use the
Format Painter. There aretwo drawbacksto this. Itistime
consuming, and making subsequent minor changes would
be a daunting task.

One solution is to turn this formatting into a custom
style. There are two general methods.

Step 1: Place your cursor in the formatted paragraph.
Step 2: Click in the Styles Name box, seen in Figure 436.

Step 3: Replacethe word “Normal” with the new name of
your style.

« A style name can be up to 253 characters long,
including spaces, but it cannot contain punctuation.

Step 4: Press.

From now on, the new stylewill be available to this docu-
ment.

ALTERNATIVE METHOD

Step 1: From the pull-down menu, select Format, Style.

Step 2: In the resulting dialog box, click .

Step 3: Name the style in the New Style dialog box, seen
in Figure 443.

Based on: Style For follawing paragraph;

| 1 Mormal :I | L’

Previgw

Descripkion
Marmal + Red

[ add ko kemplate: [ Automatically update

| oK, | | Cancel | | Faormat I | Shorkcut Key

Figure 443

Step 4: Select the “Add to template” checkbox.

Step 5: Click , and select Font.

Step 6: Select the font, font size, and whatever other
properties you would like, and click .

Step 7: Click | again and select Paragraph, or

any other category you want to change.

Step 8: Set the format, and click “l
Step 9: When you have finished, cIick_ gglyl.

From now on, the newly created style will appear in the
Style box for documents based on that templ ate.

MODIFY STYLES

To modify a custom style:
Step 1: Place your cursor within the text formatted by the
style you want to change.
¢ The name of the style will appear in the Style Name
box.
Step 2: Change any aspect of the format.

« When you make the change, Word will display the
dialog in Figure 444,
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Modify Style 7]

Style: My New Style
Do wou wank Eo:
% Lpdate the style ko reflect recent changes?
" Reapply the formatting of the style ko the selection?

[ Automatically update the style Fram now on

a4 | | Cancel

Figure 444

Step 3: If you select the“Update the styl e to reflect recent
changes” option, each instanceof that stylein your doc-
ument will be changed.

*You can make this the default by selecting the
“Automatically updatethestyle from now on” check
box.

Step 4: Click to apply your changes and

close the dialog.

FIND & REPLACE FORMATTING (XP)

Now that you understand how to edit styles, you will
appreciate a new tool, introduced in Word XP, to change
styles on multiple blocks of text simultaneously. Simply
right-click any block of text and select Select Text With
Similar Formatting from the pop-up menu.

DEPENDENT STYLES

Somestylesare dependent upon other styles. For example,
if you create a new style, it’s style will be:

"Normal + Fontbold + . . . "
and so on. Thisimpliesthat if you subsequently change the

“Normal” style, every style that is dependent upon it will
change also.

STYLE INFORMATION

If you look carefully in the drop-down list of styles, you
can get a lot of information about each style, as you can
see in Figure 445.

|+ Diploma - 2 = |

Default Paragraph Font

{l
=iy

Heading 1

Heading 2

Heading 3 ATg:ph 7
My Netw Style
Normal\x - appearan:eize “_:

Figure 445

1
=y

MORE DETAIL

To see more details, select Format, Style. When the Style
dialog box appears, select the style you'd liketo examine.
The dialog box will display the characteristics of the
selected style.

ORGANIZING STYLES

Styles are stored within the document. To copy the styles
from one document to the NORMAL.DOT templ ate:

Step 1: Open the document.
Step 2: From the pull-down menu, select Format, Style.
Step 3: Click [_oraanizer ||

Step 4: Select the styles to be copied In Documentl and
click| Copy » * || asshown in Figure 446.
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Organizer EE Options
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Figure 446

* If NormAL.DOT already contains a style with that
name, you will be asked if you want to replace it.

Step 5: Click to close the dialog.

DELETE STYLES

To delete styles from NORMAL.DOT:

Step 1: From the pull-down menu, select Format, Style.

Step 2: Select the style you want to delete, and click
o |

*« Word won't let you delete arequired style.

Step 3: Click to close the dialog.

STYLES IN USE

Y ou can display the styles that are in use in a document:
Step 1: From the pull-down menu, select Tools, Options.

Step 2: On the View tab, under Outline and Normal
options, enter a number in the Style area width box, as
shownin Figure 447.

Iv status bar
v ScreenTips.

v vertical scroll bar
v Picture placeholders

When selected et

Formatting marks
[ Tab characters [ Hidden text
[ Spaces [ optional hiphens
H Paragraph marks H all

Print and Web Layout options
v Drawings Iv wertical ruler (I5rint wiew anly
[ obiect anchors
[~ Text bourdaries

/ Column width
Ou!:line and Mormal options
W Wrap to windaow Style area fvidghe
[ Draft font e ¥
| ok I | Cancel
Figure 447

step 3: Click ok to

apply your changesand close || File Edit Wiew Insert Fort
the dial og. JD@E|§@LW|

I Mormal = Century Sc

Now when you are in the Nor- Eiw Coe e
mal or Outline views, the styles '
will be listed in a column along  |Heading 1 Budget
the right, as shown in Figure
448, Mormnal Wa anticp
Morrnal
Heading 2 Year 1
Morml In ¥earl
Figure 448

PRINT STYLE INFORMATION

You can print alist of stylesin your document:
Step 1: From the pull-down menu, select File, Print.

Step 2: At the bottom of the Print dialog box, shown in
Figure 449, Expand the Print what drop-down list.

Step 3: Select Styles from the list and click “l

Step 4: select Styles.

Step 5: Click[__ok__||
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Figure 449

QK | | Cancel |

Word will then print the complete list of styles contained
in the document, along with their attributes.

TEMPLATES

A templateisaguide for reproducing akind of document,
a document with customized content and format. The
blank document you get when you click the New Docu-

ment icon, |__DJ is based on the default template, NOR-

MAL.DoT. This template has no content, but it does con-
tain default values for fonts, margins, tabs, and so on.

W ord comes with many
other preformatted tem-
plates, many with custom-
ized content. To use one of
these templ ates:

New Document v X
Open a document
(= More documents...
New
[ Blank Document
E_"l Blank Web Page
b= Blank E-mail Message

Step 1: From the pull-
down menu, select
File, New.

¢ (XP) Click the Gen
eral Templates hy-

Mew from existing document
@ Choose document...

perlink. New from template
Professional Report
Step 2: Select the appro- ] General Templates...

priate tab (General,
Letters & Faxes,
Memos, and so on).

%I Templa{bon my Web Sites...
@'J Templates on Microsoft.com

Figure 451

Step 3: Select a template from those provided (each will
appear in the Preview box), and click OK .

CREATE A TEMPLATE

In addition to the templ ates that come with Word, you may
create your own. To create a template:

Step 1: Create a new document as usual.

Step 2: Add all thedocument formatting (such as headers
and footers), text, and text formatting.

Step 3: When your document isfinished, select File, Save
As from the pull-down menu.

Step 4: In the Save As dialog box, click the “Save as
type” combo box, as seen in Figure 452.

Step 5: Select Document Template, give the document a

ame and click i

| Save As
Savein: (] Office ¥ | | ﬁl Ii & |
|1 Addins ] Library Save |
I:I Bitrnaps [:I Macros
| IBorders e Samples
|_1Examples |_1Sharteuk Bar
1 Forms CsTarTup
" Headers Cweb Page Templates
« | i3
File: marne: IMy Personal Stationery ﬂ
Save astype: |Document Template {El
Wiord Docurment -
Text Only
Text Only with Line Breaks
M3-D0S Texk
M3-DOS Texk with Line Breaks X
Figure 452

Now, whenever you select File, New, the newly created
template will appear.

EDIT A TEMPLATE

After you have created atemplate, you can edit easily:

Step 1: From the pull-down menu, select File, Open.
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¢ (XP) Click the Gener New Document - X
al Templates hyper- | openadocument
link. & More documents...
New
[ Blank Document
E_"l Blark Web Page
B Blank E-mail Message

Step 2: Right-click the tem-
plate’s icon and select
Open from the pop-up

menu. Hew from existing document

« If you doubleclick the ] Choose document...
icon, it opens a new | Hew from template

document based on Professional Repart
that template, not the

template itself.

] General Templates. ..
%I Templa{b on my Web Sites...
W_I Templates on Micrasoft.com

Figure 453

Step 3: Make your changes,
and save the document,
replacing the existing template.

APPLY A TEMPLATE

Let’'s say that you are afree-lance writer. Each magazine
to which you offer your material has a demanding style
guide that contributors must follow. Now, if you were
writing solely for one magazine, thiswould not be a prob-
lem. You would simply set up a template that embodied
those styles and type your way to fame and fortune.

Unfortunately, dueto your lowly status as afree-lancer,
you may have to submit a story to many different maga
zinesuntil you get it accepted. Y ou don’t have thetimeto
fiddle with dozens of styles, dozens of times.

The solution is to think of a template as an integrated
set of styles. As such, you can create adocument based on
one template, and then apply another later on:

Step 1: Open the document.

Step 2: From the pull-down menu, select Tools, Tem-
plates and Add-Ins.

Step 3: Click , as shownin Figure 454.

Templates and Add-ins I

Document template

TemplatesiAdvertising Base Analvsi

™ Butomatically update document styles

Global kemplates and add-ins
Checked items are currently lnaded.

V -
Remaye

[

Ful path: .. \OFFICE|STARTUR\PORWRITE. DOT

Organizet. ..

Figure 454

| (8] 4 | | Zancel

Step 4: Select the desired template.

Step 5: Click pen .
Step 6: Click to apply the template and

close the dialog.

THE DEFAULT VIEW

The default view is stored in the Document Template. To
change the default view:

Step 1: Close all documents.
Step 2: From the pull-down menu, select File, Open.
Step 3: Set Files of Type to Document T emplates.

Step 4: Navigate to the Templates directory; e.g.:
C:\ProgramFiles\Microsoft Office\Templates\

Step 5: Select Normal, and click Eel-
Step 6: Select View, Print Layout.

Step 7: From the pull-down menu, select File, Save and
then close the document.

Word will save the view as part of the Normal template.

PrROTECT YOUR TEMPLATE

Tinkering with templates can cause a headache or two,
until you master the concept. When you make changes to
the NormAL.DOT template, those changes are not saved
until you close Word, when they are saved automatically.
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To protect yourself from yourself, you can configure Word
to prompt you to save these changes:

Step 1: Select Tools, Options from the pull-down menu.

Step 2: On the Save tab, shown in Figure 455, select the
Prompt to save Normal template check box.

Track Changes I User Infarmation | Compatibility | File anationsl
view | Genersl |Edit | prine  Save

Spelling & Grammar I

Save options
v always create backup copy
[ Allow Fast saves
[ Prompt for document properties
v Prompt to save Mormal templa_te
¥ Embed TrueTvpe Fonts

[ Embed characters inuse anly

[ Save data only For Forms
W allow background saves
v Save AuboRecover info e{fery:

|1u E‘ minukes
Save Word files as: |Wnrd Daocument (*,.doc) :J
[ Disable features not supported by wWord 97

File sharing options For "Document2"
Password to open;

o

™ Read-only recommended

Password to modify

e

| CF, || Cancel l

Figure 455

Step 3: Click | to apply your change and close

the dial og.

Now if you make changes to the template and then close
Word, a dialog will appear, informing you that changes
have been madethat affect the global template, and asking
if you want to save those changes.

SPELL CHECK HEADINGS

Look at Figure 456 closely. -
What's odd about this? ProjeCt Wfred

Word has flagged two
misspelled words. In addi-
tionto“expeedite,” “Wfred”
was caught—but only in the

Project Wired was designe
expeedite facilities with re
logistics of the common

Figure 456

body, not in the heading. To toggle thisfeature on or off:
Step 1: Place your cursor within the heading.

Step 2: From the pull-down menu, select Format, Style.
Step 3: Click [__Modify__||

Step 4: Click and select Language fromthe
pop-up menu.

‘ | Ok | | Cancel | m%rmat' il Shorkcut Key. . l

Font...

Paragraph. ..
Tahbs...
Border...

Language. ..

Frame...

Numbering...

Figure 457

Step 5: Deselect “Do not check spelling or grammar”
check box, shown in Figure 458.

Language I

Mark selected bext as:

Afrikaans
Albanian

Arabic (Algeria)
Arabic (Egwypt) LI
The speller and other proofing tools

automatically use dictionaries of the selected
language; if available,

¥ Do not check spelling ar grammar
r tect language automatically

|_Defaull:... | | 0k | | Cancel

Figure 458

Step 6: Click “l

Step 7: Select “Automatically update” check box.

Step 8: To make thisapply to all documents created from
this template, select the Add to template check box.

Step 9: Click[__ok__||
Step 10: Click poly__|| to apply your change and

close the dialog.
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APPLY A DIFFERENT TEMPLATE

Asyou know, astyleis set of attributes. Change the style
and the entire set of attributes change. Think of atemplate
as aset of styles. You may want to apply a different tem-
plate to reformat an entire document. To replace the tem-
plate on which a document is based with a new template:

Step 1: From the pull-down menu, select Tools, Tem-
plates and Add-Ins.

Step 2: Select the Automatically update document styles
check box.

Step 3: Click [__Attach_||

Step _4: Browse to the desired template and click
_.

Step 5: Click .

Word automatically replaces all of the properties of the
old template, including macros, AutoText entries, key
assignments, menus, fonts, page layout, and, of course,
styles, with those from the new—but there is a catch.
Word only replaces styles from the old with styles from
the new if they have the same name. Thisisnot a problem
if you use Heading 1, Heading 2, and the other standard
styles—but if you have created custom styles, they will
have to be edited manually.

PasTE wiTH XP STYLE

Asyou learned on page 16, when you pastein Office XP,
asmall Paste optionsicon, , appears, below and to its

right. Asyou passyour mouse over thisicon, adrop-down
arrow, ¥ , appears by its side. If you click the arrow, its
options expand.

LE"'I"'1"'I"'2"'I"':

Wayne Spies
£ %&p Source Formatting
i+ Makch Destination Formatking

|f§i Keep Texk Cnly
M Apply Styvle or Formatting. ..

Figure 460

If you select thelast option, Apply Style or Formatting, the
Styles and Formatting Task Bar, shownin Figure 461.

paste - X
L Styles and Formatting - X
Formatting of selected text
Mormal
Select al Mews Style
Pick formatting to apply
Clear Formatting H
Heading 1 1
Heading 2 1
Heading 3 1
MNormal 1
Figure 461

TEMPLATES ON THE WEB

Word comeswithtemplatesfor legal pleadings, lettersand
faxes, memos, agendas, announcements, brochures, and
manuals. Don’t see what you need? Check out additional
templates and wizards at the Microsoft Web site.

M icrosoft Templates
http://officeupdate.microsoft.com/templategallery/

NOTES
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LAB 5: CREATE A TEMPLATE

syou have seen, creating a complex, heavily formatted document with headers, footers,
watermarks, and so on, can be an awful lot of work. In this lab, we show you how to
create such a document and then turn it into a template for future use.

STATIONERY PROBLEM

Your firm has just purchased a new duplex printer,
enabling you to print on both sides of a sheet of paper.
Y ou want to print your letterhead on the top of the first
page and then a header on the rest of the pages—with the
page number on the outside, as shown here:

Greenwich Lawn & Country Club Page 3

Page 2 Greenwich Lawn & Country Club

Greenwich LLawn & Garden Club

123 Easy Street % Greenwich % Connecticut % 06517

Figure 462

REQUIRED

Y ou need to create a document with .8" margins, add a
header for the odd pages, create a different header for the
even pages, and create a letterhead in the header of the
first page. Finally, you want to save this as a template for
later use.

SOLUTION

SET THE MARGINS

Step 1: From the pull-down menu, select File, Page Setup.
Step 2: On the margins tab, set all four margins at 0.8".

Step 3: Clickto apply the margins and close

the dial og.

SET-UP THE HEADERS

Step 4: Open a brand new document.

Step 5: From the pull-down menu, select View, Headers
and Footers.

Step 6: Click the Page Setup icon, El

Step 7: Select the “Different odd and even” check box
shownin Figure 464.

Step 8: Select the “Different first page” check box.

Page Setup

margins i Paper Size I Paper Source:  Layout I

Section start: Preview

|New page _v_i
rHeaders and Fookers

¥ Different odd and even

IV Different first page

Wertical alignmant:

ITop Li
|ﬁpplyto: Iwholedocument vI

| Line Mumbers. .,

r SHpprEss ardnotes

| Ok | | Zancel |

Figure 464

Step 9: Click | to close the dialog.

CREATE THE FIRST PAGE HEADER

Step 10: In the First Page Header box, shown in Figure
465, press|_5iTab J.

_ First Page Header

Figure 465
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Step 11: Type:
Greenwi ch Lawn & Garden C ub

and press|_—Enter ).

Step 12: Select the text, and apply a script font of an
appropriate size.

* In my example, | used 28-point ShelleyVolanteBT,
but if you don’'t have that on your machine, use
something similar.

Step 13: Inthe line below “Greenwich Lawn . . .” press
[5Tab ), type:
123 Easy Street
and type a space.

« Notice that there is a tiny little decorative leaf
between each part of the addressin Figure 462.

Step 14: From the pull-down menu, select Insert, Symbol.

Step 15: Select a symbol and click |

« | used asymbol from the Botanical font. If you don’t
have this font on your machine, select a symbol of
your own from the Wingdings or Symbol fonts.

Step 16: Click [__close ||

Step 17: Type:
Greenwi ch Connecticut 06517

inserting the symbol where indicated in Figure 462.

Step 18: Press twice to put some vertical space
between the letterhead and the typing area.

Step 19: Select the second line—the one with the address
—and use trial and error to adjust its font size so that it
is the same width as the first line.

Step 20: From the pull-down menu, select Format,
Borders and Shading.

Step 21: Select an appropriate line style, as shown in
Figure 466.

1. Select a Style \—\

Borders and Shading

Eaorders | Page Barder I ghatling I 3. Deselect top & side

Preview

Click on diag
buttons o

Setting: Skyle:

 below or use
kly borders

—
Shadaw _L‘
Color: o —
I Aukomatic i |
D
Widkh;

I — Apply bo:
_usktom
] IParagraph / 4 j

|

i o L
| Show Loolbar_' | Horizontal Line...l | o4 / |/| Cancel I
VA /

2. Apply to Paragraph M

2 fan] ] ]

Figure 466

Step 22: Select Paragraph in the Apply to drop-down list.

Step 23: Apply the style only below the paragraph, as
shownin Figure 466.

Step 24: Click to apply the border and close
the dialog.

Step 25: Cli ck| Close I on the Header toolbar to close
the First Page Header.

CREATE THE EVEN HEADER

Step 26: Create a page break by pressing [ Ctrl ] Enter ).

« Now you are on page 2, and no header should
appear.

Step 27: From the pull-down menu, select View, Headers
and Footers.

Step 28: Type:
Greenwi ch Lawn & Country C ub

Step 29: Press(_%iTab J twice.
Step 30: Type:

Page

followed by a space.
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Step 31: Click the Insert Page Number icon, ||

Step 32: Select the entire line and change its font to
9-point Times New Roman.

Step 33: From the pull-down menu, select Format,
Borders and Shading.

Step 34: Select an appropriate line style.
Step 35: Select Paragraph in the Apply to drop-down list.
Step 36: Apply the style only below the paragraph.

Step 37: Click to apply the border and close

the dial og.

Step 38: Click on the Header and Footer

toolbar.

* The even-page header should appear in gray at the
top of page 2.

CREATE THE ODD HEADER

Creating the header for the odd pages is almost identical
to the process of creating the header for the even pages.

Step 39: To create a page break, press.
« Now you are on page 3, and no header should
appear.

Step 40: From the pull-down menu, select View, Headers
and Footers.

Step 41: Type:
Page

followed by a space.

Step 42: Click the Insert Page N umber icon, | .

Step 43: Press twice.

Step 44: Type:
Greenwi ch Lawn & Country C ub

Step 45: Select the entire line and change its font to 9-
point Times New Roman.

Step 46: From the pull-down menu, select Format,
Borders and Shading.

Step 47: Select the same line style as before.
Step 48: Apply the style only below the paragraph.

Step 49: Click to apply the border and close

the dialog.

Step 50: Click on the Header and Footer

toolbar.
* The odd-page header should appear in gray at the
top of page 3.

Step 51: Thistemplate has no text, so press and/

or to delete any text that you may have

inadvertently added.
* Be sureto delete the page breaks that we added.

SAVE THE TEMPLATE

Step 52: From the pull-down menu, select File, Save As.

Step 53: In the Save As dialog box, click the “Save as
type” combo box, as seen in Figure 452.

Step 54: Select Document Template, as shown in Figure
469.

R
! Save As [ 7]
Saveini |1 office - i | rjil I_ g I
|1 addins 7] Library Save |
|:| Bitmaps |:I Macros
" Borders [ 5amples
:] Canvert .:-I Setup
|1 Examples |_15horteut Bar
I Farms CasTarTUR
|_Headers CAweb Page Templates
| | i
File name: IMY Personal Stationery ﬂ
Save as type:  [Document Template {El
Wiord Docurment
Texk Only
Text Only with Line Breaks
M5-D0S Texk
M5-D0S Text with Line Breaks ¥
Figure 469

Step 55: Give the document a name, such as:
My Personal Stationery

and click [ save ]

Now, whenever you select File, New, the newly created
template will appear.
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DyNAMIC HEADERS PROBLEM

Let’ssay that your work requires you to put your client’s
name in the document header, like this:

Re: Wayne Thomas Spies Mar 4, 2005

Obviously, placing thisin every single document can be
pretty tedious.

REQUIRED

Thesolutionisto create adocument templatethat automa-
tically places content in the header. In general, thisis a
five-step process:

Step 1: Apply astyle to the text.
Step 2: Adjust the style, as necessary
Step 3: Create a header or footer, as usual.

Step 4: Insert a reference to the style in the header or
footer:
{ STYLEREF "Styl eNane"}

where StyleName s the name of the style
Step 5: Save the document as a template.

SOLUTION

To demonstrate this:
Step 1: Createthe following inside address.

Wayne Thomas Spies
127 Santa Fe Avenue
Ames, |IA 50010

Step 2: Place your cursor in the name line and apply
Heading 3; either:

« & press| Ctrl J Alt) 3); or,

» “} select Heading 3 from the Style drop-down list.

Step 3: From the pull down menu, select Format, Styles
and Formatting.

Step 4: Click the Y to the |4 + Stylesand Formatting ¥ X
right of Heading 3 to ex- | Formatting of selected text
pand its pptlons, and sgl- Heading 3
ect Modify, as shown in
Fi gure 470. Select all New Style

Steg 5: Click Pick formatting to apply

and modify the style, as Clear Formatting =
you wish.

Heading 1 1
Step 6: When finished, click .
“Lok_Joapyte | | Headng2

style and close the Heading 3 -

dialogs. =
Select All 1 Instance(s)
Modify... [N |

W

Update to Match Selection

Now, we must create the
header:

Figure 470

Step 7: From the pull-down menu, select View, Header
and Footer.

Step 8: In the Header box, type:
Re:

Step 9: Press .

Step 10: Inside the french braces, type:
{ STYLEREF "Heading 3"}

« At this point, your document should resemble this:

Header

Re: { STYLEREF "Heading 3"}

Mar 4, 2005

Step 11: Click outside the right brace and press
twice.

Step 12: From the pull-down menu, select Insert, Time
and Date.

Step 13: Select from the Available formats and click the
Update automatically check box.

Step 14: Click | to insert the date.

Step 15: From the pull-down menu, select Format, Bor-
ders and Shading.
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Step 16: Select the ¥4 pt width and the single line border
and then apply it to the bottom of the paragraph, as
shownin Figure 471.

Borders and Shading
Borders | Page Border I Shading ]
Setting: Style: Preview

Click on diagram below or use
buttons to apply borders

| e -
None S

|:| Shadow
_______ | —————
D Color: Q
Automatic - [
w CQS‘D:IITI ﬂidﬂﬂ: AI:'D{'\" to:

| Show Toolbar ] | Harizontal Line..l._.|

Figure 471

Step 17: Click to apply the border and close

the dialog.

NOT ON FIRST PAGE

We would normally not have this header appear on the
first page of the letter:

Step 18: Click the Page Setup icon, @

Step 19: Select the “Different first page” check box.

Step 20: Click to close the dialog.

Step 21: Click to close the Header editor.

EXAMINE THE RESULTS

Now, let’s see what this all lookslike.

Step 22: Because the header will not appear on the first

page, press to create a page break.

Step 23: To see how thiswill look, click the Print Preview

icon, @

Step 24: Press.

« The header should appear!
Step 25: Click to return to your document.

EXPLANATION

The STYL EREF field displaysthefirstinstance of text on
the current page formatted with the specified style. If it
can’t find the style on the current page, it scans backwards,
from the bottom of the previous page to the beginning of
the document. If it can’t find it there, it then starts at the
top of the subsequent page and scans to the end of the
document. If it can’'t find any at all, it displays this
message:

Error! Style not defined.

SAVE AS TEMPLATE

Finally, we must save this document as a templ ate:

Step 26: Delete the contents of the document.

* We needed content to demonstrate the effects of the
Header, but they shouldn’t be part of the template.

Step 27: From the pull-down menu, select File, Save As.

Step 28: In the Save As dialog box, expand the “Save as
type” combo box and select Document Templ ate.

Step 29: Give it aname and click .

USING THE TEMPLATE

Now, let’s close Word and see how we would use this new
templ ate:

Step 1: Open Word.

New Document X

Step 2: From the pull-down
menu, select File, New.

e Word XP: Click the
General Templates
hyperlink.

Open a document
[Z More documents...
MNew
1 Blank Document
E_:'l Blank Web Page

Step 3: Select the template | B Blank E-mail Message

ou just created and click | tew from existing document
_ @ Choose document...

Mew from template
Step 4: In the document, o S g
type the client’s name. | General Templates...
%I Templa‘.{b an my Web Sites...
WJ Templates on Microsoft.com

Figure 476

Step 5: Placeyour cursor in
this name line and apply
Heading 3; either:
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« & press| ctrl J At 3J; o, NoOTES

» “ select Heading 3 from the Style drop-down list.
Step 6: Press| Ctrl ] End Jto go to the end of the document

and press|_Ctrl I Enter lto create a page break.

Step 7: Click the Print Preview icon, @

Step 8: Press.

« The header should appear!

MoRE STYLEREF

The STYLEREF field isn't bound to paragraph-level
styles. You can create a character-level style, and then
base STYL EREF on that:

Step 1: From the pull-down menu, select:
* Word 2000: Format, Style, New.
« Word XP: Format, Styles and Formatting; in the
Step 2: Give the style a name, such as:
MyHeader
Step 3: In the Style Type field, select Character.
Step 4: Assign this style the attributes you desire.

Step 5: To flag aword or phrase to appear in the header
or footer, select the text and apply the MyHeader style.

Step 6: From the pull-down menu, select View, Header
and Footer.

Step 7: In the Header box, press and, inside
the resulting brackets, type:
{ STYLEREF " M/Header"}

« At this point, your document should resemble this:

Header

{STYLEREF
"MyHeader"}

Step 8: Modify the Header as you desire.

Step 9: Click

Step 10: To flag aword or phrase for the Header, simply
apply the MyHeader style.



