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I. Styles

1. Applying Styles
Styles contain formatting that can be applied to specific text within the document. The

formatting options are found on the Formatting ToolBar and the Format Menu. You can save
commonly used formatting options, name them and use them in different documents.

Word provides some ready-to-use styles. The most commonly used style is the Normal style.
Unless you tell Word to use a different style, it will always use the Normal style. You can
customize the Normal style or others and save the changes for future uses.

Styles can insure that all of your documents look similar. For example, you may prefer to
always use Times New Roman as your font; you may like a hanging indent on the first line of
your paragraphs; or double spacing in your documents. If these are set up in a style, you won't
have to set them up each time you create a new document. Styles can also make tasks such
as creating a Table of Contents like you see on page 1 of this document easier

a. Paragraph Style

A paragraph style controls the paragraph's appearance. This can include the font, size, and
other attributes of the text, as well as line spacing, text alignment, tab stops, borders, and other
formats that will affect the whole paragraph. Select this paragraph and check the formatting.

b. Character

A character style applies to formats that deal with specific characters. This can include the font
and size of text as well as bold and italic formats, small caps, and other effects. You can use
character styles to emphasize specific words and phrases, such as product names and
acronyms.

¢. Table
A table style provides a consistent look to borders, shading, alignment and fonts in tables.

d. List
Applies similar alignment, numbering, bullets characters and fonts to the list.

2. Creating Styles e e e

| Body Tesxt First Indent |

oot ot | [ riow stvte
a) Click on Format, select Styles and Formatting to open the Styles and [ Ctoms permarmes B
Formatting Task Pane
b) Click on New Style to open the New Style dialog box Body Tex Indens  ®
c) Type a new name for the style oo
d) Click on “Styles Type” drop-down menu if you need to change it Heading 3 -

ITormal

e) Click on the “Style Based on” drop down menu if you would like to create
styles based on an already existing one and select the appropriate style.
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. . MNew Style EE
f) Click on Format to set font, font style, size and other bropetics
affects e | 5
. . Style bype: Faragraph -
g) C“Ck OK tWICe Style based on: I 1 Mormal j
Style for Following paragraph: I 1 Stylel j
Add to Template will add this template to your style list. Formatting N
. . . Tirmes Mew Roman x| [12 - -
Automatically update will update each document with the — \FJ 2 s s ﬁ_ij:
same style. ——— == T =
A Tort Ermal Towt b Toms Somgh Toe gl Tore orgh Tor
The style you created will become part of the styles that
Word has. emeles
= 4l . : : ™ add to template ™ Aukomatically updake
To apply style to existing text, highlight the text and click on _— .
the style name on the task pane. ool |

NOTE: If the style you are looking for is not displayed on the task pane, click on the drop down
menu on the Show Field at the bottom of the task pane and select All Styles. Scroll until you
find the style and click on it.

3. MOdifying a Style 4 % New Document X
Open a document
Advanced Word Styles Exercise

YOU can mOdIfy an eXlStlng Style Advanced Word Styles Exerdse

[ Mare documents. .

New

a) Click on Format, Style and Formatting to open the Styles and EIZZESJ:EL“:QL

Formatting task pane Blank E-mil Message

b) Find the style and highlight it New from existing document
c) Right click on the style and select Modify Ejf“mti“t

d) This will display the Style dialog box
f) Make the changes to the style (@0 Templates on my Web Stes. .

@ Templates on Microsoft.com

g) Click OK to close the dialog box

Il. Templates

A template is not a document file but is a skeleton of a document that can be saved and used
over and over again. These files are stored in a different location and have the [.dot] extension.

It can have layouts, formatting, styles, auto text entries macros associated with it.
Templates [2]X]

s Web Pages |
Genersl | LegalPloadngs | LetterstFaxes | Maiberge | Memos | GtherDocunents

=

Publications | Report:

To access templates, click on File, New to open the New document
task pane on the right of your screen. .
You can create templates from several resources.

Preview not availsble,

Blank Documents: Basic new document using the Normal.dot
template (includes XML, Web page and e-mail message documents

Create New
& pocument t € Template

From an Existing Document: Open a saved file to copy formatting o |
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New from Template: Pull up one of the templates included in MS Word XP. This opens the
Templates dialog box so that you can select one of the existing templates to use. Each tab is
divided by subjects. To choose a template, find and double click on the template to open it.

Templates from my Web Sites: If you have a web page, you can use the web page skeleton
to create a MS Word document

Templates on Microsoft.com: Additional templates online for Word XP

1. Creating New Templates

To create a new template, you can start with an existing template or create a document.
You MUST Save the created document as a template file [.dot].
To save the document as a template file, click on Save As, name the file, change the Save As

type field to Document Template.

2. Using templates

To use a template again, click on File, New, to open the New Document dialog box. The
template you created will be listed as part of MS Word XP templates. Double click on the file to
open it.

lll. Macros

Macros are recorded features that can speed up formatting you may need often in a Word
document. A macro, once created can be used in all documents

1. Creating a Macro —Keyboard Shortcut

““’”’”“" 21 Click on Tools, Macro, Record New macro

e 2. On the Record Macro dialog box, Type the Macro Name
Assign macro to

g . @ — ***DO NOT PUT SPACES IN THE MACRO NAME******
Store o n 3. Click on Keyboard button

IAH Documents (Hormal,dot) j

Description:

Macro recorded 1/22/2004 by gilgaz

Cancel

4. On the Customized Keyboard dialog box, press the key combination ( DO NOT TYPE THE
key combination) that you would like to assign a macro to. If the macro is already assigned for
a different function, you will see a description of it under the Currently Assigned to key field.
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You can change the keyboard assignment even if the combination keys are assigned to another

function.

5. Click on Assign button at the bottom of the dialog box. The
key combination will move to the Current Keys field

6. Click on Close

NOTE: If you would like to remove the combination key before
you close the dialog box, highlight it and click on Remove
button. The Remove button will not be available unless you
highlight the combination keys.

Customize Keyboard K E

Specify a cormmand
Categories: Commands:
Macros Bl Mormal MewMacros MyMacro

- - |
Specify kevboard sequence
Current keys: Press new shorkout key:
=] a7
=
Currently assigned to: [unassigned]
Sawe changes in: INUrmaI d

Description

Assign I Remove I Reset all,, . I Close I

This will open the Macro recording toolbar and change your cursor to cassette shape.

S5t = X

This feature works just like a recorder and each key stroke is recorded.

When you are done, click on the Stop button (Square) to complete the macro.

2. Creating a Macro — Toolbar Shortcut

1. Click on Tools/Macro/Record New Macro
2. Type the Macro Name and description if needed
3. Click on Toolbars

N

Tab

5. Click on Macro file name in the Commands box and drag it to

anywhere on the toolbar.

Resek

Delete

Iuame: Maormal NewMacros, M

Copy Butkton Image
Paste Button Image

Reset Button Image |mage etC

. This will display the Customize dialog box, click on the Commands

Customize

Toolars  Commands | options |

Categories: Commangs:

2l

B2 Normal.NewMacros.Macroz

I
Selected command:
Description | vy Selection - |

=]

e

6. Right click on the new macro icon on the Toolbar to change name,

Edlt Button Image. . 7. Once you are done editing the macro icon, click on OK to start

Change Button Image *

recording

Default Style

v Text Only (always)
Text Cnly {in Menus)

Image and Texk
Begin a Group

Assign Hyperlink [3

3. Running a Macro

To run a macro, either click on the icon on the Toolbar, press the shortcut keys assigned, or

click on Tools/Macro/Macros/Run.
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4. Modifying a Macro

Macros are recorded in Visual Basic program. You must go to Visual Basic to modify or edit
macros.

5. Deleting a Macro

1. Click on Tools/Macro/Macros
2. Highlight the macro and click on the Delete button on the right side of the dialog box.
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