Styles and Formatting

Secrets Revealed

(Word 2007)
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1 INTRODUCTION

Using styles to format a document can:

+ 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)

o “spacing below all titles should be 2 lines, not 1.5
- “each paragraph should be spaced 2 lines without indent on the first line”
¢+ “| said each paragraph should only have 1.5 line space between
them, with an indented first line,” etc.

+ run a table of contents that will be AUTOMATICALLY UPDATED with the
correct page numbers, and right aligned with the leading “......... ” before it!

+ 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
20077?). 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.

2 TURNING OFF THE AUTOMATIC UPDATE FEATURE

2.1 Automatic Update

You can reach this through the Styles ribbon by right-clicking on any paragraph style (not
character style etc) and selecting “Modify...”:
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2.2 Keep Track of Formatting

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

Go to: Office Button | Word Options | Advanced
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The reason to turn it off would be there are “junk-styles” 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 document’s 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
“Select all X instances of it”, and then right-click the original style that you modified and
choose “Update to match selection.”)

Another option is to choose to just show styles that are in use in the task pane, as shown
further down in this document.
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P j Advanced options for working with Word.
| Display

Proafing Editing options
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Allow text to be dragged and dropped
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Use smart paragraph selection
Add-Ins Usg smart cursoring
Trust Center Use the Insert key to control gvertype mode

|:| Use avertype mode

Resaurces |:| Prompt to update style
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able click and type
t paragraph style: | Mormal w
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IME Co
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“Keep track of formatting” can only be
unchecked if you do not need to
update formats in your paper.

So, if you have created your formats exactly how you want them, you can choose to
uncheck this box.
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3 OPENING THE STYLE AND FORMATTING TASK PANE

When you open a new document, unless you have customized your ribbon not to show it,
the Styles section will be visible already. To get the task-pane, click on the little corner
on the bottom-right hand side of the section:
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You can then choose to have it floating, or to locate it on the right or left of your document
by clicking and dragging it off to one of the sides.

The “styles and formatting” task pane then clicks into the side of the screen (yours may
have different formatting styles in your pane than shown here):
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In this pane, you can choose to have your styles show their preview (as is shown above)
or not. To determine which styles to show in your task-pane, select options at the
bottom:
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Style Pane Options @@

Select styles ko show:

In current document w

Select how builk-in style names are shown
[] show next heading when previous level is used

[ Hide built-in name when alternate name exisks

(%) Only in this document ) Mew documents based on this kemplate

[ Ok ] [ Caniel

4 USING STYLES AND FORMATTING IN YOUR REPORT

There are a million and one things you can do with these, so we will just take you through
the very basic starting steps, and then you can explore from there.

4.1 Builtin Styles

There are some built in styles already (i.e. Heading 1 through 9, Normal, etc.). You can
use them as-is, but will most likely want to adjust them. The reason to use the headings
(besides guaranteed consistency through the report, and allowing for quick editing of the
style in all areas of your report if your “Keep track of formatting” button is selected), is
your table of contents can automatically be built off them later.

4.1.1 Formatting Built in Styles

o Right-click the style you want to format, or left-click the arrow to
N ... the right when your mouse rolls over the style, and choose
1. Body Text Inder T2 “MOd|fy . .”

+ Bullets i

Footer e

The “Modify Style” pane then appears, allowing you to modify
Header i
- everything about the style (click on “Format” on the bottom left,
1 niaons 1 ORI e
Update Heading 1 to Match Selection to get more than the baS|CS).

4 Modify..

Remaove from Quick Style Gallery
W PagE NmHher T
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Modify Style 3

Properties

You can choose to number your

Mare: Heading 1
headings (Numbering) so your
. Style based on; +! Mormal -
boss or prOfessor can eaSIIy Style For Following paragraph: | ) Marmal “

navigate your paper, and adjust | romating

the spacing so there is more | ** M|Z M8 Bl Adomek M
space before and/or after the
headings or between
paragraphs, or hanging first line

(Paragraph) etc.

I
I
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-
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CAN CHOOSE TO NUMBER YOUR HEADINGS
NG) SO YOUR BOSS OR PROFESSOR CAN

Paragraph... AVIGATE YOUR PAPER), AND ADJUST THE
Tabs...
H H Eorder.. 3 B by ing: 3. A HE A
It is important to note that the i T Patton: Cloar k), Culi ramered 5 Lovel | & Nanborng st 1. 2, 5 -
- . language... Left + Aligned at: O cm + Indent ak: 0.6 cm, Skyle: Linked, Quick Style, Based on:
formatting changes will apply to — rmal
i H Numbering... ]Agtomatically update
a” teXt In the document that IS Shortout key. . [ Mews documents based on this template
formatted as that specific o | [ concd

style (“Keep track of formatting”
button is selected)!

4.2 Create New Style

To create a new style, click the New Style button.

sireng : The New Style task pane is similar to the Modify Style task pane,
where you can make all the formatting choices you want for your new
style (remember to name it!).

Quote Ta

Intense Quote 12

Cptions. ..

+ = |00 () 9] o)
You can choose the style type (paragraph, character, list, table), what style to base it on
(from built in styles or a style you have created before), and determine what type of style

the following paragraph will have (when you click enter when you are writing your report)
- all of these features are available to modify in the built in styles as well.

To change the font type, choose Latin (in the dropdown menu where Asian is currently
showing, or leave it at Asian if you are choosing a Chinese font type for example).
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4.3 List and Table Styles

There are many pre-formatted list and table styles that you can utilize in your report, or
you can create your own.

Select “New Style” as

- Create New Style from Formatting

Properties befOI’e, and in the Style
Hame: Style1 type drop-down menu
Style bype: P, h ~

vietype il = you can select

Style based on:

h L .
sz ey Fallamim et LinE;adc E;ra raph and character CharaCtel’, Table or List
Formatting List (character is so you can
W M1z M| B £ U || awomatc  Mjasen ¥ format characters/words
== =5 === |2 & & within a  paragraph

style).

To change the font type, choose Latin (in the dropdown menu where Asian is
currently showing. or leave it at Asian if you are choosing a Chinese font type If you select Table, you
for example).

can then go through the
built in styles to select
one, modify a built in
style, or create one from
scratch.

English {Canada), Style: Quick Style, Based on: Mormal

add to Quick Skyle list [ Automatically update
=) Only in this document (3 Mew documents based on this kemplate

[o]4 ll Cancel ]

By selecting the drop-down menu

. Create New Style from Formatting

for “Applying formatting to:” you {errpertis

B |
can choose to apply your | *™ ==
Style type: Table w
modifications to specific parts of | syepasedon 3 Table List 3 v
Faormatting
the table Apply Formatting to: Whole table |'v_
FEE v o 2
. . |
To insert a table in your report, you e
: e e
can click on the table’s style n o
. A0 |04 banded columns
(remember to re-name it when East 7 [Even banded columns s
i . L. X West 6 4 7 17
you're setting it up so it is not just South g 7 9 X
there as “Style 17 or “Style 107). { | L 2L 18 2 50
After determining number of

Based on: Table List 3

columns and rows, a table will then

be inserted where your curser is.

(&) Only in this docurnent () Mew documents based on this kemplate

oK l ’ Cancel
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5 CREATING SECTIONS IN YOUR REPORT

You would want to create sections in your report so that i.e. the first page in your report
(rather than your title page) will get page number 1 automatically if you insert page
numbers into your footer, and so you can have different headers and footers in the

different sections (i.e. you would not want a page number to appear on your title page).
Q:] H@92-0 )+ Style and Formatting Secrets Revealed (Office 2007) [Compz For example’ after you have

- Home Insert Page Layout References Mailings Review View EndMote .
“IA J ' Orientation ~ J—|B|eaks' A] Watermark - | Indent Completed your tltle page’ go to the
1l . . .

o) et wargns D Page preas Page Layout tab in your ribbon,

Direction = - £E cColumns ~ Page
Themes Page Setup Mark the point at which one page ends

and the next page begins. and in the Page Setup section, you
Dt ne e i me ounn | CAN - S€lECE - Breaks, and  choose
Next Page under Section.

-

uJﬂ..—fJL

o

#5 CREATING SECTION

You would want to create sectig

break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks i i i
(rather than your title page) w Next Page ThIS will glve yOU a new page’
numbers into your footer and bé L:f':‘tiil;:;ic::'?ennbelfta;raa.;‘? R Where yOU Can enter yOUf Table Of
differentsections (i.e. you woul p— frﬁ::inausoeuc:mn break and start the new Contents and glve It page number

— section onthe same page.

(). Make another section break to

= Even Page ) ] . . i i
= =iy st anmene sennumsera ez | DFING YOU tO your next section (i.e.
() Page break —
) Cobmnn bresk . .
S;[E:eit::hw y ags:::g;ctian break and start the new the fl rSt page In your report)' You
=3 section on the next odd-numbered page.

=) et page]
) Continuous

report if you need to insert a table that should be on landscape direction (section break
before and after), and just format the Page Layout for that section into landscape for the
table to fit properly.

can also create a section in your

5.1 Sectional Footer Formatting (Page Numbers)

Once you have sectioned your report, you can enter your headers and footers
(sometimes Word makes a muck of this, so it is recommended you enter your headers
and footers as a final step in your report writing).

Go to the “Insert” tab -> Header and Footer section, select Edit Header to the bottom of
the drop-down menu. Your Header and Footer formatting toolbar will appear. Go to
your footer if you are not already there

Qq H9- ¥ Style and Formatting Secrets Revealed (Office 2007) [Compatibility Mode] M | Header & Footer Tools - 8 X
- Home Insert Page Layout References Mailings Review View EndNote Design (7]
j j j r3 ElEl j‘ j Previous Section Different First Page =+ Header from Top: 085em 3
=T = ) =
=G = I—‘ L4 j Mext Section Different Odd & Even Pages l=jr Footer from Bottom: (016 cm
Header Footer  Page Date Quick Picture Clip Goto B
- - Number~ || &Time Parts~ Art Header "';"; Link to Previous V| Show Document Text i] Insert Alignment Tab
Header & Footer Insert vigation Options Position
| arnd HIe | age Jolup Soutult, yud I 7 Styles = =

De-select the Link to Previous so that the footer is not linked to the previous section’s
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footer content and style. Page Number Format g]

1 Mumber Format:

Insert a page number by pressing the “Page
Number” button on the left of the Header &
Footer section in your Insert tab, and then

[]1nclude chapter number

select Format Page Number and you can 1-1, 1-

change your page number format, and have it | rage numbering I

not continue from the previous section (Start 7| © Sentinue from previous section :
() Start at: 1 3

at).

QI ] [ Zancel

5.2 Entering to a New Page — Same Section

Perhaps you do not want to create a new section, but you want to enter down so you
start on a new page (or insert a blank page). This can be done in two ways (not by

pressing Enter consecutive times~~!):

+ Press Ctrl + Enter

+ The same way as inserting a section break: Page Layout -> Page Setup ->

Breaks -> Break Types: Page Break
+ Insert -> Pages -> Page Break

6 CREATING A TABLE OF g2z
CONTENTS — Dy rearen-

= Update Table

Go to the front of the document (or to your | contencs-

Style and Formatting Secrets F

Page Layout References Mailings
[;;yInsert Endnote ﬁ i
AB Next Footnate = e U3
Insert . Insert
Footnote show Notes Citation = Jjj

Built-In

Table of Contents page if you have already |, omatic Tabie 1

set off space for it), select the References

Contents

tab on your ribbon, and in the Table of | weower .

Contents section, select Table of Contents. 11 Heming2

11 Headfng 3.

You can choose between a built-in style, or || automatic Tabte 2
building your own modified style by

Table of Contents

selecting “Insert Table of Contents...” atthe || tmewswer

bottom 11 Heading 2

111 Heaging 3.

Manual Table

Table of Contents
TVPE CHAPTER TITLE [LEVEL 1)

Type chapter tile {level 2)

Type chapter e (fevel 3.

Insert Table of Contents...

Y
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You can choose what kind of

tab leader you want, your
format based on formats || FrintPregew yeb Preview

| . h HEADING 1 . 1 |# | |HEADING 1 w
already in Word, how many Heading2 ... 3 Heading 2
heading levels to show, and of Heading 3. 5 Heading 3
course you can modify many

w "
aspeCtS as We" Once you [+] Show page numbers [] Use hyperlinks instead of page numbers
are ready, click OK and your || [“gight align page rumbers

Tab leader: |....... w

table of contents will appear,
with the correct page numbers | cerera

(note we have not set up Formags:  |Fromtemplate 8§
sections yet, so your first page | T 2 *

may be starting on page 3 if
you have a cover page and a
page for the table of contents).

[ options... | [ modiy... |

[ K, ][ Cancel l

If you want to create a Table of Figures or List of
Tables, you can use either the Table of Contents
function and modify it, or in the References tab in the

Table of Figures Options EI

Build table of figures From:

Style: Balloon Text Iv- ) . )
[ Table ent 2" ~| Captions section, select “Insert Table of Figures”
Header . . . . .
Tatle ider{Heading 1 (Table of Figures just gives you one level, which is

normal for Table of Figures and List of Tables). You
can determine which Style the Table of Figures will list
by selecting “Options”, and finding the customized Style that you have used to only
format your figure titles (or table titles), and then “OK” out of there.

6.1 Updating the Table of Contents

Right-click anywhere in the table, choose “Update Field,” and then “Update entire table”
or “Update page numbers only,” depending on your needs.

Note that if you want to change any of the section titles you must change it in the
document itself, not in the table of contents field (to quickly go to the area you want to
adjust, press Ctrl and then click on the section you want to jump to). To change
anything in the Table of Contents field (in terms of formatting), click anywhere in the field,
then go to Reference -> Table of Contents -> Insert Table of Contents, and do the
formatting and modifications there.

Anything changed within the field itself will be changed back when you run the “update

field” function, and is often updated upon opening the document, if this is selected in your
preferences.
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7 TABLE BREAKING OVER TWO PAGES

7.1 Automatically Repeating Header Row(s) at the Top of Each Page

If you have a large table, and it breaks over two pages, you can select to have the
header-row to repeat at the top of each page. Once your table is inserted, put your
cursor in the top row (or the top rows), right-click, and select Table Properties - Row tab,
and tick Repeat as header row at the top of each page.

Table Properties E]@
Table Row Column Cell
| Siee
1 Rows
| ] specify height: Row hieight is:
Options

Allow row to break across pages

[“]:Repeat as header row at the kop of each page!

4 [ £ Previous Row ] [ Mext Row F
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