Word 2010 Advanced: Part | Advanced formatting

Section 2 Advanced formatting

By the end of this section you will be able to:

o Understand what styles are

o Apply default styles to paragraphs and text
+ Create styles

o Redefine styles

o Copy styles between documents

o Apply borders to text, paragraphs and pages

o Create and use columns
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Styles

In Word, a “style” is a collection of font and paragraph formats given a specific name. It may be used to apply formatting
to areas of a document quickly or to make changes easily to everything, which already has a certain style applied. A style

can either apply to a whole paragraph of text or to a few individual characters.

Default Styles

Word supplies a number of default styles, which are attached to the Normal Template. These may be altered to reflect

personal choices.

Normal Style

The “NORMAL” style, in the Style list box (found by using the dialog box launcher of the STYLES group), controls the

overall characteristics of most of the text in a document and is the style that will be first seen on opening a new document.

Headings 1 - 9

Word supplies nine heading styles, which variously underline, bold, and indent etc. the text they are applied to. When a
new document is created, based upon the Normal Template, only three heading styles appear to be available but you can

see all the possible default styles changing which styles are viewed.(explained later)
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QuickStyles

These are ordinary styles that have been added to the QuickStyle gallery which is what you see in the styles group on the

home ribbon you ma customise this gallery to add your most often used styles to allow speedy access to them when needed.

Default Paragraph Font

When you have applied a style to a paragraph, you may decide to add some extra formatting. If at a later point you then

want to remove the extra formatting and return to the underlying style format you can use this style to do so.

You can choose from a variety of methods to apply styles to existing text in a document.

» To apply a style using the Quick style gallery:

Mouse

naBbccdd AABB( AaBbC AaBbCc

AaBbCcDdE AaBbCcDdEe 3 AaBL » AaBb |

Heading 4

AaBbCcDdEe AaBbCcDdEe AABBCCDDE AaBbCcDdEe

i AaBbCcDdE

Save Selection as a New Quick Style...

ﬁ"_l, Clear Formatting

1. Select text to be changed.

2. Go to the STYLES group on the HOME ribbon.

3. Move your mouse over the styles to see a preview temporarily applied to the text in your document you have
selected.

4. Select a style you can see or click on the down arrow to the bottom right of the visible styles to open the
style gallery

5. More styles may be available by scrolling down.

6. Click on selected style to apply
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» To - apply a style - dialog
keyboard

Apply Styles i
Style Mame:

;Normal Et
[ Reapply | [ Modiy... ]

[#] ButoComplets style names

1. Press CTRL SHIFT S to bring up a dialog

2. Select a style from the dialog that appears..
» To apply a style using a shortcut key:

Keyboard

1. Heading styles 1 to 3 already have the shortcut keys CTRL ALT num defined, where num is 1 for heading

style 1 and so on.

> Apply now
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Styles v X
Clear Al A
Footer Ta
formula T
Header Ia
Heading 1 Ta
Heading 2 13
Heading 3 a
Heading 4 fa
Heading 5 hiE]
Headinig & 13
Heading 7 fa =
Heading & Ta
Heading 9 hLE]
instructions T

I MNarmal 1TI_
Motes T
command a
Mo Spacing T
uncommand a
Title Ta
Subtitie 1
Subtle Emphasis a
Emphasis a
Intense Emphasis a
Strong a
Quote Ta
Intense Quote Ta
Subtle Reference a
Intense Reference a -

[7] Show Preview

[] Disable Linked Styles

Options. ..

» To apply a style from styles task pane

Mouse
1. Click on the DIALOG BOX LAUNCHER on the STYLES group on the HOME ribbon

=

2. Select any style visible
» To change to another style:

Mouse

1. Select the paragraph(s) (or select text) to be changed
2. Click on the required style from the Style window.
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Creating New Quick Styles

You might want to create a new style and add it to the Quick Styles gallery, or you might want to add a style that does
not appear in the Quick Styles gallery but that you use often.

» To create a new QuickStyle:

Mouse

Select the paragraph(s) that you want to create style from

Change the format of the font, paragraph etc. as required

Go to the STYLES group on the HOME ribbon

Select the down arrow to the bottom right of the visible style to open the gallery

Select SAVE SELECTION AS NEW QUICK STYLE from the available choices.

New style will be found in the QUICK STYLE GALLERY.

o It is also possible to create a new style using the styles task pane. The window can be opened by Clicking on the
DIALOG BOX LAUNCHER on the STYLES group on the HOME ribbon

AU

Save Selection as a New Quick Style...

aal ~ .
i"/ Clear Formatting

Create New Style From Taskpane

Creating and applying a new QuickStyle from existing text may seem easy enough but when you are preparing styles
for a new document you will need to create them from scratch the easiest and most straightforward way of doing this
is from the styles taskpane (shown previously). From here we can create manage export and import our styles as well as

use tools like the style inspector.

» To create a style from the taskpane.

Mouse

1. Use the DIALOG BOX LAUNCHER to show the STYLES taskpane as mentioned previously.

4 B &
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2. Click on the NEW STYLE button at the bottom of the taskpane. It is the first of three buttons a dialog

appears.

Modify Style
Properties

Mame: | Mormal

t :.:Da\'ag:'aph

Style based on: _::nc._st-z!e]

Style for following paragraph: | 1[N_o!'mal EI
Farmatting

Times Mew Roman E|1U|z| B J U Automatic |z|

BEl= == Bz =2 |kE ===

Sampla Text Sample Text Sample Text Sample Text Sample Text Sampls Text Ssmple Text Sampla Text Sampla
‘Text Sampls Text Szmple Text 2zmple Text Sampls Text Sample Text Szmpls Text Sample Taxt Sample Text
Zampla Text Sample Text 32mple Text Sample Text

EFont: {Default) Times Mew Roman, 10 pt, English {U.5.), Left
Line spacing: single, Widow Orphan control; Style: Quick Style

[¥] Add to Quick Style list
@ Only in this document () New documents based on this template

) [e=

Give the style a name in the top text box.

4. Make choices from the following selection boxes.
Make a choice whether to make this style available in this document or to make it available to other
documents based on the template your current document is based on.

6. Click OK to create style.

Style type

A style can be for various things if you look in the drop down box you will see various options a paragraph style will only

apply paragraph formatting settings any text in your document for example.

|Paragraph

Character
Linked (paragraph and character)

The most common type of style is the linked where you will be able to apply ALL types of formatting to selected text but

the choice depends really upon your need. You may wish only one or two paragraph styles in your document but many

character styles or vice versa.
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Based on

It saves time if the style you are going to create has many formatting changes to base it on a similar style to the one you

are going to create as then you will not have to make quite so many formatting changes.

Another important reason is that if the base style is modified by say changing the font it will then apply to all the styles

based on it without you manually having to go and change them all.

Style For Following Paragraph

1. Select the style that you want applying to the paragraph after you press return in your document the next
paragraph will be formatted with the style you choose here.

o E.G. When creating a Chapter Heading style, you might select the Heading 1 style in the Style For Following
Paragraph box. This means that when you press ENTER at the end of a paragraph formatted with the Chapter
Heading style, Word automatically applies the Heading 1 style to the next new paragraph.

Add to QuickStyle list

Set this option if you wish to see your style in the QuickStyle gallery as mentioned earlier remember it can be added or

removed at any time
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Format button

The format button is the way we set formats within a style. Hopefully by now you are used to all the dialog boxes you
are likely to encounter while using this tool. You will encounter the FONT, PARAGRAPH, (the button to launch TABS
dialog is in the PARAGRAPH dialog.) BULLETS AND NUMBERING, BORDERS amongst others.

il

i ~vrledaesderas Sttt

Font...

Paragraph...
Tahbs...
Border...
Language...
Frame...
Murmbering...
Shortcut key..
| Text Effects...

Format =

Selecting any option within the format menu of the modify style dialog will launch the dialog boxes for each of the selected

areas. This gives you every formatting option available for paragraph or character formatting.

There is also an option to allow you to assign a shortcut key to the style to enable you to apply it easily.

» To set formats for a style

1. Click on the FORMAT button to define the formatting for the style and assign a short key to apply the style

2. When all options are determined you can see a preview of the formatted style in the preview area of the
dialog.

3. When all selections have been made click OK.

4. All paragraphs using the style are automatically updated.

1. Use the limited format options within the create new style dialog box
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Farmatting

Times New Roman El 10 IZ| B I O Automatic E|

B= =1

&= 3=

¥
*

Sazmyple Text Szmpla Text Samyple Taxt Szmpls Text Sample Text Szmple Text Sample Taxt Szmpls Text Szmple
Taxt Szmpls Text Sample Text Sampls Text Sample Text Sample Text Szmpls Text Sample Text Sampls Temt
Szmple Text Bample Text Sample Text 3ampls Taxt

Shortcut Key

This is extremely useful especially for typists as they do not need to stop in the flow of their work to apply styles they
just hit a key combination to apply the predefined format for the text or paragraph they are currently typing, without
leaving the keyboard.

To set shortcut key

Mouse

Customize Keyboard fe =
Specify a command

Categories: Commands:

Styles - -

Specify keyboard sequence

Current keys: Press new shortcut key:
ol
Sawe changesin: | Mormal.dotm El
Description

Font: (Default) Arial, 10 pt, Left
Line spading: single, Widow/Orphan control, Style: Quick Style

Leset A Close

1. While in the create style or modify style dialog click on the format button in bottom left corner

2. Choose SHORTCUT KEY a dialog will appear.

3. In the press new shortcut key area press a combination of keys to apply the style. (use CTRL or ALT or
SHIFT within your combination as these keys would not normally be used within typing.)

4. If the combination has already been assigned it will say what it has been assigned to if not it will say

unassigned.
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5. When you have decided upon your key combination click on the assign button.

6. If you change your mind you may always click on the remove button and then assign a different set of keys
as the shortcut key.

7. When complete click on close

o Select text or click in a paragraph use your shortcut key combination to apply your desired style

Modifying A Style

» To update a style

Heading 3
Heading 3:
Font
Font: 16 pt, Bold
Paragraph
Alignment: Left
Spacing: After: 10 pt
Outline Level: Level 3 o
Shading: Pattern: 10%
Style
Style Linked, Quick Style, Based on: Normal

1. Select text that is styled with the style attributes that you want to change.
o E.G. to change the attributes of the Heading 1 style, select text that has the HEADING 1 style applied.
2. To VIEW the attributes of a particular style, click the STYLES DIALOG BOX LAUNCHER, and then rest

your pointer over a style in the list.

Need help with your
dissertation?

Get in-depth feedback & advice from experts in your
topic area. Find out what you can do to improve
the quality of your dissertation!

Get Help Now

Go to www.helpmyassignment.co.uk for more info
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3. Format the selected text with the new attributes that you want. E.G. you might decide that you want to
change the point size for the Heading 1 style from 16 points to 14 points.

4. In the STYLES task pane or the STYLES group on the HOME ribbon, right-click the style that you want to
change.

5. Click UPDATE TO MATCH SELECTION.

All text with the style that you changed will automatically change to match the new style that you defined. If
you changed the styles in a document and the styles are not updating the way you expected, click the STYLES
Dialog Box Launcher, and then click STYLE INSPECTOR to find out whether text was manually formatted
instead of formatted by using styles.

Styles can also be created and updated using the MODIFY command from the MANAGE STYLES dialog.

You can set many more options for the style if you create or redefine it in this way.

A Character Style can only change Fonts and Language formats, but it can be applied to a selection of less
than a paragraph.

» To modify using the task pane

Mouse

| AL TR T -

|l . I'I'lﬂe @J

Update Title to Match Selection
IModify...

F4

Add to Quick Style Gallery

Open the styles taskpane as previously described
Move your mouse over the style you wish to edit
Click on drop down arrow to the right of the style
Choose MODIFY to open the MODIFY dialog

o The modify dialog looks the same as the create style dialog but some options may not be available to you

Ll e

anymore because of the nature of the style or because certain options are uneditable after creation.
5. Once your modifications are complete click on OK

6. Wherever that style has been used throughout your document the format should now update.
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Manage Styles

» To

access the Style dialog:

Mouse

1. On the HOME ribbon, click the STYLES DIALOG BOX LAUNCHER,
2. Click on the MANAGE STYLES button, in the STYLES task pane a dialog opens.

Cptions. .,

Manage Styles

3. Find the name of the style you wish to change
4. Select style and click MODIFY
5. Choose MODIFY to open the MODIFY dialog

Manage Siyics 7 =

Recommend I Restrict I Set Defaults |

Sortorder: | As Recommended Izl [T show recommended styles only

Select a style to edit

T3 Heading 2 -
T4 Heading 3
Ta Heading 4
T8 Heading 5
T8 Heading 6
T8 Heading 7
T8 Heading 3
T8 Heading 9
T instructions

Choma

Preview of Normal:

| Times New Roman o Modify... Delete
F.ont.: (Def.éuli:}-'l'lmes.l\l.e.w Roman, 10 p{,.Eng:insh IJ..I.-S.-}., .I-_eF.t.
Line spadng: single, Widow/Qrphan control, Style: Quidk Style

Mew Style... ]

(@ Only in this document  (©) Mew documents based on this template

i Import/Export... QK J I Cancel

Advanced formatting

« The modify dialog looks the same as the create style dialog but some options may not be available to you

anymore because of the nature of the style or because certain options are uneditable after creation.

6. Once your modifications are complete click on OK
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7. Wherever that style has been used throughout your document the format should now update.

Import and export styles
Copying Styles Between Documents
The styles that you redefine, or new ones that you create, can only be used in the current document. (By default) Clearly

you may want to copy a style into another document, rather than recreating or redefining it from scratch.

» To copy a style from one document to another:

Mouse

1. Open the file which currently contains the styles you wish to export.
2. Click on the MANAGE STYLES button, in the STYLES task pane a dialog opens.

Impart/Export. ..

3. Click on the IMPORT/EXPORT button
4. Click CLOSE FILE to close the active document and its attached template OR close the Normal template.

[ ]
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L
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Organizer s

| Macra Project Ttems |

In STRESS AND RELAXATION... . In Mormal. dotm:
Default Paragraph Font = o | Balloon Text ]
Mao List | command r
Mormal S | Default Paragraph Font
Table Mormal — | Document Map
| Footer
| formula
IHeader
2 {Heading 1 &
Styles available in; Styles available in:
STRESS AND RELAYATION. dock (Document) I Normal.dotm {global template) E

Close File | Close File

Description

Close

5. Then click OPEN FILE, and open the template or file you want.
6. Click the items you want to copy in either list, and then click COPY
7. The list of styles on the left-hand side of the dialog belongs to the current document.

» To specify the document which will be receiving the new style(s):
1. Click on the CLOSE FILE button (on the right-hand side of the dialog)
2. 'The button will then change to an OPEN FILE button, click on this to select the target document
3. Select the styles(s) in the left-hand list, and click on the COPY button.
To select more than one style, click on the first style and then hold down CTRL and click on the other required
styles. To select all the styles, click on the first, then hold down SHIFT and click on the last style. If you

copy a style to a file that already contains that style, E.G. Heading 1, you will receive a message asking for
confirmation. In addition to copying styles, you can delete or rename styles in either list using the DELETE

and RENAME buttons. When you delete a style, you are asked for confirmation.

Copying To/From Document Templates

If the document where the styles have been changed was based on a particular Template, the new styles can be copied
back to the Template. This means that new documents based on the Template will automatically pick up the style changes.

However, to update existing documents with changes in the Template, you would have to copy the styles from the Template.

Updating the Template

The procedure for copying style changes in a document back to its underlying Template is a very similar to copying to

another document (see previous page).
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» To update the template with the new styles:

Mouse

1. Open the file which currently contains the styles and click on the MANAGE STYLES button in the STYLES
task pane a dialog opens.

2. Click on the IMPORT/EXPORT button

o Word initially assumes that you want to copy the styles to NORMAL.DOTM

3. Select the underlying document template by:

o Click on the CLOSE FILE button (on the right-hand side of the dialog)

o The button will then change to an OPEN FILE button, click on this to select the target template

4. Select the styles(s) in the left-hand list, and click on the COPY button. You will be prompted for
confirmation if the styles you are copying already exist in the template.

5. Click on CLOSE to close the ORGANISER dialog. You will then be asked whether you want to save the
changes made to the template. The same prompt occurs when you save and close the current document. It

is a final chance to either accept or reject the changes to the document template.

Updating A Document

The method of copying styles from the template back into existing documents is much simpler.

To Update Document Styles With Template Styles:

Mouse

Templates and Add-ins
Templates | XML Schema | XML Expansion Packs | Linkedcss |
Document template

Normal Attach,.. |
[ Automatically update document styles
ttach to all new e-mail messages
Global templates and add-ins
Checked items are currently loaded.
Add..
Full path:
Organizer... oK. | Cancel

1. Open the document which needs updating
2. Click the FILE TAB and click on OPTIONS select ADD-INS. Select which add-in to manage from the

drop down box near the bottom of the screen (templates) and click GO a dialog appears
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vanage: | IETTETTS— -

3. The name of the underlying document template should appear in the dialog. To copy the styles into the
current document:

4. Click in the AUTOMATICALLY UPDATE DOCUMENT STYLES check-box

5. Click on OK to return to the document

6. The styles in the document will be updated and will continue to be updated automatically if any other

changes are made to the template in future.
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Defining styles automatically

Using Autocorrect

AutoCorrect | ]
[ AutoFormat L ads ]
| AutoCarrect | Math AutoCorrect ‘ i AutoFormat AsYouType @

| Replace as you type

[¥] "straight quotes™ with “smart quates™ [¥] ordinals (1st) with superscript
[] Fractions (1/2) with fraction character (¥2) [¥] Hyphens () with dash (—)
[T] *Bold= and _itslic_ with real formatting

[#] Internet and network paths with hyperlinks

Apply as you type
[¥] automatic bulleted lists [¥] Automatic numbered lists
[¥] Border lines @] Tables
| Built-n Heading styles

Automatically as you type
[7] Format beginning of list item like the one before it
[7] 5et left- and firstindent with tabs and backspaces
[~ Define styles based on your formatting

ok | [ cancl

To have Word automatically define styles, from the AutoCorrect options.

1. Open the AUTOCORRECT options these are accessed by

« going to the FILE TAB, OPTIONS

o Go to the PROOFING tab on the left

o Go to the AUTOCORRECT OPTIONS button in the AUTOCORRECT section on the right.

Styles can also be updated automatically when manual formatting is applied to text that is already formatted

with a specific style.

2. Go to the AUTOFORMAT AS YOU TYPE tab
3. Check DEFINE STYLES BASED ON YOUR FORMATTING

Using The Style Option

» To have Word automatically update a style:

Mouse

1. On the HOME ribbon, click the STYLES DIALOG BOX LAUNCHER,

2. Click on the MANAGE STYLES button, in the STYLES task pane a dialog opens.
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'\ Options...

:—)ﬁ {Manage Styles%

3. Find the name of the style you wish to change
4. Select style and click MODIFY
5. Select the AUTOMATICALLY UPDATE check box.

The Normal style cannot be updated automatically.

Style Inspector

The style inspector gives you a preview and analysis of the style of any text you happen to click on with options to clear
any aspects of the style that don't meet with your approval or to clear all. For a further breakdown click on the reveal

formatting button on the bottom left of the window to give a complete breakdown of your style

Style Inspector v %

Paragraph formatting

&

Heading 5

Plus: <none=

&

Text level formatting

&

Default Paragraph Font

Plug: <none:=

&

|

» To show style inspector

Mouse

=

1. On the HOME ribbon, click the STYLES DIALOG BOX LAUNCHER,
2. Click on the STYLE INSPECTOR button, in the STYLES task pane a dialog opens.
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» To reveal formatting
Mouse

Advanced formatting

§~i5t~y.l}lnspecturh

1. Open the style inspector

2. Click on the button on the bottom left of the window
3. The REVEAL FORMATTING task pane opens.

) :
Voo Tovces | Remsny Tees | -IIIT“IB]'M-H-IIE‘B] -'lml'u B_l'mmEnm I Vowo Pesm | Vowo Aeso | Voora IT
Vowo Fisskcie Sepnces | Voo 3F | Vlllnl‘:-amu- I_'lmP-'m | Wowo Tecweoony | Vowo boammns | Busiess Ans Ase
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tool for editing your style.

» To close style inspector

Mouse

Printing Styles

Reveal Formatting v X

Selected text

Click the Close button 1

[] Compare to another selection
Formatting of selected text

E Font

Font:
(Default) Verdanz
10 pt

Language:
English {U.K.)}

X

E Paragraph
Paragraph Style:
Heading 7
Alignment:
Justified
Qutline Level:
Level 7
Indentation:
Left: 0.5cm
Hanging: 0.5cm
Right: Ocm

H Bullets and Numbering
List Style:
steves
List:
Outline numbered
Level: 7
MNumbering Style: i, i, i, ...
Startat: 1
Alignment: Right g

Options
[] pistinguish style source
Show all formatting marks

1. Click the cross on top right of dialog

Advanced formatting

4. Clicking on any of the blue HYPERLINKS opens the dialogs to edit any part of that style it is a very useful

To print a list of styles from the active document select Styles in the PRINT WHAT list box of the FILE, PRINT Window.

(For more information see the printing section in the Introductory manual)
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Quickstyle sets

In Microsoft Office Word 2010, QuickStyles are sets of styles that are designed to work together to create an attractive and
professional looking document. In most cases, you won't change styles in a Quick Style set because the styles have been

designed to complement one another, and it’s easier to use a different Quick Style set. But, under certain circumstances,

[ Print All Pages
Print the entire decument

Document

Print All Pages
Print the entire document

+

T Print Current Page
j Only print the current page

..y PrintCustom Range
[F]  Enter specitic pages or sections to print

Document Properties
Document Properties
Table of properties and values
List of Markup
List of markup only
Styles
List of styles used in document
AutoText Entries
List of AutoText available
Key Assignments
List of customized shortcut keys
v | Print Markup
Only Print Odd Pages

Only Print Even Pages

you might want to change the attributes of a style in a Quick Style set.

Adding & Removing Styles From QuickStyle Gallery

Occasionally, a style is removed from the Quick Styles gallery, or it does not appear in the list of styles. When that happens,

it’s easy to move a style to the Quick Styles gallery so it’s available for you to use.

» To show styles in taskpane

1. On the HOME ribbon, click the STYLES DIALOG BOX LAUNCHER, to open the STYLES task pane and

then click OPTIONS bottom right hand corner

Style Pane Optisns -2 s
Select styles to show:

Recommended E
Select how list is sorted:

As Recommended E[

Select formatting to show as styles;
[ Paragraph level formatting
[T] Font formatting
[ Bullet and numbering formatting
Select how built-in style names are shown
[#] Show next heading when previous level is used

[T Hide built4n name when alternate name exists

@ Only in this document ) New documents based on this template

2. Under SELECT STYLES TO SHOW, click ALL STYLES.
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Styles K

Clear Al -
Footer 1a| |
formula T
Header Ta
Heading 1 Ta
Heading 2 Ta
Heading 3 3
Heading 4 a
Heading 5 Ta
Heading & hut:}
Heading 7 Ia E
Heading 8 3
Heading 9 na
instructions T

I Mormal 1Tl
Motes T
command a
Mo Spacing T
uncommand a
Title ia
Subtitle e
Subtle Emphasis a
Emphasis a
Intense Emphasis a
Strong da
Quote a
Intense Quote na
Subtle Reference a
Intense Reference a -

[T showe Preview
[] misable Linked Styles

@ @ Options...

3. All styles should now appear in taskpane

» To add styles to QuickStyle gallery
1. Move your mouse over the style you wish to appear in the QUICKSTYLES GALLERY a drop down arrow

will appear to the right of the style.
2. Click drop down arrow and select ADD TO QUICK STYLE GALLERY

» To Remove a style from the Quick Styles gallery
1. On the HOME ribbon, in the STYLES group, right-click the QuickStyle that you want to remove from the

gallery.
2. Click REMOVE FROM QUICK STYLES GALLERY.

1. From the styles taskpane
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2. Move your mouse over the style you want to remove from the QUICK STYLES GALLERY a drop down
arrow will appear to the right of the style.

3. Click drop down arrow and select REMOVE FROM QUICK STYLE GALLERY
Removing a style from the Quick STYLES gallery does not remove the style from the entries that appear in
the Styles task pane. The STYLES task pane lists all of the styles in the document.

Changing Style Sets

A

Change
Styles

Changing the style sets is relatively easy

» To change a style set

Mouse

: | 44 Find -
AaBbCc. AcBbCcDd! AaBbCcDdl | .
wdl| || i Replace
Subtitle  Subtle Em.. Emphasis | |change
e *lStyles = || kb Select~
Clean ; Style Set 13

Default (Black and White] Lolars E

A

| E
Distinctive Eonts

—. Paragraph Spacing *
Elegant it Laragrapn sp g
Set as Default

Fancy | B
Formal
Manuscript
Modern
Simple
Thatch
Traditional
Ward 2003
Word 2010

Reset to Quick Styles from Template

Save as Quick Style Set...

1. Click on the change styles button to the right of the styles group

2. Move down to style sets and a selection of different style sets appear
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3. You may change style sets as often as you wish

Modifying Style Sets

The styles in a style set are made up of colours, fonts, and paragraph spacing these can be changed in a few clicks. Your

document will then be updated with your choices when you have mixed and matched these various components you may

save your selections to another style set allow you to use it in the future.

43 Find -

3bCc. AoBbCcDdl AaBbCeDdl G
% S Replace

btitle  Subtle Em.. Emphasis | |/Change|
| Sty[eil. Ly Selact~ |

Style Set

Colars

[ office

13
L3
Fonts 13
L3

W= .

i Grayscale
HOEEOEEE Adacendy
HONEENEE Angles
HOEEEEEN Apex
HOENENCE Apothecary

{MCEENEEE Aspect

| MO Austin

E HONEEENN slackTie

| e cvic

| BN Coy

HOENENENE composite

JHCONNENEE Concourse

MO couturs

; MO ENEEEE cemental

 ECNNEEEE couity

I BONCONENEE Essential

HONEENEN Exccutive

HONEEEEE Fow

HOREOOEDE Foundry

EONEENEN crid v I

Paragraph Spacing

Set as Default
-

d

LCreate Mew Theme Colors... |

» To change colours scheme

1.

2
3.
4

Select style set you wish to modify
Click on the change styles button and move down to colours
Select a colour scheme for your style set

Your colour scheme will have updated your style set and document.

» To change font scheme

Mouse

1.
2.

Select style set you wish to modify

Click on the change styles button and move down to fonts

Download free eBooks at bookboon.com

54


http://bookboon.com/

Word 2010 Advanced: Part | Advanced formatting

4 Fing
£3RhCeN i. AaRBC & AaRhC i
- 250 Replace
Change|
Heading5 Heading7 Heading8 ]| [y seiec~

Style Set

3

z | EIEIEIEIEIEIRR 1%
i

o

,4
LR

D TR, = 05U/ [0 Colors

»

»
Fonts .
»

Offite Paragraph Spacing
Cambria

Set as Default
talion il

Offica 2
Calibri
Carbria

Office Classic
Arial

Tines New Rowan

Ofrice Classic 2
Arial
Arlal

Adjacency

Cambria
Calibri

Angles
Franklin Gothic M...
Franklin Gathic Ronle

Apex
Lucida Sans
Book Anmqua

a

Apothecary

Book Antiqua

- Gentirng Gothic

Aspect
Yerdana
Verdana

Greate New Theme Fonts...

3. Select a font scheme for your style set

4. Your font scheme will have updated your style set and document.

EXPERIENCE THE POW
FULL ENGAGEMENT...

000000000000 00000000000000000000 000

RUN FASTER.
RUN LONGER.. :
RUN EASIER... >

Download free eBooks at bookboon.com

55

Click on the ad to read more



http://bookboon.com/
http://bookboon.com/count/advert/bb104666-5119-403f-91c4-a3e7010cbfdf

» To change Paragraph spacing’s

Mouse
[ e
1 Lustom Haragraph spacing.
1. Select style set you wish to modify
2. Click on the change styles button and move down to Paragraph spacing
3. Select a spacing scheme for your style set
4. Your spacing scheme will have updated your style set and document.
Saving A Style Set

Whether you have created all your styles manually or have modified existing styles add used ones to the QuickStyle

gallery and remove any you do not need so that the gallery reflects all the styles you will use in a document(s) you might

be using or creating in the future and we can then save this as a style set that can be transferred to other machines or

quickly accessed on this one if you use several style sets

» To save a style set

Mouse

N kW=

Make sure all styles you wish in style set are added to the gallery

Make sure all styles you do not wish are removed from gallery

Ensure all styles have been modified to your liking

Click on the change styles button

Move to the style set selection

Below available style sets click on save as QuickStyle set

The save a QuickStyle set dialog opens

Enter a style set name (it is best not to change location because word may not be able to locate it in the
future and add it into the menu)

Click on save

You may load this style set at any time by following the instructions for changing style sets previously described.
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Document themes
Apply A Document Theme

Themes in 2010 have been enhanced by adding many more themes for you to choose from than in 2007. To give you

more choice when producing professional looking and coherently formatted documents.

HCDIars -
= | Fonts=

o theme: A set of unified design elements that provides a look for your document by using colour, fonts, and
graphics.
You can quickly and easily format an entire document to give it a professional and modern look by applying a document
theme A document theme is a set of formatting choices that include a set of theme colours, a set of theme fonts (including

heading and body text fonts), and a set of theme effects (including lines and fill effects).

Programs such as Microsoft Office Word, Excel, and PowerPoint provide several predefined document themes, but you
can also create your own by customizing an existing document theme, and then by saving it as a custom document theme.

Document themes are shared across Office programs so that all of your Office documents can have the same, uniform look.

I Colars = H—t = =
A m- =R
E==T|| A |Fonts~ : 2 ro—
Themes Margins Orientation Size Colun
- |[O]Efrects ~ g g s 4
Built-In
Aa Aa Aa Aa |
L UL L | L] EEE. L L]
Office | Apex Aspect Civic
Aa Az Aa Aa
EEEEE. EEEEEE L L L n
Concourse Equity Flow Faundry
Aa Aa Aa Aa
L L] - aEvEEE LU L L LR
Median Metra Module Cpulent
T & 7 T
Aa Aa I Aa Aa
mam - L L 1] L 1] ErEmEE
Criel arigin Paper Solstice
=S
Aa Aa Aa Ad
L L] L] L 11 ] ENEREE EEEEER
Technic Trek Urban Verve .
Beset to Theme from Template
Mare Themes an Microsoft 2ffice Onling..,
L._—=] Browse for Themes..,
g save Current Theme...
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» To Apply a document theme

Mouse

1. On the PAGE LAYOUT ribbon, in the THEMES group, click THEMES. To select a theme.

1. If a document theme that you want to use is not listed, click BROWSE FOR THEMES to find it on your
computer or a network location.

2. Select a theme to apply it to your current document

o To search for other document themes on Office Online, click Search Office Online.
CUSTOM is available only if you created one or more custom document themes. For more information about

creating custom document themes.

Customise A Document Theme

To customise a document theme, you start by changing the colours, the fonts, or the line and fill effects that are used.
Changes that you make to one or more of these theme components immediately affect the styles that you have applied in the

active document. If you want to apply these changes to new documents, you can save them as a custom document theme.
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Theme Colours

j ncmors'
= Fonts'

Themes

- [O]Effects~

Themes

Advanced formatting

Theme colours contain four text and background colours, six accent colours, and two hyperlink colours. The colours in

the THEME COLOURS button represent the current text and background colours. The set of colours that you see next to
the THEME COLOURS name after you click the THEME COLOURS button represent the accent and hyperlink colours
for that theme. When you change any of these colours to create your own set of theme colours, the colours that are shown

in the THEME COLOURS button and next to the THEME COLOURS name will change accordingly.

» To customise the theme colours

1. On the PAGE LAYOUT ribbon, in the THEMES group, click COLOURS.

2. Click CREATE NEW THEME COLOURS the following dialog is displayed

Create New Theme Colors

Theme colors
Text/Eackground - Cark 1
Text/Background - Light 1
Text/Background - Dork 2
Text/Background - Lght 2
Accent L

Accent 2

Acent 3

Accent 4

Accent §

Accents

Rypetink

Folorred Hyp=tink

MName: Custom 1

Reset

i

-

v
o -

-

A
- Hypeaink
i = Hypaini
. -
— T ]
~——  Theme Colors

Bl Stondard Colors
| ] | EEEEN

Meee Colors. ..

Cancel

3. Under the CREATE NEW THEME COLOURS DIALOG, click the drop down button of the theme colour

element that you want to change.
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4. Select the colours that you want to use.

Under SAMPLE, you can see the effect of the changes that you make.

Repeat step 3 and 4 for all of the theme colour elements that you want to change.
In the NAME BOX, (bottom) type an appropriate name for the new theme colours.
Click SAVE.

N oow

To return all theme colour elements to their original theme colours, you can click RESET before you click SAVE.

Theme Fonts

Theme fonts contain a heading font and a body text font. When you click the THEME FONTS button , you can see the
name of the heading font and body text font that is used for each theme font below the THEME FONTS NAME. You

can change both of these fonts to create your own set of theme fonts.

» To customise the theme fonts
1. On the PAGE LAYOUT ribbon, in the THEMES group, click THEME FONTS.
2. Click CREATE NEW THEME FONTS.
3. In the HEADING FONT and BODY FONT boxes, select the fonts that you want to use.

Create Mew Theme Fonts ‘?_.
Heading font: Sample

Cambria IZI Heading

Body font: Body text body text body text.

icalibri E| Body text body text.

Mame: |Custom 1

Save ] I Cancel

4. 'The sample is updated with the fonts that you select.
5. In the NAME box, type an appropriate name for the new theme fonts.
6. Click SAVE.

Theme Effects

Theme effects are sets of lines and fill effects. When you click the THEME EFFECTS button, you can see the lines and
fill effects that are used for each set of theme effects in the graphic that is displayed with the THEME EFFECTS name.
Although you cannot create your own set of theme effects, you can choose the one that you want to use in your own

document theme.
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» To select a set of theme effects

1. On the PAGE LAYOUT ribbon, in the THEMES group, click THEME EFFECTS.

2. Select the effect that you want to use.
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Save A Theme

Any changes that you make to the colours, the fonts, or the line and fill effects of a document theme can be saved as a

custom document theme that you can apply to other documents.

» To save a document theme

1.
2. Click SAVE CURRENT THEME.
3.
4
5

On the PAGE LAYOUT ribbon, in the THEMES group, click THEMES.

The SAVE CURRENT THEME dialog appears

. In the FILE NAME box, type an appropriate name for the theme
. Click SAVE.

A custom document theme is saved in the Document Themes folder and is automatically added to the list of

custom themes.

Columns

You can setup pages in documents where the text is laid out “newspaper style” in columns. Word will automatically

“section oft” the area where the columns are active, so you will see continuous section breaks (see section breaks) appear

above and below the column area.
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| ihﬁ Breaks =
[ |3 Line Mumbers

HEolumris

2 b~ Hyphenation
= Cne
=
|
J. == Twa
|
{

L = Three
ME=

\ = Left

i

| = Right
i I =

1

lare Columns..

Newspaper Columns

A columnar layout can either be tabular (where the information is divided both vertically and horizontally) or snaking
columns, which have only a vertical division. The ‘snaking’ effect means that once column 1 is full, the text “snakes” on

to the top of the next column, just like in a newspaper.

» To set up newspaper columns:

Mouse
1. Select the text you wish to have in columns OR click at the point you wish the columns to start.

2. Go to the PRINT LAYOUT ribbon and then to the PAGE SETUP group. Click on the COLUMNS button

3. Select the number of columns of columns you wish from the displayed list.
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Columns x|

Presets

QOne Two Three Left Right
Number of columns: |1 (5 Line between
Width and spadng Preview
Col #:  Width: Spadng:

52 2]
[ ] :_ H | :
[ 11 E :

Equal colummewidth

Apply to; | Whole document E Start new column

[ Ok ] [ Cancel

1. Click on MORE COLUMNS to display the COLUMNS dialog box.
2. Type in the number of columns required,

o E.G. 3, adjust the space between columns if necessary (the default is 1.25¢m).

We do not reinvent
the wheel we reinvent
light.

Fascinating lighting offers an infinite spectrum of
possibilities: Innovative technologies and new
markets provide both opportunities and challenges.
An environment in which your expertise is in high
demand. Enjoy the supportive working atmosphere
within our global group and benefit from international
career paths. Implement sustainable ideas in close
cooperation with other specialists and contribute to
influencing our future. Come and join us in reinventing
light every day.

OSRAM
Light is OSRAM SYLVANIA

Download free eBooks at bookboon.com

64

Click on the ad to read more



http://bookboon.com/
http://bookboon.com/count/advert/ae925238-62e0-4fca-a4f2-a24b0097a136

3. You have the choice of having lines separating the columns. Lines will be the length of the longest column.
Lines will only be printed if there are two or more columns.

4. Click on the box at LINE BETWEEN.

5. To see the line use PRINT PREVIEW or PRINT LAYOUT view.

6. If you wish to have columns of different widths ensure you untick the EQUAL COLUMN WIDTH
checkbox

7. When all options are selected click OK to apply your columns

Entering Text

Once your document has been set up with a columnar layout, you can enter text in the usual way. Make sure you are in

PRINT LAYOUT View; otherwise you will not see a true representation of how your document will print out.

Copying, Moving And Deleting Text Between Columns

Text can be easily moved and copied between columns in Word once they have been set up.

To Move, copy and delete text between columns:

Mouse

Select the text to be copied and copy it with your preferred method.

Place the INSERTION POINT at the point where you wish to copy it to and press the PASTE icon.
Select the text to be moved and cut it with your preferred method.

Place the INSERTION POINT at the point where you wish to copy it to and press the PASTE icon.
Select the text to be deleted and press the DELETE key..

A

Column Breaks

If you want to end a column before the bottom of the page, you will need to insert a column break.

Ensure show/hide characters are visible or you will not be able to see where the break is in case you need to delete it.

» Toinsert a column break:

Mouse

L=
b= Breaks —

1. Click on BREAKS from the PAGE SETUP group on the PRINT LAYOUT tab
2. Select COLUMN BREAK the break will be inserted. It can be deleted just like a page break or any other
character with the DELETE key on the keyboard.
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1. Keyboard

2. Press CTRL SHIFT ENTER.

3. This will force a new column to appear for you to use. It behaves much like a forced page break. Just
imagine each column is like a separate page and column breaks rather than page breaks are used to end that
column and allow you to the top of the next.

In DRAFT view, columns are displayed as one column continuing down the page. Each time there is a snap
to a new column this is shown as a dotted line with column Break labelled on it. If you try to use the columns
button in this view, Word will change you to PRINT LAYOUT view.

Sections

Dividing a document into sections allows you to apply different page set-up options in different pages of your document.

o E.G. you might want page 3 of your document in landscape because it contains a very wide table, but the rest of
the document is a report that needs to be in portrait orientation.
You may want different margin sizes in different parts of your document or page numbering restarting in different formats

at different points. Columns use sections so that each section can be treated differently from the others.

Word sometimes adds the section breaks to a document for you. especially when you change the format for a selection.

=] Breaks = 3 A Y| fnde
| Page Breaks ]

Page |
| » Mark the point at which one page ends |

| j and the next page begins, |
! :
‘ I

;Y Column
Indicate that the text following the column
== break will begin inthe next column,

Text Wrapping
= Separate text around objects an web
1 pages, such as caption text from body text. |
Section Breaks

Next Page
{ b Insert a section brzak and start the new

section on the next page.

Continuous
Insert a section break and start the new [
section on the same page.

| T Even Page

Insert a section break and start the naw
1 ’:“‘1 section on the next even-numbered page. |

Odd Page
Insert a section break and start the new
| ’73ﬁ section on the next add-numbered page,

T fﬂg_.

On the far left corner of the status bar there is an indicator that tells the user which page and in what section

the insertion point is currently working. E.G.: Page 13 Section 3.
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Section Breaks

There are three types of break that will be examined here.

|

In PRINT LAYOUT view, breaks are invisible unless you SHOW/HIDE CHARACTERS. This feature lets you see all
the special characters that make formatting you have carried out, visible, other than text formatting. That is — spaces,
carriage returns and tabs as well as breaks. You will also see other little symbols to indicate such things as table cells. To
see the characters, click on the SHOW/HIDE CHARACTERS button. On the HOME ribbon, PARAGRAPH group.

o You can also switch to Draft view and see breaks without activating other commands but this view can be
confusing, especially when working with columns.

A page break is not a section break

Continuous Section Breaks

Use the continuous section break to effectively make a fresh start in your document. Whatever kinds of formatting and
other items went before — columns, fields entered, styles etc., a continuous break makes the section above it just that, a

section. It also allows you to change the page set-up options for that section only without affecting the whole document.

Deloitte

Discover the truth at www.deloitte.ca/careers © Deloitte & Touche LLP and affiiated entities.
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Next Page Section Breaks

Inserts a section break, breaks the page, and starts the new section on the next page. This feature can be used
« E.G. to insert different headers and footers in the new page section.

Odd Page And Even Page Section Breaks

Useful when your document is set up with double-sided printing and mirror margins, these section breaks allow you to
determine whether the next page should be odd (print on the right-hand side of the double-page) or even (print on the
left-hand side of the double-page).

What Is Stored Within A Section?

A section can have its own unique headers and footers, margins and page orientation. It may also have a different number

of snaking columns to the rest of the document.

Creating A Section Break

Sometimes Word automatically creates section breaks for you.

o E.G. when you make one of your pages landscape, or if you format some of the text to be displayed in a

different number of columns. Otherwise, you have to create the section break manually.

To create a section break:

Mouse

1. Click on BREAKS from the PAGE SETUP group on the PRINT LAYOUT ribbon

=l
b= Breaks =

2. Select from the menu that appears.

o 2010 gives a little explanation by the side of each option.
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"ﬁ:‘ Breaks 7|

The section break will appear.

4.
Or

1.
Or

1.

Advanced formatting

pﬁ _ﬁ Indet

Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

LColumn
Indicate that the text following the column
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

Hext Page
Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section onthe same page.

Even Page
Insert a section break and start the new
section o the next even-numbered page.

Odd Page
Insert a section break and start the new
section onthe next odd-numbered page.

Select NEXT PAGE if you want the section start to be on the next page,

Choose CONTINUOVUS if the section should run through on the same page.

Choose ODD PAGE/EVEN PAGE to determine which side of the book the new section should begin on.

The section break is displayed just before the new section:

Word initially copies the header and footer, margin settings and page orientation into the new section. The

margin and orientation settings can be easily changed from the Page Set-up dialog, since Word will assume

you want to only affect the current section.

Handling Headers And Footers
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The headers and footers in the new section will be linked to the previous section. This means that if you change the

header or footer in the first section, those in the second section will automatically change.

» To unlink a header/footer from the previous section:

Mouse

1. Position the insertion point in the second section

_"_ﬁ Previous Section
5T} Mext Section

Goto Goto m==
Headar Footer l‘%’a Link to-Previous.

Mavigation

2. Choose HEADER or FOOTER from the insert ribbon HEADER & FOOTER group and select EDIT
HEADER AND FOOTER from the bottom of the displayed options

3. Click on the LINK TO PREVIOUS BUTTON to turn off the link to deselect the highlighted button
The link between any other two sections can be broken in the same way. However sometimes you may want
to keep the link, particularly if you are working in a Master Document - see the section on Master Documents

later in this manual.

SIMPLY CLEVER

We will turn your CV into
an opportunity of a lifetime

0 4
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Moving Between Sections

You can quickly move from one section to another by using the F5 key. The GOTO tool

Find and Replace

Go to what:

|Line
Bookmark

-ﬁﬁ (=

[ ] » |

L

| Find | Replace | GoTo

L9 s

Enter section number:

Enter + and — to move relative to the current location. Example: +4 wil

move forward four items.

Comment
Fooinote .

Mext Close

| |

Previous I |

» To move to a specific section:
Keyboard

1. Press F5 to open the goto dialog. Click on SECTION, then type in the section number
2. Click on the GO TO button.

1. Choose HEADER or FOOTER from the insert ribbon HEADER & FOOTER group and select EDIT
HEADER AND FOOTER from the bottom of the displayed options.

L '_ﬂ Previous Section

Goto =
Foater '%4 Link-to Previous

5T, Next Section

Mavigation

2. Go to the DESIGN ribbon, and use the navigation buttons to move from section to section.

Removing A Section Break

ection Break (Mext Page

You may need to merge two sections into one by deleting a section break.
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» To delete a section break:

Mouse

1. Select the section break to be removed and Press DELETE
o The two sections would then become one section. It is important to note that this new section inherits all the

page set-up, column and header/footer settings from the second of the two sections.

Section Properties

In PRINT LAYOUT view and with the SHOW/HIDE CHARACTERS feature active, double click any of the continuous
section breaks in the document. The PAGE SET-UP dialog box will appear, usually displaying the LAYOUT page. To
switch to margins options, click the MARGINS ribbon.

You can now adapt the print layout, margins and other options for the section only, as long as you do not change APPLY
TO: This section. Click the LINE NUMBERS... button on the layout page for options on adding a number for each line

of text in the section.

Section Properties

When you set properties in a dialog box such as page orientation header/footers etc you will notice (if applicable) a box

somewhere on the dialog showing one of the following options:

o Apply to this section only
o From this point forward

o Whole document

It is important to make the right choice here as it will greatly affect how your document will appear

The following exercise shows settings for headers and footers. please note the “apply to what part of the document box”

on the bottom left. Do you really want these settings applied to one section or the whole document.

» To Change the properties for a section:
1. Double click the section break. The PAGE SET-UP dialog will appear.
2. In the PAGE SET-UP dialog box, set the options you wish to change

3. Click OK. Your changes will have affected only the section you are in.
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Word 2010 Advanced: Part |

Page Setup (-7 (el
| Margins ! Paper | Layout
Section
Section start: Continuous |E|
Suppress enonotes
Headers and footers
[ pifferent odd and even
[ pifferent first page
Header: |1.27 cm
From edae:
Footer: |1.27 cm
Page
Vertical alignment; | Top |Z|
Preview
Apply to: | This section E| |Line Mumbers... } [ Borders... |
Set As Default [ ok || concel |
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