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Introduction

In the early to mid 90's when | was teaching Microsoft Word classes, "Styles use" was perhaps the
hardest concept to get across to my students. Why? Because most people at that time were migrating
from WordPerfect (most against their will) and formatting was so much different in WordPerfect and, in
some cases, easier and more intuitive.

Hopefully after my classes, the students had a better understanding of Microsoft Word Styles. Still, |
knew at that time it was going to be an uphill battle. | also realized that | could make styles easier to use
and manage, and thus began the brain child of iCreate and iHyperstyles, but that is a whole other story.

What's the Big Deal with Microsoft Word Styles?

The big deal is using styles will make your life better. Yes, | said a better life. Think about it...what is the
currency of law firms or a small law practice? The answer is "work product.” The value of your work
product is everything. Now your work product is getting more complex and your clients are demanding
that they also collaborate on your work product. Yes, your clients want to mess around with your
documents.

Here's my argument for using Microsoft Word Styles — When it comes to work product | believe the
attorney's role should be "word-smithing” not formatting text and paragraphs. What a waste of time! So
much time can be spent in getting formatting to “just work" in Microsoft Word that word-smithing is short
changed...resulting in decreased currency.

What Styles Can Do For You

| think Microsoft Word Styles are awesome. I've seen firms transform their work product (and morale)
when users implement styles in their Word documents. Here are some advantages of using styles in your
Word documents:

Faster Formatting. All the bold, underlines, font sizes, paragraph indents, etc, can be contained in
just one style.

Consistent look and feel to firm documents. When the same styles are used across the board
in a firm, the documents have a consistent look and everyone knows how to work with them.

Global Formatting. If you have a 60-page agreement and you need to change the font size on
fifty headings in the document, you better know how to do some advanced find and replace or
you'll have to go to each heading and change it manually. What a waste of time! With
Microsoft Word Styles you change the style once and the change is automatically changed
throughout the document.

Building Tables of Content. Using Heading styles will make creating TOCs automatic.

Documents are smaller. The amount of space a style definition takes up in a document is
significantly less than all the direct formatting applied to fonts and paragraphs.

Here are 10 tips to Demystifying the Most Powerful Feature in Microsoft Word - Styles!
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Tip 1. Tell Microsoft Word to Stop Helping You

| think one of the most irritating features of Microsoft Word is that it tries to help you format your document
without your permission. How often have you been working on a masterpiece and all of sudden text or
paragraphs change right before your eyes?

Turn Off Auto Correcting

Microsoft Word calls this Auto Formatting and Auto Correct. It wants to help you correct as you type and
for the most part you do not need a lot of it.

To turn off some of these AutoCorrect options

1. From the menu bar, select Tools

2. From the drop-down menu select AutoCorrect Options...

3. Select the AutoFormat As You Type tab

I recommend turning off (unchecking) those items circled in Figure 1

AutoCorrect E|
AukboTexk AukoFormak Srnart Tags
AutaCorrect AutaFormat As You Type

(=1 1=}
kraight quaotes” with “smart quokes”
COrdinals (1sE) with superscript
Fractions {112 with Fraction characker {14
Hyphens (--1 with dash (—)
| J*Bold* and _jtalic_ with real Formatting
Internet and network, paths with byperlinks
Apply as you bype
autornatic bulleted lists
Autornatic nurmbered lists
Border lines
Tables
Built-in Heading skyles
Automatically as wou bype
Format beqginning aof list item like the one before it
Set left- and first-indent with tabs and backspaces
Define styles based on wour Formatking

ol ] [ Cancel

Figure 1 AutoFormat as You Type dialog box
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Tip 2. Applying Styles — Quickly

One of the reasons people avoid using styles is that it seems to take longer to make changes to a style
than applying direct formatting. By learning to apply styles quickly, you will see how using styles actually
makes formatting documents less time consuming.

A fast way to apply a style is the keyboard shortcut Apply Style.

1. Select the paragraph you want to apply a style to by clicking anywhere in the paragraph

2. Press Ctrl+Shift+S to select the style name in the styles box on the Formatting Toolbar

3. Type the name of your style or press Alt+Arrow-down to drop down your style list and arrow down
to the style you want to apply and press Enter (see Figure 2).

Arial ,1uv|BIu|

Hormal + | Arial -~ 10 v|
f Clear Formatting Ry | &

Heading 1 o ot

Heading 2 1

Heading 3 1

Morrmal 1

More...

Figure 2 Style List
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Tip 3. Applying Styles — Hyper-speed

Another and even faster way to apply styles is to assign your own keyboard shortcut to a style name.

From the menu bar, select Tools

From the drop-down menu select Customize

Select the Keyboard button (see Figure 3)

In the Customized Keyboard dialog box (see Figure 4) select Styles in the Categories list
In the Styles list select the style you want to assign to the keyboard shortcut

Click in the “Press new shortcut key” text box

Type your shortcut from the keyboard

You will see the result in the text box.

8. Click the Assign button

Note: If you select a keyboard shortcut that is already being used for another function then Word will
display the existing use of that keyboard shortcut..

Nogkrwdnr

Customize

Commands | Options

Taoolbars:

Formakting

3-D Settings
AutaText
Control Toolbo:x
Database

=]

Diagram

Drawing
Drawing Canvas

E-rnail

Extended Formatting

Farms

Frames

Funckion Key Display

Japanese Greetings

|| Mail Merge i

<[Eeybu:uard... D[ Close

Figure 3 Customize dialog box
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Customize Keyboard

Spe rmand
Categaries:

(atyles

]

AlTCommands AT Y
| |Blue Char Char —
Macros Body Block,
Faonts
AutoTexk Body Text 2,Table Text 1
Skyvles — | |Body Text 3
Commion Symbols || |Body Text 3 Char bt
Specify kevboard sequence
Current keys: Pressnmew shorbout key:
ALHE |
Currently assigned to; Biody Text, bt Style
Save changes in: |N|:|rma|.u:||:||: W |
Description
Mormal + Space Before: & pk, After: & pt, Don't keep lines
together

f fssign | )

Reset Al .. ][ Close

Figure 4 Customized Keyboard dialog box
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Tip 4.

This tip illustrates just how powerful styles can be. If you want to change the font or format of a
paragraph follow these steps:

Modify Your Styles by Example

Turn on Prompt to Update Style:

1. From the menu bar, select Tools

2. From the drop-down menu select Options...

3. Select the Edit tab (see Figure 5)

4. Select “Prompt to update style” and turn off “Keep track of formatting”

Security Spelling & Srammar Track Changes

ser Information Compatibility File Locations

Yigw zenetal Edit Print Save
Editing options

[¥]iTvping replaces selection;
Drag-and-drop bext editing
[] Use the INS key for paste

=& smart paragraph seleckion
Use CTRL + Click ko Follow hyperlink
When selecting, automatically select

[] overtype maode entire word
Use smarkt cursoring u:umpt to update style
. [T Keep track of Farmatting

Picture editar;

Microsoft CFfice Ward W
Insert/paste pictures as:
In line with kexk w

Zut and paste options

Shows Paste Options buttons [ ] Smart: cut and paste
Click and type
Enable click and tbype
Default paragraph style: Marrmal w
(0.4 ] [ Cancel

Figure 5 Options dialog box

Next Step:
1. Choose a paragraph that contains the style you want to change
2. Using direct formatting, format the paragraph and the fonts the way you want the paragraph to
appear in the rest of the document
3. Select the entire paragraph (triple click in the paragraph)
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4. Press Ctrl+Shift+S
5. Press Enter

The Modify Style dialog box appears (see Figure 6)
6. Press Enter

Modify Style x|

Stvle:  List Mumber

Do you wank Eo:
(#)ipdate the style ko reflect recent changes?

") Reapply the formatting of the style to the selection?

[ ] Automatically update the style from now on

K l [ Cancel

Figure 6 Modify Style dialog box

Tip 5. Create Your Styles by Example

If you want to create a style that doesn’t exist in your document, it's as easy as Tip 4.

1. Choose a paragraph that you want to use as an example to create your style from
2. Format the paragraph and the fonts the way you want them to appear

3. Press Ctrl+Shift+S
4. Type the new name of your style
5. Press Enter

You now have a new style you can apply to any other paragraph in your document (see Tip 2 and Tip 3).
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Tip 6. Erasing Formatting and Starting from Scratch

There will be times when the paragraph formatting is really out of control
scratch without retyping.

Erasing the Paragraph Formatting

and you want to start from

1. Click in a the paragraph that contains the format you want to erase

2. Press Ctrl+Shift+N
This resets the paragraph formatting to the Normal style.

Erasing Direct Character Formatting

1. Select the text that you want to unformat
2. Press Ctrl+Shift+Spacebar

This resets the font to the font format in the paragraph's style

Resetting the Paragraph Formatting

1. Click in the paragraph that contains the format you want to erase
2. Press Ctrl+Shift+Q

This resets the paragraph formatting to the paragraph's style.
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Tip 7. Display Your Styles in the Margin

Wouldn't it be nice to view your document and see the styles applied to each paragraph in the left
margin? You can, by changing the "Style area width."

Change Your Page View to Normal

1. From the menu bar, select View
2. From the drop-down menu select Normal

Set the Style Width Area

1. From the menu bar, select Tools
2. From the drop-down menu select Options...
3. Select the View tab (see Figure 7)
4. Inthe Style area width text box type the width you want to display in the margin
5. Click the OK button
Options
SECUrity Spelling & Grammar Track, Changes
Izer Infarmation Compakibility File Locations
Wiew General Edit Prink Save

amart kags [ ] windows in Taskbar
Highlight Animated kexk [ 1 Field codes

[ ] Bookmarks Horizonkal scroll bar Field shading; .
Status bar yertical scroll bar é.ﬁ.lways v |
ScreenTips [ picture placeholders

Formatking marks
[ ]Tab characters Hidden text
[ ]spaces [] optional hyphens
[ ] Paragraph marks al
Print and “Web Layout options
Drawings
[ ] object anchars [ ] Background colors and images (Prink view only)
[] Text boundaries vertical ruler (PrinE wiew anly)

Ctline and Maormal options
[ ] wirap bo window
[ ] Draft Fant:

Skyle area width:

Ik ] [ Cancel

Figure 7 Options...View dialog box

You will now see the styles names in the left margin of each of your paragraphs.
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Tip 8. Make Your Life Easy - Understand the Document Font

Have you ever experienced frustration when text mysteriously changes to Times New Roman font size
10, when you want it to be Arial font size 12? Understanding document font will prevent this. The Normal
style is the document’s base font and provides the default font for all other styles.

Changing the Document Font

From the menu bar, select Format

Select Styles and Formatting...

This displays the Styles and Formatting Task Pane to the right of your document.
Scroll down to the Normal style in the list box

As you hover over the Normal style click the down arrow (see Figure 8)

In the drop-down list select Modify...

In the Modify dialog box format the font (see Figure 9)

Click the OK button

e

No ok w

—|.
# | : Styles and Formatting *

Formatting of selected text

1. List Number 2

Mew Skyle, .

Delete, .,

Ipdate ko Match Selection

Page Number a

[ -

Figure 8 Styles and Formatting
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X

Modify Style

Properties
Mame: |I"-J|:|rmal

| 11 Marmal

Skvle For Following paragraph:

v||12 v|

= | ¥

In the Rty diakes) box fomatthe tat e

Font: (Default) arial, 12 pt, English {U.5.], Left, Line spacing: Af least
13 pt, Space Before: 12 pt, Widow/Orphan control, Keep lines

together
[ ] automatically update

Ik

[ ] add ta template
[ ] [ Cancel

Figure 9 Modify Style dialog box
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Tip 9. Use Templates to Create New Documents

One very productive use of Microsoft Word Styles is to have practice specific templates with styles
already created for you. Templates save time and provide ready-made styles the firm or attorney wants
for each document type.

In other words, an Agreement template will have specific paragraph styles that meet the firm's or
attorney's Agreement look and feel. A Letter template would provide you with a Re Line style and an
Address style along with many other styles that are specific to a letter document.

Tip 10.  Creating a Table of Contents is a Piece of Cake

Microsoft Word Styles can be used to easily create a Table of Contents (TOC) using Word's built-in
Heading styles 1 through 9. You can use these heading styles as different levels in your document.
When you generate a TOC, Word uses the paragraphs formatted as heading styles for TOC items.

Creating a Table of Contents Using Heading Styles

Apply Heading 1 style to three short paragraphs in your document

Place your cursor (click) at the top of your document where you want the TOC.

On the menu bar, select Insert

In the drop-down list select Reference...Index and Tables (see Figure 10)

In the Index and Tables dialog box, select the Table of Contents tab

In the Show levels text box type the number levels (Heading 1-9) you want to include in your TOC
(see Figure 11)

Click the OK button

oukhwnE

~
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Figure 10 Inserting TOC
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Index and Tables

Index { : Table of Contents | | Table of Figures | Table of Autharities

Prink Prewview Web Preview

Blue 1 2 | |Blue ‘
Heading 1 1 | |Heading 1 |
Heading 1 no TOC 1 Heading 1 no

Subtitle 1 T

Title 1 v| | |Subtitle v

Show page numbers IUse hyperlinks instead of page numbers

Right align page numbers

Tab leader:
eneral

Farmaks: |Fr|:|m template | Show |evel .m

Show Cutlining Taolbar ] [ Cpkians, .. ] [ Madify. .. ]
[ O, ] [ Cancel ]

Figure 11 Index and Tables dialog box
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Summary
Microsoft Word Styles are powerful and can help you create better documents. Documents built using
styles are more stable and more easily edited than documents formatted without them. Styles also

provide a faster means to format documents with a consistent look and feel.

Microsoft Word Styles should be an integral part of a firm’s work product. It is also important to provide
templates and training to users to leverage the power of styles.

iHyperstyles Toolbar - Easily create and modify outline numbering and Styles

A quick way to jump start the proper use of styles is to use a state of the art numbering toolbar like
iHyperstyles for Microsoft Word. iHyperstyles makes changing or modifying a style as easy and as quick
as direct formatting:

Create numbering schemes and save them for use on all documents.

Apply heading styles quickly using shortcut keys or intuitive buttons.

Simplify creation and updating of Table of Contents

Modify and manage styles quickly and efficiently 10 times faster than MS Word’s built-in functions.

For more information visit our web page http://esqinc.com/section/products/1/icreate.html

An Esquire Innovations, Inc. White Paper


http://esqinc.com/section/products/1/icreate.html



