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1. Display the Style pane

¢ Click the Home tab
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¢ Click the ‘styles’ arrow beneath the Change Styles button
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¢ To sort the styles, click the Options

The Style Pane Options screen is displayed.

¢ Select Alphabetical from the second drop down list.
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¢ Select New documents based on this template

Style Pane Options

ﬁ

Select styles to show:

| Recommended

Select how listis sorted:

Alphabetical

Select formatting to show as styles:
["| Paraaraph level formatting
[ Font formatting
[ Bullet and numbering formatting

Select how built-in style names are shown
[7] show next heading when previous level is used
[ Hide built-in name when alternate name exists
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2. Heading Styles

Key heading styles to use when formatting text.

Style Name Description

Heading #

¢ Heading 1 title or chapter heading
¢ Heading 2 most frequently used heading

¢ Heading 3 sub-heading, or numbered paragraph

In some templates and documents, heading styles are defined
as numbered paragraphs to provide a multi-level numbered list
structure that will renumber predictably and reliably.

Heading #A

Heading styles defined to look like the main headings that will
not be displayed in the Table of Contents

Heading #Alt

If your Heading styles are numbered, the Alt Heading styles will
not be numbered, and vice versa
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3. Paragraph Styles

The base paragraph formatting style includes Body Text, List Bullet 1+,
List Text 1+, List Hang 1+.

When using the list paragraph styles, always start with the first
numbered style in the series (such as List Bullet 1) and then demote as
required.

Ignore the non-numbered style in the list. For example, do not use, List
Bullet), List Text, and List Hang as these styles will not work predictably
with the promote and demote buttons.
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4. Paragraph Styles (cont.)

Style Name Description

Body Text Plain paragraph text.
Body Text style usually has space above the paragraph and
below defined as well as space between the line lines of text in
the paragraph (line spacing).
Use this style instead of Normal style.

List Bullet 1 Bulleted list (ignore the un-numbered style List Bullet)

List Text 1 Indented text (ignore the un-numbered style List Text)

List Hang 1 Text that wraps like a bullet paragraph without the bullet

symbol — allowing you to add your own symbol or number.
(Ignore the un-numbered style List Hang).

Also useful for numbered paragraphs copied in using the
PasteUnformatted button

Normal (Base)

Use only when you require a plain paragraph at the end of a
section, or after a table. If Normal (Base ) doesn’t exist, use the
Normal style.
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Special Formatting Styles

Each of these styles series have the same style series as the paragraph
text style series: List Bullet 1+, List Text 1+, List Hang 1+.

List the paragraph styles, always start with the first numbered style in
the series (such as List Bullet 1) and then demote as required.

Ignore the non-numbered style in the list (such as, List Bullet).

Style Name prefix Description

Clause Legislation text.
Legislation Legislation heading styles
Question Proposal question text.
Table Text in tables.

Text Box Text in text boxes.
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5. Colors that match your Logo

Some styles are matched to your logo, or the main color theme of the
template, like Headings, Cover, and bullet symbols.

In addition there are styles that start with either “apps “ or your
company name, followed by a color, such as, apps Blue, or if your
company name is ABC Pty Ltd, “ABC Blue”.

Use these styles when you need to emphasise text in a paragraph
instead of using the Microsoft color palette.

4
x

Styles
apps Blue
apps Blue Bold

»

apps Brown

apps Brown Bold
apps Code Text
apps Code Text Bold
apps Dark Blue

apps Dark Blue Bold
apps Dark Grey
apps Dark Grey Bald
apps Green

apps Green Bold
apps Grey
apps Grey Bold
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6. How to fix formatting that looks wrong

support@appsforoffice.
www.appsforoffice.com

First, assume that the paragraph has been changed using the
formatting buttons on the Home tab.

Select the paragraph, and press Ctrl + Space on the keyboard.

If the paragraph changes have also been made to the line spacing,
also click “Clear All” at the top of the style pane.

Determine what kind of paragraph it is. For example, is it a heading,
a general paragraph, a bulleted list, legislation text.

Review the styles described earlier in this instruction sheet and
choose the matching style.

Another way, is to click in a paragraph that looks like how you want
this faulty paragraph to look, and scroll down the style list to see
which style is applied — it will have a blue box around it.

com

T Yol Tl
APPSFOROFFICE



O O)e @ USEFULSTYLES ™"

QUICK START LIST

Open a document or template
Useful Styles
Working with Pictures

Fix a Hidden Picture using a
Style

Fix a Hidden Picture by
Modifying a Style

Working with Snipped
Pictures

Managing Content

Templates and Macros
Useful Software
Working with Documents

© 2013 Create Space Pty Ltd.
All Rights Reserved

V1.0220413

7. Display the Style label on the Quick Access Toolbar

The style label field is a useful command that you can add to the Quick
Access Toolbar. It tells you which style is applied to the currently
selected paragraph.

¢ Select the Word Start button (next to the Home tab)

¢ Select Word Options

@ Send 3
EE’ Publish ¥ |
=t
i Close
| T w woms 1< o
| ord Options Exit Word

The Word Option screen is displayed.
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¢ Select Customize

R
Vv R

FeRya Customize the Quick Access Toolbar 2

Display
Choose commands from: (i

‘ Popular Commands |z|

Proofing

= T
4 Accept and Move to Next
e

Scroll down the command list, and select Style

Save
Show All

=
T
? Spelling & Grammar
4
5

Styles...

Track Changes
q Undo |b -

Show Quick Access Toolbar below the Ribbor

Keyboard shortcuts:

support@appsforoffice.com

www.appsforoffice.com

TT 1ol 1s1]
APPSFOROFFICE



O O)e @ USEFULSTYLES ™"

QUICK START LIST « Click the Add button
Open a document or template
Useful Styles . wxep reseng i o st
y [=—— Stgpnecemang
Working with Pictures S
. . . . Trust Center BE Stretch Justify
1. Fix a Hidden Picture using a reurees R
B structure
Style | Structures S|
SHiE I emove
Fix a Hidden Picture by e S Eanpe
tyle Enforcement Setti..

Modifying a Style
Working with Snipped

Pictures e The Style label will be added to the right panel which lists the

commands visible on the QAT, will now be listed on the right panel.

Managing Content
Customize Quick Access Toolbar: (i)

Templates and Macros [Forall documents (defauty | v
Useful Software

[=
Working with Documents g o I
edo
O Close all
Style i
“haazs] =
=
¢ Click OK
© 2013 Create Space Pty Ltd. support@appsforoffice.com P g 5
All Rights Reserved www.appsforoffice.com - — iﬁs.!:gﬁag?#c!

V1.0220413



O O)e @ USEFULSTYLES ™"

QUICK START LIST

Open a document or template
Useful Styles
Working with Pictures

Fix a Hidden Picture using a
Style

Fix a Hidden Picture by
Modifying a Style

Working with Snipped
Pictures

Managing Content

Templates and Macros
Useful Software
Working with Documents

© 2013 Create Space Pty Ltd.
All Rights Reserved

V1.0220413

¢ The Quick Access Toolbar is displayed with the new button.

Notice that the style label field is displaying the style name applied to
the selected paragraph.
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Styles used for different formatting requirements in
documents created from APPS FOR OFFICE templates

Fix a Hidden Picture using a Style

When pictures are added to a paragraph the paragraph formatting must
be set to “At Least” line spacing.

Many styles have paragraph formatting line spacing set to “Exactly”, and
if it is, the inline picture will be hidden, as shown below. You only see
the bottom of the picture.

* Many-styles-have-paragraphformatti
shown-below T

I 8 et T i

To display the entire picture:

¢ Select the picture and the paragraph
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Check your style list for a style called “Body Text: Picture”
If the style exists, apply to the selected paragraph.

* Many-styles-have-paragraphformatt
= Many-styles-have-paragraphformatti showen-below.

shown-below. 9
— [
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2. Fix a Hidden Picture by Modifying a Style

The style you need to use for an inline picture can vary depending on
what you are needing to do. Try and use the same style for all your
inline pictures so they have a consistent left hand margin.

You might want to use any of these styles:
¢ Normal or Normal (base)

Use this style if the picture requires the full page width.
¢ Body Text

The picture is in line with general paragraph text.

o List Text 1+

The picture is aligned with indented text, for example, under a bullet,
or numbered list.
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2.1

¢ Select the paragraph with the picture — make sure the paragraph

mark is selected.

¢ Locate the style you want to use in the style pane list.
If you are unsure, use the Body Text style.

¢ C(Click the drop down arrow to the right of the style name, and select
Modify ...

The Modify Style screen is displayed for the selected style.
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¢ Select Format > Paragraph ...
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¢ Change the Line spacing field to “At Least”

|| spacing
Before: Line spading: At
After: oot =] | (140t [5]

Don't add space between paragraphs of the same style

Preview

(oo ] (sevsoverwn | [oc ][ conce

Click OK

Inline pictures in paragraphs with the Body Text style will now
display in full.
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3.  Working with Snipped Pictures

If you work with documents that require you to add snipped graphics,
such as extracts of letters, these can make your document look unruly.

To minimise the inconsistencies these snipped graphics cause, follow
these rules:

Decide on a buffer to the left of the content of around 1 cm.

When snipping content with text start your snip selection 1 cm to the
left of the text.

Include the buffer when selecting your snipped content.

Click in an empty paragraph (no text), and apply the style you want,
refer Working with Pictures, 2 Fix a Hidden Picture by Modifying a
Style above.

It is recommended that you use the same style for all snipped
paragraphs.

Paste your graphic, using a normal paste, such as Ctrl + V

The 1cm white space buffer you selected with your snip, will cause
the graphic to look indented 1cm. This visually distinguishes the
snipped content from the authored content.
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Tips to use when amalgamating content from various
source documents into one target document
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Managing Content .
: When paragraphs with the same style throughout a document do not
1. Replace style applied

T appear to display the same formatting characteristics, inconsistencies
(Global Replace) can be corrected by reapplying the style to each paragraph.

Copying and Pasting A quick way to do this is to perform a global Style Replace, which finds
Manage Page Breaks all paragraphs with the style applied and reapplies it.

¢ Press Ctrl+H on the keyboard.
Templates and Macros
Useful Software

Working with Documents

The Find and Replace screen is displayed.

Replace | [ Redaceal | [ Fndiiext | [ Concel

e Click in the Find what field

¢ Click the More >> button
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¢ Select Style... from the format menu

Click the Format button

J | Mo Formatting

Eont...

Paragraph...

Tabs...
Language...

Frame...

Style...
Highlight

The Find Style screen is displayed.

Select the style you want to reapply throughout your document. For

example, Body Text.

Find what style:

T8 Body Text 2
18 Body Text 3 |
Y8 Body Text First Indent

T3 Body Text First Indent 2

T3 Body Text Indent >

Description
Font: (Default) Calibri, 9 pt, Font color:
Bladk, English (australia), Indent: Left:
4.5 cm, Left, Line spacing: Exactly 14 pt,
Space Before: 2pt, After: & pt,

[ ok ][ concel |
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e Click OK
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Find what:
Format: Style: Body Text

Replace with: ||

Format:

¢ C(Click in the Replace with field

¢ Click Format > Paragraph > Style, and select the same style that you
selected for the Find what field.

Find | Replace | GoTo.

Find what: |
Format: Style: Body Text

Replace with: |
Style: Body Text

Format:

I Bepiace | [ Replaceal | [ Endnext

Search Options

© 2013 Create Space Pty Ltd. support@appsforoffice.com
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There are two ways to proceed:

One at a time

Press Find Next, Word will select the next paragraph it finds with the
selected style applied, the select Replace, and revise the result.

If you do not have the expected result, you can correct it by pressing
Ctrl+Z to undo the last update.
All at once

Press Replace All, Word will find every paragraph with the selected
style and reapply the style to those paragraphs. Revise the result.

If you do not have the expected result, you can correct it by pressing
Ctrl+Z to undo all the updates.
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2. Copying and Pasting

2.1 Copying and pasting in one document

Select the content, and include the paragraph mark

Press Ctrl+C, to copy the content.

Click where you want to add the copied content

Press Enter a few times to create three empty paragraph marks

Select the empty paragraphs and press Ctrl+Space to remove any
manual formatting, and apply the Body Text style.

Click in the middle empty paragraph.

Press Ctrl+V to paste the content; unless the document has been
compromised, the original formatting will be retained.

Remove the empty paragraph marks above and below the newly
pasted content

support@appsforoffice.com
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2.2 Copying content from one another document to another:

¢ Select the content in the first (source) document, and include the
paragraph mark

¢ Press Ctrl+C, to copy the content.

¢ Find the location in the second (destination) document that you
want to paste the copied content into.

¢ Click where you want to add the copied content
¢ Press Enter a few times to create three empty paragraph marks

¢ Select the empty paragraphs and press Ctrl+Space to remove any
manual formatting, and apply the Body Text style, or the style that
needs to be applied to most of the paragraphs that you have copied.

¢ Click in the middle empty paragraph.

¢ Select Home (tab) > Paste (button) > Paste Special > and select
Unformatted text

¢ The copied content will be added to the selection point.

¢ Select individual paragraphs and apply the required styles as
required.
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QUICK START LIST

Open a document or template
Useful Styles

Working with Pictures
Managing Content ¢ To help you work more efficiently follow the steps described below.

2.3 Clean up lists, when using Paste Unformatted

¢ Pasting a list using paste unformatted will leave excess tab marks
that you need to clean up manually.

1. Replace style applied * Select the paragraphs you want to copy.
throughout document

(Global Replace)
Copying and Pasting
Manage Page Breaks

Templates and Macros

Useful Software
Working with Documents Press Ctrl + C to copy the selection.

e Click in the target document where you want to paste the copied
content.

Make sure your selected paragraph does not have text in it.

© 2013 Create Space Pty Ltd. support@appsforoffice.com
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Select the style you want applied to most of the paragraphs, such as
List Bullet 1

l._._"l

Click Home > Paste > Paste Special > Unformatted text

Click OK

The pasted list is now a mixture of automatic bullets applied by the
List bulet 1 style and hard coded text bullets and tabs converted
from the copied bulleted list.

Thingsto-collectfrom-the-store |
" ee¥  Applest
= % 5 Oranges,-andy

" e 3 Lemons. v
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¢ Clean up the hard coded bullet symbols and tabs by doing a ‘vertical

sel

[0}

[0}

support@appsforoffice.com
www.appsforoffice.com

ection’:
Click at the start of the first bullet

Things-to-collectfrom the-store: ]
"esp o Applest
= #++ 5 Oranges,andy

=ees 3 Lemons |

Hold down the Alt key, on your keyboard and left click and drag
down the list but only to include the symbols and tabs.

Thingsto-collectfrom-the-store
s Applest
— Oranges,-andy

b Lemons 1]

Press the Delete key.
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The selected symbols and tabs are deleted.
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3. Manage Page Breaks

MS Word will add automatic page breaks to your text in the location
where each page finishes.

To-change the-overalllook-of yourdocument,-choose-
new-Theme-elementson-the-Page-Layout-tab.-To-change-
the-look

ilable in-the-QuickStyle-gallery,-use the-
Change-CurrentQuickStyle-Set-command 4

Both-the Themes-gallery-and-the-Quick Styles-gallery-

provide-resetcommands-so-that-you-can-always-restore-

the-look-of your document-to-the-original-containedin-
yourcurrenttemplate.-Onthe-Inserttab,-the-galleries-
include items-that-are-designed to-coordinate with-the-
overalllook-of yourdocument.q

The placement of these automatic page breaks can be in the middle of a
paragraph, after a heading, and even in the middle of a table.

Many people try and control these page breaks by adding extra
paragraphs to their text to push the text onto the next page, but this
method is not recommended as you have to clean up the excessive
space when you add new content to your pages during revisions.

support@appsforoffice.com
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The recommended ways of managing page breaks is by using:

Open a document or template e ‘Hard’ page breaks, and section breaks at the end of chapters.

Useful Styles
Working with Pictures
Managing Content

1. Replace style applied
throughout document
(Global Replace)

Copying and Pasting
Manage Page Breaks

Templates and Macros
Useful Software

Working with Documents

e Keep With Next and other paragraph settings.

Using a mixture of Keep With Next and section breaks is the best
combination for longer documents.

3.1 Add Formal (Hard) page breaks
Create a formal (or Hard) page break :

e Click in an empty paragraph mark (a paragraph without text) where
you want the page break to occur and press Ctrl+Enter.

" sSelectindividual-paragraphs-and-applythe
required.

......................... Page Break e 1] e

In large documents formal page breaks need to be manually changed
when you add and remove text. Like empty paragraphs marks, this
can be very time consuming.

© 2013 Create Space Pty Ltd. support@appsforoffice.com
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3.2 Manage page breaks with Keep With Next

The best method of controlling how page breaks occur is to use Keep
With Next, and other paragraph settings.

When Keep with Next is applied to a paragraph, such as a Heading,
Word will always keep the paragraph with Keep With next applied on
the same page as the next paragraph.

To use Keep With Next:
¢ Identify two paragraphs that you want to keep on the same as page
as a third paragraph.

For example, you might select a paragraph that introduces a bulleted
list, and the first bulleted paragraph. Editing rules recommend that it
is not advisable to have a single bullet on it's own on a page.

" eslemons.q
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As a general guide, select a minimum of two small paragraphs, or a
maximum of three single line paragraphs (such as bulleted list
paragraphs) that you want to keep on the same page as an additional

paragraph.

The last paragraph is not selected.

Select Home (tab) > Line and Paragraph Spacing button > Line and

Spacing options ...

> |I T Marmal

=
10
115

1.5
20
25
30

Line Spacing Options...

Add Space Before Paragraph

=M i«

Remaove Space After Paragraph

|

The Paragraph screen is displayed.
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¢ Click the Line and Page Breaks tab
Open a document or template

Useful Styles
Working with Pictures e —— |
Managing Content i ) (‘Paragraph [EE5)
1. Replace style applied _— [ Indents and spacng | Line and bage treaks
. pswE : Pagination
throughout document - E e E"w -
(Global Replace) e 7] Keep with next
: : i — [7] Keep lines together
Copying and Pasting w2t ==l [eage breakbefore
a the s{ E = s
Manage Page Breaks . i
P : [7] Don't hyphenate
~ : Textbox options
Templates and Macros Tight weap:
o jone -
Useful Software
Working with Documents
Preview
[ zabs.. | [setaspefait | [ ok ][ cancel |

© 2013 Create Space Pty Ltd.
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¢ Click the square next to Keep With Next until it shows a tick, and
click OK.

The selected paragraphs will stay on the same page as the next
un-selected paragraph.

¢ Keep With Next, works well with Keep Lines Together and
Widow/Orphan Control.
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Open a document or template
Useful Styles Like Keep With Next, select the paragraph, and select one or more of
the other options.

3.3 Other paragraph options

Working with Pictures
Managing Content

1. Replace style applied ’Pamgmph
throughout document
(Global Replace) |m.—,ﬂm| Line and Page Breaks [
Copying and Pasting Peiginailion
Manage Page Breaks Widow/Orphan control
Keep with next
Templates and Macros f::::ﬁ::r

Useful Software

Working with Documents

¢ Widow/Orphan control
Stops the first or last line of each of the selected paragraphs from
being on one page and the rest of the paragraph on the next page.
¢ Keep Lines Together
Stops an automatic page break from occuring in the middle of a
paragraph.
* Page Break Before
Adds a page break before the selected paragraph.
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Useful Styles
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Templates and Macros 11 Save the template

Create a plain template from

an automated template This process will create a static (not-automated) version of an

Record a Macro to apply a automated template, that you can adjust to suit your needs.

Style ¢ Choose a template that is most like the template you want to adapt.

Useful Tips .
¢ Run the automated template as you would normally and click Cancel.

This creates a new document based on the template, it will be called

Useful Software Document # (where # is a number)

Working with Documents
¢ Select Word Start > Save As > Word Template

| By Eorews
e= Publisha copy of the document as a PDF or
file,

>
ot
op:
e all
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Navigate to the following folder
c:\Users\[username]\AppData\Roaming\Microsoft\Templates\

Replace [username] with your logged username. Once you navigate
to the Users folder, you will then see your personal username folder
in the list.

Refer Templates and Macros, 3 Useful Tips, 3.1 Show Hidden
Folders if you can’t see the AppData folder.

Create a new folder in the Templates folder for your personal
templates, or a type of template, such as Sales, or Letters.

Note — if using the template in conjunction with apps Efficiency, you
will need a company folder, and then the category folder, such as
..\Templates\[your company name]\Sales

Select the new folder

Type the new template name in the File name field.
For example, Plain Proposal template

Select Word template (*.dotx) from the Save as type list
“.dotx” (called the file extension) is added to the file name:
Plain Proposal template.dotx

support@appsforoffice.com
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Note, you can’t type the file extension, “.dotx”, at the end of the file
name. Word must add it via your Save as type selection. Word will
not recognise the template as a template file unless you select the
template file type “.dotx” or “.dotm”. “.dot” is the pre 2007
template type, and is not used for later versions.

¢ C(Click Save
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1.2  Adjust the pre-defined content

The template you have just created has everything the original template
had except for the code. It has styles and building blocks that may have
been saved with the template.

Your original template likely had content included which will not be
needed for your plain template version.

¢ The Cover details,if a report template, or addressee section, if a
letter, will have fields placed for new content to be added. Leave
these.

These fields are called MACROBUTTON fields, and they act as
placeholders for information. The author clicks on the field and the
field is deleted when the author starts typing.

Refer Templates and Macros, 3 Useful Tips, 3.3 Add a
MACROBUTTON field
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support@appsforoffice.
www.appsforoffice.com

Remove any content that was in the original template that is not
required for the new template, but leave at least one paragraph
mark with the required style applied.

For example, templates will usually require a place where the author
adds their content, and this paragraph will have the Body Text style
applied, and a MACROBUTTON field to show the author where to

type.

1.1 =

111 -

|‘ 4|‘

Save your changes.

com
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13

Use your template

There are two ways to start a template:

¢ |n Windows Explorer

o Navigate to the folder where the template is stored

o Double-click on the template file

o A new document will be created based on the template.

e InMS Word
o Select Word Start button > New
o Select My Templates

o Select the Template folder name, such as Sales

support@appsforoffice.com
www.appsforoffice.com

e

Preview

Preview not avalable.

Create New
® Document ) Template

o] [omal ]
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Click OK
A new document is created, based on the template.

Your document is separate from the template, called Document #,
and any changes you make in it, will not affect the template.

Select File > Save

Navigate to the folder location you would like to save your
document

Type your file name — it will have a .docx extension by default.

Click Save

support@appsforoffice.com
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Record a Macro to apply a Style

Macros are a useful way to record selections and actions so that you
don’t have to repeat all the steps each time. You can just run the
macro.

The apps FREE toolbar gives you quick access buttons to Headings,
Paragraph Text and the bullet styles (Heading 2, Body Text, and List
bullet 1), as well as buttons for Paste Unformatted and Keep With Next.

You likely have some other special styles for the your document that
you need on a regular basis, like Question style, for proposals, or Clause
styles for legal documents.

These instructions can be used to record other types of macros besides

applying a style.
support@appsforoffice.com o "
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2.1 Prepare for the Macro Recording

The Macro recorder will record everything you do between when you
click Start Recording and Stop Recording.

Before you start recording, make sure you have a paragraph ready to
select, and the style pane displayed.

In this example, | will document the steps to record how to apply the
Clause 2 style to your selected paragraph.

»

Clause

Clause 1
| Clause 2
‘ Clause 3
|

Clause 4

Clause 5

Clause 6

Clause 7

| Clause 8
[2h+Both the Th uick Sty ypravi ¥ Eﬁ Complies

igin inecny "plate-Onthe- Cover: Attachments
2 : g Cover: Confidential

LR R G e I I
m

21 1200 119 1B 117 0 16 1015 1 s 14
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2.2 Record the Macro

¢ Click on the Developer tab

If you cannot see the Developer tab, select Word Start > Word
Options > Popular > Show Developer tab in the Ribbon, click OK

¢ Click the Record Macro button

- - _ Dgcliment2 - Microsoft Wort

Home  Insert  Pagelayout  References  Mailings  Review  View I Developer
An Aa SIE0 &2 Design Mode ""_.5= E.Smema
: @ ‘ ¥ Transtormation
Structure

% Properties
B S G & Expansion Packs

I8 Group ~
Cantrals AL

111 —»  Legislationd
5172- thednsert:

The Record Macro screen is displayed
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QU'CK START LIST ¢ Add a name for your macro, without spaces. The name needs to be
Open a document or template obvious.
Useful Styles
Working with Pictures s =)
H Macro name:
Managing Content iz |
Templates and Macros Assign macro to
Create a plain template from ' Keyboard
an automated template e
Record a Macro to apply a A Df’“{“f"‘s(“““‘a'-d°““1 [=]
Style s
Useful Tips

Useful Software

Working with Documents

e Click OK

¢ The Record Macro button will change to a Stop Recording button —
indicating that everything mouse click and other movement you
make in the document is being recorded in the macro.
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QU'CK START LIST ¢ Click the Clause 2 style

Open a document or template

Useful Styles

Working with Pictures
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|| visuat macros B 3 | miroup-

Basic 3\ Macro Security
Code

- . ~ Document2 - Wi

Home Insert  Pagelayout  Refersnces  Mailings  Review  View

Developer | apps:efficieny  apps: efficieny @
S E

=5 3] Transformation
ructure Protect
& Expansion Packs | pocument -

Templates and Macros I

1. Create a plain template from

[RESITPRREER]

EENR Gy A T R VO VIR T T I )

111 = Legdation®

.- . et i

i Err— é
an automated template : ez =

& . Clause 4 A s
Record a Macro to apply a B L

Style
Useful Tips

¢ Click the Stop Recording button.
Useful Software

Working with Documents

apps: efficieny @)

Developer | apps: efficiency

e e = E D
| = Recording 5 Properties | W Transtormation -
Visual Macros. - =5 Structure _, i Protect | Document t Document
Basic 2 Macro security T 55 oo - & Bxpansion Packs | pocument~ | Template  Panel
Code. Controls XML Templ

RN T X S AN KT RXRE U O LA A LI IR Y 7| |

V1 g2t 3ot

111 = Legishationy
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Clause 3 T
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Clause 5 T
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1. Create a plain template from B e
an automated template . -
Record a Macro to apply a SR LT
Style
Useful Tips The Word Option screen is displayed.

¢ Select Customize
Useful Software

Working with Documents

Mo opions Opnun;
PoRBe . Customize the Quick Access Toolbar &
Gt o4 Choose commands from: (i
Froofibg | Popuiar Commanas [=]
Adianced <Separatar> B
¥ Accept and Move to Next
O Borders and shading...
— % Draw Table
£att Footer
Trust Center g Edit Header
@3 E-mail
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QU ICK START LIST ¢ Select Macros from the Choose commands from field
Open a document or template ¢ Locate the group of macros that start with “Normal.NewMacros”
Useful Styles ¢ Select your macro.

Working with Pictures
Managing Content
Templates and Macros EELEE
1. Create a plain template from Bk Customize the Quick Access Toolbar an
an automated template o aTCaMEaN LT Ion D
Proofini
Record a Macro to apply a e ’ [ Macros ] @
Style Advanced «<Separator>
S | (2 oot
,53;. MNormal.NewMacros Clausel

Add-Ins

(3. Normal.NewMacros Clause25tyle @
Trust Center

Resources

Useful Software
Working with Documents

¢ Click the Add>> button

The selected macro is added to the right panel.
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¢ C(Click the Modify... button at the base of the right hand panel
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e Choose a picture icon that will help you remember the purpose of
the macro.

¢ C(Click OK, to close the Modify button screen.

¢ Click OK, to close the Customize screen.

The macro is now visible on the QAT with the icon you chose.

¢ Select another paragraph that you want to apply the style to, and
click the button on the QAT.

if it doesn’t apply the style as if you had selected the style from your
style pane, record the macro again, or contact us for assistance.
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3. Useful Tips

3.1 Show Hidden Folders

If you can’t see system folders, like the AppData folder, when you try to
save a template to the Templates folder, change your settings in
Windows Explorer to make the system folders visible.

¢ Open Windows Explorer
¢ Select Organize >Folder and search options

P‘ Aal

@[ | « Local Disk (C) » Users » - [4]|

Organize v | [5/Open  Includeinlibrary v Share with =
& ar 4 Name
By Cop
S copy 1)} Public

O Paste & WI02007VM
Undo

Redo

Select all

O Layout
é Folder and search options

K Delete
Rename
Remave propeities

Properties

Close.

| —
3 W7O2007VM Date modified: 30/01/2012 9:57 PM
’I File folder

The Folder Options screen is displayed.
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You can applythe view fsuch as Detals or loons)that

@ Undei
i | ® Dotlec 45 you are using for this folder to all folders of this type.
Managing Content o™ Gt

4y [Clshowalfoider
b [ Atomaticaly o

Templates and Macros

. Filesand Folders .
‘Ahways show icons, never thumbnais |
Aways show menus

[¥] Display file icon on thumbnais

(7] Display file size information in older tios

[¥] Display path in the title bar (Classic theme orly}
- | Hddenfies and folders

© Dont show hiddenfiles, folders, or dives

1. Create a plain template from
an automated template

How do | change folder aotions

Record a Macro to apply a

(© Show hidden files, folders. and drives

V] Hide emply diives in the Computer folder
Style ket i L

o [¥] tide protected fil -
Useful Tips

Useful Software

Working with Documents

¢ Change only the following options:
o Click Show hidden files, folders or drives
o Click and deselect:
— Hide empty drives in the Computer folder
— Hide extensions for known file types
— Hide protected operating system files (Recommended)

¢ Click Apply, and then OK
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Advanced settings:

| Files and Folders

Always show icons, never thumbnails
Always show menus
/| Display file icon on thumbnails
Display file size information in folder tips
Display the full path in the title bar {Classic theme only)
| Hidden files and folders
() Dont show hidden files, folders, or drives
@ Show hidden files, folders, and drives
Hide empty drives in the Computer folder
Hide extensions for known file types
Hide protected operating system files (Recommended)

-

Hidden files and folders are now visible.

B
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89 Computer 2
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&, Local Disk (C) -
{4 Downloads 12013 456PM i
B Favorites 13/07/2012527PM  File folder
G Network =
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< I ] v
] 30 tems
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Useful Styles To make it easy to see what types of information to add in different

Working with Pictures places of your template, such as the addressee and address, document
Managing Content title, contact details and so on, you can add fields.

Templates and Macros To see the fields, adjust your Word optionsettings:
Create a plain template from

¢ Select the Word Start button (next to the Home tab)
an automated template

Record a Macro to apply a e Select Word Options
Style
ful Ti

Useful Tips @ o

Useful Software L pupisn > ¢
]
Working with Documents [ ] gose
. [ 3 word options | [ X Exit word |

The Word Option screen is displayed.
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¢ Select Advanced
Open a document or template )
¢ Scroll down to the Show document content section
Useful Styles
: : : . . . .
Working with Pictures Select Always from the drop down list next to Field shading
Managing Content
Templates and Macros Yoo e
1. Create a plain template from Display Show background colors and images in Print Layout view
. Show text wrapped within the document window
an automated template Procfing Show pictore placehalders
Save Show drawings and text boxes on screen
Record a Macro to apply a N (B s
Style Customize Show Snm;t?ggs 3
USEfU| Tlps il z:::;[:l:::;: instead of their values
Resources Field shading: JLUUC @
Use draft font in Draft and Qutline views
Nme; [Couter e <]
Useful Software s [0
. .
Working with Documents p— |
< [ ] »
[ caneer |
e Click OK
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3.3 Add a MACROBUTTON field

MACROBUTTON fields are used as placeholders in templates to show
the document authors where they need to add information into the
document, and what type of information they need to add.

MACROBUTTON fields are typically added to the Cover page of report
templates and the addressee section of letter templates, as well the
signature area, contact details and so on.

Reference:
Version:

Add the MACROBUTTON fields to the areas of your template with the
most complex “one-off” formatting requirements.
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Create a MACROBUTTON field:

Click where you would like to add the field.

Type Ctrl + F9 to add the field curly brackets { }

Note, these curly brackets are not the same as typing the curly
brackets.

Click in between the two brackets and type.

{ MACROBUTTON NoMacro [LabelName] }

LabelName is the short label that is displayed

For example, [Add Customer Name]

Select the field, and right-click

Select Toggle Field Codes, to convert the field to the field result
You can right click and select Toggle Field Codes to convert the field
back to the field code when you need to check it.

Right click on the field again and select Update Field

If the document contains paragraphs with one of the three specified
headings styles applied, those headings will be listed in the Table of
Contents.
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Edit a MACROBUTTON field:

Select the field, and right-click

Select Toggle Field Codes, to convert the field to the field result
You can right click and select Toggle Field Codes to convert the field
back to the field code when you need to check it.

Click in between the two square brackets and adjust the labelname
text.

{ MACROBUTTON NoMacro [LabelName] }
For example, { MACROBUTTON NoMacro [Add Customer Name] }

Right click on the field again and select Toggle Field Codes

Right click on the field again and select Update Field, the changed
label will be displayed.
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3.4 Add a Table of Contents

Table of Contents can be created using a TOC field in MS Word.

The TOC field creates a list from paragraphs with nominated styles
applied, such as Heading styles, and applies TOC styles.

Create a TOC field:

Type Ctrl + F9 to add the field curly brackets { }

Note, these curly brackets are not the same as typing the curly
brackets.

Click in between the two brackets and type.

{TOC\t " Heading 1,1, Heading 2,2, Heading 3,3" \h }

Select the field, and right-click

Select Toggle Field Codes, to convert the field to the field result
You can right click and select Toggle Field Codes to convert the field
back to the field code when you need to check it.

Right click on the field again and select Update Field

If the document contains paragraphs with one of the three specified
headings styles applied, those headings will be listed in the Table of
Contents.
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