
SUSAN CHRISTENSEN: Now that I've introduced the concept of the benefits of using Styles vs. manually doing it I want to get into some more detail on how you would actually go about Styling your document so that it's better set up for Navigation.  We're going to take the same document that we were looking at before and do some basic formatting for it.  One of the things that we need to do first is do a little exploring on the different possibilities that Word has given us and the way that you can do that, as in all things with Word there is more than one way to accomplish this.  


We have the Quick Styles area here, and if I do this drop down you can see that it says Emphasis Heading One, now watch what happens as I go through any of these.  Wherever my cursor I will get a live preview.  I'm going to stick my cursor here and go through some of these.  Here's what Heading One looks like, the Heading For Normal, Subtitle or that was the Title, Subtitle.  You can see some things are not changing and some others are and that's the difference between a paragraph Style and a character Style.  If it's a paragraph it's how the entire paragraph is being formatted.  This is a Quote, you can see that it's in italics.  With this view you can see right away how this is going to change and to start setting up your documents.  I can chose a Style off of here if it's available.  Sometimes they are, they have the ones that I want and sometimes they don't.  I can chose a Style off of the Quick Style Gallery.  I can click on this little button to bring up my Styles Task pane and I can click in a paragraph and chose my Heading One there.  Another way that I can choose my heading is to click in here and use the Style area, the Style box actually in the Quick Access Tool Bar.  If I add, if I wanted to add to it, I would click on the Customized Quick Access Tool Bar, go down to More Commands and in the Popular Commands in alphabetical order you will find and option that's called Style, and I click on that and say Add and Okay.  Now you can see that it adds a box.  The nice thing about that is that I can have my cursor in any one of these paragraphs and at a quick glance I can tell if it's Styled.  I can also type in, if I wanted that to be List, I can come up here and type List and it will set a format that way.  If there is a Style that Word already has it will use that.  If it has, if you type something another word, let's say that I just call this Susan.  That is now a new Style called Susan even though there isn't such a thing. I would have to go in and define how I want it to look that way.  You do have that option there.  I do like that box area just because it gives me a quick view of what my Styles are, and I have the drop down and I can choose some of my Styles from there or saying More will bring up this box.  


There is one other options that is a good way to view Styles, and if I go up to the Office button and go to Word Options and I want to the Advanced Dialogue and about half way down you'll see the Display Subsection.  In there the second item or actually the third item is Style Area Pane in Draft and Outline Views, and if you change that to about half an inch, so put in .5 for a half inch and say Okay you're going to see anything here but if I go into my Draft View and you'll find that Draft View located at the bottom you can see that I now on the left have this area that gives me all of my Styling at a glance.  This is a really nice way to be able to see what my Styles are for more than one paragraph at a time.  The other way that I can format some of my Styles and like Heading One is to use a shortcut key, so Alt/Control/1 is a standard shortcut key for Heading One and that's another way that I can choose Heading One.  Now not all Styles have a shortcut key.  You can create your own shortcut keys and I will be showing you how to do that in a later session.


There are a number of ways that you can use your Styles or to apply your Styles to a paragraph Style.  There is one other kind of Style that we are dealing with and those are called Character Styles.  You see Relationships is in bold.  That's actually the equivalent of a Character Style.  When I go back to my Styles Task Pane you can see that I have a bold and italic.  Depending on the template that's being use it might be called Strong or Emphasis, Strong being the equivalent of bold and emphasis being the equivalent of italics.  I can click on a word and I can say that's italic or click on a word and call that bold.  For those that's not much different than clicking in a word and pressing Control B for bold or Control I for italics.  It accomplishes the same thing; but you can have a Style that might be multiple words and it might be something that would be specific to, you could say that it was Spanish, so that those words are Spanish or French, something like that.  We will be talking about foreign language in a later session and how a Character Style would serve your purpose for that.


In a nutshell those are your options on the ways that you can Style, start applying Styles and in the next session we will apply more Styles and getting into formatting the document.  

