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Introduction

This guide explains how to use Microsoft Word 2021 with a focus on working with styles.

Styles are predefined formatting settings for text, paragraphs, and tables (for example, Bold text or
Body Text paragraphs). Using styles helps keep documents consistent and professional.

Examples in this guide use NexTec templates. The same styles apply to CannaBusiness ERP and
FoodBusiness ERP templates, with colours adjusted to match each brand.

This guide is intended for consultants and sales teams and covers common tasks such as creating a
table of contents (TOC) and setting up landscape pages.

For questions, contact amurphy@nextecgroupinc.com.

Styles

Styles are a way of applying consistent attributes such as font, size, spacing, and so on to text.

You can apply a style to make one word bold, or you can apply a style to a paragraph to make a
heading.

Styles are also used to set up the table of contents, and the header and footers.

See Style descriptions for a list of the more common styles in this template.

Some of the advantages of using styles are as follows:

e Gives documents a consistent feel
e Makes it easier to change the look of the text
e Works with the table of contents, headers and footers.

e Allows for easier navigation in Word and PDF documents

Show the paragraph marks

The paragraph marks show you the end of a paragraph, and the spaces, which makes it easier to see
what text you are selecting.

1. From the Home tab, in the Styles section, select the Paragraph icon all

File Home Insert Draw Design Layout References Mailings Review View Develo
|f|r‘:| h Cut Munito Sans 11 AT A Aar By | = v =~ i = 32 2]
[[® Cop |
Paste ! 2 —_ — — | a=
B I U - v £ - === v=E- w bl e
w ﬁFormat Painter - X, X '&' — IEI = = = | 4= .Q. o
Clipboard = Font = Paragraph =
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Show the Styles pane
The Styles pane is used to apply styles to text.

1. From the Home tab, in the Styles section, click the arrow in the bottom-right corner (&) to open the
Styles pane.

File Home Insert Draw Design Layout References Mailings Review WView Developer Help

€
T

ﬁil & Calibri (Body)  ~11 ~ A™ A" Aa~ A
Pasteﬁ EIuVﬁbxzxz ﬂ“'ﬁvﬁv

-

— = | amoceoe AaBEk AaBb( -
- 8] Body Text  Heading1 THeading 2 |+

Clipboard Ta Faont ] Paragraph (] Styles

E

& 1 i

The Styles pane opens.

1
x

Styles

Clear All

Appendix

Body Text

Body Text Centered
Body Text Indent
Body Text Mo Spacing
Body Text Right Justified
Bold

Bold/talic

Caption

Code Character

Code Paragraph
Comment Reference
Copyright

Cross Reference
FollowedHyperlink
Footer

Footer Centered

P P I - e T = R B

Footnote Reference

If your Styles pane does not look like the above, see Customize the Styles pane.
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Apply styles

Ideally, you always apply styles using the Styles pane.

1. Show the Styles pane.

nex<gec

2. If you want to apply a style to a word, select the entire word, and then select a character style as

distinguished by the character icon .

For example, the Bold style is a character style.

\'if»?.’;fg. R NIR bk

Lorem-ipsum-Y|
Dolor:sit-amet,-.consectetuer-adipiscing-elit.-.Maecenas-porttitor-congue-massa.{|

Fusce-posuere,-magna-sed-pulvinar-ultricies,-purus-lectus-malesuada-libero,sit-amet-co
eros-quis-urna.-Nunc-viverra-imperdiet-enim. ]

Fusce-est| Vi

Pellentesque-habitént-morbi-tristique-senectus-et-netus-et-malesuada-fames-ac-turpis-e
pharetra-nonummy-pede. |

Mauris-et-orci.-Aenean-nec-lorem.§|
In-porttitor.-Donec-laoreet-nonummy-augue.y|

Suspendisse-dui-purus,-scelerisque-at,-vulputate-vitae,- pretium-mattis,-nunc.-Mauris-ege
venenatis-eleifend.y]

o o wiie &G ws

Styles

Clear All

Appendix

Body Text

Body Text Centered
Body Text Indent

Body Text No Spacing
Body Text Right Justified

|| Boig,

Bold¥alic

Caption

Code Character
Code Paragraph
Comment Reference

Convrinht

T IPOR PO P | P | ST Pl T R P

3. If you want to apply a style to a paragraph, place your cursor in the paragraph or select multiple

paragraphs, and then select a paragraph style with the paragraph T icon.

For example, to create a bulleted list, select the paragraphs, and then select List Bullet 2 in the

Styles pane.

O

Lorem-ipsum-{|

Dolor-sit-amet,-consectetuer-adipiscing-elit-Maecenas-porttitor.-congue-massa |

Fusce-posuere,-magna-sed-pulvinar-ultricies,-purus-lectus-malesuada-libero,-sit-amet-co
eros-quis-urna.-Nunc-viverra-imperdiet-enim.{|

Fusce-est.-Vivamus-a-tellus_ |

Pellentesque-habitant-morbi-tristique-senectus-et-netus-et-malesuada-fames-ac-turpis-€

pharetra-nonummy-pede.§|

vulputate-vitae,-pretium-mattis,-nunc.-Mauris-eget-neque-at-sem-venenatis-eleifend ]

use the mouse to select different sections of text.

Styles
nuex o
Incex 9
Index Heading
Italic
List
List 2
List3
List4_
List Bullet

4

| uist Byliet 2

|~

List Blllet 3

List Bullet 4_

List Bullet Hollow
List Bullet Hollow 2
List Bullet Hollow 3

e o ) APARN A ) gy A =R o

I Tip: To select text or paragraphs in different sections, you can hold down the <Ctrl> key and then
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Clear a style

You may want to clear a style if it was applied in error. Or, if a paragraph or character is acting in an
unexpected way when you try to apply a style, you can clear the styles to remove any formatting
applied in the background.

If applying the unwanted style was the last action you performed, simply press <Ctrl+z> to undo the
style.
Clear specific formatting

Clearing certain formatting allows you to clear a paragraph style, a text style, and any local formatting.
For example, you applied the Bold style to some text but no longer want the text to be bold.

1. Inthe Styles pane, select the Style Inspector icon Ao .

The Style Inspector window shows the style applied to the paragraph, any local formatting applied
to the paragraph, the style applied to the text, and any local formatting applied to the text.

The Plus fields show the local formatting. In the example, below, you can see that the paragraph
has been manually moved left, and the text has been made bold without using a style.

Style Inspector R
Paragraph formatting

Body Text

| Pus: Left: 0.257 |

Text level formatting

Default Paragraph Font

Plus: Bold

2. Select the paragraph or text with the style or formatting that you want to clear.

October 2021 6 of 45
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3. Select the Clear icon to clear the appropriate formatting.

For example, if you want to clear the Bold style, select the Clear icon for the field below Text
level formatting.

b 4

Style Inspector  ~
Paragraph formatting

1. List Number

Plus: <none=

Text level formatting

Strong,Bold

Plus: <none=

Important: Always select the Clear icon if the Plus fields are showing a value because that
clears the local formatting.

Clear all formatting

You may want to clear all of the formatting if a style isn't working like you expected (which is
something that often happens with numbered lists).

1. Select the entire paragraph or text.
2. From the Styles pane, select the Clear All style located at the top of the list.

Styles S

Appendix

Body Text

Body Text Centered
Body Text Indent

Body Text Mo Spacing
Body Text Right Justified
Bold

Bold/Italic

Caption

Code Character

2oy Ao R

Cnde Paranranh

3. Reapply the correct style.
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Create style shortcuts
Add a style to the Style Gallery

The Style Gallery allows you to quickly access commonly used styles. The gallery is located on the
Home tab.

AaBbCcl mﬂ. m AaBbCcl AaBbCcl * AaBbC 1. AaBb

Body Text | Heading1 Heading 2 T List TList2 T List Bullet T List Mu...

Styles My

1. Inthe Styles pane, right-click the style that you want to add to the Style Gallery.
2. Select Add to Style Gallery.

To remove a style from the gallery, right-click the style, and choose Remove from Style Gallery.

Create shortcut keys
You can create shortcut keys to help you quickly apply a style using the keyboard.

1. Inthe Styles pane, place your cursor over the style that you want to change, and select the drop-
down arrow.

I Note: Don’t click the style because that will automatically apply the style to the paragraph where
the cursor is located.

Select Modify.
3. Select Format and select Shortcut key.

Press the shortcut key combination, and select Assign.

I Tip: Create a shortcut key that is easy to remember (for example, <Alt+b> for the Bold style).

Correct local formatting

In order to keep the documents with a clean and cohesive look, it's a good idea to remove any local
formatting that has creeped in. Local formatting is when you changed the look of the text without using
a style.

1. Scroll through the Styles pane, and look for a style name that has “+<formatting>" such as Body
text + Bold.

October 2021 8 of 45
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The + <formatting> means that local formatting has been applied.

Styles R

Clear All

Appendix

Body Text

Body Text]+ Bold |

Body Textf- Left 025']
Body Text Centered
Body Text Indent

Body Text Mo Spacing
Body Text Right Justified

Bold
Bold/ltalic

T W I R I TR P

Caption
2. Select the drop-down arrow for the style that has local formatting, and choose Select All #
instances.
This selects all of the places with that style and local formatting.
3. Apply a new style.
In the Styles pane, select a new style.

For example, if the local formatting was + Bold, you would select the Bold style to apply the
predefined style.

The local formatting is cleared, and the style is applied.
-OR-
Clear the formatting.

4. Repeat for any other local formatting.

Modify styles

The styles that are delivered with the templates should cover most documentation requirements, but
you can modify or add a style.

Warning: Try not to modify or add styles unless absolutely necessary. The styles in the template are
what makes our documents look consistent.

October 2021 9 of 45
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Modify a style

1. Inthe Styles pane, place your cursor over the style that you want to change, and click the down
arrow.

Note: Don't click the style because that will automatically apply the style to the paragraph where
the cursor is located.

List
List 2
List 3
List Bullet

[ ListBullet 2

Ii{ﬂﬂﬂ

Select Modify.
3. Select Format and select the format that you want to change.
e Font: Changes the size and color of the text.

e Paragraph: Changes the indents, space above and below, and page breaks.

Mod if—_-r.- G t_'p"' =

Properties
Mame: |List MNumber |
Style type: |Paragraph
Style based on: | T3 Body Text

Style for following paragraph: | qr List Number

Formatting
Munito Sans | BE I U ||_

| =

il

*
+

- = = | *
= = = |

Paragraph...
Tabs...

Border...

Language...

Frame...

Mumbering...

Shortcut key... [ ] Automatically update
Text Effects ::l Mew documents based on this template

- | N oK | Cancel
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Add a style

The easiest way to add a new style is to format the text the way you want, and then create the new
style based on your formatted text.

1. Modify the text so that it appears the way you want.
2. Select the New Style icon in the Styles pane.

Styles O

List 4_
List Bullet
List Bullet 2
List Bullet 3
List Bullet 4_
List Bullet Hollow
List Bullet Hollow 2
List Bullet Hollow 3
List Bullet Hollow 4
List Bullet Square
List Bullet Square 2
List Bullet Sguare 3
List Bullet Square 4
List Letter
List Letter 2
List Letter 3

I List Mumber

[_| Show Preview

|| Disable Linked Styles

=A = A h A o A A A A

=l

October 2021 11 of 45
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3. Inthe Create New Style window, enter the name of the new style.

Create New Style from Formatting

Properties
Name: Red Bold| |
Style type: Paragraph
Style based on: | T3 Body Text
Style for following paragraph: |

Formatting
ontesone o] o] 8] 1 v | —

= = = +
- - = +

+
*

‘ = 3=

The information collected in this document is intended to help the technical services team
build a technical architecture for their projects based on Sage X3 prerequisites and
architecture official documents.

Font: Bold, Font color: Dark Red
Based on: Body Text

[] &dd to the Styles gallery [_] Automatically update
@ Cnly in this document O Mew documents based on this template

o[ amer

If applicable, update any other formatting by selecting the Format button.
5. Select OK.

Cover page
The cover page, for the branded templates, contains the information that is used to populate the header

and footer of the document, which means you only have to update the information in one place.

Each paragraph has its own style, which is then referenced by the header and footer. If you change a
style or delete a paragraph from the cover page, the header and footer will not work as designed.

The following are tips for updating the cover page information:

e Show the paragraph marks so that you can see what text you're selecting.
e If you don't need all of the lines text, delete the text but not the paragraph.
I Warning: If you delete the entire paragraph, the header or footer will show an error.

e Cover page styles start with “zz” and should not be used anywhere else in the document.

October 2021 12 of 45
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Headers and footers

The headers and footers are the information that shows in the top and bottom of the document.
e [f you are using a branded template with a cover page, then the header and footer is
automatically populated.

e [f you are using a branded template without a cover page, the header is populated with the text
from the Title style, and you need to manually update the footer with the document date.

Update the header and footer information

1. Double-click the header or footer to make it active.

2. If applicable, update the text, or delete a reference field.

Insert a field reference

If you want to add another field reference, for example, you want the Heading 1 text to appear, then
you need to insert a reference to the style.
1. Double-click the header or footer to make it active.
2. Place your cursor where you want the text to go.
I Tip: Don’t forget to add a space if needed.
3. From the Header & Footer tab, select Quick Parts.
I Note: The Quick Parts button can also be found on the Insert tab.

4. Select Field.
Document10 - Word p Search

raw Design Layout References Mailings Review View Developer Help IHeeder&Footer I

] E_E' :_\ * E * E‘.Previous Different First Page EHeaderfrom Top: |0
) - . : = @ (= Next Different Odd & Even Pages 1 Footer from Bottom
% Documenty| Quick (Pictures Online Goto )
Info~ lParts~ Pictures Footer él *| Show Document Text H Insert Alignment Tal
= AutoText 5 tion Options Paosition
o E [ T SRR R BT R
B] Document Property >

= Field... s

EF Building Blocks Organizer... || Footer Section 1- |

5]

5. Under Field names, select StyleRef.

October 2021 13 of 45
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6. Under Style name, select the style reference that you want to insert.

For example, if you select Heading 1, the text from the first Heading 1 on each page will be
displayed in your header.

Please choose a field Field properties Field options

Lategaories: Style name: I [ ] search from bottom of page to top
(401 Grid Table 1 Light - Accent 3 ”

X Grid Table 4 - Accent 1 []Insert paragraph number

Field names: Grid Table 5 Dark

sectionPages - Grid Table 5 Dark - Accent 1,NTG Tab L

Seq g Grid Table & Colorful - Accent 1 [ insert position of paragraph

Sat Header

i |:| Insert paragraph # in relative context

W Heading 2

Symbol :::g:ggi |:| Suppress all non-delimiter chars
TA Heading 5

TC Heading &,xxHeading & |:| Insert paragraph # in full context
Template Heading 7 xxHeading 7

Time Heading 3,xxHeading &

Title Heading 9xxHeading o i

TOA

TOC

UserAddress

Userlnitials

UserMame

XE b . .

Preserve formatting during updates
Description:

Insert the text from a like-styled paragraph

T

7. Select OK.

Lists

Lists are bulleted or numbered lists.

e Do not use the buttons on the Home tab to add bullets or numbers.

Home Insert Draw Design Layout References Mailings Review View Develc
A : A av 1= — —
) el [ & K hae (A DKW R E=
L
B I U ~ X X = P = = == (1=~
& Format Painter - ® X A — = = = 5=
lipboard ] Font [P Paragraph ]

Important: Do not use the <Tab> key to move a list over. Using the <Tab> key will automatically
update the List style and cause issues with your numbering.

October 2021 14 of 45
ne>q_e_9



Add a list

Microsoft Word 2021 User Guide

Select the text that you want to make a list.

ne>*{e_9

Select a List Bullet, List Letter or List Number style from the Styles pane. For example, List Bullet 2

or List Letter.

The number beside the List name indicates the indent level.

Tip: The following List styles have shortcut keys. List Bullet (Ctrl+Shift+L), List Bullet 2
(Ctrl+Shift+Alt+L), List Number (Ctrl+Shift+U) and List Number 3 (Ctrl+Shift+Alt+U)

Styles

Index Heading
Italic

List

List 2

List 3

List 4

List Bullet

List Bullet 2

List Bullet 3

List Bullet 4_

List Bullet Hollow
List Bullet Hollow 2
List Bullet Hollow 3
List Bullet Hollow 4
List Bullet Sguare
List Bullet Sguare 2
List Bullet Sguare 3
List Bullet Square 4
List Letter

List Letter 2

List Letter 3

List Mumber

List Mumber 2

List Mumber 3

List Roman Lower
List Roman Lower 2

List Roman Lower 3

List Roman Lower 4

October 2021
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3. To add an indented paragraph below a number or bullet, select a List style.

ne>*{e_9

The number corresponds with the numbered or bullet style. For example, if a list is using List Bullet

2, then select List 2 to add indented text below the bullet.

Change the number in a list

Styles

Index Heading
[talic

List
List 2
List 3
List 4_

List Bullet

List Bullet 2

List Bullet 3

List Bullet 4_

List Bullet Hallow
List Bullet Hollow 2
List Bullet Haollow 3

-

A =4 A A A A A A A

b 4

Word sometimes has a mind of its own when it comes to numbering but you can change a number if
needed.

1. Right-click the number in the list.

2. Select the appropriate option.

& Cut
ED Cop
F‘I:I Paste Options:

7 &

Adjust List Indents...

|— Restartat1

1j Continue Numbering

i et Numbering Value...

A Font...

=__11 Paragraph...

% Block Authors

,(D Search
Synenyms

§ Translate

Link

Mew Comment

October 2021
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e Restart at 1: Changes the number to 1.
e Continue Numbering: Changes to the next number in the list.

e Set Numbering Value: Changes to the number that you define.

Tables

The branded templates have several tables with the branded colors.

Insert a default table
Inserting a default table will add the default table but the styles will need to be updated.
1. Place your cursor where you want the table.
2. From the Insert tab, select Table.
3. Choose the number of columns and rows you want.
The default table is added.
4. Position your cursor in the table.
The Table Design tab is activated.
On the Table Design tab, clear the First column check box.
Select all of the rows in the header row, and choose the Table Heading style from the Styles pane.

7. Select all of the rows in the body rows, and choose the Table Body style.

Insert a quick table
Quick tables are commonly used tables that already have the table styles applied.

1. Place your cursor where you want the table.
2. From the Insert tab, select Table.

October 2021 17 of 45
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3. Choose from one of the branded tables.
Home Insert Draw Design Layout References Mailings Review Wiew Developer
ﬁ @ I__C') tg @ = |:|:|:| _;_ @\ B GetAdd-ins WX
J:;‘I: :raegai Ta‘ljle | Pictvurs Shavps lcons Moigsv SmartArt Chart Screevnshot RFe”L.;e ngyAdd-ins . Wikip
ages Insert Table .IIIustrations Reuse Files Add-ins
ation | 000000000 —
I O
scoment LIICIIOIOILILIL]
o |
S I | | | | | | [
- I
I O L
| interactive outli DDDDDDDDDD
E}_l’ Draw Table _NTG -
ited, gotothe H
adings in your de =B NTG Banded Columns

ﬁ Excel Spreadsheet

.

NTG Banded Rows

Change the table style

You can change how an entire table looks by changing its style.

1. Place your cursor in the table.
2. Onthe Table Design tab, select the table style that you want to apply.

Tip: Select the More arrow to see more table styles.

Table Design Layout
----- =EEH BEEEE EEEEE BEEEE EEEEE IS g
TIIII EEEEE EEEEE ZzzzZ Zz=z=Z=Z) 2D ZzI [0l phading
October 2021 18 of 45
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Several custom tables are delivered with the templates. Hover over the table to see its name.

Design Layout References Mailings Review
—Custom

(— o — I — [

(— I — [ — ()

BH-BE-B | -----

B5-E-B | -----

B-E-B | -----

Plain Tables

Grid Tables

5 g o o
5 s R e e e 1 e e R e g [=I=I=I=I=]
EEEEE  [====1= S R S [=I=I=]=[=]
1 e ) ) ey P e e
Ep—— e e O e
B-E-E =-=-= -——--- =-=-= =—-=--
E-E-E D-=-= -————= =-m-= =-=-=
E-E-E H-=-= -———--- =-=-= =-=-=
BEoE-E SH-=-= —---- =E-E-= =-=-=

View Developer

Help

Table Design

Layout

3. Use the Table Style Options section to change the look of the table.
For example, Header Row will add a header. Banded Columns adds columns with different

alternating colours.

~| Header Row First Column

Total Row Last Column

Banded Rows '~ Banded Columns

Table Style Options

4. Apply the Table Body and Table Heading styles as required.

X

1

Styles

List Roman Lower 2
List Roman Lower 3
List Roman Lower 4
Mormal

Mote

Mote Indent

Page Mumber

Red

Table Body

Table Body Bold
Table Body Bold Right
Table Body Italic
Table Body Right
Table Heading

Table Heading Centered
Tip

T EEEEEEEF T EEEEE T

October 2021
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Table tips

Repeat header at to the top of each page

If you have a long table that is on more than one page, it is a good idea to have the table header repeat
at the top of the page.

1. Right-click in the header row of your table.

2. Select Table Properties.

3. On the Table Properties window, on the Row tab, select the Repeat as header row at the top of
each page check box.

Table Properties

Table Row Caolumn Cell Alt Text

Raows
Size

Dgpecifyheight: o | Row heightis: |At least e

Options
Allow row to break across pages

[/J:Repeat a5 header row at the top of each page!|

& Previous Row ¥ Next Row %

4. Select OK.

Correct table size

Sometimes when you add a column to a table, the table goes off of the page.

|
o T T T

3 iri iri iri

1. Right-click the table.
2. Select Table Properties.
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3. On the Table Properties window, on the Table tab, clear the Preferred width check box.

Table Properties

Table Row Column Cell Alt Text

10.31° |%| Measure in: |Inches

Indent from left:

o B

=]
= E
=1

ing

Eorders and Shading... | | Options... |
[ ok ]| canca |
4. Select OK.

The table is resized to fit on the page.

Table of contents

Insert a table of contents
If your document does not have a table of contents (TOC), you can add one.

1. Place your cursor in the very first paragraph of your document.

2. On the References tab, select Table of Contents.

October 2021 21 of 45
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3. Select one of the Automatic Tables.

ne>/T\e9

File Home Insert Draw Design Layout References Mailings
! [ Insert Endnate /@ @ b
: i
ahy, Mext Footnote ~
> e note Search Researcher Insert
Footnote Show Motes Citation ~
esearch Citatic
Automatic Table 1 -
Hesafineg 1 1
Heading 7
Heading 3 =sults
=
Automatic Table 2

Hexaeingy 1

Heading 7
Heacling 3

Table of Contents
1

Update the table of contents

You should update the table of contents (TOC) once you are finished with your document. This will add

the headings and update the page numbers.

1. Right-click the TOC, and select Update field.
2. If prompted, select Update entire table.
3. Select OK.

Change the listed headings

If you want to change the headings that are listed in the TOC, you need to update the options.

1. Right-click the TOC, and select Edit field.
2. Inthe Field window, select TOC.

October 2021
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3. Select the Table of Contents button.

Field

Please choose a field

Categories:

[All]

Field names:

Field properties

Click the button below to set advanced field options

| Table of Contents..,

SaveDate
Section
SectionPages
Seq

Set

Skiplf
StyleRef
Subject
Symbal

TA

TC
Template
Time

Title

TOA
UserAddress
Userlnitials

Description:

Create a table of contents

Field Codes

4. Select the Options button.

Table of Contents

Index

Print Preview

Table of Contents

Appendix................... 1 -
Heading 1. ... 1
Heading Number 1 ____________ 1
Heading Section 1 ... 1l |«

Show page numb

Right align page numbers

Ers

Tab leader: | .......

General

Table of Figures

Farmats:

|Frc|m template

Show levels: 3

October 2021

-

Preserve formatting during updates

ok | | Cancel |
7 4

Table of Authorities
Web Preview

. L]
Appendix
Heading 1
Heading Mumber 1
Heading Section 1 v

Use hyperlinks instead of page numbers

I Dptions... I
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5. Under TOC level, find the Heading styles that you want to add or remove from the TOC.

To add a level to the TOC, type a number from 1 to 9 to indicate the level that you want the heading
style to represent.

To remove a level from the TOC, clear the TOC level field.

Table of Contents Options

Euild table of contents from:
[v] Styles
Available styles:

Header

Heading 1
Heading 2
Heading 3
Heading 4

Heading 5

[+] outline levels
[ ] Table entry fields

6. Click OK.

TOC level
I
I

Landscape layout

Documents can be created in a Portrait or Landscape layout.

Crientation

N

[

Partrait Landscape

October 2021
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Create a full landscape document

If you want to have your entire document in the landscape layout, you simply have to adjust the

orientation.

1. From the Layout tab, select Orientation > Landscape.

Document1? - Word

AutoSave (@ off) D DE "B~ LY

File Home Insert Draw Design Layout References

@ I-_ﬁ} [E ? Breaks ~ Indent

Line Mumbers ~ 3= Left 0"
Margins|Orientation] Size Columns a -
- ~ = = bc Hyphenation ~ = Right: 0"

p ]
D Portrait L

Navi v X

U Landscape
Search I 2~
T

Change some pages to landscape

Spacing

-
- ¥ = After:

Paragraph

Mailings

Review

I = Before: & pt

6 pt

@ » € 32

View

E

ne)»*{e_g

If you want to change some pages in your document to the landscape layout, you have to complete

some extra steps.

1. Show the paragraph marks.

2. Add the text that you want to be landscape.
3. Select the text that you want to be landscape.
4

On the Layout tab, in the Page Setup section, select the small corner arrow.

File Home Insert Draw Design Layout

0 B [ E S T

) ) ) ) Line Mumbers ~ += Left
Margins Orientation Size Columns
= = = = bc Hyphenation » =« Rigt

Page Setup =

October 2021
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5. On the Page Setup window, select the following values:

Orientation Landscape

Apply to Selected text

Page Setup

Margins Paper Layout

Margins
Top: 0T = Bottom: 07 =
Left: 0.8" = Right: 0.8" =
Gutter: o = Gutter position: Left ~
Crientation
Portrait Landscape
Pages
Multiple pages: Mormal e
Preview
LTl R I Selected fext b
Set As Default Cancel

6. Select OK.
The selected text is changed to the landscape layout.

Section breaks have been added to the document. Section breaks change the headers and footers,
and you need to complete some steps to ensure the headers and footers are working correctly.

7. Double-click the header section in the landscape section.

You can see that it says First Page Header — Section 2. This means that the header in the first page
of the section is different than the rest of the pages.

1
I First Page Header -5ection 2- |I -------------------------------------------------------------------------------------------------------------------------------- _m
October 2021 26 of 45
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8. With the cursor in the header section of the landscape page, on the Header & Footer tab, clear the
Different First Page check box.

Mailings Review Wiew Developer Help Header & Footer
E [Z! Previous Different First Page L Header from Top: | 0.3" -
E‘, Mext Different Odd & Even Pages E Footer from Bottorn: |0.3" -
Go to ) Close Header
Footer g Link to Previous ¥ Show Document Text ﬂ Insert Alignment Tab AR E e
Mavigation Options Position Close

The header is populated with the information from the other pages in Section 2.

Product-Document-Typef néyT
Software-version] \g...(-:/
L N

9. On the Header & Footer tab, ensure that Link to Previous is selected.

This links the header to the header in the previous section.

Mailings Review View Developer Help Header & Footer
E |f|_ Previous Different First Page E Header from Top: 0.3" - ><
= o
E‘, Mext Different Odd & Even Pages E Footer from Bottom: |0.3" -
Go tg _ Close Header
Foote} |{|§| Link to Previous | Show Document Text L] Insert Alignment Tab and Footer
Mavigation Options Position Close

You can tell if a header is linked to the previous header because the header will show Same as

Previous.
Product-Document-Typef éyT
Software-version] n \g...(-:/
| ]
10. If the page number is not correct, place your cursor in the footer section of the landscape page.
LFostersedion2 |
Month-Year-|-Doc-version Bl - -81]
Proprietary-and-Confidentialff
1 nexgec
October 2021 27 of 45
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11. Right-click the incorrect number, and select Format Page Numbers.

Munite Sans ~ 10 A AT Jﬂ}yv ﬂ;:l

B I U &+« A.:i=+i= Siles
_' ﬂ_xm
Proprietary-and-Confidential§ A t
nexyec, (@ Cop

|_ﬂ"EI Paste Options:
A=

Update Field

e

_________________________________________________________________ Edit Field...

Same as Previous

Toggle Field Codes

% Ecrmat Page Mumbers...

A Eont...

12. On the Page Number Format window, select Continue from previous section, and select OK.

Page Number Format

Mumber format: |1, 2, 3, ...

|:| Include chapter number

Chapter starts with style: |Heading 1
Use separator: - [hyphen)

Examples: 1-1, 1-A

Page numbering

@Egnntinue from previous sectinnj

[ ok | | Cancel

13. Place your cursor in the portrait header that follows the landscape pages.

You can see that it says First Page Header — Section 3 just like it did with the landscape page. This
means that the header in the first page of the portrait section is different than the rest of the pages.
You need to adjust the portrait header and footer to match the rest of the document.

[Footer Sectionz-]
Month-Year-|-Doc-version - - 3-of-69
Proprietary-and-Confidentialff
1 nexyec,
1
I e [
I [ First Page Header section 3- | |
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14. For the portrait page, repeat steps 8-12.

Important: If you add information to the landscape section, make sure that you add text in
between the section breaks, which are visible when the paragraph marks are displayed.

a'niSI'egd'sapier Section Break (Next Page) I

Month-Year-|-Doc-version v v 2-of-69]
Proprietary-and-Conifidentialf

g

Product-Document-Type|
Software-versionf]

;

"Stylesq|

In-porttitor.-Donec-lacreet-nonummy-augue.-Suspendisse-dui-purus,-scelerisque-at,-vulputate-vitae,-pretium-mattis,-nunc.-Mauris-eget:
neque-at-sem-venenatis-eleifend.- Ut-nonummy -Fusce-aliquet-pede-non-pede.-Suspendisse-dapibus-lorem-pellentesque-magna.-Integer:
nulla.-Donec-blandit-feugiat-ligula -Donec-hendrerit,-felis-et-imperdiet-euismod,-purus-ipsum-pretium-metus,-in-lacinia-nulla-nisl-eget-sapien |

Donec-ut-est-in-lectus-consequat-consequat.-Etiam-eget-dui.-Aliguam-erat-volutpat -Sed-at-lorem-in-nunc-porta-tristique.-Proin-nec-augue -
Quisque-aliqguam-tempor-magna.-Pellentesque-habitant-morbi-tristique-senectus-et-netus-et-malesuada-fames-ac-turpis-egestas.-Nunc-ac-
magna.-Maecenas-odio-dolor, -vulputate-vel -auctor-ac-accumsan-id, felis -Pellentesque-cursus-sagittis-felis

|".! Section Break (Next Page). I

New page

Sometimes you need to start a new page. It is important to know the difference between Page breaks
and Section breaks.

In most cases, you will insert a page break to create a new page.

e Page break: Creates a new page but all of the pages are still connected within the document.

e Section break: Breaks the document into sections so that you can change the layout or
formatting (for example, landscape layout or multiple columns). A section break separates the
headers and footers from the other pages of the document unless you choose to make the
headers and footers the same as the previous section.

Section breaks do not necessarily start a new page.

Insert a new page

1. Show the paragraph marks.

This allows you to see where the page break was inserted.
Place your cursor where you want the new page.
3. Onthe Insert tab, select Page Break.

October 2021 29 of 45
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File Home Insert Craw [
L .
Cover Blank | Page Table Pictures
Page~ Page |Break = =
Pages Tables

Tip: Sometimes a page break will inherit a Heading style, which could cause a blank entry in your
table of contents. If that happens, select the entire paragraph with the page break, and apply the
Body Text style.

Insert a section break
Section breaks require an understanding of Word, and are not recommended for most users.

1. Show the paragraph marks.

This allows you to see where the section break was inserted.
Place your cursor where you want the new break.

On the Layout tab, select Breaks.

Select one of the following options:

o Next Page: Inserts a section break, and starts a new page. This would be used if you wanted
to change the orientation of a page.

e Continuous: Inserts a section break on the page. This could be used if you wanted to have a
paragraph with multiple columns in the middle of a page.

File Home Insert Draw Design Layout References Mailings
@ ITPE IE | Indent Spacing
Margins Orientation Size  Columns Page Breaks
V V . . Page
Page Setup Mark the point at which ene page ends
and the next page begins.
Navigation v
g Column 1
Indicate that the text following the celumn l
|Search document x

break will begin in the next column, |

Headings Pages Results Text Wrapping 1
Separate text around objects on web

pages, such as caption text from body text. |

=

Cover page
Document history Section Breaks
4 Styles — Next Page
— Insert a section break and start the new
s - section on the next page.
Table Continuous
4 1 Heading Mumber 1 Insert a section break and start the new
4 1,1 Heading 2 section on the same page, "
1.1.1 Heading 3 p— Even Page
4 1.1.1.1 Heading 4 = Insert a section break and start the new
1.1.1.1.1 Heading 5 section on the next even-numbered page.
P .
1.2 Heading Mumber 2 = 0dd Page
F1.2.1 Heading Number 3 T3= Insert a section break and start the new
4 Heading 1 section on the next odd-numbered page.
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5. Insert a second section break below the first one.
6. In between the two section breaks, make your layout changes.

Note: If you added a Next Page section break, you need to adjust the headers and footers
accordingly. See Change some pages to landscape for the steps.

Tips

Navigation view

If you used Heading styles, you can use the Navigation pane to quickly move to places in your
document.

You can also reorganize sections by dragging a heading to a new spot. All of the information below the
heading will move with the heading.

1. On the View tab, select the Navigation Pane check box.

File Home Insert Draw Design Layout References Kailings Review View Developer
IE_FH [=] Outline IEI | Ruler C)\ [Z] One Page
) & =] Draft T <|J:I = Gridlines 100 EEl Multiple Pages
Read | Print | Web Focus Immersive | |Vertical| Side — Zoom 100% - ]
Mode |Layout|Layout Reader to Side || ' Mavigation Pane - Page Width
Views Immersive Page Movement Show Zoom

The Navigation pane is displayed. Select a heading to jump to that section.

L -|---O- L BRI SR
Navigation vy X E]Fhe-Navigation-
. 1

2.=To-move-a-headi

‘Search document o -~

Headings Pages Results u;

. ~ BB Headings-in
Add a style .

When-you-use- Heac
Fix styles that are not warking : document-as-a-PDF.

Cover page - 1.=+Select-File>Save
4 Headers and footers

Reimport the template

Update the header and footer information
Insert a field reference
4 |ists

B
2. To move a heading and its information, in the Navigation pane, drag and drop the heading to its
new location.
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Headings in a PDF

When you use Heading styles in your document, the headings can become bookmarks if you save your
document as a PDF.

1. Select File>Save a Copy or Save As.
2. Select PDF as the file type.

3. Depending on your view, select More options or Options.

Save As

T = OneDrive -
@ Recent
I} Word User GUide
MexTec Group PDF (*.jpdf)

IMﬂ-re options... I

OneDrive - NexTec Group
amurphy@MNEXTECGROUP.COM

D Mew Folder

W Save As
- v P « Doc... » Documents-One.. » w W} 2 Search Documents-COneDrive
Organize - Mew folder B - o
) Marne S5t ™
v g3k Quick access
i CTLS Reporting =
Documents-Onelrive -
Cultivation Module P
Docurments-Local - EFT e
* Downloads b4 Expenses @
Gifs Flare @ .
Old L4 >
File name; | Product.pdf -
Save as type: | PDF (%.pdf]) ~
Authors:  Alison Murphy Tags Add atag
Optimize for: (@) Star_u:lard (put_llighing Options...
online and printing)
() Minimiam size [] Open file after publishing
(publishing online)
~ Hide Folders Tools - Cancel

October 2021
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4. Select Create bookmarks using Headings.

Options

Page range

() Page(s)

Publish what

O Current page
() selection

From: |q =

@ Document
Document showing markup

Include non-printing information

Create bookmarks using:
@ Headings

PDF options

Select OK.

Word bookmarks
Document properties
Document structure tags for accessibility

[ ] PDF/& compliant

B |:| Cptimize for image guality
Eitmap text when fonts may not be embedded
|:| Encrypt the document with a password

Finish saving your file.

The headings are listed as bookmarks and can be used to navigate in the PDF.

Home Tools

w P B Q

Bookmarks
[

=- B

D Introduction

P

> [:] Templates

v E] Styles

A

A
A
> [
>[A
>R

October 2021

Show the paragraph
marks

Show the Styles pane
Apply styles
Clear a style
Create style shortcuts

Customize the Styles
nane

Word User Guide.pdf X

LI

Cancel

1739 A M

Word
User Guide

October 2021
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Practices to avoid

e Avoid using local formatting

Try not to use local formatting. Local formatting is when you change the text without applying a
style.

Avoid using the options in the Font and Paragraph groups, or the pop-up that appears when text is
selected.

File Home Insert Draw Design Layout References Mailings Review View Devel

[0

Paste ED

- < Format Painter

Clipboard ] Paragraph [

2

e Avoid using hard returns for spacing

Pressing <Enter> multiple times is not a good way to add space in a document. If a template is set
up correctly, the spacing between paragraphs should already be set.

If the spacing isn’t to your liking, then you should modify the style. See Modify a style.

To see if hard returns were used in the document, click the Show/Hide Paragraph ‘1, icon on the
Home tab. Hard returns are displayed with the paragraph mark 1.

Lorem-ipsum-dolor-sit-amet,-consectetuer- adipiscing-elit -Maecenas-porttitor-congue-massa.f

Fusce-posuere,-magna-sed-pulvinar-ultricies - purus-lectus-malesuada-libero -sit-amet-commodo-
magna-eros-quis-urna.-Nunc-viverra-imperdiet-enim.q|

1
1
1
1
1

Fusce-est.-Vivamus-a-tellus.q]

Pellentesque-habitant-morbi-tristique-senectus-et-netus-et-mal¢suada-fames-ac-turpis-egestas.-
Proin-pharetra-nonummy-pede.q|
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Appendix A Style descriptions

Paragraph styles

The table lists some of the commonly used paragraph styles.

Appendix Automatically adds the - - -

“Appendix”textand a letter.  Appendix A Style descriptions

Starts on a new page
Body Text Ctrl+Alt+b Main style used for normal Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

text. Maecenas porttitor congue massa.
Body Text Body text that is centered on Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
Centered the page. )

Maecenas porttitor congue massa.
Body Text Body text that is indented to Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
Indent the left. )
Maecenas porttitor congue massa.

Body Text No Body text that does not have Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
Spacing any spacing above or below Maecenas porttitor congue massa.

the text.
Body Text Body text that aligns to the Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
Right Justified right. i

Maecenas porttitor congue massa.
Carle Userd] 6 @arle Lorem ipsum dolor sit amet, consectetuer
paragraph adipiscing elit.
Maecenas porttitor congue massa.

Footer Used in the footer for the date Lorem ipsum dolor sit amet

October 2021

and page number. The style
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should not be used anywhere
but in the footer

Footer Used in the footer for the Lorem ipsum dolor sit amet
Centered “Proprietary and Confidential”
text.

The style should not be used
anywhere but in the footer.

Header Used in the header. Lorem ipsum dolor sit amet
The style should not be used

anywhere but in the header.

Heading 1 Ctrl+Alt+1 Top level heading in the
document. Heading 1
The color is based on the
branded template that you are
using.

The heading text will be pulled
into the table of contents.

Heading 2-5 Ctrl+Alt+2 Sub-level headings. i
Ctrl+Alt+3 The color is based on the HE'Eldll]g =
branded template that you are .
Ctrl+Alt+4 o P Y HEEdlng 3
Ctrl+Alt+5 9
Depending on the setup, the Heading 4
heading text will be pulled into
the table of contents. Heading 5
Heading Numbering heading that is the
Number 1 top-level heading in the .
oeument 1 Heading Number 1
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Heading
Number 2-5

Heading
Section 1

October 2021

Works with the other Heading
Number styles.

The color is based on the
branded template that you are
using.

The heading text and number
will be pulled into the table of
contents.

Numbered sub-level headings.

The number is based on the
previous headings.

The color is based on the
branded template that you are
using.

Depending on the setup, the
heading text and numbers will
be pulled into the table of
contents.

Numbering heading with
“Section” text that is the top-
level heading in the document.

Starts on a new page.

Works with the other Heading
Section styles.

The color is based on the
branded template that you are
using.

1.1 Heading 2
1.1.1 Heading 3
1.1.11 Heading 4

11111 Heading 5

1.2 Heading Number 2
1.2.1 Heading Number 3

Section 1 Heading Section 1
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Heading
Number 2-5

Important

Important
Indent

List

List 2
List 3
List 4

October 2021

The heading text and number
will be pulled into the table of
contents.

Numbered sub-level headings
that work with the Heading
Section 1 style. The number is
based on the previous
headings.

The color is based on the
branded template that you are
using.

Depending on the setup, the
heading text and numbers will
be pulled into the table of
contents.

Used to draw attention to
information that you want the
user to read.

You need to type “Important:”
and then apply the Bold style.
Same as the Important style

but is indented for use in lists.
You need to type “Important:”
and then apply the Bold style.

Text that is used under
bulleted and numbered lists.

1.1 Heading Section 2
1.1.1 Heading Section 3
1.1.1.1 Heading Section 4

11111 Heading Section 5

1.2 Heading Section 2
1.2.1 Heading Section 3

Important: Lorem ipsum dolor sit amet, consectetuer
adipiscing elit.

Maecenas porttitor congue massa.

Important: Lorem ipsum dolor sit amet, consectetuer
adipiscing elit.

Maecenas porttitor congue massa.

List
List 2
List 3
List 4
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List Bullet
List Bullet 2
List Bullet 3
List Bullet 4
List Bullet
Hollow

List Bullet
Hollow 2

List Bullet
Hollow 3

List Bullet
Hollow 4
List Bullet
Square

List Bullet
Square 2

List Bullet
Square 3

List Bullet
Square 4
List Letter
List Letter 2
List Letter 3

List Number
List Number 2
List Number 3

October 2021

Ctrl+Shift+L
Ctrl+Shift+Alt+L

Ctrl+Shift+U
Ctrl+Shift+Alt +U

Bulleted list with circles. This is
the main Bullet list to use.

Bulleted list with hollow
circles.

This list might be used as a
second level in a bulleted list.

Bulleted list with squares.

This list might be used as a
third level in a bulleted list.

List with small letters.

List with numbers.

List Bullet
e ListBullet2
e ListBullet3
e ListBullet4

List Bullet Hollow
o List Bullet Hollow 2
o List Bullet Hollow 3
o List Bullet Hollow 4

List Bullet Square
= List Bullet Square 2
= List Bullet Square 3
= List Bullet Square 4

List Letter
a. List Letter 2
a. List Letter 3

List Number
1. List Number 2
1. List Number 3
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List Roman
Lower

List Roman
Lower 2

List Roman
Lower 3

List Roman
Lower 4

Normal

Note

Note Indent

Table Body

Table Body
Bold

Table Body
Bold Right

October 2021

List with numbers.

Style delivered with Word.
Do NOT use.
Used to draw attention to

information that you want the
user to be aware of.

You need to type “Note:” and
then apply the Bold style.
Same as the Note style but is
indented for use in lists.

You need to type “Note:” and
then apply the Bold style.

Used for the main text in
tables.

i. List Roman Lower
i. List Roman Lower 2
i. List Roman Lower 3

i. List Roman Lower 4

Note: Lorem ipsum dolor sit amet, consectetuer adipiscing
elit.

Maecenas porttitor congue massa.

Note: Lorem ipsum dolor sit amet, consectetuer adipiscing
elit.

Maecenas porttitor congue massa.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

Maecenas porttitor congue massa

Used when paragraphs need to Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

be bold in a table.

Used when paragraphs in a
table need to be bold and
aligned to the right.

Maecenas porttitor congue massa

Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

Maecenas porttitor congue massa
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Table Body
Italic

Table Body
Right

Table Heading

Table Heading
Centered

Tip

Tip Indent

Title

TOC 1-9

October 2021

Used when paragraphs need to Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

be italicized in a table. Maecenas porttitor congue massa

Used when paragraphs in a Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
table need to be aligned to the

right.

Maecenas porttitor congue massa

Table Heading Table Heading

Table Heading

Used in the table heading, or
first column.

The text is white to stand out
in a darker row or column.

Used when you need to center
text in the table heading, or
first column.

Table Heading Centered Table Heading Centerec

Table Heading Centered
The text is white to stand out
in a darker row or column.

tip.
You need to type “Tip:” and
then apply the Bold style.

Used to give the user a hint or I Tip: Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

Maecenas porttitor congue massa.

Same as the Tip style but is Tip: Lorem ipsum dolor sit amet, consectetuer adipiscing
indented for use in lists. elit.

You need to type “Tip:” and Maecenas porttitor congue massa.

then apply the Bold style.

Used when you don’t have a
cover page and want to add a
title.

L orem

Starts on a new page

Used by the table of contents.
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Should not be used in the main
part of the document.

TOC Heading Heading for the table of
contents. Table of Contents

Should not be used in the main
part of the document.

Warning Used to warn the user about Warning: Lorem ipsum dolor sit amet, consectetuer
something that might cause adipiscing elit.
issues. Maecenas porttitor congue massa.

You need to type “Warning:”
and then apply the Bold style.

Warning Same as the Warning style but Warning: Lorem ipsum dolor sit amet, consectetuer
Indent is indented for use in lists. adipiscing elit.
You need to type “Warning:” Maecenas porttitor congue massa.

and then apply the Bold style.

zzDate Date the document was
created of updated.

zzProduct Name
zzDocument Type

Automatically populates the
footer.

Only used on the cover page.

zzSoftware version
zzDate

zzDocument Type of document you have
Type created.

Automatically populates the
header.

Only used on the cover page.
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zzProduct Name of the product that the

Name document is about. This
doesn’t necessarily have to be
a product. It can be whatever is
relevant to the document.

Automatically populates the
header.

Only used on the cover page.
zzSoftware Software version that the

version document is about, or any
other useful information.

Automatically populates the
header.

Only used on the cover page.

Character styles
Style name Shortcut Description Sample
key
Bold Alt+b Used to emphasize a word. This is the Bold style.
Used when for field and page
names.
Bold/Italic Used to emphasize a word when the  This is the Bold/Italic style.
Bold style isn’'t enough.
Code Used when showing code in the Lorem ipsum dolor sit amet, consectetuer
Character document adipiscing elit.
Hyperlink Used for links and cross references. Lorem ipsum dolor sit amet
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Note: Word automatically applies
the style to links but not cross

references.

Italic Alt+i Used to emphasize a word. This is the Italic style.

Used for information that needs to
be selected or entered into a field.

Red Alt+r Used to make text red. This is the Red style.

October 2021 44 of 45



Microsoft Word 2021 User Guide n@/'l\'e—g

Document History

October 2021 Created the document.
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