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You can use “styles” to set up your document and be consistent with the way things are presented.  Once you’ve defined them, the styles will show up in the box at the top of the window next to the font selection.

To define styles, select “format ( style” and select the style you want to change from the dialog that appears, or click on “new” to make a new style.

This takes some experimentation to get right, and can be frustrating until you’ve done it a few times, but it can make future documents really easy to do.

One of the easiest things to do is to define a “baseline” set of things in the “normal.dot” file that word uses when you first start the application.

Justification / Paragraphs

This is a matter of personal preference, but most major documents are justified on both sides of the page.  Look at any book from the library and you’ll see what I mean.  Almost all papers published in technical and other types of journals or magazines are also justified this way, especially if they are done in multiple columns on each page.

However, the accepted format for most Masters’ Thesis or Ph.D. Dissertations is NOT justified!  Go figure…

If you define your normal style to have some extra space before and/or after each paragraph, it can make the document easier to read, since the text doesn’t look “run together” vertically.  “format ( paragraph” brings up a dialog that lets you set this.  You can also define a macro linked to a set of hot keys that will let you do it on the fly.

All of your headings should have the “paragraph keep with next” turned on.  You don’t want to have the heading of the paragraph on the bottom of one page and the starting text on the top of the next page.  It’s better to have a bit of extra space at the bottom of the page so that the heading stays with the text that follows it.

Also, remember to do the same sort of thing with tables, so that the table headings show up at the top of the tables across page breaks.  And speaking of tables . . .

Tables

Lots of things look good in tables.  It is easy to do, and makes the document look professionally done.

The easiest way to make a table is to use the handy toolbar button.  Remember to allow an extra row for the column headers of the table.  I always do two extra rows, one for the column headers, and an extra for the table “caption”.  Here’s an example:

	Table 1: Example Table With Four Columns

	Column One
	Column Two
	Column Three
	Column Four

	Data
	Data
	Data
	Data

	Data
	Data
	Data
	Data

	Data
	Data
	Data
	Data


Another cool thing about tables is that the columns don’t all have to be symmetrical.  You can change things around at will, as long as you’re careful to plan things out ahead of time.  Here’s an example:

	Table 2: Example Of Asymmetrical Table

	Column one
	Column two
	Column three

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Tables can be mixed with figures to get a really manageable effect.  If you embed a figure (picture) in one row of a table, then the figure “caption” in the next row, you can move the whole thing around easily on the page, and you can make them stick together, too.  If you make the table grid lines invisible, it will look just like the picture and caption are just on the page normally without the table.  Like this:

	


	Figure 1: Example Of Using a Table To Format a Figure and Its Caption


Now, if you have something you want to go on a landscape page, don’t despair.  It can be done.  It’s tricky if you have page headers and/or footers defined, since you have to make sure that the headers and footers maintain continuity of page numbering and so forth.  But without them, it’s a piece o’ cake.  Just use the “insert ( break” menu selection, and check the “Next page” radio button under the “section break types” heading.  Then, click on the page following the break, and select the “File ( page setup” menu selection to set the orientation to landscape.  Then to go back to portrait on the next page, just do it again with “portrait” instead of “landscape”.  Like this:

OK, now this is the landscape page.  I’ll press “Enter” a few times to make some blank lines . . .

Then set the next page back to portrait.

. . . And now we’re back to normal.

An easy way to see what is going on is with the “show formatting” toolbar button, which looks like a backwards colored-in letter “P”.  Clicking this will show all the page format stuff, like returns, paragraphs, page breaks, and so on.

Another handy thing is the document map.  This is especially good for documents that have numbered sections, but is useful as an outline tool as well.  Here’s what it looks like.

(Demonstration)

Don’t forget the format painter!  The little paint brush on the tool bar will copy most (NOT ALL) formatting from one part of the document to another.  To use, highlight the part that you have fixed like you want it, click the paint brush, then scroll to the part you want to change and highlight it by dragging over.  When you let go, the second area will look like the first.  (NOTE: Doesn’t always work for tabs and indentations in numbering.)  Also, may make numbers continue the previous if you are trying to start the numbers from “1” again in lists.

Word is also really handy with macros.  You can define them very easily for simple repetitive tasks, like paragraph formatting and inserting symbols.  Usually the key combination of 
“ctl + alt + shift” and any other key will NOT be defined unless you have done it yourself.  For Apple, I’d guess it’s the “command” key?  This is accessible from the “Insert ( symbol” menu selection.
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