3

Style Elements

The following template has defined several style elements for Microsoft Word. These are listed and defined in the table at the end of this section. I recommended you change the style elements as required rather than overriding the template formatting. Otherwise, you will find that Microsoft Word reapplies formatting when other changes are made. I also strongly recommend that you do not base any custom style elements on Normal. The default template in the application residing on each system defines normal style elements. If some other definition of Normal is in the default template, the changes will also be applied to all other style elements based on Normal in your document, resulting in unexpected format changes.

The landscape figure on page 3 uses a Text Box with the text direction set for vertical. The figure must be rotated in another image editing application and saved separately. There is apparently no method to rotate figures or images within Microsoft Word.

Figures

The following are figures with one- and two-line titles. You can copy these directly into your document. You should then save the style element definitions to your own document template. Note that the actual figure is placed in a style element defined as Figure Anchor.

[image: image1.wmf]
Figure 1.1. Two-Line Figure Title Flush Left with Left or Binding Margin and Second Line Indented to Align Under the “G” in Figure.

[image: image2.wmf]
Figure 1.2. One-Line Figure Title Centered
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Tables

The following are tables with one- and two-line titles. You can copy these directly into your document. You should then save the style element definitions to your own document template. Note that the actual table is placed in a style element defined as Table Anchor. You can copy and/or insert columns and rows as needed using Microsoft Word table functions.

Table 1.1. Two-Line Table Title Flush Left with Left or Binding Margin and Second Line Indented to Align Under the “B” in Table.

	Column 1
	Column 2
	Column 3
	Column 4
	Column 5
	Column 6

	Table Item
	Table Item
	Table Item
	0.0
	0.0
	0.0

	Table Item
	Table Item
	Table Item
	0.0
	0.0
	0.0

	Table Item
	Table Item
	Table Item
	0.0
	0.0
	0.0

	Table Item
	Table Item
	Table Item
	0.0
	0.0
	0.0

	Table Item
	Table Item
	Table Item
	0.0
	0.0
	0.0

	Table Item
	Table Item
	Table Item
	0.0
	0.0
	0.0

	Table Item
	Table Item
	Table Item
	0.0
	0.0
	0.0


A one-line table title with flush right columns (typically used for numerical data):

Table 1.2. One-Line Table Title with Flush Right Columns

	Column 1
	Column 2
	Column 3
	Column 4

	Table Item
	0.0
	0.0
	0.0

	Table Item
	0.0
	0.0
	0.0

	Table Item
	0.0
	0.0
	0.0

	Table Item
	0.0
	0.0
	0.0

	Table Item
	0.0
	0.0
	0.0

	Table Item
	0.0
	0.0
	0.0

	Table Item
	0.0
	0.0
	0.0


A one-line table title with centered columns:

Table 1.3. One-Line Table Title With Centered Columns

	Column 1
	Column 2
	Column 3
	Column 4

	Table Item
	Table Item
	Table Item
	Table Item

	Table Item
	Table Item
	Table Item
	Table Item

	Table Item
	Table Item
	Table Item
	Table Item

	Table Item
	Table Item
	Table Item
	Table Item

	Table Item
	Table Item
	Table Item
	Table Item

	Table Item
	Table Item
	Table Item
	Table Item

	Table Item
	Table Item
	Table Item
	Table Item


A one-line table title with sublevel columns:

Table 1.3. One-Line Table Title With Sublevel Columns

	
Column 1
	
Column 2
	Column 3

	
	
	Sublevel 1
	Sublevel 2

	Table Item
	Table Item
	0.0
	0.0

	Table Item
	Table Item
	0.0
	0.0

	Table Item
	Table Item
	0.0
	0.0

	Table Item
	Table Item
	0.0
	0.0

	Table Item
	Table Item
	0.0
	0.0

	Table Item
	Table Item
	0.0
	0.0

	Table Item
	Table Item
	0.0
	0.0


Table 1.1. Microsoft Word Style Elements Defined

	
Style Element
	
Font
	Point
Size
	
Orientation
	
Lines
	Indents
	Spacing

	
	
	
	
	
	Left
	Hanging
	Right
	Above
	Before

	Heading First Order
	TNR
	12
	Flush Left
	Single
	0.00
	0.00
	0.00
	12
	12

	Paragraph Text
	TNR
	12
	Flush Left
	Double
	0.50
	0.00
	0.00
	0
	0

	Numbered List
	TNR
	12
	Flush Left
	Double
	0.50
	0.25
	0.00
	0
	0

	Table Title 2 Line
	TNR
	12
	Flush Left
	Single
	0.20
	0.00
	0.00
	18
	6

	Table Title 1 Line
	TNR
	12
	Centered
	Single
	0.00
	0.00
	0.00
	18
	6

	Table Anchor
	TNR
	12
	Centered
	Single
	0.00
	0.00
	0.00
	0
	24

	Table Column Head
	Arial
	11
	Centered
	Single
	0.00
	0.00
	0.00
	6
	6

	Table Content Flush Left
	Arial
	11
	Flush Left
	Single
	0.00
	0.00
	0.00
	6
	6

	Table Content Centered
	Arial
	11
	Centered
	Single
	0.00
	0.00
	0.00
	6
	6

	Table Content Flush Right
	Arial
	11
	Flush Right
	Single
	0.00
	0.00
	0.10
	6
	6

	Figure Title 2 Line
	TNR
	12
	Flush Left
	Single
	0.00
	0.20
	0.00
	12
	24

	Figure Title 1 Line
	TNR
	12
	Centered
	Single
	0.00
	0.00
	0.00
	12
	24

	Figure Anchor
	TNR
	12
	Centered
	Single
	0.00
	0.00
	0.00
	12
	24

	
	
	
	
	
	
	
	
	
	


Figure 1.3. Landscape Figure and Centered Figure Title








