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Working with List Styles

A question was asked about how to create a style that would start with a numbered paragraph of
text, followed by an indented and unnumbered paragraph of text. It would look like the following:

1. This is the first item in my special list

And this is the next level in my list, notice it isn’t numbered

If a second paragraph was added they also wanted a blank line to appear between it and the first
paragraph. (Note: Inserting blank empty lines is not the proper method to achieve the spacing; the
format paragraph setting of Points Before and Points After should control it.)

To do this correctly you must create two special Paragraph styles and one List style. Here is the
process to follow:

1) Open the New Style dialog 21|
Properties
a) PCusers of Word 2007 or later, either use Name: [y Specal 2
ALT-Ctrl-Shift-S to open the Styles task pane stie type: [parsgroen =
and then press the Manage Styles button to isassdon |_Costio M
Style for following paragraph: I T My Spedal 2 A

open the Manage Styles dialog and then press .
New Styles to open the New Styles dialog, Bookantqua  vl[12 v|| B Z U |[ Auomate =]
OR... add the New Styles button to your Quick — _ —
Access Toolbar. While you're there, add the
Modify Styles button also.
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Sample Text Sample Text Sample Text Sample Text Sample Texct Sample Texct
b) Mac users with Office 2011 and earlier or PC T Tt e Tt oo Tt Semn b Tont Seme e Tt Semn Tt
users with Word 2003 or earlier... from your SempleTet Sample Tt Semple Tect
menu bar choose Format > Style and select

the N ew b utton. Font: (Default) Book Antiqua, 12 pt, Indent: ﬂ
Left: 0.57 Left
Line spacing: At least 14 pt, Space
Before: 6pt LI

2) First create the indented, non-numbered
[~ Add to Quick Stylelist [~ Automatically update

Pal‘agraph Sty1e- ~ Only in this document % New documents based on this template
_Famat - | o | _conel |

a) Give itaname, or for example “My Special 2”.

New Style Dialog (PC)
b) Irecommend that you base this new style on

“None” so you can apply exactly what you want and not let it get influenced by any other style
setting; of course you can choose to base it on most any other style you want.

c) For the following style choose itself, “My Special 2".

d) Use the Format menu to set the various attributes for Font and Paragraph formatting. Do not set
anything regarding bullets and numbering.

e) On the Paragraph dialog set the indentation to 0.5 (or whatever you desire); set Spacing Before to
6 pt. Spacing After to 18pt. (this will give the effect of a blank line added between paragraphs) and
for Line Spacing choose Single with an “At Least” setting of 14 pts.
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f) When you are finished setting all of the formatting attributes and before you click Ok to this
dialog, make sure you mark the box to “Add to Template”; PC users it’s labeled “New documents
based on this templates.” DO NOT check the Automatic Update box.

3) Follow the same process as outlined in #2 above and create another new Paragraph style that you

will call “My Special 1”.
a) Give it a following style of “My Special 2”

b) Asyou did with the previous style you just setup, do not give this new style any bullet or

numbering format attributes.

New Stye 21

Properties Indents and Spacing | Line and Page Breaks I
Name: My Special 1 General
Alignment: Left -
Style type: | Paragraph =
Qutline level: IBody Text vl
Style based on: | (no style) s |
Style for following paragraph: | M My Special 2 ol Indentation
Left: 0,57 = Special: By:
Formatting

Cambria = 12 |+

[ Mirror indents

= I {none) j I ﬂ

B===s=-==|t|lexs spacing
Before: IG pt 5‘ Line spading: At:
After: IIB t 5‘ At least +| |[14pt =
I remmmmd tha you boe tia oo ale oo Moo 1o pou oo apply ey - p I J I P j
e e e I™ Dorit agd space between paragraphs of the same styl
Preview

Font:(Default) Cambria, 12 pt, Indent: Left: 0.5, Left, Line spacing: at
least 14 pt, Space Before: & pt, After: & pt, Widow/Orphan control,
Following style: My Special 2

Saemicn T Saemicen T 52w Taoc Saemicis Taoes S Thoes S0 THocs S0 Tt S Tt
Saemin Taccs Saemie Taccs Savmcie Taccs Savmcie Taoes Saem i Taces: S i T 5w i T S i Taort
Saemis Tae Saemis T Samcis Taee Samicis Taoer S Taeew

@I Add to template || Add to Quick 5tyle list || Automatically update

Format = | Cancel | [ 0K J Tabs...

Set Az Default | oK I Cancel

New Style Dialog (Mac)

Paragraph Formatting Dialog (PC)
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4) Now you are ready to create a new List style.

a)
b)

d)

Create New S el
Give it a name like “My Special List”. Propertes
Name: IMy Spedial List
For “Style Type”, make sure you designate “List” Style type: Just |
Formattin
and as soon as you make that change you will see et =
that the dlalOg ad]ustS. Apply formatting to: Ilstlevel j
. e 1 SCE B o U | [—
Do not mark anything on this “List” dialog accept e =
= i | [nas, . | 3 iE 3=

the button to Add to Template (aka “New
documents based on this template”) and then
choose from the Format menu on this dialog select 2)
Numbering... and then whether you are on a PC or a i
Mac, there is a slight divergence of what you see (M

1)

next. [ndent: ﬂ
Left: 0"
. . . . _Hanging: 0.257, Outiine numl‘:ered +Level: 1+I:Jum|_)e|fing Style: 1, 2, 3, . +Startat: 14+
1) PC users are lmmedlately taken tO the Modlfy alignment: Left + Aligned at: 0" +Indentat: 0.25", Priority: 100 b
Multlleve] LISt dlalog Where you Wll]‘ Choose " Only in this document (% New documents based on this template
your list level number formatting. ramt - | -
ii) Mac users are shown a Bullets and Numbering Create a New List Style (PC)
dialog where you can choose your outline
numbering format for the first level. You can choose it here and then press ‘"‘in"ﬁﬁ‘_o- o
langing: 0.257, Outline n
Customize or simply press Customize. Either way, on the next dialog you can set = Mt ssiencz
the formatting, so I prefer to just move on. 7 onlyn s doament
The dialog you are now on is either labeled “Modify Multilevel List” (PC) or - ot |

“Custom Outline Numbered List” (Mac); they look different but contain all the same
functions.

i) Make sure you expand the dialog. On a PC it is the “More>>" button and on a Wambering.
Mac it is the down arrow "V” button. On both platforms the button is in the nation
lower left corner of the dialog. Numbering

ii) From the upper left area of the dialog make sure “1” is highlighted; this indicates that the
settings are for Level 1 in the list. The large box shows you what your list will look like.

(1) Locate the box labeled with something about formatting the number and it probably shows
the format as “1)” but obviously without the quotes. If you want to format the number as
“1.” then just alter it in this text box.

(2) As you see there are many choices you can make for the formatting but for now just leave
them as is... you can experiment later.

(3) Locate the box labeled something like, “Link level to style” and use the pull-down menu to
find your newly created paragraph style “My Special 1” and assign it as the paragraph style
assigned to level 1 in this list.

(4) Do not press OK... you now have to set Level 2 formatting and assign it to a paragraph style.
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(1) For this level, clear the box
about formatting the
number; remember our
specs call for a non-
numbered paragraph to
follow the numbered
paragraph.

(2) Open the menu list labeled
something like, “Number
style for this level” and
select “(none)”.

(3) In the “Link level to style”
menu select your “My
Special 2" paragraph style.

iv) You can now click OK to this list
dialog.

v) On the New Style dialog, before you click OK, make sure the “Add to Template” (aka New
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iii) Select 2 from the level list in the upper left of the dialog.

Customize Outline Numbered list

Level

[F= ] - RN IR RN

Mumber position

| Left

Text position

("] Add tab stop at:  0.5"

Indent at: |0.5" [

Numherfnm Preview
T Soncis
Number style: Start at: ( W Speclal 2
[ (none) !
g N
Previous level number: i)
| Level 1 & | Font... | M
(a)
0]
Aligned at: |0.25" U 1.
a.

Link level to style: ( iM\r Special 2 2 | B [ Legal style numbering

Follow number with:

| Tab character o

ListNum field list name:

Apply changes to:

Customize Outline Numbered List (Mac)

documents based on this template”) is marked.

5) After backing out of all dialogs, you are now ready to use your new list style.

Modify Multilevel list 2|
Click level to modify: Apply changes to:
2 = 1.y Special 1 I'.'Chc-\e list j
3 :
2 a) Link level to style:
5 bl My Spedial 1 -
° )
7 () Level to show in gallery:
; 0 ETR =
1
a. Listium field list name:
= L
Number format
Enter formatting for number: Startat: [1 E
IlJ = ™ Restart list after:
Number style for this level: Indude level number from: P

[ozs =l B iisemmers

Position

ﬁ Fallow number with:

Mumber alignment: |Left j Aligned at: |[|'

Text indent at: 0,25 E Set for All Levels. . Tab character hd
™ Add tab stop at:
0.25 =
= =

Modify Multilevel List (PC) - Level 1

Documenting the process to properly make numbered lists is actually harder than performing the
process itself. After you successfully create your first list, others will become very easy to do, which

leads me to a final comment on list styles.
Under no circumstances should you ever randomly override a list style in a document. If you need to

change formatting on a list paragraph, don’t just select the paragraph and start clicking formatting
button, you must change the style that is assigned to the paragraph. Done any other way you run the

Modify Multilevel list
Click leyel to modify:

2%

Apply changes to:

1. My Special 1

I'.'Chc-\e list j

My Special

Link level to style:

[Ty

[

My Spedal 2 -

Level to show in gallery:

Level 1 -

Listhum field list name:

MNumber format
Enter formatting for number:

Number style for this level:

Font...

Indude level number from:

Startat: [5 =
¥ Restartlist after:
Level 1 -

[inene)

=

ﬂ I Legal style numbering

Position

Number alignment: |Left

Text indent at:

<< Less

j Aligned at: |[|.25'

0.5" 3‘ Set for All Levels...

ﬁ Fallow number with:

| Tab character 2
™ Add tab stop at:

0.5 3‘
cance

Modify Multilevel List (PC) - Level 2

4

| [g Restart numbering after:

‘Whaole list
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risk of corrupting the documents list style entirely. And when that happens, don’t be surprised when
numbered lists start misbehaving elsewhere in your document.

If you need to alter the formatting of a paragraph, do it properly by assigning it to a new Paragraph
style format.
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