
https://UsingOffice.com 

Mastering Styles and Templates 
Course Outline 

100. Course Introduction 
08:34 100-1 What to Expect in this Course 
07:43 100-2 Tracking Your Progress 
04:22 100-3 A Word about Word Versions 

101. Understanding Styles 
03:19 101-1 Using the Styles Task Pane 
04:12 101-2 What is a Style? 
07:12 101-3 Styles vs. Explicit Formatting 
02:45 101-4 Built-In Styles vs. Custom Styles 
06:10 101-5 The Power of Style Inheritance 
03:13 101-6 Where Styles are Stored 

102. Creating and Using Styles 
05:22 102-1 Creating a Custom Style 
08:52 102-2 Applying Styles 
07:49 102-3 Built-In Shortcuts for Applying Styles 
12:21 102-4 Retaining Explicit Formatting after Applying Styles 
07:45 102-5 Reapplying Styles Seamlessly 

103. Styles and Your Document 
06:23 103-1 Cut and Paste Formatting 
07:18 103-2 Maintaining Formatting when Inserting Documents 
08:25 103-3 Cleaning Up a Document that Mixes Styles with Explicit Formatting 
13:20 103-4 Reformatting a Document with Messed-Up Styles 

104. Editing Styles 
04:26 104-1 Changing a Custom Style 
03:29 104-2 Changing a Built-In Style 
03:20 104-3 Renaming a Style 
04:08 104-4 Quickly Copying Styles 
07:37 104-5 Deleting a Style 

105. Managing Styles 
05:36 105-1 Changing What Shows in the Styles Task Pane 
13:49 105-2 Understanding Themes, Style Sets, and the Quick Style Gallery 
06:00 105-3 Using Hidden Styles 
02:05 105-4 Printing a Style Sheet 
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106. Tips for Working with Styles 
06:08 106-1 Assigning a Shortcut Key to a Style 
03:27 106-2 Develop Style Families 
09:23 106-3 Noting the Current Style 
04:07 106-4 Using the Style Area 
07:22 106-5 Intelligently Starting a New Paragraph 
05:41 106-6 Hyperlink Formatting 
04:50 106-7 Turning Off Error Checking for a Specific Word 

107. Style Gotchas—Things to Watch Out For 
06:37 107-1 One Change Affects Everything 
02:25 107-2 Avoid Basing Your Styles on Built-In Styles 
03:31 107-3 Use Linked Styles with Care 

108. Understanding and Creating Templates 
04:52 108-1 Understanding Templates 
03:02 108-2 Adding an Individual Style to the Template 
05:59 108-3 The Best Way to Create a Template 
04:34 108-4 Creating a Boilerplate Document 

109. Applying Templates 
03:37 109-1 Changing the Attached Template 
04:36 109-2 Automatically Update Document Styles Setting 

110. Editing Templates 
04:00 110-1 Editing a Template 
06:27 110-2 Finding where Templates are Stored 
07:14 110-3 Using the Organizer 

111. The Normal Template: A Special Case 
07:08 111-1 How Word Treats the Normal Template 
07:08 111-2 A Recovered Document Becomes the Default 
02:44 111-3 Automatically Saving Changes to Normal Template 
01:51 111-4 What Changes Did I Make In that Template? 

112. Managing Templates 
03:28 112-1 Protecting Your Templates 
05:02 112-2 Managing Corporate Templates 
03:50 112-3 Working on Shared Templates 
06:00 112-4 Saving a Preview with Your Template 

113. Wrapping Up 
04:17 113-1 Your Next Steps 
01:55 113-2 You are Done! 
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114. Bonus: Working with Multilevel Lists 
10:24 114-1 Understanding Multilevel Lists 
22:54 114-2 Creating Your Own Multilevel Lists 
15:01 114-3 Using List Styles 

115. Bonus: Working with Table Styles 
15:34 115-1 Understanding and Using Table Styles 
13:13 115-2 Creating and Managing Custom Table Styles 
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