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Intended audience of this handout professond linguists (especially graduae students) who use
Microsoft Word but are sometimes frudrated with its features. The god of this handoutis to
highlight and explain some of the excellent butrelatively unknown features of the program.

1 Preliminaries

When writing in MS Word (henceforth simply QVordQ, users frequently find themselves
cursing at the automated formatting features such as numbering. Word assumes tha its users
want mog of the formatting donefor them, and it fandes itself a Qearning program\ that is, it
tries to adept to wha it thinks your formatting needs are. Linguists have very intensve and
specific word-processing needs though,and mog people like to have a fair degree of control
ove these features.

It ismy opinion that Word is actudly an excellent tool, thoughit hides its goodfeatures well and
puts its worst features out on display. Many of these good features are exactly wha many
linguists need, and some of them actudly work better than andogues in high-level doaument
preparation systems such as LaTeX (especially Cross-referendng; see section 6). Other features
discussed in this handout are Paragraph Styles (sec. 3 and 4), Numbering (3.1), and Table of
Contents (sec 7).

This handoutis based on Word versions X and 2004 for Mac, butit should work andogousy for
other versions If any pat of theingrudionsdoes not seem to beimplementable in your version,
try to look throughthe menuson your own first (Microsoft moves thingsaroundfrom version to
version, jud to keep you interested) and then check Help.



2 Step 1: turn off Word’s brain

Word israther lousy at guessing what your needsare, so thefirst step in usngit isturning off its
automatic formatting. Most people do this pretty early onN or as soon as they discover wha
Word@idea of anunbered list is. In case you haven®@turned auto formatting off yet, here are the

steps

(1) GotoTods>AutoCorrect.

(2) Click onthe AutoFormat as Y ou Typetab.

(3) Uncheck the box Define styles based on your formatting. (If on, then Word thinks itG
licensed to genadize every little change you make to onearea of a doaument to others;
very bad idea.)

(4) Uncheck al the boxes under Apply as you type options If these options are on, then
Word will attempt to guess when you are trying to create, say, a numbering list, wherein
fact youwant to tell it when to apply numbering and when notto.

(5) Feel free to expeiment with the other optionsunde AutoCorrect; | personally like that
Word supplies smart quotes but don® need it to correct OnisuseOof capitals (I nead to use
two capsnext to each other for condraint names like MPARSE, for example).

3 Step 2: define your own styles

Thekey to controlling Word® formatting is theidea of styles. Styles are similar to environments
in LaTeX; these are zones in the doaument tha have pre-defined formatting; you can change
various aspects of the formatting to your liking. When you do so, al the areas of the doaument
tha are set in tha style will be changad with it. This is a good feature if you use styles
congstently.

Styles allow you to have controlled, automatic numbering (in more than oneformat if you wish),
section headings that are numbered automatically, and ultimately usng styles allows you to
make use of Word@ best feature: Cross-referending (see section 6). If you master styles, you will
never have to go throughyour find draft and correct nunmbering by hand; your doaument will
also update references to nunbered examples and other sectionsof the doaument whenever you
add or move examples.

3.1 Defining styles

You define styles in Word by going to Format>Style, where you can create new styles from
scratch, modify existing styles tha Word shipswith, and so on. The style tha | find completely
indispensable, and tha you have to create from scratch, is the automatic- numbering-in-
paentheses style. Here is how | created mine (for demondration, it is used throughoutthe
handout all thenunmbered examplesin parentheses are in that style):

(6) Go to Format>Style. Click on New.
(7) A new styleis named Style 1 by default; give it a less generic name such as Numbered.
Style type should be set to Paragraph Based On should be set to Normal.



(8) This is very important: Style for Following Paragraph should be set to Normal. This
ensures tha when you apply the Nurbered style, it doesn® start a never-ending list; the
style is only applied when you need a nunbered example, and otherwise the following
paragraph is a nomal text paragraph. (Normal is a pre-defined Word style tha you
shouldn®need to modify.)

(9) In the Format drop-down menu at thebottom of the dialog box, select Numbering.

(10) Select the middle tab in the dialog box that appears (between Bulleted and Outline
Numbered). You will see six or so nunmbering styles. Select the onethat puts the nunber
between curly brackets, withoutthe peiod after the number.

(11) If, for somereason, this style is not amongthe six default ones, click on Cusgomize. Here
you can changevariousaspects of the numbering style, such as how the number appears
and where it starts. You might need to modify the nunbe format box (put brackets
aroundthe gray nunbe); you might also changethe numbering style itself. Click OK to
return to theNew Style dialog box.

(12) Inthe Format drop-down menu, select Paragraph. If you want your numbered examples
to be indented with respect to the rest of the text, as mine are in this list, then unde
Indentation, type 0.5 into the QeftObox. Alterndively, select Hanging Ident by 0.5, but
then you have to set a Tab at 0.5, tooN which you do by clicking on the Tabs button at
thebottom of this dialog box. Click OK.

(13) When youreturn to the New Style dialog box, check the box Add to Template. Once you
create this style, it will be available in al your new doauments tha are in the Normal
template (theoneWord uses by default.) Uncheck the box AutoUpdde if it is checked.

3.2 Tying stylesto keys on the keyboard

You can end it here (exit by clicking OK), or take a shortcut step by tying this new style to a
combindion of keys. The default way of usng a style in Word is through the Formatting
toolbarN the drop-down menu next to your Fonts menu, the one where NormalO usudly
appears, adlows youto select any of the stylesin the template. Asthis gets alittle tedious a much
quicker way isto use akey combinaion shortcut such as Ctrl+N.

(14) To set thekey combindionin the New Style dialog box, click on Shortcut Key and enter
the key combinaionsyou want to use directly. If your combination is taken, Word will
inform you, but you can changeits defaults.

(15) Findly, click on OK and exit the New Style dialog box. Then click Apply and exit the
Style box. The result should be tha the text in your open doaument will now appear in
the Numbered style.

It isagoodideato tie the Normal style to a key combinaion, too, so tha you can switch back to
it quickly. To do this, go to Format>Style, select Normal from thelist of styles on the left, and
click on Modify. Click on Shortcut Key and assign some othe key combindion. | have my
Numbered styleas!+ N and my Normal style as Ctrl+N; you may also use Alt, Fn, or any other
specia keysonyour keyboad.

Note: | don®know about other people, but | condder it bad mannas when people
changedefault key bindingson public computers. If you expect '+ N to open a new



window and ingead it inserts an [!], you get very mad. It's bad even if you dond®
changedefault key bindingsbut introdue new ones, e.g., Alt+N, because people hit
key combinaions by mistake sometimes and then are left to wonde wha jus
happenedE SO PLEASE CONFINE YOUR KEY BINDING EXPERIMENTS TO YOUR OWN
COMPUTER.

If you don®know the key combinaions tha Word uses in your current configuration, go to
Tools>Customize and click onthe Keyboad button. Thelist of Word@ nomal commandson the
left is followed by alist of Styles and Macros, which is at the bottom. Y ou can changekeyboad
assignmentsin this box.

Windows users are familiar with many default key bindings because they are hinted at by
undelined letters in menus Mac users don®have it easy when it comes to key bindings if you
are a recent switcher like me, you might have found tha key combinaions you used in the
Windows version of Word don®do anything in the Mac version. But you can re-assign these
combinationsof keys back by usng Tools>Cudomize.

| don®know if Word has dl of these key bindings listed in one place somewhere; it would be
very convenient.

3.3 Aligning glosses

While we are on the Numbered style, it makes sense to discuss aligning glosses. There are
multiple ways of doing this. (At onepaint, | remember there was a macro for this tha somebody
distributed for freeE) The mog straightforward and low-tech way is probably by udng tabs
Hereis how.

(16) Apply the Numbered style and type the sentence in the origind languaye sepaating
wordsby tabs

(17) Thefollowingtwo lines should not bein the Numbered style; if you want, create another
style based on the Normal style but make sure it@ always indented by 0.5. Y ou can make
a style caled Gloss and another called Trandation, or call both the same thing. Thar
propeties are not tha important, as long as they are left-aligned with the origind
sentence.

(18) Typethegloss sentence unde theorigind sentence, separating words by tabs

(19) Select the origind sentence and the gloss, but not the trandation. Starting from the
second word of the origind sentence, set the tabs manudly by pointing and clicking on
theruler on top of the doaument window: Y ou are aiming to put thetabs so that theword
and its gloss are separated from the following word by about one or two spaces. This
creates something like this:

(20) My viddi bol@h-uju obe@an-u v ogomde
We saw  big-ACC  monkey-ACC in garden-OBL
QVe saw a big monkey in thegarden.O



Or, if you prefer more space between the words you can move the tabs by simply clicking and
dragging on them (make sure your sentence and gloss are still selected):

(21) My viddi  bolGh-uju  obe@an-u v ogormd-e.
We saw big-ACC monkey-ACC in gaden-OBL
QVe saw a big monkey in thegarden.O

34 Resetting numberingto (1) or (0)

You can force Word to restart the numbering from whaever nunber you want. For example, if |
am starting a new chepter and don®©want the next example to be the nunber thet follows (21),
here@@ what to do.

(1)  Apply the Numbered style to theline and make sure your cursor is still ontha line
(2) Go to Format>Bullets and Numbering, and select Restart numbering.
(3) Theend.

If youwant the numbering to start with some other nunmber, say, (0), you can dotha as follows:

(0)  Apply theNumbered style to theline and make sure your cursor is still ontha line
(1)  Goto Format>Bullets and Numbering and click on Customize.
(2) In the Start at field, typein .0

There is no way tha |Qe found to have nunbering revert automaticaly to the number tha
follows (21); if you can figure out howto dothat, let me know.

4 Creating/modifying heading styles

| find heading styles extremely useful; usang headings allows you to organize your pgoe into
subsections tha can be cross-referenced in the body of the paper. Word also has a relatively
goodTable of Contents feature tha works only if you use heading styles.

Word comes pre-packaged with several Heading styles, but you can change the way they look
and how they are numbered. | did this for the styles you see here (I find the font in the default
versonredly ugly). Thedefault comesin adifferent fontand may use different nunbering.

To modify the heading styles, you basically go throughsimilar steps as in creating a new style,
but there are some important features to know about To modify the Heading 1 style to look as
the heading of this section, | went throughthefollowing steps

(3) Go to Format>Style. Select Heading 1 from the Styles list on the left, and click on
Modify.

(4) The smplest thing is to base this style on Normal, so make sure it is Based on Normal
and is followed by Normal (unless you want it to be followed immediately by a
subsection Heading 2 or something))

(5) Then go to the drop-down Format menu. You can change anything you want about the
Fonts (make them boldface, italic, all caps small caps changethe font to Times New




Roman from the default (Aria, | think)), change paragraph indentation (see (12) in
section 3.1), and so on.

Themod important thing to get right is numbering, so:

(6) From the Modify Style dialog box, go to Format>Numbering. This time, click on the
Outline Numbered tab. The style | used doesn®have progressive indentation and assigns
its heading numbers hierarchically (meaning tha thethird subsectioningde section 2.3 is
numbered 2.3.3, not 1.1.3). To check tha it does, click Customize and make sure Level 1
is selected for theHeading 1 style. Click OK.

Stepsfor modfying Heading 2:

(7)  When modifying the origind style for Heading 2, make it Based on Heading 1 to save
yourself some work.

(8) To format nunbering, go to Outline Numbered, click on Cugomize. Select Level 2 asthe
numbering level.

(9) Make sure tha Previouslevel number is set to Level 1. The little gray preview should
read something like 1.1. You can check tha this is all set correctly when you have
multiple Heading 2 entries, sometimes Word bugsout and decides to restart each Level 2
heading® numbering from the beginning.

Apply keyboad shortcuts to these headingsif you like, or apply them to paragraphsfrom the
Formatting todbar. Here iswha minelooklike:

5 Heading 1

51 Heading?2
5.1.1 Heading 3

(10) Numbered style
() Lettered style
(b) Lettered style

* Bulleted style (make this oneon your own!)

Basically, once you ge the initial idea, you can create all sorts of styles by exploring the
formatting optionsfor styles.

6 Cross-referencing

Thisis my favorite feature of Word. To see how it works, you need to have some text in an open
Word doaument tha appears in some sort of a numbered style, be it a Heading or a cusom-
created Numbered style. If you want to refer to an example in the text by its nunber, do the
following:



(11) Gotolnsrt>Cross-reference...

(12) Select Insert Reference to: Paragraph number from the drop-down menu ontheright

(13) Select Numbered Item from the drop-down menu on theleft.

(14) A listof al of your nunmbered items will appear. Thisindudes al headingsand nunmbered
examples. Select theitem you want to reference and click Insert.

If all goeswell, your text should now contain a gray nunber (in the newest version of MS Word
for Mac, the number is only gray when the cursor ison it). If | refer to a numbered example, it
appearsin thesame format asit did in your style. E.g., item (14) or section 2 or subection 3.1.

Word aso allows you to refer to page numbers of variousitems in the same way, asin item (5)
aboveon page 2 (the last four wordgnumbers in this paragraph were generated by this fundion
and will beupdded or changad if | moveexample (5).

The key to usng this feature is consstency. If you dip up and type in the cross-reference
manudly, Word won®know to update the number because it@3 jud text on a page rather than a
specia environment it keepstrack of.

If you are used to WordPerfect, OpenOffice and its cousns, and LaTeX, you should be able to
appreciate this feature, since aternaives to Word require you to insert bookmarks/labds
manudly for al items you want to reference. What makes Word nice is tha it generates these
labds automatically for any numbered item and presents them to you in an organized list.

7 Making a template and organizing your styles

If you use different types of doaument formatting for different tasks, it makes sense to create
templates for those tasks. Word has many of its own templates, which are housd somewhere in
the Microsoft Office application folder. The deails of location are too OS-specific to lay out
here. Search your computer for files with a .dot (document template) extenson; tha should at
least tell you thelocation of them all.

| prefer to have my mog-used styles be available in the Normal template (the onethat is applied
to al new doauments created in Word). To copy styles from a specific doaument to the Normal
template so tha they are available in all new doauments, do thefollowing:

(15) Go to Format>Style and click onthe Organizer buton.

(16) Youwill see two windows with lists of styles available in your current doaument and of
styles available in the Normal template. Y ou may copy styles back and forth between the
two.

(17) Youmay aso ddete styles tha you created.

Y ou can aso save your doaument as atemplate.

(18) Setupall thestylesyou are planning to use ingdethe doaument.
(19) Goto File>Save As and select Document Template from the drop-down menu.




(20) To use your new template, go to File>Open, select Enable Templates, and choos your
template .dotfile. Save your fileimmediately as a .docfile.

(21) Tousethetemplate, replace thetext in each style with whaever you need. All the styles
fromthe.dotfilewill beavailable in your new doaument.

Conferences such as WCCFL and NELS make you format your .doc file according to very
specific guiddines. If you know how to use styles, you will have no problem following these
guiddines, because both NEL S and WCCFL provide you with very well-made stylesheets which
are basically templates:

http://www.cascadilla.com/wccfl/style/Wecfl_Stylesheet.doc
http://glsa.hypamart.net/author/nd s36-style.doc

Y ou can copy styles you like from these templates directly into your Normal template usng the
style Organizer.

8 Table of Contents

Thisis ussful only in really long doauments, such as your dissertation or an overgrown QP. To
make atable of contents, goto Insert>Index and Tables and click on Table of Contents.

Every time you updde or move sectiongheadings around your doaument, you will need to re-
geneate this table of contents to reflect recent changes.

Word updaes mog of its Qyray fieldsO(such as numbered examples cross-referenced in the text)
whenever you preview the doaument for printing, so this is the quickest and easiest method for
updding thingsif you changeyour doaument. To do this, go to File>Print Preview. By thetime
you enter thePrint Preview mode al of your gray fieldswill reflect the new numbering.

To updéde the Table of Contents, though,you have to manudly deete the old oneand re-create a
new one 1t@ best to simply wait to create a TOC when you are finished with the pgper.

9 Why Word still sucks

Word is wondeful in theory but not in implementation. The features | jug described are
somewha buggy. They are especially proneto breaking when you are working on a long (and
inevitably important) doaument such as a dissertation or abloated QP.

So, BACKUP, BACKUP, BACKUP.



