15 Hr Course - Formatting & Style Notes

Styles Used

All text in the “Student Manual 15 Hour Course” document is formatted via “styles.” Because of the uniformity of the document, there are only a few styles.  Use these styles to format all text within the document. 

As background information, text can be formatted manually or by applying styles. Manual formatting overrides any styles’ formatting. 99.9% of the time you should not need to manually format the text if you use the styles. (There are few places where lists or block text is needed -  manual formatting is used to tweak the indenting.) 

Styles come in two broad categories: paragraph and character. A block of text can be formatted simultaneously by a paragraph style and a character style. When that is the case, the character style’s attributes supercede all similar attributes formatted by the paragraph style. 

In some cases, to facilitate applying the style, a shortcut key combination has been created. The table on the next page summarizes the styles that were used. Following the table are screen captures illustrating the styles as used in the document.

	Style
	Attributes
	Shortcut / Notes

	Normal
	(“default” style)
Times New Roman, 11pt;
Spacing before 6pt:
Line spacing: exactly 15pt


	Ctrl + Shift + N

	Spacer
	Use for spacing blank lines: 
Times New Roman, 10pt;
single spacing


	Ctrl + Shift + Q

	HdrInBox
	Futura Bk 14pt; expanded by 8pt


	

	BoxText & BoxTxt2
	Futura LT Book 12pt;
	Boxtext is used for the first line in the section box; the remaining text is formatted w/ BoxTxt2. (The only difference between the two styles is the indenting set up for the tab.)

	Hdr24Section
	Futura LT Book 24pt;
	Used with section dividers

	Hdr14
	Futura LT Book 14pt; bold
	Used with main headings

	Hdr12
	Futura LT Book 12pt; bold
	Used with numbered sub-headings

	Level 1, 2 & 3
	Times New Roman 11pt; 
6pt spacing before; 
line spacing 15pt
	The only difference between the 3 levels is the amount of indentation

	TblHdgs12B
	Futura LT Book; 12pt; bold
	in the tables (charts), the “STEP n” text has been manually formatted to be 10pt

	HdrRealWrld
	Futura LT Book 12pt; bold
	

	ActionHdr / ActionTxt
	Futura LT Book 16pt; bold;

Futura Lt Book 12pt
	used in “USPAP in Action…” boxes

	TrueFalse
	Futura LT Condensed 10pt; 
bold;
spacing 3pt before & after

	used in Review Quiz sections for True and False headings

	TOC 1
TOC 2
TOC 3
	Futura LT Book 14pt; bold;
Futura Lt Book 12pt; bold
Times New Roman 11pt

	

	Body Text
	Futura LT Book 9; 
italic
	Use on new section pages for “Here’s where we are…” text

	ChartHdgs

ChartTxt
	Futura LT Condensed 10pt; bold;

Futura LT Condensed 9pt;


	used in charts (tables of dense text)

	footer
	Futura LT Book 8; bold:
Indents: left & right -.1in:
Rt. Tab set at 6.18
	used in footers only

	ResetParagraph formatting 

ResetChar formatting
	To remove any manual formatting, use the two “reset” shortcuts that are intrinsic to Word. Ctrl + Q removes any manual paragraph formatting and Ctrl + Spacebar removes any manual character formatting.


	Ctrl + Q 

Ctrl + Spacebar

	Underline text
	
	Ctrl + U


Page Margins:

Top: 1 in.; Bottom: 1 in.; Left & Right: 1.2 in.

(The screen example below illustrates how the “Show/Hide ¶” icon has been clicked on to show the paragraph marks. Displaying the paragraph marks (¶) is helpful in determining line spacing as well as other Word issues.)
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This screen capture illustrates styles used at the beginning of a section.
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