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CHAPTER 30 I NDEXI NG

BAsl ¢ CONCEPT An index can be generated for a docunent by using
the Index nmenu in conjunction with character styles.

DESCRI PTI ON To generate an index, a set of character styles is
specified in the index nenu. Every word or phrase
in the docunent which is styled with these styles
will be placed in the index.

The I ndex menu is opened by nmarking Index on the
Mai n nmenu. An Index nmenu i s shown bel ow,
foll owed by a description of the nenu options:

I ndex for: Printer HYTYPE 10 12 PS Appl y

| ndex by:

Print format: Normal Landscape Two-Up Signature size:
Limts: from page: to page: Foot not es: Renunber

| ndex for: An index may be formatted for the Xerographic or

HyType printer by marking either Printer or HYTYPE
If HyType is selected, the character spacing may be
chosen fromthe list of 10-pitch, 12-pitch, or PS
(proportional spacing.) The index should be
generated using the same printer type as will be
used to print the docunent, so that page nunbering
will be correct.
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| ndex by: The bracket after Index by: is filled in with the
nanes of one or nore character styles (such as
enphasis 1, subscript, etc.) separated by commas.
Every termstyled with the character styles typed in
the brackets will be placed in the index, along with
the page nunbers on which the terns occur

Limts: The Limits: blanks operate as in the Print menu.
Only the pages in between and including those
typed in the brackets will be processed during index
generati on.

Renunber Mar ki ng Renunber causes footnotes to be
renunbered. (Note: this has no relation to indexes. it
is merely another menu from which footnotes can
be renunbered.)

Apply When Apply is narked the screen goes black while
the index is being generated. A new w ndow
appears on the screen, and the index is placed
t here.

PROCEDURE The sinplest index generation stituation is when
there are one or nore Character styles which are
used for enphasis, headings, etc. These styles
could be specified in the I ndex nenu to produce an
i ndex of all of the headings and enphasi zed words.
This may | ead to the appearance of unwanted words
and phrases in the index, and they will have to be
del eted fromthe generated index.
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To nore closely control the itens autonmatically
placed in the index, a different technique is used.
Thi s invol ves manual | y designating the words or
phrases to be indexed. To do this, there nust be

two Character styles defined that have identica
formatting properties, but different style nanes. One
style could be used for text which will not be

i ndexed, and the other used for text which wll

i ndexed. Your style sheet may have a Character

style called "normal" and a style called
They shoul d have identical formatting properties for
each Paragraph style of which they are substyles.
"normal " would be used to style the bulk of the text.
The words and phrases to be i ndexed woul d be

styled with "index." Since both substyles have the
same formatting properties, the index itenms would

be indi stinguishable fromthe rest of the text when it
is viewed.

i ndex. "

An index is generated as follows:
1. MARK Detail in the Main menu
2. MARK | ndex in the Main nmenu.

3. In the I ndex nenu, in the brackets after
I ndex by:, type the name of the
character style, or styles, that were
applied to the words and phrases to be
i ndexed. |If nore than one style was
used, the style nanes must be separated
by conmmas.

4. MARK ot her desired nenu options.

5. MARK Apply in the I ndex nenu.
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The screen will turn black, and the nessage w ndow
may say what pages are being processed (or
"formatted"). The newl y-generated index w |l appear
in a new wi ndow with each termfollowed by a tab
character, and the |list of pages on which the term
appears. The words or phrases are indexed in the
order in which they appear in the docunent. (Thus,
an index may be used to create a table-of-contents.)

7. Use the Sort comuand to al phabetize
the entries.

8. MOVE the index to the end of the
docurent. Precede it with atitle and a
division marker, if a division style for an
i ndex has been defined in your style
sheet .

9. Edit or style the index to achieve the
desired appear ance.

ExavPLE Suppose you wish to index all of the subtitles in this
chapter, and all of the terms in TimesRonman 10
The subtitles have been styled with "subtitles (s)"
character style, and TinmesRoman 10 is called
"enphasis 1 (e)". In addition, there are sone words
in "normal" character style that should appear in
the index. For "normal para" Paragraph style,
"i ndex" substyle has been defined as Hel vetica 10
(just like the "normal" substyle properties.)

1. Style the appropriate "normal" style
words with "index" style.

2. MARK Detail in the Main menu.
3. MARK | ndex.

4, In the bracket after Index by:, TYPE
subtitles, enphasis 1, index.

5. MARK Appl y.

XeErRox DOCUMENT SYSTEM EDI TOR VERSI ON 5. 1 REVI SI ON 11/ 01/ 80
CHAPTER 30: | NDEXI NG



255

The foll ow ng i ndex appears in the newy opened
wi ndow:

MASTERY Hi NTS 5

Foot not es:1

DESCRI PTI ON 1
ExavPLE 5
Limts: 1

i ndext, 2, 3, 4, 6
BAsli ¢ ConcEPT 5
PROCEDURE 2

Print format: 1

| ndex by: 1

5. MOVE the index to the end of the
docunent; give it a division style, if
appropriate; sort al phabetically; change
the format, or style the index.

The above index is shown bel ow sorted

al phabetically, the paragraph styled with "nested 1
(1)" and the ternms styled with "italic (f)". Aright tab
with | eader dots was set at 410 points. Ternms not
required in the index were del eted, as were col ons:

Description......................... 1.
Example. ...... ... . .. . . o
Footnotes............... ... ... ...... Lo
index............ ... . ....... 1,.2,.3,.4,.6.............

Limts. ... . 1o
Mastery Hints....................... L
Print format......................... 1.
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Remenber that all terns styled with the character
style typed in the Index nenu will appear in the
i ndex. You nmay need to go through the list and
del ete sonme of the entries.

Do not try to index terns in a page headi ng. Page
headi ngs cannot be indexed.

Several indexes may be generated for a docunent.
For exanple, an index for subtitles, another for
footnotes, and anot her for chapter headi ngs can be
separately generated by mani pul ati ng the index
nmenu separately for each application requirenent.

See the followi ng conponents for further
i nformati on on rel ated topics:

I NTRODUCTI ON TO TABS

SORTI NG

| NTRODUCTI ON TO STYLE SHEETS
CHARACTER STYLES

DI VI SI ON STYLES

MOVI NG TEXT
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CHAPTER 31 ADVANCED STYLES

OVERVI EW

Styl e sheets can be changed to suit application requirements and to provide
for ease of operator use. Styles in a style sheet can be created, added,
renanmed, substyles can be deleted, and formatting properties can be changed.

"Introduction to Styles" presented how to use a style sheet that was al ready
prepared by an anal yst. This chapter describes howto edit a style sheet. It
contains directions for performng the desired nmanipul ati ons, explains when it
is appropriate to nake the desired changes, and suggests preferred formatting
standards. It also provides exanples of nore conplex formatting abilities.

Basi ¢ ConcePT | magi ne a style sheet as a docunent that may be
edited. A Style sheet can be edited to create new
styles and change formatting properties. The
changes made wi |l affect any docunent that shares
the style sheet.
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DESCRI PTI ON Changes are nmade in a style sheet by using the
Styl e sheet nenu and the Paragraph, Character,
Di vi sion, and Page headi ng nenus. The changes are
automatically applied to the docurments that share
the style sheet. For exanple, it is possible to change
the | eadi ng between lines for a nunber of
docunents nerely by making the change in the style
sheet that the documents share. The next time the
docunents are brought to the screen or printed,

they will automatically reflect the change in line
| eading. If a docunent is already on the screen it
will be updated to reflect the changes al so.

A style sheet nust be owned before it can be

edited. When a style sheet is owned, the Style sheet
nmenu options will respond to user conmands to

add, renanme, delete, or create a new style.

Commands from ot her nenus can be used to

change formatting properties.

APPLI CATI ON Al t hough nost fornmatting capabilities are avail able
in style sheets created by your analyst, you may
wish to edit a style sheet to suit your own
specifications. The style sheet you edit can be nmade
avail abl e for other docunents to share.

STYLE SHEET MENU To open the Style sheet nmenu, MARK Show in the
Mai n nmenu. The Style sheet nenu appears as
fol | ows:

Styl e sheet nmenuOwn Share Appl y

New styl e Del ete Undel et e Renane Pri nt Looks
Type: Paragraph Char act er Di vi si on Page headi ng
Nane: | ook character: Add char. or page headi ng
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Commands in the style sheet nmenu control the

associ ation of style sheets and docunents and they
al so permt the mani pulation of styles in a style
sheet. The commands are briefly introduced bel ow
You will be given conplete directions for their use
later in this chapter.

Oan Cowanb Editing can only take place in a style sheet that is
owned. To change fromsharing to owning, Owm is
mar ked. The style sheet acquired by the docunent
will be a copy of the style sheet fornerly shared.
The nane bracket is cleared, since sharing will have
been term nated.

Shar e Cowanp If the association of a docunent with a style sheet is
by sharing, Share will be marked and the nane of
the associated style sheet will be shown in the
followi ng brackets. If Share is marked, but the
brackets are enpty, this indicates that the default
styl e sheet is being shared.

To change a document from sharing one style sheet

to sharing another or to change fromowning to
sharing, the bracket nust be filled in with the name
of the style sheet to be shared and Share narked.

The previously owned style sheet, if any, will be | ost
if it is not "saved" before another style sheet is
shar ed.

New Styl e Comanp New Style is marked if a new style is to be created.
This command requires that a style type be marked
(Paragraph, Character, Division, or Page heading) to
define what sort of style is to be created. The new
styl e nane nmust be typed in the Nane: brackets.
The LOOK conmand character nmay be specified in
the | ook character: brackets.
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Del et e Cowanp A sub-style can be deleted fromthe style sheet. The
sub-style to be deleted is selected in the display
summary and Delete is marked. The sub-style wll
be marked as struck-through, to indicate that it has
been marked for deletion. The sub-style is deleted
fromthe display summary (and the style sheet)
when Apply is narked.

Undel et e Comanp Undel ete undoes a Del ete. The struck-through sub-
style to be undeleted is selected in the display
summary and Undelete is nmarked. Undelete will work
only if Apply has not yet been marked.

Renanme Cowanb An existing style may be renaned by sel ecting the
style in the display sunmary, typing the new nane
bet ween the brackets after nanme:, and marking
Renane. The style is renanmed, but the properties
associated with the style are not changed. Renane
has no effect on the appearance of files that share
the style, or on the typographical meaning of the
style.

Print Cowanp To produce a hardcopy of a style sheet display
sunmmary, MARK Print.

Looks Cowanp When a style (other than a generic Character style)
is selected in the style sheet and Looks is marked,
the appropriate nmenu will open to reveal the
formatting properties defined for the selected style.

Type: Cowanps Wien a new style is created, it is necessary to
specify the type of style. This is done by marking
Par agr aph, Character, Division, or Page headi ng.
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Add Cowrnp The Add command is used to add a Character style
to a Paragraph style, or a Page heading style to a
Di vision style. The name of the style to be added is
typed in the brackets after Nane:, the appropriate
Par agraph or Division style selected in the D splay
summary, and Add nmarked. The style designated is
added to the selected style as a substyle. It is not
necessary to nark the correct type of style, or fill in
the Lox character, to use this comrand

A nore advanced use of the Add command is
descri bed under Fill in CowaND.

Fill in comnp The Fill in para. style command is reveal ed when you
scroll the style sheet nenu up. It is used to build a
style sheet by copying formating properties froman
unstyl ed docunent. A paragraph style is selected in
the display sunmary, and the paragraph with the
desired properties is selected fromthe docunent.
When Fill in para. style is nmarked, the formatting
properties of the selected paragraph style wll
change to reflect the formatting properties of the
unstyl ed paragraph selected in the docunment. The
new styl e can now be applied to other paragraphs
in the docunent.

The nost effective use of this command is if an

i nconpl ete docurment is not styled. The docunent

can be brought to the screen, and the styles can be
changed to reflect the formatting properties already
in the docunent. This nmakes it possible to conplete
the docunent, and create others with the sane
formatting properties using style sheets.
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Character and page headi ng properties can al so be
"copied" into a style sheet froman unstyled
docunent. A character style (or page headi ng style)
is selected in the display sumary. A character
string (or page heading) with the desired formatting
properties is selected in the docurment. Marking Add
char. or page headi ng causes the formatting
properties of the selected substyle to change,
reflecting the formatting properties of the selection
in the docunent.
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STYLE SHEET ORGAN ZATI ON

Basi ¢ ConcePT To facilitate continuity and ease of sharing anong
docunents, it is necessary that when a style sheet is
edited, it maintain the sane organi zati onal structure.

DESCRI PTI ON The style nanes exist in the style sheet in the order
listed below This order should be maintai ned. New
styles can be added at the end of the existing |ist
for each type of style. LoxX characters already
assi gned are al so shown, although they may be
changed. Style names may be changed to conform
to |l ocal nomencl ature

Each of these styles has been defined with sone
standard use in mnd. You should use these existing
styles for their intended purpose. If no style matches
the use you have in nmind, it is usually better to
create a new style rather than change and exi sting
one.

PARAGRAPH STYLES Par agraph styles are listed first in a style sheet.

nor mal para p
nested 1 n
nested 2

section head 1 1
section head 2 2
section head 3 3
footnote text t
guot ation para

XeErRox DOCUMENT SYSTEM EDI TOR VERSI ON 5. 1 REVI SI ON 11/ 01/ 80
CHAPTER 31: ADVANCED STYLES



264

CHARACTER STYLES

XeErRox DOCUMENT SYSTEM

normal para (p): Use for unindented body or main
text paragraphs; also known as "basal text".

nested 1 (n): Use for paragraphs to be indented one
| evel

nested 2. Use for paragraphs to be indented two
| evel s.

section head 1 (1): Use for paragraphs that hold
headi ngs for the largest sections of a docunment,
such as chapters in a book

section head 2 (2): Use for paragraphs that hold
headi ngs for the next smaller sections of a
docunent, such as a section of a chapter

section head 3 (3): Use for paragraphs that hold
headi ngs of the next smaller sections of a
docunent, such as a subsection of a chapter

footnote text (t): Use for paragraphs containing
footnote text.

qguot ati on paragraph: Use for paragraphs containing
par agraph | ength, or |onger, quotations.

Character styles are listed after Paragraph styles.
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nor mal (space)
enphasis 1 e
enphasis 2
footnote referehce
subscri pt d
superscri pt u
guot ation

i ndex

normal (space): Use this character style for nornmal
unenphasi zed characters.

enphasis 1 (e): Use for text which should be
enphasi zed in its printed or displayed rendering.

enphasis 2: Use for text which should be enphasi zed
inits printed or displayed rendering, and which is
enphasized in a different way than enphasis 1 text.

footnote reference (f): Use for citing footnotes.

subscript (d): Use for characters to be subscri pted.

superscript (u): Use for characters to be
super scri pt ed.

quotation: It is sonetinmes desirable to give special
appear ance to quotations short enough to be

directly included in a paragraph. 1In this case, give
the quoted text this style.
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Divi SION STYLES

PAGE HEADI NG STYLES

XeErRox DOCUMENT SYSTEM

i ndex: The system i ncludes an automatic i ndex

feature, described earlier, which will find all strings
having a specific style and construct an index of
references to those strings. Attach this style to key
words and phrases in docunents which m ght

eventual |y be indexed.

Normal Division (D): This is the default division style
for a docunent.

title (t): This is the default page heading style for a
docunent, and shoul d be given to page headi ng
par agr aphs hol di ng the docunent title.
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EDI TI NG PROCEDURES

Editing can only take place in a style sheet that is
owned. This requires that a shared style sheet be
"cut off" fromits source by owning it.

The nost productive nethod of editing a style sheet
is to start with a shared style sheet containing the
styles and properties that nost closely satisfy your
actual application requirenents. It is unecessary to
edit the default style sheet, if sone of the required
properties already exist in another style sheet.

Initial and final editing steps remain the sane for all
editing requirenents. These steps are described

bel ow. They will not be repeated for each section,

so please mark this page and refer to it until the

st eps beconme automatic for you:

1. Fromthe file server, retrieve the style
sheet whose styles and formatting
properties nost closely mnmeet your
needs. Consult your analyst to deternine
how the style sheet is stored.

Go to the EDTOR
MARK On in the Main nenu.
MARK Show in the NMain nenu.

ok LD

In the brackets followi ng Share in the
Styl e sheet nmenu, TYPE the nane of the
style sheet you retrieved.

6. MARK Share. The display summary will
change to reflect the style sheet you
have asked to share.
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7. MARK Owmn in the Style sheet nenu. You
may now edit this style sheet.

At the end of an editing session, you must give the
style sheet a nanme in order to store it, or to nake it
available for others to share. It is also advisable to
type comments in the docunent wi ndow descri bi ng

what applications the style sheet is best suited for

1. Close the Style sheet nenu.

2. In the Main nmenu, TYPE a nane for
your style sheet in the brackets follow ng
CGet title:. For exanple, it was decided to
nane the docunent owning the style
sheet used to style this manua
"WrkStyle." WrkStyle was typed in the
brackets after Cet title:.

3. TYPE a description of your style sheet
into the docunent wi ndow. For exanple,
t he docurent called "Wrkstyle" (and
owni ng WrkStyle Style sheet) explains
that it is not a document to be edited,
but rather read for information
concerning the use of the style sheet.
"WorkStyle is used for styling the
Ref erence manual on the Xerox
Xocunent System Editor."

4, MARK Save al | .

The style sheet is now stored under the nane of
your docunent. It may be shared by any docunent
usi ng the procedure described in the section on
Shari ng.
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Play around with a style sheet before you start
serious editing. You can nake as many m stakes as
you want, as long as you do not MARK Save all. If
you wi sh to delete the style sheet (by deleting the
docunent attached to it), close the docunent

wi ndow and PRESS Do when your nessage w ndow

says "This docunent has not been saved. Press DO

to continue, or CANCEL."

DO NOT' EDI T A STYLE SHEET WTHOUT G VING I T
SERI QUS THOUGHT! IF THE ORI G ANL STYLE
SHEET IS SHARED BY OTHER DOCUMENTS,

SERI QUS PROBLEMS CCOULD ARI SE!

You shoul d not use the docunent w ndow of an

owned style sheet to hold a normal document. The
wi ndow shoul d be reserved for a description of the
style sheet and its intended uses. Norma

docunents should share a style sheet, not own one.

When designing a style sheet to be shared, styles
shoul d be defined using the same style nanes as

other, related style sheets. In this way, every style
that has been applied to a docunment which shares

one of these other style sheets will be effective

when sharing the new style sheet. For exanple, if
"normal, enphasis 1, enphasis 2, subtitles, warn, vocab
enphasis 3" are defined for "nornal para" in one

style sheet, they should be defined in other style
sheets that the docunent nmay al so wi sh to share.

If you wish to use the new style sheet to style a
docunent, open a wi ndow for the docurment and

type the nane of the style sheet in the Style sheet
menu. MARK Share. Begin typing your docunent,

and styling it with the newl y-shared styl e sheet.
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If further editing changes are required, edit only the
owned style sheet. This requires bringing the

docunent owning the style sheet to your screen

Sinply type the title in the Get brackets and MARK
Get. MARK Show, and edit as necessary.

Renmenber that after a docunent is styled with a

shared style sheet, further editing of that style sheet
shoul d be done only with great care. The only safe
editing change is to add substyles.

See the follow ng conponents for further
information on rel ated topics:

I NTRODUCTI ON TO STYLE SHEETS
SHARI NG A STYLE SHEET
PARAGRAPH STYLES

CHARACTER STYLES

DI VI SI ON STYLES

PAGE HEADI NG STYLES
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CHAPTER 32 ADDI NG AND DELETI NG SUBSTYLES

ADDI NG SUBSTYLES

Basli ¢ CoNcEPT Substyl es can be added to styles in a style sheet.
The substyl es exist generically in the style sheet as
styles, but need to be added to a style before they
acquire formatting properties. Character styles are
added to Paragraph styles, and Page heading styles
are added to Division styles.

APPLI CATI ON The default style sheet has only one character
substyl e defined for each paragraph style, and only
one page headi ng substyle defined for a division

style. |If other than the normal character style or the
standard Page heading style is required, they mnust
be added.

PROCEDURE To add a Character style to a Paragraph style, do

the foll ow ng:

1. Look at the list of Character styles.
Deci de which style is to be added.

2. Type the nanme of the Character style in
the brackets after Nane:.

3. Scroll to the Paragraph style that is to
recei ve the Character style as a
substyl e.

4. Sel ect the Paragraph style.
5. MARK Add.
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For exanple, if normal para paragraph contains
words or characters needing enphasis, the

foll owi ng procedure adds enphasis 1 substyle to
normal para:

1. Type enphasis 1 in the brackets follow ng
Nane:

2. Scroll the display summary to revea
nor mal para.

3. Sel ect normal para.

4. MARK Add.

The Character style enphasis 1 and default property
definitions appear in the display summary under
normal para. Changing the properties will be

expl ained in the section on Changing Style
Properti es.

To add a Page heading style to a Division style, do
the foll ow ng:

1. Scroll the display sunmary to the |ist of
Page headi ng styles. Decide which style
is to be added.

2. Type the name of the style in the
brackets after Nane:.

3. Scroll to the Division style that is to
recei ve the Page heading style as a
substyl e.

4, Sel ect the Division style.

5. MARK Add.

MASTERY Hi NTS Only styles that already exist in a style sheet can be
added to a style as a substyle.
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DELETI NG UNDELETI NG SUBSTYLES

Basi ¢ ConcePT Substyl es can be del eted or undel eted, but styles
cannot. Any Character substyle except nornal
substyl e can be del eted froma Paragraph style, and
any Page headi ng substyle can be deleted froma
Di vision style. The del eted Character and Page
headi ng substyles will still exist in the style sheet,
but will no longer be substyles of the styles from
whi ch they have been del et ed.

DESCRI PTI ON Del eting a substyle involves selecting the style
where it occurs as a substyle and marking the
appropriate commands in the Style sheet nenu.

APPLI CATI ON If a substyle is not necessary, it may be deleted. If a
m stake is made in deleting a substyle. it may be
undel eted, as long as Apply has not yet been
mar ked.

PROCEDURE Refer to the section on Editing Procedures before
continuing. Follow the steps |isted.

Character substyles can be del eted and undel et ed
as follows:

1. Scroll the style sheet to the style which
owns the substyle to be del eted.

2. Sel ect the substyle.
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3. MARK Del ete. The sel ected substyle will
be stricken through with a Iine. This
i ndi cates that when Apply is marked, the
substyle will be deleted. Do not MARK
Apply until you are certain that you w sh
to del ete the substyle.

4, If you wish to undelete a deletion, you
may do so unless it has already
di sappeared fromyour screen. Resel ect
the stricken-through substyle and MARK
Undel et e.

5. To conmpl ete a del etion, MARK Apply.

6. A substyl e nmust be del eted separately
from each Paragraph style. Deleting a
substyle called warn from normal para
will not affect its relationship if any, with
nested 1.

Page headi ng substyl es can be del eted and

undel eted using the procedure outlined for deleting
and undel eti ng Character substyles. Be certain that
you sel ect the substyle to be deleted, not the

Par agr aph Page headi ng style of the sane nane.
Remenber that the substyle nane is listed with the
Division style, appears in 8 point type, and is

i ndent ed.

RELATED ToPICS See the follow ng conponents for further
i nformation on rel ated topics:

ADVANCED STYLES - OVERVI EW
EDI TI NG PROCEDURES
CHARACTER STYLES

PAGE HEADI NG STYLES
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CHAPTER 33 RENAM NG STYLES AND SUBSTYLES

BAsl ¢ CONCEPT The nanes of any style or substyle, and the nanes
of their LOoX characters, can be changed.

DESCRI PTI ON The nane of a substyle or LoX character can be
changed by selecting it in an "owned" version of
the style sheet display sunmary, typing a new nane,
and marking the appropriate command in the Style
sheet nenu.

APPLI CATI ON Qccasionally the name of a style, or its LOX
character, may not clearly indicate its function to
the operator. For exanple, the voting record of a
Senator may be in an enphasi zed character style.

The formatting properties may have been defined for
enphasis 1 character style. In addition, the character
formatting properties used for a Senator’s nane

may have been defined for enphasis 2. It nay be
easier to renmenber what style to apply if the voting
record is called vote (v), and the style for a
Senator’s nanme called Senator (S)

PROCEDURE To change the nane of a Paragraph style or a
Division style, do the follow ng:

1. In the display sunmary, select the style
whose nane or LOX character is to be
changed.

2. TYPE the new nane in the brackets
after Name:, or TYPE the new LOX
character in the Lox character
bracket s.

3. MARK Renane.
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To change the nane or LOX character of a
Character style, do the follow ng:

1. Scroll to the list of Character styles.
Sel ect the STYLE whose name or LOX
character is to be changed. Do not
attenpt to change the name as it
appears as a substyle.

2. TYPE the new nane in the brackets

after Nane:. or TYPE the new LOX
character in the Lox character
br acket s.

3. MARK Renanme. The nane or LOX

character (whichever was specified) wll
change, and the change will be reflected
wherever the style has been added to a
Par agraph style as a substyle.

To change the name or Lox character of a Page
headi ng style, do the foll ow ng:

1. Scroll to the list of Page heading styles.
These are listed after the last Division
style. Select the STYLE whose nane or
LoX character is to be changed. Do not
attenpt to change the name as it
appears as a substyle.

2. TYPE the new nane in the brackets
after Nanme:. TYPE the LoxX character in
t he LoX character brackets.

3. MARK Rename. The nane will change,
and the change will be reflected
wherever the style has been added to a
Division style as a substyle.
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ExavPLE Foll owi ng this paragraph are sel ected portions of
the display sunmary for this docunment. The top
segnment shows a list of character substyles for
normal para. The portion below the dotted line is a
list of the character styles in the same display
sumary.

nor mal para
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