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INTRODUCTION

The information contained in this document represemtstinrent view of Levit & James, Inc. as
of the date of publication. Due to changing market and tdogg conditions, Levit & James,
Inc. cannot guarantee the accuracy of any informatien tfe date of publication.

This document is for informational purposes only. Levit &da, Inc. makes no warranties,
express or implied, in this document.

CrossWords, CrossFingers, Stylizer, CrossEyes, anddisority are trademarks or registered
trademarks of Levit & James, Inc. All other brands mdpct names are trademarks or
registered trademarks of their respective holders.

TECHNICAL SUPPORT

Stylizer comes with 90 days of free technical supportewmurage you to take full advantage
of our technical support department. You may choose to asecin additional year of software
maintenance which includes technical support, software gtahd version upgrades.

When calling with technical support inquiries, please bparesl to provide a comprehensive
explanation of the problem encountered, including thedutl of error messages. In some cases,
you may be asked to provide a copy of the problematic dauutimat you believe exhibits an
error with the execution of Stylizer. This helps tewe a satisfactory and more timely
resolution.

To view the latest information on Stylizer and othevit. & James, Inc. products, visit the Levit
& James, Inc. web site attp://www.levitiames.comYou may also send an e-mail for sales
and/or technical support inquiries.

Technical Support: (703) 771-8185 Sles: (703) 771-1549
stylizer@levitjiames.com sales@Ilevitjames.com
Main Number: (703) 771-1549 Postal Mail: Levit & James, Inc.
50 Sycolin Road
Fax: (703) 779-0304 P.O. Box 2503

Leesburg, VA 20177 USA

SUPPORTED PLATFORMS

WORD VERSIONS

Stylizer is certified for use with Word 2000, Word 2002 (“XRNerd 2003, and Word 2007.
Note that Stylizer no longer actively supports Word 97.
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OPERATING SYSTEMS

Stylizer is certified for use with Windows 2000, Windows 4R¢ Windows Vista. Note that
Stylizer no longer supports Windows NT 4.

DOCUMENT MANAGEMENT SYSTEMS

Stylizer has been tested with Interwoven DeskSitd8itaiFileSite, Open Text DOCS Open,
Open Text PowerDocs/DM, and Worldox document managerngstarss.

MACRO PACKAGES

Stylizer is compatible with commercial macro packagasplates, and outline numbering
suites.

INSTALLATION

To install Stylizer, rurBtylizer Setup.exe or Stylizer Setup.ms from the distribution files set.
During the installation process, a Stylizer instadlatdirectory will be created. The user selects
the directory location. During installation, the globafli@er templatestylizer.dot, will be

placed in the Microsoft Word startup directory. You muggpy thelicense.ini file into the

Stylizer installation directory in order to use StglizIf service packs are available for this
version of Stylizer, apply the latest service pack.

If you are installing Stylizer as an enterprise produet, (for multiple users with network-based
administration), then consult tl$#YLIZER ADMINISTRATOR 'SMANUAL for complete details on
installation and configuration.
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NEw To VERSION 4.0

Version 4.0 comes with two major enhancements:

1. There have been significant performance improvemeatt modes: the Preprocessor,
the Paragraph Wizard, and the Whole Document WizardPfégrocessor and the
Paragraph Wizard will exhibit gains in processing speed of 60-t@tmprovement in
the Whole Document Wizard is slightly less.

2. Version 4.0 is now certified with Windows Vista and W@007. There have been many
changes to the underlying structure of the product but nagelsato the User Interface.

Most of the Vista compatibility changes involve whererespecific program data is
located. Schemes are now separated into Shared and Bdlkatees. Shared schemes
are firm-wide schemes that are distributed to everywhée Private schemes are the
schemes that are created on the end user’s machirsehalines, as well as user-specific
data such as preferences and logs, are now located uadigpphcation Data folder for
the logged-on user. Administrator-configurable data is mmated in the All Users
Application Data folder; this is true for both Windows® and Windows XP/2000
machines, although the path is different depending on pleeafing System. See the
STYLIZER ADMINISTRATOR'SMANUAL for details.

Version 4.0 also features a new, network-based admimstratstem that can be employed to
quickly and easily set up new STYLIZER users and update &kahemes for existing users.

Version 4.0 also contains fixes to reported customersssue

Levit & James, Inc. Page 3
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WHAT IS STYLIZER?

Stylizer was developed to assist users in quickly refamgaWord documents by intelligently
applying Styles that reflect firm standard template desighis includes e-mail attachments,
documents that have been scanned, or those that weserteshfrom WordPerfect to Word with
Levit & James’s popular CrossWords Document ConversidlityUt

Stylizer can accomplish these tasks quickly and acelyrdty automating formatting tasks that
users would otherwise have to complete manually. 8tyizll also reduce the risk that you will
miss paragraphs or inconsistently apply styles to neagpaphs.

Stylizer can also be useful when you wish to update ardent based on an entirely different set
of styles. Using Stylizer, it is very easy to applyl&tA to all paragraphs with Style B currently
applied.

In addition, Stylizer includes a document preprocessaddouments that do not contain your
standard styles. These may be documents that haveesqest repeated conversions from
WordPerfect format to Microsoft Word, client work reas via e-mail, and documents with
several editors or an ambiguous editing history. As agestice, these document types are
generally copied and pasted unformatted into a new documifdarmatting must then be re-
created in the new document to restore its original appear This can be time-consuming
work, particularly in the case of lengthy document$iiagavy formatting requirements.

The Preprocessor takes hours of work and translates it inta 10-minute project.

The Stylizer Preprocessor also has the ability taeate document footnotes, endnotes,
comments, simple tables, and insert tagged placeholdegsafoinics and complex tables. This
greatly reduces the problems that occur with exchanged dotsmver time, and makes
obsolete the time-consuming task of restoring docungrearance with correct formatting.

How STYLIZER WORKS

INTELLIGENTLY APPLY STYLES

The Paragraph Wizard and Whole Document Wizard both thféefollowing advantages over
Word'’s native “Find and Replace” utility:

= Microsoft Word only has the capacity to identify oneetghd globally replace it with
another style. Stylizer can identify the differetitiautes of paragraphs and assign several
styles based on those attributes.

= When using Word’s global replacement of styles, it aflen remove the direct character
formatting (i.e., bold, italic, underlining) in the parggnaStylizer provides an option to the
user to preserve direct character formatting.
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= Word will not remove leading spaces and tabs in paragrapés applying styles. First line
indentation should always be implemented through the fys@per style definitions.
Stylizer provides an option to delete leading spaces atalisrwhen applying new styles.

® Stylizer will remove extra outline numbers that eithave been manually typed into the
document, or are the product of a converted documentahgtined numbering in an
unknown format. The Word “Find and Replace” feature l@dlve a residual number that
users must manually delete.

B Stylizer can search on several paragraph attributesvagdable in the native Word “Find and
Replace” utility, such as Number Format, leading spagsifo), and leading tabs (number).

Stylizer will classify a paragraph, based on two kinds opeprties:

® paragraph formatting such as line spacing, justificatmgntations, etc., and/or
® any form of paragraph numbering.

The combination of these two kinds of paragraph propasti@bat makes a paragraph unique,
and is the basis for grouping paragraphs in the Whole Do¢uteard and for setting search
criteria in the Paragraph Wizard using “Search by Exarnlglizer will then let you apply a
new style to this paragraph, using a set of rules naladlain Word. When Stylizer applies a
style to a paragraph, these rules allow you to:

B protect direct formatting for bold, italic and underline;
® remove extra paragraph marks before and after the pphagnad
B remove extra spaces and tabs at the beginning of thgrapha

PARAGRAPH WIZARD

Use the Paragraph Wizard if you wish to make a paragrapatagraph decision regarding
what style to apply to each paragraph and/or are unsutestylexto apply. This mode works
analogously to Word’s own Find and Replace. Simply clic& paragraph, and apply styles to
all similar paragraphs, using search criteria that y&ecify. There is even a built-in Preview to
let you see what the paragraph looks like BEFORE you dpelpew style.

After Stylizer has applied the new style to the setbpiragraph, it will immediately take you to
the very next paragraph in the document that has the &amatting properties as the original
based on the specified search criteria. You may choagéidkly replace all paragraphs in the
documents containing these properties with your selectks] styto replace one paragraph at a
time.

WHOLE DOCUMENT WIZARD

Use the Whole-Document Wizard if you wish to applyesyo the entire document at once.
Stylizer will allow you to group paragraphs by criter@uyspecify, select new styles to apply
and apply styles to groups of paragraphs in the documenbndtimouse click. You can even
teach Stylizer what styles to use for distinct paragrapbping criteria through the use of
schemes.
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After Stylizer has analyzed the document, it will dagpeach paragraph group in a grid display
showing the paragraph group attributes and the new stytmepWith one button click, Stylizer
will apply the new styles to every paragraph in every group

PREPROCESSOR

Stylizer provides the option to clean a document usiadgStylizer Preprocessor. The
Preprocessor will analyze a document for direct foringtsuch as bold, italic and underline. It
can also detect footnotes, endnotes, comments, indi@ngs graphics and tables while removing
old format commands that may be embedded in the docurmérenicreates a new cleanly-
formatted document and re-creates all prior direct &snfootnotes, endnotes, comments,
indents and tabs. The preprocessor places tags in theawesment where graphics and tables
can be replaced.

= Note: The Stylizer Preprocessor need only be run on existing Word
documents. If you are running Stylizer in conjunction with a
CrossWords conversion from WordPerfect to Word, you do
NOT need to run the Stylizer Preprocessor.

The preprocessed document can then be quickly styled, ugiag @ the Stylizer Paragraph
Wizard using “Search by Example” technology, or (ii) 8tglizer Whole Document Wizard to
process the entire document or sections of the docuahemnice.

PREPARING THE DOCUMENT

Once you have opened the document you wish to style in Yordt, follow these steps:

1. If you are unsure of the document editing history, you miah to first clean the document
using the Stylizer Preprocessor prior to styling the doctimen

2. Familiarize yourself with the document. Refer to theddsoft Word Help Menu or the Style
drop down menu on the Formatting toolbar to determind stigies best meet your
formatting requirements.

3. Style the entire document using the Stylizer Paragragand/ior Whole Document Wizard.
The objective is to have every paragraph in the docunssoceated with a style. This
ensures a consistent “look and feel” and will make fuedlies much simpler.

Page 6 Levit & James, Inc.
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USING THE STYLIZER PARAGRAPH WIZARD

OVERVIEW

The Paragraph Wizard will allow you to apply styles tarydocument either to one paragraph or
to all paragraphs matching user-selected search criteséa lman the currently-selected
paragraph. When launching the Paragraph Wizard, you willbi&ssked to select search criteria
from a list of attributes that are pre-filled witketburrently-selected paragraph’s attributes. Once
you have selected your search criteria, you will be prodnjateselect a new style to apply for all
paragraphs matching those search criteria.

The Paragraph Wizard will need to be run for every papdgiygpe in the document. After you
have finished applying styles to a particular paragraph fypemay navigate to a new example
paragraph using Stylizer’s Navigate feature.

Using the Paragraph Wizard is best when you wish to lglosenitor the application of styles to
individual paragraphs and/or paragraph types.

STYLING A DOCUMENT

Once you have opened a document to which you would like to apdys, you may wish to
first review the document appearance. This will help ydecsstyles that are most compatible
with the paragraph structure in your document.

1. To begin styling a document, place your cursor inside theymgyh you wish to apply a style
to, and click on the flashlight icon in the Stylizer lway. b

S

= Note: Be aware that when running the Paragraph Wizard, it is

= important to verify whether your cursor is inside or outside a
table. If the cursor IS NOT in a table, Stylizer will skip all
tables; if the cursor IS in a table, Stylizer will only detect
paragraphs that are in tables.

2. If Hidden Paragraph marks are present in the documentyjlaeceive a warning that the
hidden paragraphs will be temporarily visible. This prevenssakenly styling two
paragraphs as one.

Levit & James, Inc. Page 7



Stylizer

Stylizer Message

Thiz document has hidden paragraph marks.
Styli iz temp ily showing hidden text.

Iv Remind me about this in the future

= Note: The Hidden Paragraph warning will only display if you have
Hidden Text and All unchecked in your viewing options. To
verify these settings, click on the Tools menu and select
Options. On the View tab, find the Formatting Marks options.

3. The Stylizer Search dialog box displays the formgttietected in the selected paragraph. If
the selected paragraph contains either automatic or nhapaggred paragraph numbering,
the numbering format and style will be reflected in‘®earch by Example” options.

The “Search by Example” dialog box:

u| Stylizer Paragraph Wizard - Search by Example

Search Criteria T Shap T Advanced

style: [V Hame Momal

Numbering: [ Fomat 1.2, 3, . Style: 1.2.3. ..
Spacing: [ Line Spacing: |Sing|e ﬂ Al |
Indentation: [ Special: |First line ﬂ By |E|-5II

[ Left |
[ Right o

Other: [ Leading Tabs Mo

W et S IND* f— Clearresets all options in the “Search
_ ’ Clear by Example” dialog box
[ Alignment: Justified -

Range: (¢ Entire Dacument  Current Section Only Reset ¢ Resetresets the “earch by Example” dialog b

About.. ‘ ?| M avigate

Mext = | cancel | Cancelexits Stylizer without any
I changes to the docum:

A
About displays I oo L
ut .- Displays —— Navigate will allow Next displays the Apply New Style

information abo stylizer Hel
the Stylizer olylizer Help you to find new dialog bo»
Procam example paragraphs in

the document without
exiting Stylizer

4. Select the “Search by Example” attributes you wishg® for Stylizer criteria by checking
desired boxes.

Page 8 Levit & James, Inc.
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5.

In addition to choosing attributes such as style, numbgemdentation, spacing, etc., you
may use the “Snap” tab to set criteria for settinggSngerval values for specific grouping
criteria. The Snap Interval, if specified, will plagelect paragraphs if they meet the other
specified criteria and fall within the specified snapriviié For example, if the Snap Interval
for First Line Indent is set to 0.1 inches, then panalggavhich are exactly the same in all
other respects, yet some may have a First Line inrefeh0965” and others a First Line
indent of 1.10003”, these paragraphs will be selected to appbpéufied style.

-

& Stylizer Paragraph Wizard - Search by Example

Search Criteria T Snap T Advanced

Snap Interval:  Mumber Position: 0 |in -
Teut Position: 0 lin -~|"
Left Indent: 0 lin -

Right Indent: 0 lin -
Al

First Line |ndent:

* - Mumbered paragraphs only

Mext = Cancel

About... ‘ ‘?| Mavigate

The “Advanced” tab allows you to specify further seamndteria as follows:

Font

If you would like to limit your search to paragraphs withcsfee fonts and/or point size, you
may indicate this by checking the Name and Size che¢kbmates and using the
corresponding drop-down menus.

Spacing
You may further configure your “Search by Example” by definpoints of paragraph space

to search for before and after a paragraph. Place &rohécin the appropriate Spacing
option and enter the point of space value in the cooreting field.

Bracketing
The Advanced Search bracketing feature allows the usesetbrackets “[]”, braces “{}”,

and parentheses to ignore leading text strings whenhsagufor paragraphs by number
format. For instance, if the example paragraph hasreuformat such as “SECTION 1.”
and the Ignore Bracketing box is checked, then a paragn#ipla wumber format such as
“[SECTION II.]" will not be found during the search.tlie box is unchecked, the selected
style will be applied to bracketed paragraphs.

Levit & James, Inc. Page 9
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Advanced

If “Effective First Line Indent” is checked, then two pgraphs that may be identical in
formatting except that one has a ¥2” tab to starptvagraph and no first line indent and the
other has a %2” first line indent but no leading tabs (oresjaare treated as identical for
searching criteria purposes.

& Stylizer Paragraph Wizard - Search by Example

Search Criteria T Shap T iAdvanced

Font: [ Mame |Times NewRoman |

I Size |12 -

Spacing: | After |12pt—
[~ Before |0pt

Bracketing: [ |gnore Bracketing Around Leading Texst
Advanced | Use Effective Text Start for First Line [ndent

About... ‘ ‘?| Mavigate

Mext = ‘ Cancel ‘

7. After selecting all desired search criteria, cliddxt. || mest=

8. TheApply New Styledialog box displays:

Newallows you to create a new style

m| Stylizer, Paragraph Wizard - Apply New Style

Mod allows you to modify a selected style

Select Style Application Criteria [ Stylesdisplays the Style Chooser dialog box
MNew Style: i - MNew | Mod -
e e |Head|ng 1 J Find Next locates the next paragraph
v Shiles... ”matching the search criteria. Does NOT
Character F tting: 2
aracter Formatting: | Preserve Al —_— apply the new style to the current paragraph
|w Preserve Egl.d Find Next .
v Preszerve ltalic — L Apply/Stay will apply the selected New Style to
W Preserve Underline Apply/Stay the current paragraphithout moving to the next
o —_— paragraph matching the criteria
Empty Paragraphs: ApplyMext
[v Delete Preceding —_— I~ Apply/Next will apply the selected New Style
W Delete Following Apply All to the current paragraph and move to the next
- —_— paragraph matching the criteria
Leading Tabs/Spaces: Details...
[v Delete Leading Tabs — N\ Apply All quickly applies the style to all
¥ Delete Leading Spaces Breview... paragraphs matching the search criteria
Details displays the paragraph formatting
About.. | ? | Navigate = Back | Exit | properties in detail

Previewdisplays a before and after style
snapshot of the selected paragraph

9. Define the Style to use in the New Style drop-down naerticlick onApply/Stay to apply
a style to each paragraph individually while remaining engaragraphApply/Next to apply
a style to each paragraph individually and move to the peagraph meeting the search
criteria, orApply All to globally apply the style to all paragraphs in the doctuiméh the
specified formatting attributes

Page 10 Levit & James, Inc.
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10. Style the entire document by repeating the steps aboeadbrset of paragraphs with similar
paragraph properties. When your entire document is stylddsird, cIic in the

Apply New Style dialog box.

The Apply New Style dialog box shows the name ofriéw style to be applied to selected
paragraphs in the document. The list box contains theesi@f all of the available styles that can
be applied.

CHOOSING A STYLE TO APPLY

If the document requires outline numbering, you must salsttle associated with a numbering
schemeprior to using Stylizer. Once you have chosen an appropuatdering scheme, the
style you choose will be the style that corresponds thi¢ desired level of outline numbering.
For example, the Heading 1 style may indicate leveltineunumbering; Heading 2 style may
indicate level 2, etc.

For all other styles, refer to the Microsoft WordlpiMenu or the Style drop-down menu on the
Formatting toolbar to determine the style that meets fgouratting requirements.

CHARACTER FORMATTING

Direct formatting can be re-created when applying nglesthrough the Stylizer. By default,
the Preserve All box is checked. When unchecked, yosedant which formatting is to be re-
created when the new style is applied.

EMPTY PARAGRAPHS

Empty paragraphs before and/or after the current parageapbe removed by checking either
one of these boxes. Both boxes are checked by default.

= Note: If the document to which you are applying styles has been
converted from WordPerfect to Word, the Empty Paragraphs
feature of Stylizer will remove any extra hard returns that may
be present in your document.

LEADING TABS/SPACES

Often users will manually format first line indentatiwith tabs or spaces. This is a function that
should be handled in a style definitie., Body Text First Indent. Therefore, when applying
new styles to a document, you can tell Stylizer tetde¢xtra tabs and spaces at the beginning of
the paragraph. Note that if these options are selected paragraph has a manually entered
paragraph number, all tabs or spaces following the paragrapber will be deleted.

Levit & James, Inc. Page 11
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WORKING IN NAVIGATE MODE

The Navigate function allows you to view and navigate throuagit Word document in a
normal screen size in order to determine which paragrapdeddct for Stylizer to analyze. To
work with the Navigate function, follow these steps:

1. Click on the mavigat= | button in the Stylizer “Search by Example” dialog box

2. Stylizer will compact to a small window that will be Make from your document:

Stylizer
|

¥

3. Navigate through your document to identify paragraphs to hexsty

4. To return to Stylizer, click the flashlight in the Stglr Navigate toolbar.

5. Stylizer will analyze the paragraph containing your cuesat display the “Search by
Example” dialog box.

6. ldentify the desired paragraph properties in“®earch by Example” dialog box, designate
the New Style to apply, and choospply/Stay, Apply/Next or Apply All .

ATTACHING TEMPLATES AND CHOOSING STYLES

The Stylizer Paragraph Wizard provides built-in funaaiity to attach a template to the current
document and/or select styles to copy into the docuamhimake available to Stylizer. To
attach a template and/or select which styles to me&idable to the document, select Biyles

button in the Apply New Style dialog bg  styles...

-
w. Stylizer Paragraph Wizard - Apply New Style

Select Style Application Criteria

News Style: |Heading 1 =] New | Mod
Character Formatting: [ Preserve Al
v Preserve Bold Fird Mest
[v Preserve [talic
¥ Preserve Undedine Apply/Stay
Empty Paragraphs: Apply/Mest
|v Delete Preceding
Iv Delete Following Apply Al
Leading Tabs/Spaces: Details...
[v Delete Leading Tabs
Iv Delete Leading Spaces Ereview...

About... | ‘?‘ Mavigate

= Hack Exit

Page 12 Levit & James, Inc.
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Stylizer will display the Templates and Styles dipbmx:

-

=, Stylizer Paragraph Wizard - Templates and Styles

Select Styles Template Options

Select which styles to be
available when applying
new styles to paragraph

styles in the document bazed on the attached template:

Attach a template, copy styles from a template into the document, and/or update

groups:
Choose & Nome/Unattach Template
" Attach Template
I " Copy Styles From Template
- guswes itn Location: |[Namal dat
Docurmer

Additional Styles From

Attached Template [ Update Styles

™ Update Styles On Open

Current Attached Template:
Mormal.dot

About... ﬂ

To attach a template or copy styles from a temptatbe document, click on the appropriate

option. Then click on th&emplate Lookup button.

The Attach Template dialog box will allow you to braate the template you wish to attach.

Select the appropriate template and clickOpen.

Attach Template @@
Look in: ]_) Templates L‘ g ﬁ Ea-
L. @ | ~tMormal daot
\aﬁ 1 dgreement.dot|
MyRecent @ |mormal.dot
Docurnents
€]
Deskiop
My Docurnents
=1
58
Iy Computer
"‘J File hame: IAgreemenl dot :J ﬂ.l
>
My Metwork  Files of type: | Document Templates [*.dot) | Cancel
Flaces
[~ Open as read-only

Stylizer will return to the Templates and Stylesatigbox. There are several options you may

wish to consider.

®  The options selected in th&dect Styles’ section determine what styles will appear in the
New Style drop-down menu on the Apply New Style dialog. i his allows the user to
select the set of styles to be added to the Apply Ngle<sSdrop-down menu.

®m Styles In Useis always checked, as these are styles that arextiyrbeing used in the

document.

® TheAll Styles in Documentoption allows the user to select from all stylestamed in the

document.

Levit & James, Inc.
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®m Additional Styles from Attached Templateallows you to associate styles present in
specific templates, such as Litigation Court CoverdrsitEstate Planning Instruments, etc.
to the current document. Normal.dot, the Word global decitemplate, is attached to all
Word documents by default. If you have attached a tempdatthe document because the
template contains styles you wish to use, then youldhaheck this option.

® TheUpdate StylesandUpdate Styles on Operoptions will direct Stylizer when and if to
update the styles in the document from the attachedasmp

UPDATE STYLES

Select this option if you would like to overwrite exigfistyles with the same name in the
document with the styles in the template you haveearnts attach. If you do not select this
option, you may opt to overwrite individual styles ogo& have opened the document. This is
useful if you would like to alter some styles within thecument, but leave others as they
currently appear.

UPDATE STYLES ON OPEN

Select this option if you would like to update all existatigles in the document with those in the
attached template each time you open the document. Tusefisl if you use a template that
contains several standard form styles. Each time plégenstyle is altered, the change(s) will be
reflected in the documents to which the template &ch#d. Checking this option is equivalent
to checking the “Automatically Update Document Styles” apin Word’s Templates and
Add-ins native dialog.

VIEWING PARAGRAPH PROPERTY DETAILS

Stylizer allows you to view the formatting details ¢ tparagraph containing your cursor. From
the Apply New Style dialog box, chooBetails.

=

ui| Stylizer Paragraph Wizard - Apply New Style

Select Style Application Criteria

New Style: |Heading 1 j Mew | Mod

Shyles...

Character Formatting: [~ Prezerve Al

[v Preserve Bold Find Mest
[v Preserve talic
[v Prezerve Underline Apply/Stay

Emply Paragraphs: BpphyNest
[v Delete Preceding
[v Delete Follawing
Leading Tabs/Spaces:
[v Delete Leading Tabs
[v Delete Leading Spaces

Lpply Al

Breview. .

= Back ‘ Exit |

About... | ‘?‘ MNavigate
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The Paragraph Properties display:

Stylizer - Paragraph Properties

| Property | Value
Level a0
List Type Mo Mumbering
List Mumber a
Murnber Position 36
Muriber Format *%1.
Mumber Style 1.2.3 .
First Line Indent 05"
Left Indent 0"
Right Indent 0"
Space After 0 pk
Space Before 0 pt
Line Spacing Fule Single
Line Spacing 12 pt
Haz Leading Tabs Falze
Hasz Leading Spaces Falze
Font M ame Times Mew Foman
Font Size 12
|z Outline Paragraph Falze
Iz Outling Candidate True
Alighment Left
Group MAa
Court [RES
About.. | 7 |

This dialog box displays a detailed listing of the prapsrbf the current paragraph.gf

Outline Paragraph is markedTrue, the paragraph already contains an outline numbering style.
If Is Outline Candidate is True, Stylizer recognizes the repetitive number pattern@stential
outline in the document, but numbering scheme and styke i@wet been applied to the
paragraph.

PREVIEWING A STYLE

Stylizer allows you to preview your paragraph with a getkstyle prior to applying it to the
document.

To preview a style in Stylizer, follow these steps:

1. Inthe Apply New Style dialog box seldeteview. | Ersview .

2. A warning displays:

Stylizer Message

Running Preview will clear the Undo stack.
Proceed?

¥ Remind me about this in the future
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Although the Preview option will not apply the selectgdesto a paragraph, it will clear the
Word Undo stack. This means you will not have the alalityr Preview to undo any actions.

= Note: The Word Undo/Redo feature [ *? = & - | allows you to correct
errors. If you do not wish to empty the Undo stack, consider
applying a style to your paragraph without a preview. If the
style appearance is not satisfactory, you can use the Word
Undo feature to restore it to the previous style.

3. If you wish to proceed, clickes The Preview dialog box displays:

=

| Stylizer, - Preview Current Paragraph Type

Styles Stylizer Options

Current Style: Homal I¥ Prezerve Bold [v Delete Leading Tabs

v Preserve |talics [v Delete Leading Spaces
New Style: |[TRSTN| N a=r

¥ Preserve Underline

Before:
I  Headmg Title
After:
1. Heading Title

About... B cancel

You can Preview several styles by selecting them itNgwe Styledrop-down menu. To close
the Preview window, clickancel This will notapply the style to the paragraph. To apply the
style, you must select thgply/Stay, Apply/Next or Apply All button from the Apply New
Style dialog box.
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USING THE STYLIZER WHOLE DOCUMENT WIZARD

OVERVIEW

Using the Whole Document Wizard, you can Stylize aiweedbcument at once. First, you tell
Stylizer what styles to include. Second, you tell Sgyliwhat grouping criteria to use to place
similarly-formatted paragraphs into groups to which a ngle still be applied. Third, once
Stylizer has analyzed a section of the document oceritiee document, you tell Stylizer which
new Style goes with each paragraph group. Then, Stylileapply the new style to each
paragraph in each group.

As you run Stylizer, it allows you to save grouping ciitemd new style selections into user-
selectable Schemes. These schemes are simply Alg€ktontaining the saved information.
You will have one scheme for each document type in gogument inventory. As you

encounter new paragraph groups, the new style selectinoraved into existing schemes.

GETTING STARTED

Once you have opened a document to which you would like to apdys, you may wish to
first review the document appearance. This will help ydectstyles that are most compatible
with the paragraph structures in your document. If you hlagady established schemes for
documents such as the current document, then you wplyinave to review the new style
settings for correctness.

To begin using the Stylizer Whole Document Wizard, aliokhe lighthouse icon on the Stylizer

toolbar EI,: . The Welcome dialog box displays:

w| Stylizer Whole Document Wizard - Welcome @

Let Stylizer Analyze All or Part of the Document

Analyze the current section only. When the analyziz has been

Analyze Section... completed, show paragraph groupings in the grid display.

Analyze the curment document. *hen the analysis haz been
completed, show paragraph groupings in the grid display.

Analyze Docurient...

Select the scheme to uze wheh analyzing documentd section.

[Stylizer Default]
Attach/Unattach a Template and Select Styles to Choose From

Attach/Unattach/Copy Styles from a template and zelect which
styles to use when applying new styles to paragraph groups.

Template and Styles. ..

Set and 5ave Paragraph Grouping Criteria
Determine which paragraph characteriestics to use when
Groups and Schemes.. | grouping paragraphs (Hunbered and Hon-Murbered paragraphs).
Set scheme for grouping and applying new styles,

[ SkipWelcome dialog at startup; automatically Analyze Document

Ahout.. ﬂ Cancel
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From this dialog, you can choose one of several actigrclicking on the appropriate button.
Whether you can click on thnalyze Sectionbutton or theAnalyze Documentbutton depends
on the default Scheme in use.

You may skip this dialog completely and analyze the desurby checking the box&kip
Welcome dialog at startup; automatically Analyze Document.” If you check this box, the other
functions will be available from the Stylizer Gricattig box. You can load the default settings
for the Templates and Styles dialog in the Stylizarfiguration file and the default Scheme will
be the current scheme. See a detailed discussion em8sibelow.

ANALYZING THE DOCUMENT OR SECTION

The Whole Document Wizard allows you to analyze by seair the entire document. Whether
you choose to analyze only a section or the entire decyrthe options in the Results dialog are
the same.

%| Stylizer Whole Document Wizard - Welcome @

analyze All or Part of the Document

Analyze the current section anly. When the analysis has been
completed, show paragraph groupings in the grid display.

Analyze Sectian..

Analyze the curent document. When the analesis has been

Analyze Document., completed. show paragraph groupings in the arid display.

w | Select the scheme to use when analpzing document/section.
Attach/Unattach a Template and Select Styles to Choose From
Template and Sty Attach/Unattach/Copy Styles from a template and select which
JEEELS EHY S e shyles ta use when applying new styles to paragraph groups
Set and Save Paragraph Grouping Criteria
Dieterming which paragraph charactenestics to use when
Groups and Schemes... | grouping paragraphs [Mumbered and Mon-Numbered paragraphs]
Set scheme for grouping and applving new styles.

[ Skip Welcome dialog at startup; automatically Analyze Document

About... ﬂ Cancel

If the Analyze Document button is selected, Stylizéramalyze the entire document and then
display the Grouping Results dialog. The dropdown wdlptiily the scheme that will be used
when analyzing the document/section. Change the scasigpropriate (see discussion on
schemes below).

r

w| Stylizer, Whole Document Mode - Grouping Resulis

Paragraph Groups:
Index Style Mame Mumber Style New Style Apply
3
2 Mormal LA Maormal v
3 Marmal ab.c . Marmal ol
4 Mormal N Mormal cl
| slel | ol 2
Scheme Analyze Options
|[Stphzer Default] j J Analyze entire document J Select template and styles
J Apply Selected Scheme | Analyze section :I | Wiewdmodity para group criteria
j‘ gare Sghrme 86 Nurnber of Sections: 1 | Preview selected para group
- elete Selected Scheme f
- Skip Welcome dialog at startup;
| et Cunent Scheme as Defaut New Shyle... | Madify Style.. | r automatically Analyze Document
About.. | B Exit ‘
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OPTIONS FOR GROUPING RESULTS
You have several options from which to choose in trasodibox:

B Scheme-You may apply a saved scheme, save any setting chargeswasscheme, delete
the selected scheme, or set the current scheme dsfthét. These settings are described in
more detail below.

®  Analyze — You may choose to analyze the entire document againadyze a specific
section.

B New/Modify Styles— You may create a new or modify an existing style vath@ving to
exit Stylizer and re-analyze the document/section. Wingshed, the new or modified style
will be auto-selected for the selected paragraph group.

B Options — You may select a new template or styles to beepfthe Templates and Styles
dialog will display), view or modify paragraph grouping aiaeor preview the selected
paragraph group. You may also change the “Skip WelcomefigetTo preview how the
chosen style will affect a paragraph group, select thepgand click on “Preview Selected
Para Group.” The Preview dialog will open:

-

=, Stylizer, - Preview Current Paragraph Type
Styles Styhzer Ophtions

Current Style: Normal ¥ Preserve Bold [v Delete Leading Tabs

TR

Hew Style: ¥ Preserve [talics [v¥ Delete Leading Spaces

¥ Preserve Underline

Before:

I Heading Title

Alfter:
1. Heading Title

Ahout... ® ‘ cancel

Choose the style you would like applied to this paragraph grgop.may also choose to
preserve font formatting and/or delete leading tabs arespas Stylizer applies the selected
style.

SCHEMES

Stylizer Schemes are the mechanism by which you oae settings for different document
types. That is, you should have a separate schemectotygee of document that will be run
through the Stylizer Whole Document Wizard.
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A Scheme will contain two types of information: 1) maigph grouping criteria, and 2) new style
application information.

The paragraph grouping criteria will be comprised of groupingra for numbered and non-
numbered paragraphs, snap settings, a flag for analyzimgtine document or the current
section, and settings for tables. The new style agmitanformation will be comprised of new
style settings that correspond to each paragraph group ifotimel document.

When the document is analyzed based on the specified gganiieria, paragraph groups are
constructed based on the paragraphs found in the documehtp&agraph will be contained in
one of the paragraph groups.

When displaying the grouping results, Stylizer will seahebugh each group found in the
document and compare with those stored in the Schemen 8Mim@up in the document matches
a group in the Scheme, Stylizer will pre-set and disfilaycorresponding new style application
settings for that group. For any group in the documentghait found in the Scheme, you can
set the new style application information and stoeertéw group in the Scheme. The next time a
paragraph group matching the new group information is foundiatament, Stylizer will

autofill the new style application information.

= Note: You can develop schemes for your organization’s documents
by running several documents and saving any changes to the
Schemes. Once the Schemes are set, they may be pre-loaded
onto any computer and put into use. The Schemes are stored
in ASCII text files with .INI extensions in the Schemes
subdirectory of the Stylizer program directory. Once the
Schemes are set, they may be copied to the Schemes
subdirectory on any computer and put into use.

When a change is made to any of these settings, eithie Paragraph Grouping dialog box or
in the Grouping Results dialog box, the Scheme wittdesidered unsaved and will display as
“<Custom>.” When you save the Scheme, you can either amew name for the scheme (i.e.,
“Save As”) or use the same name as the previous scheméSave”).

APPLYING A SCHEME

To apply a scheme, select the desired scheme name feamabdown list and click on the
Apply Selected Scheméutton. If the current scheme has not been saveli estwill tell you

and ask you if you want to continue. If the current sahbas been saved, the new scheme will
be applied and the settings on the form will be modifippropriately.

Scheme

|[Sty|izer Drefault) j
—-P Apply Selected Scheme

j Save Scheme
~1 Delete Selected Scheme
2| Set Current Scheme as Default
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= Note: Selecting a scheme in the dropdown WILL NOT apply the

= scheme (maybe instead you would like to delete the scheme).
After selecting the scheme in the dropdown, you must click on
the “Apply Selected Scheme” button to apply the scheme.

SAVING A SCHEME

If you have made modifications to the current schemgiz8t will display the word
“<Custom>" in the scheme dropdown. This will tell youtttiee scheme is unsaved. To save the
scheme, click on thBave Scheméutton.

Scheme

|<Eust0m> j

| Apply Selected Scheme
—— ¥ Save Scheme
| Delete Selected Scheme

| Set Current Scheme as Default

Stylizer will prompt you to enter the scheme name:

Stylizer
Enter scheme name:

If you enter/keep the same scheme name, i.e., you angiclg the information in an already-
saved scheme, then Stylizer will prompt you to oveeattie existing scheme:

Stylizer

<@ & scherme with the name New Scheme already exists,
*{/ Do you wish to overwrie?

Yag Mo | Cancel |

Clicking Yeswill overwrite the existing scheme. Clickimdp will tell Stylizer to prompt for
another scheme name. Clicki@gncelwill return to the previous dialog.

é Note: Upon saving, you can cause the scheme to be read-only by
surrounding the name with parentheses, e.qg., “(Stylizer
Default)”.

DELETING A SCHEME

To delete a scheme, select a scheme name from theescliepdown list and click on the
Delete Selected Schemautton:
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Scheme

|New Scheme j
J Apply Selected Scheme

i Save Scheme
— P il Delete Selected Scheme
| Set Current Scheme as Default

Stylizer will display the deleted scheme:

Stylizer

\}) Scherme Mew Scheme has been deleted

If the selected scheme is the default scheme, Stylitledisplay a prompt indicating the scheme
that will be set as default:

ou are about 1o delete the default scheme.
Deleting this scheme will change the default
scherme to (Stylizer Default), Continue?

Yes Mo |

= Note: You cannot delete a read-only scheme. A read-only scheme
= will be indicated with a name surrounded by parentheses, e.g.,

“(Stylizer Default)”.

SETTING THE DEFAULT SCHEME

The default scheme is the scheme that automaticaltis when the Stylizer Whole Document
Wizard is initialized. To set the default scheme, sdleedesired scheme name from the scheme
dropdown list and click on th®et Current Scheme as Defaulbutton:

Scheme

|New Scheme j
J Apply Selected Scheme

j‘ Save Scheme
| Delete Selected Scheme
—p ] Set Current Scheme as Default
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Stylizer will inform you that the default scheme ha@en changed:

rStylizer 'I

1 ) MNewr Scheme is now the default scheme

APPLYING STYLES TO PARAGRAPH GROUPS

To apply a specific style to a paragraph group, click ontite same in the New Style Name

column, click the drop down arrow next to the exisstge name, and select the new style from
the list.

=

ui| Stylizer Whole Document Mode - Grouping Results

Paragraph Groups:

Index Style HName Number Style Mew Style Apply
1 MHormal )
k2

Heading 1

] 3 a b, Hea
] 4 Marmal i, i, dil, ..
- ] Marmal [FFa)
- G Mormal [RFE)
4 | 2 KA 2l
Scheme Analyze Options
| <CUSTOM: ﬂ J Analyze entire document J Select template and styles
| Apply Selected Scheme J Analyze sechion: :l J Wiew/modify para group criteria

Save Scheme
Delete Selected Schemea
| Set Curent Scheme as Default

Murber of Sections: 1 J Preview selected para group

Skip Welcome dialog at startup;
| automatically Analyze Document

About... 7 Apply New Styles

New Stle.. |  Modify Ste..

Exit |

After you have chosen a style for all paragraph groupsk tig| #PP" MewStes | b tton and
Stylizer will apply the selected styles to all paragrgpbups in the document (or section, if

you’re analyzing by section). If you have not saved gkario your document, Stylizer will
prompt you to save your document at this time:

Stylizer Message

Thiz document has not been zaved. Without zaving.
the Undo function will be disabled. Save now?
[Yes = Save. Mo = Do not S5ave, Cancel = Return to form)

¥ Remind me about this in the future

Mo Cancel
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The Whole Document Wizard will begin applying styleyoair document:

= Stylizer Whole Document Mode E|
Stylizer is Applying Styles:
Groups:

LTI
Faragraphs:

After the Whole Document Wizard has completed applyingstyhe Results dialog will
display, giving you several choices for how you wish tacped:

= Stylizer Whole Document Wizard - Results E|

h

Stylizer has finished applying styles to selected paragraph groups. Pleasze select
an option from the following:

Stylizer Options

Analvzs D " Analyze/Re-analyze the entire document. When finished, Stylizer
Maly28 L ocUmen will dizplay the Grouping Fiesults form,
Examine the document. Stylizer toolbar button will dizplay to bring
you back to this form.
Fieturn to the Grouping Results form without re-analyzing the
document/section.

Exit Stylizer Exit Stylizer *whole Document mode.

Document Options

Save Document Save the document, keeping the changes made by Stylizer.
Undo Changes Undo the changes made by Stylizer.

ﬂ Cancel

Mavigate Document

Wiew Group Results

RESULTS OPTIONS

®  Analyze Document— You may re-analyze your document again to review paragrapips
after the styles have been applied.

®  Navigate Document— This will minimize Stylizer, allowing you to navigatewyr document
to review applied styles.

= View Group Results— You may return to the Grouping Results without re-amadythe
document.

® Exit Stylizer — You may exit the Stylizer Whole Document mode.

DOCUMENT OPTIONS

®  Save Document- You may save your document to keep all changes maaeitalocument
by Stylizer.

®  Undo Changes- This will undo all changes made to your document by Stylize
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ATTACHING TEMPLATES AND CHOOSING STYLES

Like the Paragraph Wizard, the Stylizer Whole Docunwiziard provides built-in functionality
to attach a template to the current document and/ectsstlyles to copy into the document and
make available to Stylizer. To attach a template ars#lect which styles to make available to
the document, select ti@mplate and Styles..button from the Stylizer Welcome dialog box:

=i Stylizer Whole Document Wizard - Welcome @

Let Stylizer Analyze All or Part of the Document
Analuze Secti Analyze the current section only. *When the analysis has been
N3YZE 2ECH0N... completed, show paragraph groupings in the arid display.
Analyze D i Analyze the current document. "When the analysis has been
nalyze Lacument... completed, show paragraph groupings in the arid dizplay.
[Stylizer Default]
Attach/Unattach a Template and Select Styles to Choose From
Template and Sty Attach/Unattach/Copy Styles from a template and select which
L SMPIAte and by BS" stples to use when applying new styles to paragraph graups.
Set and Save Paragiaph Grouping Criteria

Determing which paragraph characteriestics to use when
Groups and Schemes... | grouping paragraphs [Humbered and Mon-Humbered paragraphs).

[ Skip Welcome dialog at startup; automatically Analyze Document

| Select the scheme to use when analyzing document/zection.

Set scheme for grouping and applying new styles.

About... ﬂ

Cancel

Stylizer will display the Templates and Styles dipbmx:

= Stylizer Whole Document Mode - Templates and Styles

Select Styles
Select which siyles to be
available when applying
new styles to paragraph
groups:

=

Al Styles in

I Document
Additianal Styles From
Attached Template

Template Options

Attach a template, copy styles from a template into the document, and/or update
styles in the document based on the attached template:

Choose (™ None/L| ch Template
@ 4d
" Copy Styles From Template

Location: | J

[ Update Styles
[ Update Styles On Open

Current Attached Template:
Mormal.dat

Abaut.. ﬂ

OK Cancel

To attach a template or copy styles from a temptatbd document, click on the appropriate
option. Then click on th&emplate Lookup button.

The Attach Template dialog box will allow you to braate the template you wish to attach.
Select the appropriate template and clickOpen.
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Attach Template E@
Look in: ]_) Templates L‘ g ﬁ Ea-
= # | ~gMormal.dot
W erment.dot]
MyRecent @ |mormal.dot
Docurnents
F T"-%
Deskiop
My Docurnents
58
Iy Computer
.‘_‘] File hame: |Agreemenl dot :J ﬂ]
>
My Metwork  Files of type: | Document Templates [*.dot) | Cancel
Flaces
[~ Dpen as read-only

Stylizer will return to the Templates and Stylesatiglbox. There are several options you may
wish to consider.

= Stylizer Whole Document Mode - Templates and Styles @|

Select Styles Template Options

Select which styles to be Attach a template, copy styles from a template into the document, and/or update
available when applying styles in the document based on the attached template:
new syles ta paragraph
qroLps:
Choose (" None/Unattach Template
&+ Attach Template

" Copy Styles From T emplate

v E”DSEJFLE;T Location: |C:\Dncuments and Settingshapplication DataMicrosofthT empl

Additional Styles From
Attached Template [ Undate Styles
[ Update Styles On Open

Current Attached Template:
Mormal dat

About... ﬂ 0K Cancel

B The options selected in th&dect Styles’ section determine what styles will appear in the
New Style drop-down menu on the Apply New Style dialog. i his allows the user to
select the set of styles to be added to the Apply Ngle<sSdrop-down menu.

®m Styles In Useis always checked, as these are styles that arextiyribeing used in the
document.

® TheAll Styles in Documentoption allows the user to select from all stylestamed in the
document.

= Additional Styles from Attached Templateallows you to associate styles present in
specific templates, such as Litigation Court CoverdrsitEstate Planning Instruments, etc.
to the current document. Normal.dot, the Word global decitemplate, is attached to all
Word documents by default. If you have attached a tempdatthe document because the
template contains styles you wish to use, then youldhaheck this option.

® TheUpdate StylesandUpdate Styles on Operoptions will direct Stylizer when and if to
update the styles in the document from the attacheddsmp
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UPDATE STYLES

Select this option if you would like to overwrite exigfistyles with the same name in the
document with the styles in the template you haveearnts attach. If you do not select this
option, you may opt to overwrite individual styles ogo& have opened the document. This is
useful if you would like to alter some styles within thecument, but leave others as they
currently appear.

UPDATE STYLES ON OPEN

Select this option if you would like to update all existatigles in the document with those in the
attached template each time you open the document. Tusefisl if you use a template that
contains several standard form styles. Each time plégenstyle is altered, the change(s) will be
reflected in the documents to which the template &ch#éd. Checking this option is equivalent
to checking the “Automatically Update Document Styles”apin Word’s Templates and Add-
ins native dialog.

SELECTING PARAGRAPH GROUP CRITERIA

The fundamental principle to the Whole Document Wizartttie grouping of similar paragraphs
in a document and applying a style to all of the paragrapéadh group en masse. The criteria
for grouping these paragraphs can be set in the Whole ntuvizard and saved into a
scheme. To view and/or edit the paragraph grouping critdigk,an theGroups and
Schemes..button in Step 2 of the Welcome dialog:

=i Stylizer Whole Document Wizard - Welcome @

Let Stylizer Analyze All or Part of the Document
Anahee Gect Analyze the cunent section only. *When the analysis has been
Nayze 2 &Clon. . completed, show paragraph groupings in the arid display.
Analze D " Analyze the cunent document. 'When the analysis has been
nalyze Lacument.. completed, show paragraph groupings in the arid display.

+| Select the scheme to use when analyzing document/sectian.

[Siylizer Default]
Attach/Unattach a Template and Select Styles to Choose From
Template and St Attach/Unattach/Copy Styles from a template and select which
LEmplate and 2WIES.. | o les to use when applying new styles to paragraph groups.
Set and Save Paragraph Grouping Criteria
Determine which paragraph characteriestics to uze when
Groups and Schemes... ) grouping paragraphs (Mumbered and Mon-Mumbered paragraphs].
s Set scheme for grouping and applying new styles.

[ SkipWelcome dialog at startup; automatically Analyze Documnent

About... ﬂ Cancel
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Stylizer will display the Paragraph Grouping dialog bblxere are tabs containing separate
criteria for both Numbered Paragraphs:

- Stylizer Whole Document Mode - Paragraph Grouping

Scheme

Humbered Paragraphs T MNorn-Humbered Paragraphs

Grouping Criteria |<Custom> ﬂ
Style: ¥ Mame Indentation: |  First Line | Apply Selected Scheme
Mumbering: [V Format ™ Left gare Sghlemeds X
Other: [ Leading T abs - Right elete Selected Scheme
“| SetC t Sch Default
[™ Leading Spaces Spacing: [ After | Set Curent Scheme as Defau
[~ Alignment I Before Sections

I lgnore Bracketing

Check &l | Clear Al

[ Line Spacing I” Group Paras in each Section Separately

Tables

Iv Include Paragraphs In Tables
| Group Paragraphs In Tables Separately

Snap Interval

MNumber Position:

Text Position:

|

|
Left Indent: | in

Right Indent: |

|

First Line Indent:

About... ﬂ

and Non-Numbered Paragraphs:

Ledededells

Ok ‘ Cancel ‘

Numbered Paragraphs | HonHumbered Paragraphs Scheme
Grouping Criteria |<Custom> ﬂ
style: [ Mame Indentation: v First Line | Apply Selected Scheme
Mumbering: | v Left :‘ Ba'lv'E: Sgh;am;e J5e
Other: [ Leading Tabs ¥ Right - elete Selected S cheme
[~ Leading Spaces Cretar | Al J Set Current Scheme az Default
Iv Aligrment I Before Sections

I Ignore Bracketing lv Line Spacing

I Group Paras in sach Section Separately

i
d

Check Al | - Clear Al

Tables

Snap Interval W Include Paragraphs In Tables

MNumber Position: l— l—_l I” Group Paragraphs In Tables Separately
Text Position: ’— l—_l
Left Indent: ’— |in ﬂ
Right Indent: | ln =]
First Line Indent: ’— |in ﬂ

About... ﬂ

In addition to style, numbering, indentation, spacing, etch tab will contain criteria for
setting Snap Interval values for specific grouping cetefhe Snap Interval, if specified, will
place the values for each paragraph into “bins” sepalstéae specified snap interval. For
example, if on the Non-Numbered tab, the Snap Intéovairst Line Indent is set to 0.1 inches
AND the box for First Line Indentation is checked,riladl of the Non-Numbered paragraph
groups will contain paragraphs in one of the following vahrges: [..., -0.05” to 0.05”, 0.05” to
0.15”7, 0.15”" to 0.25", ...]. Thus, if exactly the same incdlier respects, two paragraphs, one
with a First Line indent of 1.0965” and the other with istHLine indent of 1.1003” will be
placed in the same group (1.1").

Ok ‘ Cancel ‘
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You can also group paragraphs in each section separatelighipg the checkbox in the

Sections area.

- Stylizer Whole Document Mode - Paragraph Grouping

Humbered Paragraphs T

Mon-Mumbered Paragraphs

— Grouping Criteria
Style: v Name
Numbering: ¥ Format
Other: [ Leading Tabz
[~ Leading Spaces
o Alignment

Indentation:

[~ Ignore Bracketing

CheckAIII Clear Al |

Spacing:

[~ First Line

™ Lett

I~ Right

[~ After

[~ Befare

[™ Line Spacing

— Snap Interval

MNumber Position:

Text Position:

Left Indent:

Right Indent:

First Line Indent:

Jelaflaelle

Scheme

[Stylizer Default]

| Apply Selected Scheme
~| Save Scheme
| Delete Selected Scheme
| SetCunent Scheme as Default

Sections
. . ——
v Group Paras in each Section Separately
"

Tables
¥ Include Paragraphs In Tables
[~ Group Paragraphs |0 Tables Separately

About... |i|

Ok | Cancel

Tables can be handled separately or not at all by algckiunchecking the options in the
Tables section of the Paragraph Grouping dialog.

Levit & James, Inc.
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USING THE STYLIZER PREPROCESSOR

OVERVIEW

When document exchange occurs, the document appearancaaageability can be negatively
affected over time. Examples include:

® documents that have been repeatedly converted between &vectRand Microsoft Word,
® client work received via e-mail exchange, and/or
®  documents with several editors or an unknown editin@tyist

The Stylizer Preprocessor alleviates many of thesedtimg conflicts and produces a new
document without extraneous format commands. This grestlyces the problems encountered
with exchanged documents over time and replaces tlietogeerform a Microsoft Word “Copy
and Paste As Unformatted Text” command on documentsinaithirect or unknown formatting.
Most notably, the Stylizer Preprocessor cleans the decuwhile re-creating direct formats
such as bold, italic and underline. The Preprocessor alsaps the option to re-create:

B Character formatting B Custom tab settings
®  Paragraph indentation ® Footnotes and endnotes
® Paragraph alignment B Comments

The Stylizer Preprocessor provides the option to riags in the new document where tables
and graphics were located. In addition, the Stylizepf@eEssor provides a summary in the new
document that contains a listing of items that werereated, tagged or discarded along with
references to their page numbers in the original docuniérg eliminates the time-consuming
task of recreating document elements in a cleanly foesh@ocument.

The Stylizer Preprocessor dialog box:

=, Stylizer, - Preprocessor. .
Build New Document Options allows you to specify what

formats to preserve or discard in the
When Preprocessor Finishes: new documer
I™ Keep Onginal Docurment Open
Option s

[ Prompt to Save New Document L Template allows you to attach a Word

M Templateto a preprocessed docum

Template to Attach to New Document:
Mormal dot

About... ﬂv\

About displays information
about the Stylizer Progre

OK initiates the Stylizer
Preprocessi

L Cancelcloses the Stylizer Preprocessor dialog
Cance,

? Displays PreprocessoHelp
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CLEANING A DOCUMENT
Once you have opened the document you wish to clean in idMondt, follow these steps:

1. Click on the Stylizer Preprocessor icon on the Styltpolbar| |=

2. The following explanatory dialog will display:

r A

Stylizer Message

The Stylizer Preprocessor will create a new document by copying
everything in this document using Word's Copy and Paste Special -
Unformatted Text. To make your reformatting of the text easier. you
may click the Options button and configure the Preprocessor to
re-create certain features and formatting, such as: Bold. Italic.
Underline. Footnotes, and other options.

[v Femind me about this in the futune

If you do not wish to display this dialog every time you tiua Preprocessor, uncheck the
box next to “Remind me about this in the future.” Cl@K.

3. The Stylizer Preprocessor dialog box displays:

-

=, Stylizer, - Preprocessor.

Build New Document

When Preprocessor Finishes:

I™ Keep Onginal Docurment Open

[ Prompt to Save Mew Document Options...

i

Template...

Template to Attach to New Document:
Mormal dot

Ahout... ﬂ

4. If you wish to keep the original document open or to loenpted to save the new document
when the Stylizer Preprocessor is completed, plateekmark in the appropriate checkbox.

Cancel ‘

5. Specify a template and options if desired, and I |
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6. If you have not saved the document you are preprocessinigestyill prompt you to do so.

<P Changes have been made to this document. You
\T/ need to save these changes befare running the
Stylizer preprocessor, Would you like Stylizer
to save the document for you?

fes MNo |

7. The Stylizer Preprocessor will take inventory of thewtoent contents.

| Stylizen Preprocesson

Document Status:
Detecting Paragraph Formatting in Main Document

[

8. The Stylizer Preprocessor will begin detecting chardotenatting to re-create in the new
document.

| Stylizer Preprocessor,

Document Status:
Detecting Underline Formatting ¢Single) in Main Document

I 090

9. A new Microsoft Word window opens with a clean copyi® document, and the Stylizer
Preprocessor reapplies the formatting.

im| Stylizer Preprocessor

Document Status:
Re-creating Paragraph Formatting in Main Document

]

10. After the Preprocessor is finished, the first pagénefrtew document will be a summary of
the modifications made, along with a checklist cantgy page numbers where features can
be re-inserted. You may wish to print this summary pageeference before deleting it
from your new document.
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Stylizer Preprocessor Summary

New Document Modifications:

Bold, Italic, and Underline formatting re-created
Hidden Paragraph marks re-created

Paragraph indentation and alignment discarded
Paragraph Custom Tabs discarded

Comments discarded

Footnotes and Endnotes discarded

Mo graphic tags inserted

Mo table tags inserted

Preprocessor Checklist:

Feature Original Document Page(s)
Comments Mone found
Footnotes 3
Endnotes Mone found
Graphics 1
Tables 1

11.Replace the desired features on the pages indicated Bydpeocessor Checklist. The
document may now be styled using either the StylizergPaph Wizard or Whole Document
Wizard.

ATTACHING A TEMPLATE

If you do not wish to attach a specific template todbeument, the Stylizer Preprocessor will
attach the Normal.dot template by default. However,ipay wish to attach an alternate
template containing styles not available in Normal.dotaffach a template to the document you
are preprocessing, follow these steps:

1. Click on the Stylizer Preprocessor icon on the Styltpolbar E

2. The Stylizer Preprocessor dialog box displays:

r =]

=, Stylizer, - Preprocessor. EI
Build New Document

When Preprocessor Finishes:

I™ Keep Onginal Docurment Open

[ Prompt to Save Mew Document Options...

Template...

i

Template to Attach to New Document:
Mormal dot

Ahout... ﬂ

3. Click on theTemplate button.| Tempite...

Cancel
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4. TheTemplate Optionsdialog box displays. If you wish to attach a templaelect the
Attach Template Option. If you would like to copy styles from a templaselect th€opy

Styles From TemplateOption.

-

&, Stylizer Preprocessor - Template Options

Mot Applicable

Template Options

Altach a template, copy styles from a template into the new document, and/or update

styles in the new document bazed on the attached template:

« i .
" Copy Styles From Template

Location: |Mormal dot

[ Update Styles
™ Update Styles On Open

Ahout... ﬂ

QK ‘ Cancel ‘

5. After selecting the appropriate option, click on Tremplate Lookup button.

6. The Attach Template dialog box will allow you to br@as the template you wish to attach.
Select the appropriate template and clickOmpen.

My Recent
Docurnents

Deskiop

L

My Docurnents

Iy Computer

y
My Metwork,
Places

Loak in: l_} Templates L‘ 4 ﬁ v
File hame: |Agreemenl dot :J Open I
Files of bype: | Document Templates [*.dot) | Cancel !
[~ Open as read-only

Stylizer will return to the Templates and Stylesatigbox. The options that are normally
available when attaching templates with Stylizer ateawvailable here since the Preprocessor

will be copying your document text into a new, blank documen

To return to the Preprocessor window and begin cleanindatement, cliclOK.
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STYLIZER PREPROCESSOR OPTIONS

The Stylizer Preprocessor allows you to customizehieeklist and the elements that are
re-created in the new document. By default, all boddiciand underline formats are re-created
in the clean document. However, if you wish to re4grealditional elements, you must select
them from the Stylizer Preprocessor Options. To eater additional elements, follow these
steps:

1. Click on the Stylizer Preprocessor icon on the Styltpolbar E

2. The Stylizer Preprocessor dialog box displays.

3. SelectOptions. | options...

4. The Stylizer Preprocessor Options dialog box displays

Stylizer - Preprocessor Options Ej

Preprocessor Options

Include in Re-Create in
Checklist New Document

Bold, ltalic, Underline N/A
Hidden Paragraph Marks N/A
Paragraph Indentation & Alignment ~ NIA
Paragraph Custom Tab Stops NiA
Footnotes/Endnotes I

<1 <1 71X

Comments
Graphics
Tahles

<l
<l <]

*

<]

W *

<]

* - Tag in Mewy Document Only

Cancel |

Abaout... ﬂ

5. Select the options you wish to include in the clearudent and clickOK. By default, each
item is selected to be included in the checklist thatssrted at the beginning of the
preprocessor results. You may de-select unwanted items.

BOLD, ITALIC AND UNDERLINE

The ability to re-create direct formats such as btddiciand underline eliminates the necessity
to re-apply these formats in the preprocessor results dotum

HIDDEN PARAGRAPH MARKS

If you do not choose to re-create hidden paragraph marke mhoicument, Stylizer will read the
hidden paragraph as a continuation of the previous paragrapyingppe same style to each.
Choose to re-create hidden paragraph marks if you wouldolik@intain it as a separate
paragraph in the preprocessor results document.
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INDENTATION, ALIGNMENT AND CUSTOM TAB STOPS

Re-creating paragraph indentation, alignment and custostaas is useful if you wish to style
the document using Stylizer. It will re-create firseliand hanging indents, paragraph
justification, and custom tab stops in the StylizepRyeessor results document. This makes the
application of styles using the “Search by Examplehnedogy in Stylizer a quick and easy task,
as paragraph formats such as first line indents, aligharehtabs are typically included in a
style definition.

FOOTNOTES, ENDNOTES AND COMMENTS

When removing old formatting commands from a documentnéies, endnotes and comments
are often lost in the process. If you choose to raterthese features in the Preprocessor results,
they will be re-created flawlessly using information teamed in the original document.

GRAPHICS AND TABLES

Graphics and tables are often the source of formattindictsrdnd cannot be migrated to the
Stylizer Preprocessor results document. However, tiyizé& Preprocessor can insert tags to
hold the place of the former tables and/or graphics amgplacement can be made. If you select
the graphics and/or tables options, the following textapfear in the new document as a
placeholder:

<<Graphic #1 located on C:\My Documents\Agreement.doc, Page 1>>
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