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Style: Heading 1
Font Arial, Size 12, Bold
Paragraph Spacing 24 pt before, 6 pt after
Paragraph Border 3 pt
Style: Heading 2
Font Arial, Size 12, Bold
Paragraph Spacing 18 pt before, 6 pt after
Style: Body Text
This is a sample of the Body Text. This is a sample of the Body Text. This is a sample of the Body Text. This is a sample of the Body Text. This is a sample of the Body Text. This is a sample of the Body Text. This is a sample.
Font Arial, Size 10
Paragraph Spacing 3 pt before, 9 pt after
Paragraph Line Spacing 1.3
Bulleted and Numbered Lists
Style: List Number Whole List Indented
Font Arial, Size 10
Paragraph Spacing 2 pt before, 2 pt after
Paragraph Line Spacing 1.15
Style: List Bullet Whole List Indented
Font Aria, Size 10
Paragraph Spacing 2 pt before, 2 pt after
Paragraph Line Spacing 1.15
Insert an Image
Below is an image.  When inserting an image, apply Screen Shot 01 style. This will automatically center the image and designate it as an image for a screen reader.
[image: ]
Enter an Alt-Tag by right-clicking on the image, go to Size, then the Alt-Text tab and enter a description of the image.
Insert a Hyperlink
Add alt text to hyperlinks so a screen reader can describe the link. You can do this via the steps below:
1. Highlight the entire link.
1. Right click the highlighted text then select Hyperlink.
If you are editing an existing link then click on the Edit Hyperlink option instead.
Click on the ScreenTip button.
Enter a short description of what the link is.
This is what will appear as the alt text when mousing over the link.
Click OK to submit the text.
Click OK to close the Hyperlink menu.
Example: http://www.csueastbay.edu
How to Insert a Table
Below is a table that can be used. You must make sure that the column headings are repeated. To do this apply Repeated Header Rows use the following steps.
1. Select the Row
1. Right click > select Table Properties
1. Go to the Row tab
1. Check the box for ‘Repeat as header row at the top of each page’
	Column Heading 1
	Style: Table 01_Header
	Style: Table 01_Header

	Style: Table 02_Body. Use this style to add text to the table.
Style Table 03_Bulleted List
Style Table 03_Bulleted List
	Style: Table 02_Body. Use this style to add text to the table.
Style Table 03_Numbered List
Style Table 03_Numbered List 
	Style: Table 02_Body. Use this style to add text to the table.

	Style: Table 02_Body. Use this style to add text to the table.
Style Table 03_Bulleted List
Style Table 03_Bulleted List
	Style: Table 02_Body. Use this style to add text to the table.
1. Style Table 03_Numbered List
Style Table 03_Numbered List 
	Style: Table 02_Body. Use this style to add text to the table.
`


Support 
Microsoft: Styles Basics in Word:
http://office.microsoft.com/en-us/word/HA102308821033.aspx?pid=CH100970201033
PDF Transformer and LecShare installation, enter a Service Desk ticket at: www.csueastbay.edu/servicedesk
Additional CSU East Bay documentation can be found at: www.csueastbay.edu/training
Send questions to the Service Desk via a ticket at: www.csueastbay.edu/servicedesk
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