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Working with the ITS Document Templates 
 
The ITS Document templates provide a guide for the formatting of documents created by ITS. 
This model ensures that documents are consistent in look and feel with a professional approach. 
This type of formatting uses Styles. 
 
What is a Style? 
A style is a set of formatting characteristics that you can apply to text in your document to 
quickly change its appearance. It can include both character styles such as font, size, bold, italic, 
color, etc. and paragraph styles such as alignment, line spacing, indents, bullets, numbering, etc. 

The benefit of using styles is that when you apply a style, you apply all the style’s formatting in 
one simple step. For example, you may want to format the title of a report to make it stand out. 
Instead of taking three separate steps to format a title as 16 pt, Helvetica, and center-aligned, you 
can achieve the same result in one step by applying a “Title” style. 

When you start Microsoft Word, the new blank document is based on the default Normal 
template, and text that you type uses the Normal style. This means that when you start typing, 
Word uses the font, font size, line spacing, text alignment, and other formats currently defined 
for the Normal style. The Normal style is the base style for the Normal template, meaning that 
it’s a building block for other styles in the template. 
 
The ITS Document Template Styles 
Most of the ITS Document Template styles are paragraph styles; they are applied to an entire 
paragraph at a time. In MS Word, a paragraph is text that ends with a paragraph mark (¶). 
Therefore, it can be a single line of text or multiple lines. It is often useful when working with 
styles to turn on paragraph marks so you can see them. To do so, click the [ ¶ ] button on the 
Standard toolbar. 
 
Tips for Working with the Templates 
 
Obtain a Copy of the Template 
Go to http://its.ucsc.edu/communication/index.php. 
Locate and click to download the ITS Document Template.doc to your desktop. 
Open the file and choose File  Save As (not Save). 
This file is a not yet a template (note the .doc extension).  
You will change it to a template next.  
 
Save the File as a Template 
In the Save As dialog box, choose Document Template from the Format list. 
Word should automatically default the save location to your templates folder (MMy Templates ) in the Word 
application. 
Click Save to store a copy of the file in your templates folder. 
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Using the Template for a New Document 
Open Microsoft Word. 

On the Macintosh: 

Choose File Project Gallery. 
Click the My Templates folder, then double-click the ITS Document Template. 
An un-named copy of the template in regular document format appears as Document X. 
You can now use this document as a template or roadmap for your document. Replace 
the “greeked” and explanation text with your text. When you are ready to save the 

document, click  or choose File  Save. 
 

On the PC: 

Choose File New. 
In the Task pane on the right side of the window, under Templates, click On my 
computer. Choose the template you want. 
An un-named copy of the template in regular document format appears as Document X. 
You can now use this document as a template or roadmap for your document. Replace 
the “greeked” and explanation text with your text. When you are ready to save the 

document, click  or choose File  Save. 
 
Using the Template Styles for an Existing Document 
(This is a bit trickier.) 
Open the document to which you want to transfer the formatting (styles). 
Choose Tools  Templates and Add-Ins.  
In the Templates and Add-Ins dialog, click Organizer (lower left). 
In the Organizer dialog, you should see your current document file listed on the left. 
On the right, you should see the Normal Document Template. Click the Close File button to 
shut that one, then click the same button (that now says Open File).  
Navigate to the My Templates folder and click to highlight the ITS Document Template. 
Click Open. 
The list of styles will appear in the right-hand list. 
Highlight all of the styles in the list to the right, then click the  Copy button. 
When the dialog appears asking whether you want to replace Styles, click Replace All. 
Finally, click the Close button in the lower right. 
The styles are transferred to your file. 
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Using Styles in a Document 
When you are working with styles, you can use the Style drop-down menu on the Formatting 
toolbar or the Style Gallery. The Style drop-down menu is the easiest to use. If you do not see 
the Formatting toolbar, go to View  Toolbars  Formatting. The Style tool is the first one 
on the left.  

 
 
To apply a style to text in a document, click anywhere in the paragraph to be effected. (You do 
not need to select the entire paragraph.) Using the Style drop-down menu, choose the style you 
want to apply to the text. 


