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EMPLOY PARAGRAPH STYLES WHEN WRITING 
ACADEMIC PAPERS IN OPEN OFFICE
Revised 2007-09-17

Using your word processor’s “style” feature can save you a lot of time and make your academic papers more attractive. This document concerns the use of the style feature in the  free OpenOffice.org, version 2 word processor. (Another paper describes use of MS Word.)

Introduction to Paragraph Styles

Aside from writing text, the most time-consuming part of preparing academic papers can be the consistent formatting of text paragraphs and of titles. Correct paragraph styles will make your papers more attractive and faster to edit. Styles include several attributes applied to paragraphs, including:

· Type faces like Roman and Arial.

· Type styles like bold and italic.

· Type sizes like 10, 11 and 12 points.

· Paragraph attributes like indented block quotations and space between paragraphs.

· Sectional and sub-sectional titles, some centered and others flush left, with vertical space.

· lists, bullets, numbers, footnotes and endnotes.

· Indenting the first line of main paragraphs.

Advantages of Paragraph Styles

By having pre-defined paragraph styles in your word processor, you can apply several attributes to a title or to paragraph with one mouse click, rather than having to adjust several attributes separately and repeatedly. Applying such built-in paragraph styles ensures that your title and paragraphs will appear in a consistent format.

Not only must each paragraph receive its proper style, but sometimes a paragraph style has to be changed, and that change must be applied to many paragraphs or sectional titles. If you must read through your paper and apply new formatting to many paragraphs, then it will take a long time, will bore you, and some mistakes may happen.

Fortunately, your word processor has a built-in feature called style that can do much of the work for you. The program already contains many styles that you can apply to your paragraphs, and it will allow you to define your own styles and to apply them to your paragraphs. Furthermore, when you modify a style, the change can be applied automatically to all paragraphs having that style, without your having to read through the paper.

Learning a Paragraph Style’s Name

The document you are reading right now has a built-in style applied to each of its paragraphs and titles. Each paragraph style has a unique name that appears in the Apply Style list near the top or your word processor. Find the “formatting bar” that has boxes that look those in Figure 1.

[image: image2.emf]Figure 1. Apply Style list

When you click your mouse with the pointer inside a title or paragraph, the name of that paragraph’s currently-applied style will appear in the left box. In this illustration, the paragraph’s style name is “Main text”.

Changing a Paragraph’s Style
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You can change a title’s or a paragraph’s attributes by assigning a different style name to it. To do so, click inside a title or paragraph, then click on the drop-down arrow  at the right-side of the Apply Style list, and choose another style name from the Apply Style list by clicking on that name. Instantly the title or paragraph will adopt the chosen style’s attributes.

Alternatively, you can choose from the Styles and Formatting list by pressing the F11 key. So doing will open a window at the right-hand side or your document, titled “Styles and Formatting” as illustrated in Figure 2.
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Figure 2. Styles and Formatting Window

You can apply other styles to a title or paragraph by first clicking inside it, then double-clicking on a style name in the list. If you have many styles in a document, then you may find the Styles and Formatting list more convenient than the drop-down Apply Style list.

Changing a Style’s Attributes

Some existing styles do not show the font and formatting attributes that you want. To make permanent changes to a style in the window, so that the style will always appear as you want it, open the Styles and Formatting window. When you click inside a paragraph or a title, its name will be highlighted inside the Styles and Formatting Window. Right-click on the name of the style that you wish to modify. A little menu will appear.
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Figure 3. Styles and Formatting Drop-Down Menu

Click on the word “Modify” in the little menu. A dialogue window will open, allowing you to specify many different font and paragraph attributes. When you close the dialogue windows, the new attributes will applied to the paragraph. Attribute changes you make will be applied automatically to all other paragraphs having the same paragraph style.

Creating New Styles

Perhaps the easiest way to create a new style is to start with a paragraph having any other style. Richt-click inside the Styles and Formatting window.  A dialogue window will open, allowing you proceed as in the preceding section.

[image: image6.emf]Figure 4. Create a New Style

Applying a Style to a Title or Paragraph

When you start typing a new title or paragraph, that new paragraph usually adopts the style of its preceding paragraph. If you want to apply another style to the new paragraph, you may do so in three ways:

· Click inside the paragraph and choose another style from the Apply Style list.

· Click inside the paragraph and choose another style from Styles and Formatting.

· [image: image7.emf]Click inside a paragraph that has the style you want, then click on the Format Painter icon.  Next, drag the mouse pointer over a second paragraph. So doing will apply the style of the first paragraph to the second one.

Replacing One Style with Another

You can use the OpenOffice Find and Replace tool to replace styles. Press the Ctrl + F keys, then click on “More Options” and tick “Search for Styles” as shown in Figure 5.  Instead of entering text to find and replace, use the drop down lists that appear under “Search for” and “Replace with”. Finally, find and replace styles as you would find and replace text. If you make a mistake, then click on menu Edit, Undo typing, or press Ctrl + Z.

Figure 5. Find & Replace Styles

