


What are styles, and
why should | use them?

0 Styles are pre-defined sets of formatting characteristics that can be applied over
and over again to text throughout a document with just a click or two.

0 Using styles allows you to maintain consistency in font, spacing, indentation,
headings, bulleted lists, etc. from beginning to end, without having to define
multiple characteristics for each line or paragraph.

0 Word uses Heading styles to build automatic navigation tools, like Tables of
Contents and internal hyperlink selections. Using heading level styles keeps your
document easy to follow when reading and easy to navigate when linking.
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Where do styles come from?

Q Styles are built into Word template (.dotx) files.
O Every time you create a new document in word, the Normal.dotx template is attached by default.

O Changes you make to default styles in a document can apply only to that document, or, with a little extra
effort, your default Normal template can be updated, but we don’t recommend this!

O You can also create templates by updating styles in a Word document, and saving that document in .dotx
format.

O Saved templates can then be applied to other Word documents, which will then take on the styles defined
in that template.

QAIll DW-GOM HSE/OPS documents should already have a
working template applied, with the correct styles. If you start
having trouble with styles or your template, contact a
document management resource for help!
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How to Apply Styles

O The easiest way to get all your style options at a single click is to open the Styles Window, by clicking the
expand icon in the Styles section of the Home ribbon, as shown below. Then simply select your text and
click the desired style to apply it. Note that the current style will be highlighted in the styles menu.
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O Styles can also be applied by selecting text and clicking the Quick Gallery button in the Home ribbon.

O Most styles are defined to apply to entire paragraphs. A paragraph in Word is anything that ends with
the 9 symbol. Turning on paragraph characters and other formatting symbols can help you apply styles
exactly where you need them, or help show what's happening when they aren’t behaving as expected.
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Copying/Pasting Plain Text

O Copying text from one Word document to another, or from another application (e.g. a web page or
PowerPoint) into Word can pick up more than just the text. Styles generally come along for the ride, too.

Q If you're doing a lot of copying and pasting, you may want to adjust your Cut, copy, and paste settings,
found in File tab under Options and Advanced, as shown below.
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O To paste copied text without any formatting/styles from the source, you can either type Alt+E, Alt+S and
select the Unformatted Text option, or go to the Paste Options (either up in the Home ribbon, or by right-
clicking where you want to paste the text), and selecting the Keep Text Only option.
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DW-GOM HSE/OPS Styles

O The graphic below illustrates key styles and where they’re used for DW-GOM HSE/OPS documents. A
template file including these styles is linked here.

Heading 1, Document Title
Arial, Bold, All caps 14 pt.
Heading 2, Document Subtitle
Arial, Bold, All caps 14 pt.
Heading 3, Map Title
Arial, Bold, 14 pt.
Heading 4, Block Label

LEAN DOCUMENT MANAGEMENT

1INTRODUCTION

~J.1 Purpose and Applicability

1.1 Purpose | Early in 2016, documentationfor UA andUA businesses was migratedfromthe
Livelink enterprise content management platformto SharePoint. By year end
2016, the former UA Document Management Teamwill be completely phased

Arial, Bold, 11 pt. out
This document sets forth the lean process by which Health, Safety, &
Environment{HSE) and Operations (OPS) documentation used in Deep Water —
Normal or Block Text Gulf of Mexico will continue to be maintained and updated in SharePoint, in
. accordance with Shell's expectations for document management and records
Avrial, Regular, 12 pt. retention.
Block Line //9
. 11.2 Thelean document management process applies to:
Arlal, Regular, 12 pt-, Applicability  « Deep Water — Gulf of Mexico HSE and OPS documents
12 pt before = UAX perthe UAX/UAD Memorandum of Understanding

This process excludes:

= Project SpecificTechnical Standards (PSTSs)

= Local or Asset-specific processes (e.g. SSTLs, LOPs)
BuIIet TeXt 1 » Documentation managed by other Shell functions, such as:

Arial, Regular, 12 pt., « Heaalth

Hanging indent 0.13” T
Bullet Text 2 ]

241 Getting | To add a new controlled documentto the library, the Document Custodian or

Same w/Left indent 0.13 Started Owner asks the Site Administrator to create a folderto housethe new
Table Header Text document as follows.
Arial, Bold, 12 pt. Step Who? Action
1 Site Create a “Drafts” subfolder.

Administrator

H 2 Site Assign permissions to the document and drafts folders

Footer Bold Italic Administrator | as describedin Section 4.
Arial, Bold Italics, 10 pt 3 [ Site Nofifythe DocumentOwner and Custodian of their new
d 2 Administrator | Document Number.

Footer Bold
Arial, Bold, 10 pt.
Footer Plain
Arial, Regular, 10 pt.
Footer Red
Arial, Regular, 9 pt., Red

HSE0007 I Pag
| ~ Lean Document Management [
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Attaching a Style Template

O The best way to start a new DW-GOM HSE or OPS document is to copy and modify an existing file, with
all styles in place.

Q If, however, you want to start with a fresh blank document and apply the correct template, or if you have
an existing document with another template applied, and want to bring it into DW-GOM HSE/OPS
format, you can attach a saved DW-GOM HSE-OPS template (like the one embedded in the previous
slide) by clicking Document Template in the Developer ribbon (see next slide).

O Browse for a template to attach, check the Automatically Termplates and Acc-vs S| ctelime
update document styles option, and click OK. This should Tempiates | X schema | X0t Expanson paces | Liked C5s |
apply the template you've selected, and any text assigned a Docment fenplte
style defined in that template will now have the e
characteristics (font, size, boldface, italics, spacing, color) Attach o 2l new e mai messages.
called out in the new template. Globa terpltes and add-ns

Chedked items are currently loaded.

O Note that, to keep someone else’s templates from
automatically taking over when they open or update the
document, it's best to go back into this dialog after you've
applied the new template, and uncheck the automatic ]

Udete box. Full path:  C:\...\_Deep Water HSE-OPS_1.dot
o ] [ canel ]
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Displaying the Developer Ribbon

O If you can’t see the Developer ribbon in your Word application, go to your File tab, open Options, and
make sure the Developer option is checked in Customize Ribbon and click OK. The Developer ribbon
provides access to the features shown below.
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