Sample :

m—

Heading 1
(lntroductonj/ ST

a. X000 XXX XXX XXXX XX
XK XX XXXX XXX

(1) XXXXX XXXXX XXXXX
XXXX XXXXX XX.

2. Summary

a. XXX XXXXX XXXXX XXXX XX
XXXXX XXX XXXX XXX.

b.  XXXXX XXXXX XXXXX
\ XXXX XXXXX XX. /

v

1

Heading 2

e

Heading 3




e e

View Developer Format

-l 2 T | AaBbCcl AaBb
Al

B rent List iy
1
a3
L
List Library
1) 1
None a) 11
i) 111
< Article | 1
> Section 1.011 1.1
. (8) Heasn 1.1.1 Heac
- ) ) L Hes Chapter 1
Mailings Review View A :
. 1
1 o—
S =
Lo =
=

Define New Multilevel List... D@

Define New List Style,

= |

To create your own multi-level numbering list

1. Home tab > Paragraph group > Multi-Level command

2. Select the list that you want (remember the list is with Heading style)

3. Then back to click the Multi-Level command button, click “Define New Multilevel List...”
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Modify Multilevel list
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Mumber format

Enter formatting for number:

1

| Font...

Mumber style for this level:
1,2, 3 ..

-]

Indude level number from:

In this window, you have to set the following options if necessary.

For example:

Click level to modify:

Level 1:

Enter formatting for number:

(if your number format like this 1), type
brackets after the number.

Number style for this level:

Select the style you want such as 1
Aligned at : 0”, Text indent at : 0.5”
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0cm

Position
Mumber alignment: || .5 « [ Aligned at:
Textindent at: 0.63 cm =

Level 2:

Enter formatting for number:

(if your number format like this a), type
brackets after the number.

Number style for this level:

Select the style you want such as a
Position :
Aligned at : 0.5”, Text indent at : 1”

Level 3:

Enter formatting for number:

(if your number format like this i), type brackets after the number.

Number style for this level:

Select the style you want such as i

Position :

Aligned at : 1”7, Text indent at : 1.5”

At last press OK button.
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Modify styles
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Select the style that you want to modify from the Styles List.
Example : Point to Heading 1, click modify.



Modify Style

Properties
Name: Heading 1
Style type: Linked (paragraph and character)
Style based on: T Normal

Style for following paragraph: | T Normal

Formatting

Cambria (Headings) [¥| 14 E‘ Z U | I e

7

[J¢]

E===s === |

Example : Point to Heading 1, click modify.
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For this case :
change to
Heading 1
J
N

For this case :

change to color to

black
J

Font: (Asian) +Headings Asian (Z74HEEE2), (Default) +Headin
color: Accent 1, Space

Before: 24 pt

After: O pt, Keep with next, Keep lines to

Add to Quick Style list [ ] Aut
(@ Only in this documen

ically update

mbria), 14 pt, Bold, Font

r, Level 1, Style: Linked, Quick Style, Priority: 10 ~

~7 New documents based on this template

\_

If necessary, click
Format button to
change
paragraph setting
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