Auto-restart Numbering Style

Outline Numbering can be used to create a style which will force numbers to restart. This is done by assigning the numbering to level 2 and the style which usually appears before the numbering to level 1. 

In this example, the main paragraph is formatted using +MPS BodyText, the numbered list is formatted using +MPS Number1. By assigning MPS BodyText to outline level 1 and MPS Number1 to outline level 2, the number count will restart after every occurrence of MPS Body Text. 
This is a two step process. 

1. First, create or verify that you have created the “main paragraph” style. 

2. Second, create the numbering bullet style WITH OUT adding a bullet. The number will be added in the next steps.

Creating the unnumbered bullet style

We want to create an unnumbered bullet style so that the ‘main paragraph’ style can be used to restart the numbering. The number will be added to this style through the association with ‘main paragraph’ style. 

1. On the Format menu, click Styles and Formatting.

2. In the Styles and Formatting task pane, click New Style.

3. In the Name box, enter a style name, the example uses “+MPS Numbering1”. 

4. In the Style type list, click Paragraph.

5. In the Style based on list, click (no style).
6. Click Format and select only the desired attributes for the font and paragraph. 

Important! Do not select the Number attributes yet. 

7. When finished, click OK to close the New Style window.

Verify that your new style is listed in the Styles and Formatting Task Pane.

Linking styles through Outline Numbering

This next step creates a relationship between the ‘main paragraph’ style and the unnumbered bullet style. This relationship will assign a numbering scheme to the bullet style and force the number count to start over after each use of the main paragraph style.

1. In the Styles and Formatting Task Pane, select your main paragraph style. 

2. Click the drop down arrow and select Modify to open the Modify Style window.

3. Click on Format.

4. Select Numbering, the Bullets and Numbering window is displayed.
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Outline Numbered tab.
5. Click the Outline Numbered tab.
6. Select the first predefined outline numbered list.
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The first gallery selection.
7. Click Reset, if the reset button is grayed out, then the gallery is at its default setting. Otherwise, you will get this message: 
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Reset gallery message.
8. Click Yes.

9. Click Customize.
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Customize button.
The Customize window provides choices for the creation of an Outline Numbered List. From here the Outline levels can be assigned to styles. Numbering and bullet choices can be made and assigned to styles also. These choices are made by clicking More and displaying some hidden choices.
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Customize Outline Number List window.
10. Click More.

To assign the main paragraph style to the first level, the bullet information needs to be removed from the Level 1 Number format area.

11. Click on 1 in the Level list.

12. Select the ‘1)’ in the Number Format field.
13. Press the Delete key.

14. The Number style field should now display (none).

[image: image6.png]Number format

Level

Number format;

|

Number styl: start a:

o0 ] L 3





Number format field.
The Number format area controls the bullet assignment to each level. By setting the selection to none, we are removing the bullet assignment but keeping the level assignment. In the next steps, we will remove the bullet positioning attributes associated with this level so that our main paragraph retains its original margin settings. 

15. Verify that Number position is Left and Aligned at: is set to 0”.
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Number position fields.
The Number position settings controls the distance of the bullet from the page margin. Since we have removed the bullet association with this level, the Number position should be Left and Aligned at should remain at 0”  

16. Set the Tab space after and the Indent at fields to 0”.

The Text Position fields control the distance of the text from the bullet and the placement of any subsequent paragraph lines. The Tab space after: field controls the distance between the bullet and the first line of the paragraph. The Indent at: field controls the distance of any hanging lines from the margin. Since we have removed the bullet association with this level, these settings need to be set to 0”.
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Text position fields.
The Link level to style: field assists in creating the association between our main paragraph style and Level 1. 

17. Click Link level to style

18. Select your main paragraph style, in this example +MPS BodyText is selected.
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Link level to style selections.
19. Click Follow number with and select Nothing. Since we have removed the bullet association, we need to make sure that text using our main paragraph style does not have a tab set at the beginning of the first line.

The next step is to attach the appropriate numbering scheme to the bullet style and link it to the main paragraph.

20. Click Level 2.
21. Delete the information in the Number Format field, as before.
The Number style field should now display (none).

22. Under Number style, select the desired numbering scheme.
You may need to add a delimiter to the scheme, such as a parentheses, period or hyphen. 

23. The Number position controls the placement of the bullet, type in the desired measurement.

24. Set Tab space after and Indent at to the desired measurement. These measurements should be the same.

25. Click Link level to style.

26. Select your bullet style. In this example we created +MPS Numbering 1 as our bullet style. This connects the numbering scheme to the +MPS Numbering 1 style. 
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Customize Outline Numbered List.
27. Verify Follow number with is set to Tab character

Adding a tab character is necessary so that Word will automatically space your first line text to the tab measurement set Tab space after field. 

28. Verify Restart numbering after is set to Level 1

This is the setting which controls when the number count will restart. In this case, since +MPS Body Text is the style used at Level 1, whenever this style precedes +MPS Numbering1 style the count will restart.

29. Click OK to close the Customize Outline Numbered list window.

30. Click OK to close the Modify Style window.

Your styles are now linked and the Styles and Formatting Task Pane should display the selected numbering scheme next to your numbered bullet style. 
