StyleGuard for Outlook
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Introduction

StyleGuard is a powerful yet easy solution that integrates with Microsoft Outlook and provides
automatic checking of the emails you are composing for AP style conformance. Using defined structure
and rules, StyleGuard helps ensure the consistency of your writing style similar to Outlook’s spelling and
grammar checkers. It saves you the time of manually referring to the AP Stylebook and offers

recommendations on items you might not have realized are covered by AP style.

No matter what you’re writing in your email, you can rest assured that StyleGuard helps you stay on top

of the current spelling, grammar, punctuation and usage guidelines from the journalist’s bible.

StyleGuard includes current AP Stylebook guidance, with rules updated throughout the year to keep

your writing covered by new additions and changes responding to news events and the evolution of the

language.
&) = = Untitled - Message (HTRL) = B =2
Meszage Ihsert Options Format Text R ea ShyleGuard [ @
T | = . B
[ O Y @ | I:‘ Shiowe Informational Entries
|
¥ . |
> L@ Q @ AP
Enable Full Erowwse  Getting StyleGuard  Show AP Stylebook
Auto Scan| Scan Caollections Started Index SuUmmary 2013
Message e Shyle Colleckions
StyleGuard * X
Ta.
—n Search jol
Ch
Send e
Subject:
— | Untitled Message
£

Word count: 0

Checking was performed
for edited text only. To
perform a complete scan of
the message, select the
StyleGuard tab in the Word
Ribbon and click on the Full
Scan button.

Did you know? The new
2013 version of AP
Stylebook collection was
just released on May 29,
2013. Visit the StyleGuard
website for maore
information.

~ Matches: 0

StyleGuard for Outlook is a proofing tool that seamlessly integrates into the popular Microsoft Office
email program. It interactively checks email content against thousands of rules based on the AP
Stylebook and suggests fixes when necessary. It also displays the full text of a relevant AP style rule, so
you are fully informed when you decide which recommended changes to accept or reject.

StyleGuard for Outlook Installation & Reference Guide Page 2



Microsoft Office Compatibility

StyleGuard for Outlook is compatible with the following Microsoft Office versions:

1) Microsoft Outlook for Office 2007
2) Microsoft Outlook for Office 2010

The Add-In is not compatible with:

1) Versions of Microsoft Office prior to version 2007
2) Microsoft Office 365
3) Microsoft Office 2013
e This version of office may be found pre-installed on computers shipping with the new
Windows 8 operating systems.

Installation

To begin the installation of StyleGuard for Outlook, click on the following URL to download the setup
program:

Setup Program: http://www.style-guard.com/download.aspx

Select the product (Outlook for Windows) and click on the download button to download the software.
Please note that StyleGuard for Outlook is currently not available on the Mac.

Click Run after the download is completed. (Note: you may need to first save the file to a convenient
location like your desktop and then double-click to run the program that is saved on your desktop.)

The installation consists of the following steps:

1) It checks that all the prerequisites are installed on your computer. If the prerequisites are not
present, they will be downloaded and installed. Once the prerequisites are present, the setup
package will be downloaded.

Note: Installing the prerequisites may require you to restart your computer. If this is required,
restart your computer and then click on the link above to restart the installation process. If you
experience problems installing the prerequisites, proceed to the section on “Troubleshooting
Installation Issues.”

2) If you encounter the following error during installation, your anti-virus program or system
setting may be blocking the download of the setup software. You can turn off the anti-virus
program and run setup again, or click on the Start button and Run the rest of the setup directly
from: https://style-guard.com/download/outlookbeta/StyleGuardOutlook10Setup.msi
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ShyleGuard for Qutlook @

An error occurred while downloading a required file, You may retry
! % downloading the file or cancel setup,

| Rey || cancel |

3) Once the setup package is started, click on the Next button to start the installation of
StyleGuard for Outlook.

PE! StyleGuard for Outlook EI £=] @

mme to the StyleGuard for Outlook Setup
Wizard

Thank. pou for downloading StpleGuard for Outlook. The installer will guide you through the steps
required to inztall StyleGuard for Dutlook on your computer,

wARMING: This computer program iz protected by copyright law and intemational treaties.
Unautharized duplication or distibution of this program, or any partion af it may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

b

4) Select | Agree and click on the Next button to continue the installation after reviewing the
license agreement.

[ﬁ ShyleGuard for Outlook EIE@

mi‘;e Agreement

Please take a moment to read the license agreement now. [f vou accept the terms below, click.
Agree”, then "Mest”. Othemwise click “Cancel.

EWD-LISER LICEMSE AGREEMENT FOR STYLEGUARD

IMPORTANT: PLEASE READ THE TERMS AND CONDITICNS OF THIS LICENSE AGREEMENT
(CAREFLILLY BEFORE CONTINUING WITH THIS PROGRAM INSTALLATION

Equiom Linguistic Labs Inc, End-User License Agreement ("ELLA") is a legal agreement
between you (gither an individual or a single entity) and Equiom Linguistic Labs For the
StyleGuard software product ("SOFTWARE PRODUCT™), The SOFTWARE PRODUCT may
include associated software components, media, printed materials and "online” or electranic
documentation, The terms also apply o any updates, supplements, Internet-based

services and_suppnrt services fn_r' this SCOFTWARE PRODUICT, urless ather kerms -
()1 Do Mot Agres *ﬁ | Agree ’
[ Cancel ] [ < Back ] [ Ment > l

StyleGuard for Outlook Installation & Reference Guide Page 4



5) Click on the Next button to install StyleGuard at the default folder.

j@ StyleGuard for Outlook

[=]lo =

Select Installation Folder [l

The installer will install StyleGuard for Outlook ta the following folder,

Toingtall in this folder, click "Mext”. Toinstall to a different folder, enter it belows or click “Browse'.

Folder:
C:A\Program Files\StyleGuard, Browse...

\/

[ Cancel ] [ < Back ] [ Next » l

Confirm installation by clicking on the Next button.

ﬁ StyleGuard for Outlook EI [=] @Il[ﬁ StyleGuard for Outlook EI (=] @
It tion mﬂming StyleGuard for Quilook
The installer is ready to install StyleGuard for Dutlook. on your computer, StyleGuard tor Dutlock is being installed
Click "Mext" to start the installation.
Please wait
[ Cancel ] [ < Back ] [ Nest > l < Back Mext >
7) Complete the installation by clicking the Close button.
j@StylaGuardfurOutlouk EI (5] @
T ion Complete
StyleGuard for Outlook has been successfully installed,
Click "Close" to exit.
StyleGuard iz a Microzoft Dutlook add-in. To use StyleGuard, open 'Ward, and "install* StyleGuard
when prompted. [F'word is curently open, vou must first close and re-open it Click, "StyleGuard
Help" in the StyleGuard tab of a message in Outlook for further details.
Cancel < Back
Page 5
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Verifying the StyleGuard for Outlook Installation

To view and verify that the installation of StyleGuard for Outlook was successful:

1) Launch the Outlook application
2) Create a new email message

If StyleGuard for Outlook was successfully installed as an Outlook Add-In, you will see StyleGuard as one
of the tabs on the Outlook ribbon:

. = T
2| 9 OFTF HTML) (
File Message Insert Options Faormat Text Revie
= Ut Calibri Body ~ 11+~ A° A7 | iZ - =
. =55 Copy ]
Paste ) B 7 U - A, | === Address Check | Attach Af®
~ < Format Painter - - =2 Book Mames | File T
Clipboard u Basic Text u Mames

Figure: StyleGuard ribbon menu option

If this menu option is not available proceed to the section on “Troubleshooting Installation Issues.”

Activating a StyleGuard Style Collection

The StyleGuard for Outlook installation includes a style collection from The Associated Press Stylebook.
To use this style collection, you must activate it using the activation code that you received via email
after purchasing a license from The Associated Press. If you need to purchase the AP StyleGuard, you
can do so on apstylebook.com. If you need help retrieving your invoice that contains the activation code,

please contact AP Stylebook support. (See the section on “Getting Help and Support”.)

Below illustrates what the StyleGuard ribbon will display before you activate the AP Stylebook
collection:

EvIN™ ¥ = Untitled - hessage (HThL) o B
File Message Insert Dptions Format Text Reviews StleGuard & e
Ju— I @I D Show Informational Entries

b @ Qe AP
Enable Full Browse  Getting StyleGuard  Show AP Stylebook
Auto Scan Scan Collections Started Tndex  Summary 2013 [nactive]
Message e % | Style Collections e
Ta You need to activate your subscription for this collection. Click on the button to go to the collection activation page or use the Style Collection Browser.
_ - Enable/Disable this shle callection

==

send
&30 (53 StyleGuard Addin for Microsoft Outlook

Subject: Press F1for add-in help,

Figure: StyleGuard ribbon displaying an “inactive” AP Stylebook collection.
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To activate the AP Stylebook collection:

. AP Stylebook - .
1) Click onthe button to launch the Browse Collection window as shown below:

Message  Inset  Options  FomatTed  Revew | SileGuaa
— Show Informations! Entries =
h e Ao AP | o
rowse  Gettin Show P Stiebaok | Chemicals 150
Collections Started Summary 2013 fnactivel Standards
view 3 Styte Colectior 5
T StyleGuard vx
% Search Yy

— | styleguard

=l=]-]
[ AN
T r— Ap APStlebook2013 X versioa 11212200
g 2= —_ You have no style
ISO collections enabled.
3 StyleGuard only checks style
Chomicels 150 Sandarts errors for enabled style

This collection has not been activated. To activate collections.
this collection, click here
Collections Requiing Activation To enable a style collection,
cick the icon representing the
style collection you ’v:zulﬂ :k{eb
1o enable in the StyleGuard tal
The style of the Associated Press is the gold standard . e
for news writing. With The AP Stiebook 2013 (1SBN. 0 e Mcroech: Office Ritbon.
978.0.917360-57-2),you can learn how to wiite and edit
with the clarity and professionalism for which they are
famous. Fully revised and updated, his new edition
contains more than 3,000 Ato Z entries—including more
than 200 new ones—detailing the AP's ules on
grammar, spelling, punctuation, capitalization,
abbrewation, and word and numeral usage.

iz

Version: 17.0
The Assodiated Press

Cor Matches; 7777

Collections | Styles | Download More

Figure: Browse collection window showing information of a selected style collection
In the figure above, The Associated Press (AP) Stylebook collection is shown as not activated.

2) Click on the here link on the right side of the displayed message to start the activation process.

Message  Inset  Options  FormatTet  Review | StyjleGuard

‘ 0 Show Informational Entries >
@ O ¢ AP | By o

Browse  Getting AP Stylebook | Chemicals

I
Collections Started 2013 (inactive) Standards

3 Ce.
— | styleguard

Caa
[ PN
Installed Collections AP AP Stylebook 2013 - x Version 1.12.1220.0 @
_— b e
o tons anbied.

o
IS0
hemicals StyleGuard only checks style
150 Standards it gy
This collection has not been act 0 actvate collections.
this collection,
7o enable 3 style collection,
cick the rcon representing the
style collection you would like

Collections Requiring Activation

” to enable in the StyleGuard tab
The stfe of he Associated Press is the gold standard on the Microsoft Office Ribbon.
T for news writing, With The AP Stylebook 2013 (ISBN
ey 978-0-917360-57-2), you can learn how to write and edit
with the clarity and professionalism for which they are

famous. Fully revised and updated, this new edition
contains more than 3,000 Ato Z enfries—including more
than 200 new ones—detailing the AP’ rules on
grammar, spelling, punctuation, capitalization,
abbrewation, and word and numeral usage.

Version: 17.0
The Associated Press

& Matches: 7772

Collections | Styles | Download More

Figure: Location of the activation link for the AP Stylebook collection
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3) An Activate Collection form is shown:

B]=] <

I

Installed Collections Activate Collection

" W) SR
% ISO 1} First Name:

Chemicals 1SO Standards
Last Name:

2

Collections Requiring Activation

AP @ Email:

AP Stylebook C y:
2013 4: Company
Activation Key:
&

¥| Ok to receive marketing messages from Styleguard

Activate Collection ( 6 ’

Collections | Styles | Download More

o

Figure: The Activate Collection Form
Fill in the information on the form:

First Name

Last Name

Valid Email Address — used only to contact you about updates, product information, etc.
(Optional) Company

Activation Key — this key is the one that you should have received via a purchase

vk wN e

confirmation email from the AP Stylebook.
6. Click on the Activate Collection button
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4) If the activation is successful, you should see a message indicating that your collection has been

activated:
=]«
Collections Requiring Activation Collection Activated
AP Thank you for activating your AP Stylebook 2013
collection. Your collection is now active until 7/8/2014
AP Stylebook . .

2013 We appreciate your business and we always welcome your
input. Please visit http://www.style-guard.com to find out
more about the solutions we offer or to contact us for any
reason.

Eniov using the product!
StyleGuard
A
|0I The collection 'AP Stylebook 2013" has been activated,
L. ¥
Callections Wiew Styles Download

Figure: Screen showing the successful activation of a style collection

5) Upon clicking on the OK button on the message box, the Browse Collection screen will be
updated to display the current subscription status of your activated style collections.
=]~ |

Installed Collections AP AP Stylebook 2013 X

— The style of the Associated Press is the gold standard
AF 5;5'193‘?00" for news writing. With The AP Stylebook 2013 (ISBN:
978-0-917360-57-2), you can leam how to write and edit
with the clarity and professionalism for which they are
famous. Fully revised and updated, this new edition
contains more than 3,000 Ato Z entries—including more
than 200 new ones—detailing the AP's rules on
grammar, spelling, punctuation, capitalization,
abbreviation, and word and numeral usage.

Expires on: 7/7/2014
Version: 17.0
The Associaled Press

Collections Wiew Styles Download

Figure: Browse Collection window after the successful activation of the AP Stylebook collection
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The collection information on the right should now display the “expiration date” of the subscription for
this style collection. The AP Stylebook collection also should have been moved from the “Collections
Needing Activation” list to the “Installed Collections” list. Upon closing the Browse Collection window,
the StyleGuard ribbon will now display the collection as “active” as shown below:

ESIN™ |= Untitled - hessage {(HThL) o B O
Message Insert Options Format Text Rewviews StleGuard & e
[ — T
fr— O Y ] [C] Show Informatianal Entries
|
> Q O
== l—h-il o N = —AP
Enable Full Browse  Getting StyleGuard  Showe AP Stylebook
Auto Scan| Scan Collections Started Index  Summary 2013
Message e Style Callections

Figure: The StyleGuard ribbon with the AP Stylebook collection activated

You can now start using StyleGuard for Outlook while editing your emails. See the section on “Features
and Operations Guide” for more details on how to use StyleGuard for Outlook.

Features and Operations Guide

StyleGuard for Outlook is a Microsoft Office add-in working in conjunction with the Microsoft Outlook
application to provide style checking features when you are writing or editing an email.

Using StyleGuard for Outlook

StyleGuard for Outlook is available while working in these modes in Outlook:

=

Composing a new email
Editing a saved draft of an email

w

Replying to an email

N
— — — —

N

Forwarding an email
StyleGuard for Outlook is not available in any other modes in Outlook, e.g., Calendar, Contacts, etc.

StyleGuard for Outlook is only available for HTML-formatted emails. You can change the format of your
emails in the Format Text tab on the Outlook ribbon. If your email format is not HTML, you will see
“Unable to Scan Message” in the StyleGuard task pane.

ad| = Untitled - Message (HTML) = B R
Mes Insert Cptions Review StyleGuard & e
= Aa HTML P : = s R Find =
=l N v Galien -1 A AT Aar B =R EE T agppeepe sssboone AaBbCl N % iReplace
Pavste S\ AarichTent B 7 U she x, x* | 3~ A - Ty - - THormal  THo Spac.. Headingl _ gryal:sgf I select -
Clipboard Fort Paragraph Styles Editing
. |Sty|eGuard v X

Figure: Changing the format of an email message
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StyleGuard * X
Search fo)

| summary
= | Untitled Message

Word count: O

Unable to Scan Message

The message must be in HTML
format for StyleGuard to be
able to scan and tag the
content. To change the format
use the 'Format Text - Format’
options.

Figure: Unable to Scan Message if the email format is not HTML

StvleGuard Options and Functionality

StyleGuard provides users with the ability to review and evaluate content against a set of thousands of
AP style rules. StyleGuard may propose corrections or suggestions, alternate forms of the same word or
phrase according to the style preference defined by The Associated Press Stylebook. For more
information about this style collection, see The Associated Press website, http://www.apstylebook.com.

Scanning an Email
When composing an email in Outlook, StyleGuard for Outlook by default will automatically scan and

report on the content you have typed. This mode is referred to as “Auto Scan” and the highlighted
button on the far left in the Outlook ribbon shown below indicates that “Auto Scan” is active.

Options Format Text Review StyleGuard

r " gy | )
| [ Show Informational Entries ; » g
© CQ O AP | i iSo
- S = _— -
Enable Full Browse Getting StyleGuard Show |AP Stylebook|Chemicals IS0
Auto Scan| Scan [Collections Started Index Summary [ 2013 Standards
Message View * Style Collections

Figure: Display of the highlighted “Auto Scan” button in the StyleGuard ribbon

There are two scan-related buttons on the StyleGuard ribbon:

e Enable Auto Scan (on/off) — If on, StyleGuard automatically scans and checks the edited text in
an email. If off, StyleGuard checks your text only when you request a full scan. Toggle on and off
by clicking on the Enable Auto Scan button.

e  Full Scan — Click on this button to request a full scan and check of the entire email once by
StyleGuard. Otherwise StyleGuard will not check the text in a message you forward, for
example, only the new content you write.
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Using “Full Scan”

Full Scan can be performed regardless whether Enable Auto Scan is on or off.

Using “Full Scan” with “Enable Auto Scan” on

As discussed earlier, if Enable Auto Scan is on, emails are being checked while you are editing. When
you are editing an existing email, only newly typed or edited text is scanned. This may be preferred
when you have a long email and you do not want StyleGuard spending unnecessary time scanning text
in the email that hasn’t been changed.

If, however, you would like the entire email you are editing to be scanned while Enable Auto Scan is on,
simply click on the Full Scan button and StyleGuard will check the entire email, reporting any proposed
changes or suggestions it discovers. This can be done any time when you want to have the entire email
scanned.

Using “Full Scan” with “Enable Auto Scan” off

If you prefer not to have StyleGuard check your text while you are writing or editing an email, you can
turn Enable Auto Scan off by clicking on the button. This means that StyleGuard will not scan and check
any new or modified text.

To have StyleGuard scan and check the email, you will need to click the Full Scan button. By clicking on
the Full Scan button, you are basically “manually” requesting a full scan of the email. At any time, you
can, of course, turn Enable Auto Scan on to enable automatic scanning of new or modified text.

Reviewing Results of a StyleGuard Scan

When a scan of the current email is completed, the results will be presented in the StyleGuard task
pane.
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An example of a scan is shown below:

f L " e
£ - (Chauy | Untitle: essage (HTML = X
Message Insert Options Format Text Review StyleGuard ikd
- @& 9 ) @ 7] show Informational Entries [ g2 .
Vo e . AP 2 IS0
o A ¢ AP %
Enable  Full Browse Getting StyleGuard Show |4P Stylebook|Chemicals  1SO
Auto Scan  Scan Collections Started Index Summary 2013 Standards
Message View Al Style Collections
T StyleGuard v X
0.
] Search Fel
send [ L& < <« > > X
Subject:
= | email ( 2) @ A
This test paragraph has one proposed change error and one informational item. N
1 Proposed Change:

Test e-mail for today.
Replace e-mail with email
© e

Test e-mail for yesterday.

Acceptable in all references
for electronic mail. Many
email or Internet addresses
use symbols such as the at
symbol (@). or the tilde (~)
that cannot be transmitted
correctly by some computers
When needed, spell them out

and provide an p—~anatory
editor's note. (5
Use a hyphen with other e-

terms: e-book, e-business, e-
commerce.

< Match: 1/4 ®

Figure: Results of the scan of an email message

The email above contains four matches, indicated with the purple underlines, and including both an
error with a proposed change and a suggestion indicating that there are alternative or preferred ways to
express the word or phrase.

The illustration above indicates that the word “e-mail” as it was originally typed (see reference 1 in the
illustration above) should be “email” without a hyphen to follow AP style. StyleGuard presents via the
task pane on the right a proposed change and details about the change as shown in reference point 2
and 5, respectively, in the illustration above. You then have the following option(s):

e Apply the change to only the currently selected item e , labeled as reference point 3.

e Apply the change to all matches within the email @ , labeled as reference point 4.

e Ignore the proposed change by using the < button on the task pane navigation bar,
labeled as reference point 6.

The word “today” is underlined to show that StyleGuard has a suggestion about an alternate form. This
appears because “show informational entries” is checked — StyleGuard offers information about words
and phrases used, whether it identifies them as possible errors or not.
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e & v | Untitle essage (HTML o =) X
G| Message  Inset  Options  FormatText  Review | StyleGuard (N ?
- & ) 0 7] Show Informational Entries IR, .

Vo () . AP L IS0
- Q@ Q@ AP 2%
Enable  Full | Browse Getting StyleGuard Show 4P Stylebook| Chemicals  1SO
AutoScan Scan | Collections Started  Index Summary 2013 Standards
Message View Style Collections il
T StyleGuard =
0.
a = Search jel
—! [

4 <4 » b X
Subject:

today, tonight Ap

2
Test e-mail for today. (1 Use only@ecl quotations
\ and in phrases that do not

refer to a specific day:
Test e-mail for yesterday. Customs today are different
1 from those of a century ago.

&1

This test paragraph has one proposed change error and one informational item.

Use the day of the week in
copy, not today or tonight

Match: 2/4 (®

Figure: Suggestion shown for a matched scanned item

Note that StyleGuard is not presenting a “proposed change” option, just informational guidance on how
the matched term should be used. See reference point 2 in the illustration above.

The only option available is to select the “X” button in the navigation bar to ignore this rule. StyleGuard
will no longer display this informational entry until you restart Outlook. Alternatively, if you do nothing,
that same informational entry will appear again next time you use that word or phrase in a checked
email. You can simply move on to the next StyleGuard match.

View Panel

StyleGuard for Outlook offers many functionalities in its “view” panel on the ribbon. You can browse and
manage the style collections you have, learn how to get started using StyleGuard, view the A-Z index of
the style entries, show the summary of the results generated by StyleGuard after a scan, and show all
StyleGuard matches including those that are for informational purposes only. The following briefly
discusses each of the buttons in the view menu.
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Browse Collection Button

To browse and manage your style collections, click on the Browse Collection button in the view menu.

| Message Insert Options Format Text StyleGuard
— @ ) @ [ show Informational Entries
Z 2 LW Q9
Enable Full Browse Getting StyleGuard Show AP Stylebook Chemlcals 1SO
Auto Scan Scan Collections Started Index Summary 20;7377‘ Standards
Message View . Style Collections

Press F1 for add-in help.

o StyleGuard Addin for Microsoft
Outlook

Figure: Browse Collection button

When the Browse Collection button is clicked, it launches the Browse Collection window, showing you
what style collections you have installed.

WGIEN Message Insert Options Format Text Review StyleGuard ~ 2

— @ ) 6 [7] show Informational Entries W =
Ze uWwe Qe AP |G 1o
Enable Full Browse Getting StyleGuard Show AP Stylebook

2013

Chemicals  ISO

Auto Scan Scan Collections Started Index  Summary y Standards
Message View £ Style Collections
StyleGuard v X
To.. |
E s
=]
sena | LSe= ] EE
Subject: |
| Installed Collections AP AP Stylebook 2013 x
ﬁ
— tain
AT s|ebmk Chemicals The style ofthe Associated Press is the gold
standard for news writing. With The AP Stylebook ve ||

2013 (ISBN: 978-0-917360-57-2), you can learn
how to write and edit with the clarity and
professionalism for which they are famous. Fully
revised and updated, this new edition contains

| more than 3,000 Ato Z entries—including more
50 Skandards than 200 new ones—delallmg the AP s rules on

& |
L]

spelling,
abbreviation, and word and numeral usage.

Expires on: 7/7/12014
Version: 17.0
The Associated Press

Collections | Styles Download More

T

& Matches:0 @)

Figure: Browse Collection window

The Browse Collection window allows you to:
e View the style collections you have installed and their expiration dates.
e Review style entries within a selected collection.
e Download, install and, if necessary, activate additional style collections.
e Update and delete existing style collections.
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Important Note: The Browse Collection window is also used to manage activation of your style
collections.

Getting Started Button

The Getting Started button shows a brief summary of how to use StyleGuard in the StyleGuard task
pane to the right of the email being edited.

A T Untitle essage (HTML o b
e || Message Insert Options Format Text Review StyleGuard (~ ?
- @& Y | Show Informational Entries | | =7
= [ ¢ ) 5 150
ie LA Q N ¥ AP x =
Enable  Full Browse Getting StyleGuard Show 4P Stylebook| Chemicals  1SO
AutoScan Scan | Collections Started Index  Summary iz | Standards
Message View ¥ Style Collections 5
= | styteGuard Help I StyleGuard v X
g = | Show StyleGuard help in the side I Search el
= = S
s [l e & L
subject: | StyleGuard Addin for Microsoft | -
% Outiook = | styleguard
Press F1 for add-in help. ir]

StyleGuard enables authors
and writers using Microsoft
Word to check their
documents interactively for
conformance with specific
writing styles. It helps to
ensure compliance and
consistency of writing styles
within and across
organizations. It
complements other
reference material such as
print style manuals.

m

StyleGuard supports
simultaneous access to one
or more style collections
(guides). Each style
collection provides unique
features to help you with
your writing. E.g., the AP
Style Collection helps you to
conform to the AP style and
answers questions like What
is the acronym for a given
term?, When should I
capitalize a word, and Is it
e-mail or email? The
Chemical Style Collection
provides you the chemical
formula for common
chemicals. E.g., water has a
chemical formula of H,0.

e Matches:0 (®

Figure: Getting Started button and its associated content shown in the StyleGuard task pane

The content in the StyleGuard task pane includes a link to the StyleGuard website for more information
and additional help.

StyleGuard Index Button

When a style collection is active — as indicated by the highlighted AP Stylebook collection icon — you can
refer to the content in that collection by clicking the “StyleGuard Index” button. When the index button
is clicked, the StyleGuard task pane to the right of email shows an A-Z index for the active style
collection. You can click on any letter of the alphabet to browse — for example, click on the letter B to
show all the style entries starting with the letter B. Furthermore, you can use the search box to search
for a particular entry. When you type in the search box, autocomplete will show you entries that start
with the word you type. For example, you can type “French” to bring up the list of entries that start with
the word “French,” such as “French Bread.” Typing in a word and pressing the Enter key will provide you
with a list of style entries in the AP Stylebook collection that mention the word. For example, typing
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“avoid” and pressing the Enter key shows entries that contain “avoid” like “abbreviations and
acronyms,” “academic degrees,” etc.

Below is an example of a display in the StyleGuard task pane after the “StyleGuard Index” button is
clicked:

S| Message  Insert  Options  FormatText  Review | StyleGuard

: & (RN Q K\.\ @‘ [ Show Informational Entries | AP | :,:‘% Iéo

Press F1 for add-in help,

Enable  Full Browse Getting StyleGuard Show 4P Stylebook| Chemicals  1SO
AutoScan Scan | Collections Started  Index  Summary 2013 | Standards
Message | View Style Collections
[
= | Browse entries in style collections StyleGuard v X
= : | Show a list of all the currently active Search
Sond faz, j style collections ABCDEEGHIJKLM
i NOPQRSIUVWXYZ
Subject: ‘ o StyleGuard Addin for Microsoft -
‘ 9 outiook a- AP =
|

» 181

The rules of prefixes apply,
but in general no hyphen

Some examples:
achromatic |atonal

@ Related Styles

ala carte AP

Menu in which each item is
individually priced

alamode AP

Inthe US., a dessert
served with ice cream,
often pies or cakes.

PP an

« m »

Matches:0 (®

Figure: StyleGuard Index button and its associated content shown in the StyleGuard task pane
Show Summary Button

Clicking on the Show Summary button shows the results of the scan last performed by StyleGuard. If
StyleGuard found any matches in the email, you will be presented with the navigation buttons to
navigate through the list of matches: only potential issues are shown if Show Informational Entries

(explained later) is off or both potential issues and informational entries are shown if Show
Informational Entries is on.
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The figure below shows a typical display in the StyleGuard task pane after the Show Summary button is

clicked:

| Message Insert

Enable Full

Auto Scan  Scan Collections Started

Message

Subject:

Options

-2 L Q@

Format Text Review StyleGuard

Browse Getting StyleGuard Show

Index  Summary
View

ssage (HTML

Show Informational Entries | AP |

‘AP Stylebook| Chemicals

Show Summary of matches

Show a summary of the style match
counts by category

s StyleGuard Addin for Microsoft
W Outlook
Press F1 for add-in help,

2013

Style Collections

-
IS0
ES
150

Standards

StyleGuard v X
Search yel

E*m 1 _

Untitled Message

5

Word count: 12
Styles checked: 4,284
Rules checked: 8,320

Your message does not contain
any matches for any of the
style rules you currently have
enabled.

o Matches:0 (®

Figure: Show Summary button and its associated content shown in the StyleGuard task pane

As the result of clicking the “Show Summary” button, you will be shown information about the current
email, the style entries and rules enabled and the current state of the scan. Note that if Enable Auto
Scan is not on, this information only represents results from the last full scan. If changes have been
made since the last full scan, you must click on the Full Scan button in the StyleGuard ribbon to get the

most up-to-date information.

“Show Informational Entries” Scan Option Setting

While using the scan feature of StyleGuard, you can decide how much information you want StyleGuard
to display. By default, StyleGuard will scan and show you what are referred to as “potential errors.”

These are words or phrases within your email that are considered incorrect according to StyleGuard’s

automated AP style rules.
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If you want StyleGuard to show you additional information about the words or phrases in your email,
you can enable the Show Informational Entries setting as shown as reference point 1 in the illustration

below:

Lﬁ.'t 9 \L @] Svlnfurmat\una\Entrwes m ﬁ

Browse Getting StyleGuard  Show 1

The recalled vehicles could experience greater stopping distances y=
braking because of a mechanical design flaw in a brake part.

TOKYO — Toyota Motor Corp. said Wednesday it is recalling about 242,000 of its Pri
Lexus hybrid vehicles due to problems with their braking svstems.

The recall applies to about 233,000 Prius vehicles made between March and October 2
abojt 9,400 Lexus HS250k models made between fune and October 2009. F

Owners of the Prius vehicles receivbout the warranty recall. @
Prius vehicles affected are sold worldwide. The Lexus sedans are sold in td J:

Related: Chrysler says 'no’ to US recall request

Of the total, 91,000 were sold in North America. Another 30,000 were sold in Europe, =
customers did not receinfmnations about the recall.

The automaker said brake pressure parts in the vehicles are made of a weak material the
crack dueto vibration. slowing response times.

It sa.iere no accidents or injuries caused by the problem so far, but the compan;
recelved @0Zens of complaints.

- N

4|

i | 3

Page:1ofl | Words: 204 | <% |

Enable Full \AP Stylebook| Chemicals
Auto Scan| Scan Collections Started Index  Summary 2013
Document View . Style Collections
1---|H-)uﬁ---H-l--"--2--"--E-H---4‘Hl---EH‘I"P.‘_-qSterGuard v x
| Search ol
. 4 4 F ir
= Document2

Word count: 204
Styles checked: 4,342
Rules checked: 13,377

Informational Styles
4

@

Potential Issues
3

Did you know? The new 2013
AP Stylebook collection was
just released on May 29, 2013.
Visit the StyleGuard website
for more information.

A
Total Matches: 7

Rules: 13,377

Characters: 1,384

Match: 37 (&)

15

Figure: lllustration of “Show Informational Entries” and email scanning results

When the Show Informational Entries option is checked, StyleGuard will include matches not only for
potential errors but also for other words or phrases mentioned in the AP Stylebook collection. In the
summary displayed in the StyleGuard task pane above, StyleGuard found four informational entries and
three potential issues (see reference point 2). These informational items are tagged in the email the

same way as the potential issues — with a purple squiggly underline.

Unlike potential issues, informational matches usually do not require correction. When you click on each

|II

“informationa

task pane, taken from the matching AP Stylebook entry.
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For example, the match above denoted by reference point 3 for “U.S.” is an “informational” item. The
illustration below shows the StyleGuard task pane when this item is selected:

StyleGuard v X
Search p

4 4 F @ X

U.S. AP

The abbreviation is acceptable
as a noun or adjective for
United States. In headlines,
it's US (no periods).

Figure: Display of the informational entry “U.S.” in the StyleGuard task pane

This entry differs from the potential errors in that there is no proposed change presented. Instead, only
information on how to use this term is displayed. If you wish StyleGuard to stop highlighting this
particular match, you can click on the Ignore All button ( ) in the navigation toolbar. StyleGuard will no
longer display this match until you restart Outlook.

Using the StyleGuard Task Pane

The StyleGuard task pane provides additional functionality that can be used to view and navigate

through the results. The typical result of a scan is shown below with explanation of the options
available:

StyleGuard v x
Search o)
4 4¢P X

yest@ AP

Use only in direct quotations
and in phrases that do not
refer to a specific day:
Yesterday we were young.

Use the day of the week in
other cases

Total Matches: 4
Rules: 12,558

Characters: 132

Match: 4/4 @

Figure: StyleGuard task pane showing status note and navigation bar
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Features

Result and Progress Indicators

The StyleGuard task pane includes progress and results indicators that keep you updated on the status
of a scan. (Refer to the section on “Scan Features” for an explanation of the various scan capabilities
available.)

Reference point 1 in the above illustration shows a yellow status note that automatically pops up when
a scan is in progress. You can hide or unhide the status note by clicking on the “down” ® or “up” ®
button located in the lower right corner, see reference point 2. The status note can also be closed using
the “close” * button. If you hide the status note, it will not be displayed again during a scan until you
activate it again using the ® putton.

The following display shows the status note and the status bar while StyleGuard is processing an
email. Note that you can continue to work on your email while StyleGuard is scanning.

N
Current Matches 1 8

Checking 8,320 rules

240 characters processed

[ Pause Processing ]

Matches: 18 | sm— ®|

Figure: Display of the status note and status bar while StyleGuard is scanning

Results Navigation Bar

Results from the scan of an email might include many matches. These matches can be navigated from
the first to the last or the nearest one based on the current location of the cursor in the email. The
navigation bar uses the control display options as follows:

< Go to the first match.

- . . .
Go to the previous or nearest match based on the current location of the cursor in the
email.

- . . .
Go to the next or nearest match based on the current location of the cursor in the email.

g

Go to the last match.
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The next and previous match buttons can be used to navigate through the list of matched items as well
as to find the nearest match based on the current location of the cursor in the email. When these
navigation buttons are clicked, StyleGuard will select and highlight the appropriate match based on your
navigation choice.

Ignoring a Scan Rule

Another option located on the navigation bar is the Ignore Rule button represented by the =
symbol. This button is used when you wish to have StyleGuard stop detecting a match for a given word
or phrase.

It is important to note that the “ignore” will apply to all similar matches in all the emails you edit, not
just the current match. The “ignore” is in effect until you restart Outlook.

Uninstalling StyleGuard for Outlook

To uninstall StyleGuard for Outlook, follow the steps below:

1.

Sticky Motes

% Snipping Tool

,;"f:ll. Paint

% Rernote Desktop Connection

[%,'I Magnifier =
9 Control Panel

.Ji Solitaire

—S\g- ShyleGuard

Dewi nd Printers

Default Prograrns

» Al Programs

| |Seam’1 programs and filss
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2. Under Programs, click on Uninstall a program

[E=N NCR =

OO |@ » Contral Panel » - | +y | | |Searth Control Panel P |

Adjust your computer's settings Wiew by Category ™

il  System and Security User Accounts and Family
' '3 Review your computer's status . Safety
~ [

Back up your computer 9 Add or remove user accounts

Find and fix problems 'PH' Set up parental controls for any

user

Network and Internet
@] View network status and tasks ) Appea rance and
= Cheose homegroup and sharing w Personalization
i 2
opHens Change the theme
/ Hardware and Sound Change desktop background
1

View devices and printers Adjust screen resolution

Add a device

Clock, Language, and

Programs 1L Region
Uninstall a program Eﬂh;;g;:eybcards or other input

Change display language

@I Ease of Access
|.‘J Let Windows suggest settings

Optimize visual display

3. Select StyleGuard for Outlook and click on Uninstall

[F=N ECH =
" il \
@Uv| € Prograrms b Programs and Features - | g | | Search Progrems and Features 2 |
Centrol Panel Home .
Uninstall or change a program
View installed updates Te uninstall a program, select it from the list and then click Uninstall, Change, or
'@' Turn Windows features on or Repair. i
off
Organize *  Uninstall Change  Repair 3= - .@.
Marre ‘ Publisher =
oa Microsoft Office Standard 2010 Microsoft Corporation
‘Microsoft Security Essentials Microsoft Corporation s

@Microsoft\;"isual C++ 2010 86 Redistributable - 10.0....  Microsoft Corporation
@Microsoft\fisual Studio 2010 Tools for Office Runtim..,  Microsoft Corporation

’ |E‘~:i StyleGuard for Outlook StyleGuard
= StyleGuard for Word StyleGuard m

m

4| 1 | 3

Sg StyleGuard Product version: 213.0708
Help link: http://style-guard.com/support

Troubleshooting Installation Issues

The following section details how to troubleshoot common installation issues or issues related to using
StyleGuard for Outlook. If you are unable to get your issues resolved, go to the “Error! Reference
ource not found.” section for the appropriate contact information.
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Manually Enabling or Disabling StyleGuard for Outlook

There may be situations either just after installation of StyleGuard for Outlook or while using StyleGuard
for Outlook when you might want to permanently enable or disable it as an Outlook Add-In. Use the
following steps to perform either action.

1) In Outlook, click on the File menu and select the Options menu choice.

5end /Receive Folder View

Account Information

=]
glennb@equiom.com
i 4 POR/SMTP
g Add Account
Open
Print Click here to get to .

the Add-In features
page.

r this account an

[ |z] Options I}
B9 Exit

Mailbox Cleanup

= Manage the size of your mailbox by
archiving.

Cleanup

Tools ~

Figure: Accessing the options page in Outlook 2010

2) Click on the menu item Add-Ins to display the Microsoft Outlook Add-Ins panel.

General L% View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
Contacts Launch Add-in options dialog:
Tasks
Add-ins
Motes and Journal
Name Location Type =
search Active Application Add-ins B
Mobile Business Connectivity Services Add-In Ch.ddin.dll COM Add-in |=
Microsoft Exchange Add-in Chddin.dil COM Add-in
Language Microsoft Outlook Social Connector Ch W TOR.DLL COM Add-in
Microsoft SharePoint Server Colleague Import Add-in Chaport.dil COM Add-in
Advanced Microsoft SharePoint Workspace Proxy for Qutlook Add-in CHGVEEX.DLL  COM Add-in
Microsoft VBA for Outlook Addin G\ VBADLL COM Add-in _
Customize Ribbon S emete medes ot it LR
Add-in: Business Connectivity Services Add-In
Quick Access Toolbar Publisher: Microsoft Corporation
Compatibility: No compatibility information available
Location: C\Program Files\Microsoft Office’\Officel 4\ ADDINS\BCSAddin. dll

Trust Center Description:  This Add-in is used by Business Connectivity Services.

Manage: | COM Add-ins El

o

Figure: Add-Ins options menu and panel display
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3) If StyleGuard for Outlook was successfully installed, you can find the entry in the “Active
Application Add-ins” section under “StyleGuard Addin for Microsoft Outlook” as illustrated

below:
General ol - . . .
B View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
Contacts Launch Add-in options dialog: | Add-in Options...
Tasks
Add-ins
Notes and Journal
Mame Location Type Il
Search Active Application Add-ins
Mobile Business Connectivity Services Add-In Chiee\Officel P ADDINS\BCSAddindll - COM Add-in
Microsoft Exchange Add-in Ch el MADDINSWUmOutlookAddindll COM Add-in
Language Microsoft Qutlook Social Connector C N\Officel \SOCIALCONMNECTOR.DLL - COM Add-in
Microsoft SharePoint Server Colleague Import Add-in ChicelADDINS\Colleaguelmport.dil - COM Add-in |E
Advanced Microsoft SharePoint Workspace Proxy for Qutlook Add-in ChWft Office\Officel \GROOVEEX.DLL  COM Add-in
Microsoft VBA for Qutlook Addin G, ce\Officel NADDINS\OUTLVBA.DLL  COM Add-in
Customize Ribbon OneNote Notes about OutldBk items C..soft Office\Officel4\ONBHtnOL.dIl - COM Add-in
. Outlook Change Motifier C:\...OutlookChangeNaotifierAddIn.dll COM Add-in
Quick Access Toolbar StyleGuard Addin for Microsoft Outlook :\...StyleGuard. Outlookustolvstolocal 0
pai Inactive Application Add-ins
Trust Center Microsoft Access Qutlook Add-in for Data Collection and Publishing  Ch. . fice\Officel HADDINSWACCOLK.DLL  COM Add-in =

Add-in: StyleGuard Addin for Microsoft Qutlook

Publisher: <MNone>

Compatibility: Mo compatibility information available

Location: C\Program Files x36)\StyleGuard\Outlook\EquiomLabs.StyleGuard.Qutlook.vstolvstolocal

Description: StyleGuard Addin for Microsoft Outlook

Manage: | COM Add-ins El

If you want to activate StyleGuard for Outlook, no additional action is required. If you want to
disable StyleGuard for Outlook, continue with the steps below accordingly.

Note: If the installation of StyleGuard for Outlook was not successful, you will find it listed under
the “Inactive Application Add-Ins” section. To enable StyleGuard for Outlook, continue to follow

the steps below.

4) To enable or disable StyleGuard for Outlook, access the “Manage COM Add-ins” dialog by
clicking on the Go... button at the bottom of the window.

Manage: | COM Add-ins
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5) Inthe “COM Add-Ins” dialog, locate “StyleGuard Addin for Microsoft Outlook.”

r — B

Add-Ins available:

Microsoft Outlook Sodal Connector -

Microsoft SharePoint Server Colleague Import Add-in
1 Microsoft SharePoint Workspace Proxy for Outlook Add-in

n

"] outlockspy Developer Tool

OneMote Motes about Outlook Items -
Outlook Change Motifier =

StyleGuard Addin for Microsoft Outiook
|| Windows Search Email Indexer

Remove

Follow the instructions below to either enable or disable StyleGuard for Outlook:

a. To Disable StyleGuard for Outlook, make sure the checkbox is unchecked.
Wl styleGuard Addin for Microsoft Outiook

b. To Enable StyleGuard for Outlook, make sure the checkbox is checked

Then click the “OK” button to complete the operation.

Verifving that StyleGuard for Outlook is Enabled

[
|
| "
| Location: C:'\Program Files (x86)\5tyleGuard\Outiook\EquiomLabs. StyleGuard. Outlook. vsto |vstolocal |
i Load Behavior: Load at Startup
I

To verify that StyleGuard for Outlook is activated, start Outlook and create a new email message. If

StyleGuard for Outlook is active, StyleGuard should be shown as one of the tabs on the Outlook
located above the email message.

ribbon

ESIN™ I A e
_ File_ Message Insert Options Format Text Revie
= M cut PO
_!] . Calibri(Body~ 11 = A a7 | =~ i=~
——! E3 Copy
Paste ahr . A - .g = Address Check | Attach Af
- F Format Painter B IU - % - Book Mames File I
Clipboard [P} Basic Text P MNames

Figure: StyleGuard as one of the tabs on the Outlook ribbon after StyleGuard for Outlook was successfully

enabled
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Troubleshooting Tips While Enabling StyleGuard for Outlook Add-In

To determine why the StyleGuard tab might not appear as one of the tabs on the Outlook ribbon when
editing an email message:

1) If you have used the steps above to verify and enable StyleGuard for Outlook, repeat steps 1-3
above to verify that StyleGuard for Outlook is displayed in the “Active Application Add-ins”
section.

a. If “Yes” —restart Outlook and verify again.
b. If “No” —look at the “Add-Ins” section and locate StyleGuard for Outlook entry. If
StyleGuard for Outlook is in:
i. The “Inactive Application Add-ins” section, try enabling it again following the
instructions from steps 4-5 above.
ii. The “Disabled Application Add-ins” section, do the following:
1. Follow the steps 4-5 in the section above and attempt to re-enable
StyleGuard for Outlook again. Then check to see if the Add-In shows up
in the “Active” listing.
2. If you are unable to Enable StyleGuard for Outlook, contact StyleGuard
support for additional assistance. (See the section on “Getting Help and

Support”.)

Getting Help and Support

AP Stylebook Support — Please contact AP Stylebook support if you have questions about purchasing
and renewing StyleGuard for Outlook, or if you have questions about AP Stylebook entries.

Email: help@apstylebook.com

Website: https://www.apstylebook.com/?do=help

StyleGuard Customer Support — Please contact StyleGuard customer support if you have questions
about installing and using StyleGuard for Outlook, or if you have suggestions on software features and

improvements.

Email: support@style-guard.com

Website: http://www.style-guard.com
FAQ: https://style-guard.com/support/faq.aspx
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