StyleGuard for Word

Quick Start Guide




What Is StyleGuard?

StyleGuard for Word is a proofing tool for AP Stylebook
Integrates into Microsoft Word seamlessly

Checks interactively document against the AP Stylebook
guidelines

Suggests fixes when appropriate

Displays the full text of relevant AP styles for reference
and decision-making




Setup

+ Setup and activation instructions: http://www.style-
quard.com/Support/Installationinstructions.aspx

* |s it installed and activated?
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What does it do?

Auto Scan — Scans and suggests changes as you type.

Full Scan — Scans the whole document — great for editing
and reviewing new and existing documents.

Search — Search the content of the AP Stylebook.

Browse — Browse your installed collections and their
entries




Auto Scan

Turning it on:
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With Auto Scan enabled, StyleGuard for Word
automatically scans and suggests changes as you type

Auto Scan would only scan the portion you're modifying
In an existing document

Note: It is recommended that Auto Scan be disabled
when tracking changes on a document. A full scan can
be run on the document at any time.




Full Scan

- Start a Full Scan by clicking:
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- Scans the whole document for AP style
consistency

» With Auto Scan enabled, you can scan the rest
of an existing document that you have not
modified in this session with a full scan

» With Auto Scan disabled, a full scan is great for
edits and reviews




Reviewing the Results

B

Matches highlighted

The name of the AP
Stylebook entry

Apply button
Apply All button

The full text of the AP
Stylebook entry

Navigation Bar
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The recalled vehicles could experience greater stopping distances v
braking because of a mechanical design flaw in a brake part.

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

The recall applies to about 233,000 Prius vehicles made between March and October 2
about 9,000 Lexus H3250h models made between June and QOctober 2009. b

Owners of the Prius vehicles Ieceiv .

Prius vehicles affected are sold worldwide. The Lex dans are@ inthe US andJ:
Related: Chrysler says 'no' to US recall ry

Ofthetotal, 91,000 wer in No#h America. Another 30,000 were sold in Europe, s
customers did not Iecd@gnﬁm}aﬁom about the recall.

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

It said there were no accidents or injuries caused by the problem so far, but the compan
received dozens of complaints.
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Proposed Change:

Replace e-mail with email

VI
3
chpiw@ all references

for electronic mail. Many
email or Internet addresses
use symbols such as the af
symbol (@), or the tilde (~)
that cannot be transmitted
cormectly by some computers.
When needed, spell them out
and provide an explanatory

editor's note. @
Use a hyphen with other

terms: e-book, e-business, e-
commerce.
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The StyleGuard Task Pane

SterGuard v X

1. Status Note — shows you how many I
matches StyleGuard has found '

2. Status Bar — shows you the progress
. . Use only in direct quotations
of the scan, and on which match Is the | adinphases that donat

refer to a specific day:
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cursor in the document :fhfd;:e:reykg
3. NaV|gat|0n Bar other cases.

Y
Total Matches: 4

Rules: 12,558

Characters: 132

92 Z Match: 4/4 @p




Actions

Apply:
* Apply the proposed change to
the selected match

Apply All:

* Apply the proposed change to
all the matches for this style in
the document

First Match:

* Move the cursor to the first
match in the document

Previous Match:

» Move the cursor to the previous
match in the document

Next Match:

* Move the cursor to the next
match in the document

Last Match:

* Move the cursor to the last
match in the document

Ignore Rule:

* Ignore this style for all matches.

This will be in effect until you
close and restart Word

Comment:

* Add a comment in the
document for the selected item




A Note on Ignore Rule

« Used when you want StyleGuard to stop matching a rule
for a given word or phrase.

* Itis important to note that the “ignore” will apply to all
similar matches in all the documents you are editing, not

just the current match and document.
* The “ignore” is in effect until you restart Word.




Informational Entry

- Show you all the terms that match the AP Stylebook
The matches

The AP Stylebook entry, so you can decide whether to change it.
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- | today, tonight
This test paragraph has one proposed change error and one informational item.

2
Test e-mail for today. @ Use onlercl quotations
\ and in phrases that do not
. refer to a specific day:
Customs today are different
from those of a century ago.

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




Searching

 Typing in the Search bar will bring up all entries starting
with the term.
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prof
profanity

professor
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profit-sharing
profit-sharing plan
profit-taking

profit terminelogy
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Some examples:

achromatic |atonal

Related Styles

alacarte AP

Menu in which each item is
individually priced.
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Searching

« Typing a term and pressing the Enter key will show all the
entries containing that term
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senator, Sen. AP A
E
See legislative titles and party affiliation.
Related Styles
senatorial AP
Always lowercase.
comma (,) AP
The following guidelines treat some of the most
E| frequent questions about the use of commas.
.| Additional guidelines on specialized uses are
|, | provided in separate entries such as dates and b
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Index

» Clicking the StyleGuard Index button in the ribbon shows
the index of the AP Stylebook entries in the task pane.
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StyleGuard Browser

« The Browse Collection button brings up the StyleGuard
browser.
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Launch Style Collection Browser

Used to manage, update, view or
download additional style
collections,

@ StyleGuard Addin for Microsoft
Word
Press F1 for add-in help.




tyleGuard Browser

» Check the style collections you have installed, and their
expirations dates
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N The style of the Associated Press is the gold standard
P Chemicals for news writing. With The AP Stylebook 2013 (ISBN: w2013
978-0-917360-57-2), you can learn how to write and edit be ez
= with the clarity and professionalism for which they are 29, 2013.
famous. Fully revised and updated, this new edition ebsite
contains more than 3,000 Ato Z entries—including more
& than 200 new ones—detailing the AP's rules on
o grammar, spelling, punctuation, capitalization,
abbreviation, and word and numeral usage.
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StyleGuard Browser

* View the styles in a style collection

Search Collection:

Mova Scotia

>

AP Nova Scotia
AP Novartis AG
AP November

Nova Scotia AP

One of the three Maritime Provinces of Canada. Do not

AP hovocain )
abbreviate.

APnowadays

A NPR

Ak Nuclear Mon-Proliferation Treaty
Ar Nuclear Regulatory Commizsion
Arnuclear terminology

See datelines.

APnude
APnumerals
APnumerals
APrunis
AP Nuremberg
AP N-word
AP riylon
0]
APpasis, oases
APDB-GYN
APphscenties, profanities, vulgarties
ArQccident, Occidental
Ar(Qccupational Safety and Health Administration
A pocupational titles
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Support

« Getting StyleGuard: http://www.style-quard.com/download.aspx
« FAQ: http://www.style-guard.com/support/faq.aspx
- Email: support@style-guard.com
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