
 Document Formatting and Editing 

Word for Mac 

 

This guide serves as a supplement to InterActive Legal’s ILS102 Document Formatting and Editing in Word 
for Mac training webinar. Click here to register for an upcoming class.   

To learn more about free software training webinars offered by InterActive Legal, contact one of our 
training specialists at 321-252-0100. 
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Document Formatting and Editing 

Word for Mac 

Navigation Pane  

 

From the Menu bar, select “View” and check “Navigation Pane” to display the navigation pane to the left 
of your document.  You can also toggle the Navigation Pane off and on using the Page # of ## at the bottom 
left corner of the screen.   

The navigation pane has two display modes:  

1. Thumbnail. Displays miniature representations of document pages.  Click on a page thumbnail to 
jump to that location in the current document. 

2. Document Map. Displays headings in the current document. Clicking on a particular heading in the 
Document Map moves the cursor to that heading in the document.  You can control the specific 
heading levels displayed using Expand/Collapse or Show Heading command. 

You can change the width of the navigation pane by dragging the divider to the left or right. 

Show/Hide Formatting 

 

From the Menu bar, select “Home” and click on the pilcrow symbol [¶] to show/hide formatting marks. 

Show formatting displays non-printing characters, such as paragraph symbols ¶, text breaks and object 
tags.  To turn off the show formatting, select the pilcrow symbol [¶] again.  The pilcrow symbol toggles the 
Show Formatting feature off and on. 

Styles Pane 

 

From the Menu bar, select “Home” and click on the “Style Pane” to toggle the Style Pane off and on.  You 
can use the Style pane to view and assign styles.  Styles are groups of formatting codes that can be applied 
to a text selection, a paragraph or a series of paragraphs.  InterActive Legal uses custom styles that control 
the text in your document.  The ILS Word styles are building blocks for other features such as the navigation 
pane and the table of contents.  ILS styles contain outline levels, font and paragraph formatting.  Styles give 
documents a uniform appearance and save time during document editing because you can modify all 
instances of a style at one time.   



Page 4, 9/10/2021 

 

Paste Options 

When you need to move or copy text but you don’t want to retain its original formatting, use “Paste and 
Match Formatting” or “Paste Special / Unformatted text.”  This means the copied text will be pasted into 
your document but it will adopt the formatting of the current document. The pasted text will take on the 
paragraph formatting contained in the ¶ (pilcrow) at the end of the paragraph. 

Format Painter 

 

From Menu bar, select “Home” and the Format Painter icon.  The format painter is a Word feature that 
allows you to copy formatting from one text object to another.  Insert the cursor into a paragraph that 
contains the formatting you want to apply.  Click the Format Painter and then click on the paragraph you 
want to change.   

Insert Line Break or Text Break 

Shift/Enter inserts a line break (text break) at the point of the cursor.  This is especially useful when 
working with Articles in outline level one. The line break moves the text to the next line without an 
additional formatting pilcrow. 

Reveal Formatting 

From Word for Mac Application Menu, select 
“View” and then “Reveal Formatting.”  Reveal 
Formatting gives you information about font, 
paragraph, character, and section formatting.    
Click on the text to be analyzed and a pop up 
appears with the formatting information.  To 
turn off “Reveal Formatting” go back to “View” 
and uncheck “Reveal Formatting” or use a 
directional key on your keyboard to turn off the 
pop up. 
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Remove Object Tags 

 

Every paragraph in an InterActive Legalsuite document has its own unique identifying number called an 
object tag.  The object tag is a “hidden text” object and can only be seen when the Show Formatting option 
is toggled on. If you have a question about a piece of text or if you are doing template customization in the 
Legacy version of ILS, then you will need to locate the object tag to identify the text.  If you do not want the 
object tag in your document, then open the Word for Mac Style Pane, click on one of the red Object Tags in 
the document.  Then click “Select All” in the upper right corner of the style pane.  Use the “delete” key to 
delete all selected objects tags.  

Please Note:  This option cannot be undone, so please do not remove the object tags until you have 
reviewed your document and have no further questions for ILS personnel. 

Update Table of Contents 

 

Word does not automatically update the Table of Contents in your document.  Therefore, when you are 
done editing your document, you should update the Table of Contents.  This should be done before you 
print, save, or create a pdf of your document to ensure the Table of Contents reflect your latest changes.  

• Click inside the Table of Contents in your document and, press F9, and select “Update entire table” 
or 

• Click inside the Table of Contents, select Update Fields “References,” “Update Table,” “Update 
entire table” or 

• Right-click inside the Table of Contents and select “Update Field,” and select “Update entire table.”   
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Insert a Cross Reference 

 

A Cross Reference refers to an item that appears in another location 
in a document. Word’s Cross Reference feature can be useful in 
formatting legal documents.  Many people use the feature to refer 
back to specific exhibits in a pleading or a contract.  It can also be 
useful to refer to a particular numbered paragraph.   You can insert 
cross references to any existing numbered item, heading, bookmark, 
footnote, endnote, equation, figure, or table in your document.  
Simply position the cursor where you want the cross-reference to 
appear.  

From the Menu bar, select “Insert” and then “Cross Reference.” 
Make desired selections in the Cross Reference box and click “Insert” 
to insert the cross reference into your document. 

Update Cross References 

If you add or remove content that causes the referenced items to move, you can update your cross-
references following the direction below.   

• To update a particular cross-reference, right click on the cross-reference and select “Update Field.”   

• To update ALL cross-references in a document, select “Edit,” “Select All” (or press Ctrl A), then 
press F9 or right-click and select Update Fields.  

Please Note:  You can set Word to always update cross-references before printing your document. From 
Word for Mac Application Menu, select “Word,” “Preferences,” “Print” and check the Print Option to 
“Update Fields.” 

Change Page # to Page # of # 

If you want the page numbering in your Will or Trust document to indicate page # of ##, then you must use 
SectionPages in the footer.  InterActive Legal divides your document into sections to facilitate multiple 
footers in one document.  Section pages will give you the total number of pages in the Will or Trust section. 

1. Click in the footer of your Will or Trust Document and place your cursor after the page number. 
2. Add a space, the word “of”, and another space. 
3. From the Menu bar, select “Insert,” “Field,” “SectionPages” and Click “OK.” 
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Multilevel List 

The Multilevel list allows you to set up automatic paragraph numbering schemes also known as outline 
numbering.  The outline can be up to nine levels deep.   

 

InterActive Legal has created a multilevel list for you.  If you need to edit the outline numbering in your 
document, click on any Level 1 Heading, select the “Multilevel list” button from the “Home” tab, and then 
select “Define New Multilevel  List…” 

This opens the “Customize Outline Numbered list” dialog box below.  Modify the settings of your outline 
and click “OK.” 

. 
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Style Sheets 

InterActive Legal has designed nine style sheets to provide a quick and easy way to reformat your 
document spacing, font and outline numbering system. These style sheets are designed to work with 
InterActive Legalsuite document structures. Changing your document formatting using one of our style 
sheets only affects how the document looks and it will not change the document content. Style sheets 
provide users with a safe tool to quickly change their document formatting.  

9 Preformatted Style Sheets from InterActive Legal 

1. Legal Single.docx: Legal Outline Times New Roman Font (1, 1.1, 1.1.1, etc.) Single Line Spacing 
2. Legal 1.5.docx: Legal Outline Times New Roman Font (1, 1.1, 1.1.1, etc.) 1.5 Line Spacing 
3. Legal double.docx: Legal Outline Times New Roman Font (1, 1.1, 1.1.1, etc.) Double Line Spacing 
4. Standard single.docx: Standard Outline Times New Roman Font (I, A, 1, a, etc.) Single Line Spacing 
5. Standard 1.5.docx: Standard Outline Times New Roman Font (I, A, 1, a, etc.) 1.5 Line Spacing 
6. Standard double.docx: Standard Outline Times New Roman Font (I, A, 1, a, etc.) Double Line 

Spacing 
7. Custom single.docx: Standard Outline Arial Font (I, A, 1, a, etc.) Single Line Spacing 
8. Custom 1.5.docx: Standard Outline Arial Font (I, A, 1, a, etc.) 1.5 Line Spacing 
9. Custom double.docx: Standard Outline Arial Font (I, A, 1, a, etc.) Double Line Spacing 

If you are interested in using our style sheets, please contact ILS Technical Support at 
https://support.interactivelegal.com and request a copy of our style sheets. 

How to apply a Style Sheet 

1. From Word for Mac Application Menu, choose Format |Style |Organizer. 
 

 

 

https://support.interactivelegal.com/
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2. Your open document is on the left ... Close File on Right (Normal.dotm) 

 

 
 

3. Click Open File and go to the directory where you put your ILS style sheets.  
 

 
 
4. Select the Style Sheet that contains your desired formatting and click “Open.” 
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5. Select All styles in Style Sheet on right (Command-A Mac Keyboard OR Alt-A PC Keyboard), then 
click “<-Copy” and select “Yes to All” to overwrite styles all styles in the existing document.  
“Close” the dialog box to apply styles to your document. 
 

  

How to customize an ILS Style Sheet 

InterActive Legal subscribers can customize their style sheets to reformat their wills and trusts to their 
desired formatting following the steps below. 

1. Open Style Sheet. 
2. Modify the styles and/or the multilevel list in the style sheet.  
3. Save and close the style sheet. 
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Build Your Own Custom Toolbar 

You can build your own custom toolbar in Word for Mac that contains the toolset you find most useful.   

1. From Word for Mac Application Menu, select “Word,” “Preferences,” then “Ribbon and Toolbar.” 
2. Slick the plus sign at the bottom of right column and select “New Tab.”

  
3. Click the circle with elipses and then “Rename” to name your new tab. 

4. Find tools on left and use the arrow to the right to add them. 
5. Save when complete 

 

Please Note: You can rearrange the order of tools on your custom toolbar by sliding them up and down. 


