Instructions and Template for One-Sided Reports/Documents 

Preparing a Visual Identity compliant document in Word is much easier and simpler if the document is prepared in a template that has been formatted specifically to be VI compliant.

This template is for reports that will be printed on one side only.  It will guide you through the process of developing a cover, a table of contents, and proper headings.  In this template, page numbers are centered, and there are no headers. 
Before you open this template, open a new blank document to avoid saving every style for every font change.  To do this, click on Tools, Options, and Edit.  Delete the check mark in “Keep track of formatting” box by clicking on it.  

[image: image1.png]Options

seamy |
o oformaton |

o | Gonerl

Edting options
¥ Typing replaces selection
¥ Drag-and-drop test ediing
T se the IN key For paste.
I” Oyertype made.

Bicture edtor

Speling & Grammar
Compatibiity

[Merascft ward

Insertfpaste pictures a5

[intne withtext

Cut and paste options
¥ show Paste Options buttons:
Click and type
¥ Ensble lck and type
Default paragraph style:

Track Changes
File Locations
save

| |

I~ Allow accented uppercase n French

¥ Use smart paragraph slection

¥ Use CTRL + Click to Fallow hyperlink

I When selecting, automatically select
entire word

I~ Prompt to update style

¥ e rack of Fmatting

I~ Mark Formatting inconsistencies:

¥ Smart cut and paste _settings.




[image: image8.png]Use gridlines to help
position graphics and fext
(as explained in instructions
on the website).

Toremove gridlines from
this cover (after you have
placed your art and textin
the proper place), go to the
format pull down menu
above, click on
background, and then
printed watermark.
Click no watermark.





Preparing Your Document
1. Open the file called “1RepGray1Side.doc” to begin preparing your report.  (The “1” at the beginning of the file name just places this file at the top of the directory where you save it.)

2. Next, save the file with a new name before you begin writing, so you keep the original file intact.  Save frequently, especially if you want to try something new.  If the file goes “weird,” simply hit the “Undo” command. 
Cover

3. Replace the name of the sample report with the name of YOUR report.  Delete any unneeded information, but DO NOT delete the section break; this causes the margins to change to the margin size on succeeding pages.  
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You may need to turn on or “show” the paragraph sign to see the Section break (“¶”) so you know what to delete.  If the “ ¶ ” is not visible in your toolbars, click View, Toolbars, Standard, then click on the “¶.”

5. If you plan to put a photo on the cover, see item 18 at the end of these instructions.
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To change the date, double click in the footer area; make the change.  Then to close the footer, click on Close.  This toolbar may appear on your page of text.
Inside Pages
7. If you do not need a table of contents, you can delete all the carriage returns and text to, and including, the section break on the page containing the Contents.  Do not delete the section break on the cover.

8. Page down to the “Heading 1.”  Replace “Heading 1” with the text for  your first heading (e.g., “Fixing a Canal Break”).
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Continue to type your body text and the next heading.  If your next heading is also a “Heading 1” level, find the style “Heading 1” in your formatting toolbar.  (If you have not used styles before, turn on the Formatting Toolbar.  Click on View, Toolbars, Formatting.  This toolbar should appear above your page, with “Normal” in a white box with a down arrow beside it.  It is possible that something other than “Normal” will appear in this box; just scroll down until you find the style you need.  Place your cursor in or on the text that should be the heading.  Click on the small arrow, and scroll down (if necessary) to find “Heading 1.”  
10. Click and the text is automatically formatted to the size and font of “Heading 1.”)

If the formatting toolbar at the top of your screen opens in an abbreviated way compared to that shown above in the screen shot, and if the box with "Normal" doesn’t show, you may need to fully open the toolbar to see all the options.  To do this, under Toolbar Options, select "show buttons on two rows," or click on View, Toolbars, Customize, and check the "Always show full menus" box.  (Some people have abbreviated their toolbars to save their "screen real estate.")
11. Continue typing text and headings as needed.  If you have a subheading that would be a “Heading 2,” place the cursor on that text, click on the down arrow next to “Normal” in the toolbar until you find “Heading 2,” then click on that.  This text is now the correct font and size for a “Heading 2,” with the correct spacing before and after the heading.  Do not add extra returns before or after the heading text.
12. Continue with all text and headings as needed, using the provided styles to change your text into headings.

Table of Contents

13. After all headings and text are complete, page back up to “Contents” to automatically generate your table of contents.  (If you do not have a Table of Contents, go to Step 17.)
14. Place the cursor in the space where “Title Heading 1” appears.

15. Click on Insert, Reference, Index and Tables.  Click on “Table of Contents” if it is not already showing.  Then click on OK.  A box will appear asking if you want to replace the selected table of contents as shown below.  Click on Yes.


The table of contents will automatically appear.  If you know a heading should be there, but it isn’t, most likely the text for the heading was not designated the correct heading as a style.  Find that text, place the cursor on it, then find the correct heading level by clicking on the down arrow next to “Normal” and regenerate the table of contents.

16. If you add text and more headings and want to regenerate the table of contents, there is a short cut you can use.  Place your cursor in the table of contents somewhere, then right click the mouse.  When the following menu appears, click on “Update Field.  

It may ask if you wish to update page numbers only or update entire table.  Make your selection, depending on what needs to be done.
17. Save your document again.  It is now ready to print.

Adding Photographs or Graphics
18. To add a photo, follow these instructions.  (These are also in the Online Manual.)
Cover photographs and graphics:  Photographs and graphics can be inserted on the cover in accordance with the Visual Identity Manual guidelines.  Use the gridlines for placement.  Pictures (either photos or graphics) can begin at the left margin of the page or on the gridline beginning any column, and may extend to the right margin of the page or the gridline at the end of any column.  Pictures cannot begin in the space between the columns (the “gutter”) or at the beginning of a gutter.  Similarly, pictures cannot end at the end of a gutter.

To insert a picture, place the cursor where you want it to be.  Then, click “insert” at the top of your tool bar to open up this feature.  Next, click “picture,” and “from file.”  Select the photo, then click “insert.”  To re-size the picture after you have inserted it onto your page, click on it, then right click to access the “Show picture toolbar” command.  Then, click on the “text wrapping” icon (the dog in the box), then “top and bottom” (other drop down commands may also work).  This will change the square boxes around the picture to circles.  You can then re-size or move the graphic as you choose.  To re-size it, grab one of the four corners and drag it to make the picture smaller or larger.  To move it, click in the picture and move it.

A cover showing the gridlines appears on the next page.
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