Simple Word Report Instructions

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 the Microsoft Office Button[image: Button image], and then click Word Options. The Word Options button is located in the lower part of the menu that opens after you click the Microsoft Office Button [image: Button image].[image: Microsoft Office dialog box for Word] Click Proofing.  Click AutoCorrect Options.  Click the AutoFormat As You Type tab.  Select or clear the check boxes for the options that you want to enable or disable.”

Cover

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.  

You may need to turn on or “show” the paragraph sign to see the Section break (“¶”) so you know what to delete.  To do this, go up to your home tab and under paragraph click“¶.” 

To change the date, double click in the footer area; make the change.  Then to close the footer, click on Close Header and Footer. 
Inside Pages

1. 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.

Page down to the “Heading 1.”  Replace “Heading 1” with the text for your first heading (e.g., “Fixing a Canal Break”).

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. You will find this under the Home tab under Styles.  

Click and the text is automatically formatted to the size and font of “Heading 1.”

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.

Continue with all text and headings as needed, using the provided styles to change your text into headings.
Table of Contents

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.)

Place the cursor in the space where “Title Heading 1” appears.

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.


Save your document again.  It is now ready to print.
Adding Photographs or Graphics

To add a photo, follow these instructions.
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 the Insert tab at the top of your tool bar to open up this feature.  Next, click “Picture,” and.  Select the photo, then click “insert.”  To re-size the picture after you have inserted it onto your page, 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.
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