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How to Use the Generic Environmental Report Template

Introduction

The purpose for this document is to provide instruction on how to use the how to use the Generic
Environmental Report Template. Included in these instructions is a brief overview on how to use the styles
options provided in Microsoft WORD.

If you have questions about how to use the new template that are not covered in these instructions, or
there is a formatting issue you need assistance with, please contact the ENV Document Manager, Daniel
Harris at 512- 416-2133 or email him at_ daniel.harris@txdot.gov

About the Generic Environmental Report Template

The TxDOT Report Template is the standard format for all TXDOT technical reports that would be released
to the Commission, outside agencies and the public. Only technical documents prepared using this
approved format will be allowed to be posted on TxDOT websites.

(All of the approved TxDOT Brand templates are available for download on Crossroads at
http://crossroads/org/cmd/templates.html.)

It is recommended that you use the Generic Environmental Report Template because it is
customized to meet the formatting needs for most environmental technical reports.

When used appropriately, the Generic Environmental Report Template will allow you to easily format your
document in accordance with TxDOT publishing guidelines.

Several features have been added to the Generic Environmental Report Template:
¢ “Report” styles have been set for convenient formatting.
¢ Alevel 3 bullet has been added and a style has been set for it.
¢ Styles have been set for three levels of automatic numbering.
¢ A third level subhead — Header C — has been added and a style has been set for it.
¢ A landscape-oriented page and table have been added.

e A List Table has been added.

Getting Started with the Generic Environmental Report Template

Double-click to open the template. There is no need to open a “new” document. That happens
automatically every time you open the template. Notice that the title is “Document” and a number. You'll be
able to rename it the first time you save your work.

Is That a Foreign Language?

It's not a foreign language; it's “greeking”.

Greeking is placeholder text; nothing more. It allows you to see the “look and feel” of the layout, but
prevents you mixing up “dummy” text with your report’s information.


mailto:daniel.harris@txdot.gov
http://crossroads/org/cmd/templates.html
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Building Your Document — Type or Paste

Once your new document is open, you can highlight the “greeked” text and overwrite it with your unique
information.

Or, you can create your document by copying content from outside

sources and pasting into the report. Merge Formatting
This option discards the style
Two Ways to Paste definition and most formatting
that was applied directly to
The first method is the key command Ctrl+V. Word will paste the copied text, but it retains
your content exactly as it was in your source document. You formatting that is considered
can then apply one of the template’s Report Styles to the emphasis, such as bold and
pasted content as described in Generic Environmental Report italic. The text takes on the
Template.” style definition in the
The second method gives you choices. On the Home tab, document where the text is
click the drop-down arrow to reveal your Paste Options. being pasted. Hyperlinks are
The descriptions in the sidebar at right will help you choose retained.

the best option.
Keep Source Formatting

This option retains character

@ = 4 | = styles and direct formatting
Home Insert that were applied to the
(== | copied text. Direct formatting
J ' Frg includes characteristics such
Pacte - as font size, italics, or other
é # Format Fainter formatting that have been
Paste Options: applied manually and are not

included in the paragraph’s

E" A style. This is the same
R result you get by using
| Merge Formatting (M) Ctrl + V.

Keep Text Only
This option discards all
formatting and non-text
elements such as pictures or
tables. The text takes on the
style characteristics of the
B, (Ctrl) ~ paragraph where it is pasted
and takes on any direct
formatting or character style
=y *-.'-‘—[: A properties of text that

iy immediately precedes the
cursor when the text is
pasted. Graphical elements
are discarded, and tables are
converted to a series of
paragraphs.

Even after you have pasted, Word provides a Clipboard icon
that reveals the Paste Options when clicked. Rolling over
those icons will show you how your text will change.

Paste Options:

Set IZ;efguIt Paste..,

If you don’t need to change your mind, press the spacebar and
this little window will disappear.
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Working with Styles in the Generic Environmental Report Template

Once you have typed and/or pasted your content, you will have a group of paragraphs that make up your
document. Now you're ready to format your report using the Report styles.

If you are wondering what styles are and why you should use them, go to Appendix A: Styles to learn

maore.

Getting Started with Styles

Open the “Styles Pane”:

1.

From the “Home” tab, look to the far right where you will see the
“Change Styles” icon. DON’T click on it.

Instead, click on the little arrow in the bottom right corner to
reveal the Report Styles built especially for a TxDOT report.

The Report Styles pane will open.

How to Use the Report Styles

1.

Highlight the text in your document where you would like to
apply a style.

Find the appropriate style in the list — they are all named for
what they do — and click on it to format your text.

Do not use the Normal style. Text that you have typed and
text that you have pasted from other documents may be set to
Normal (if it was Normal in the original document).

Watch your Styles Pane as you paste. If the pasted content
shows up as Normal, apply a Report style to it immediately.
Spaces between paragraphs should be set as Report_Body
Text.

After applying a style, you may find that you need to add more
formatting directly; italicizing a document title or boldfacing a
word are examples.

$

% &% Firl
. I. ..| N 1
e B Sac Re
Em... — Change
Styles = | ki 53¢
Edit
Click|[Here
= = 22
> @
% 34 Find ~
pa 111110 5 43, Replace
b6 Heading? gga‘;g_e s Select -
Editing
| Styles T X
Clear Al .
Normal 7|
Report_Asterisk below table T
Report_Bullet Level 1 T
Report_Bullet Level 2 T
Report_Bullet Level 3 T
Report_bullet list in a table T
Report_Header A T
Report_Header B T
Report_Header C T
Report_Level 1 of AutoNumbered List T
Report_Level 2 of Autohumbered List T
Report_Level 3 of AutolNumbered List T
Report_Note below table T
Report_Numbered List T
Report_Subtitle T
Report_Title T

NOTE: You may encounter unexpected results when applying a Report style. Often the reason is a

The Table Style — Save Yourself Some Work!

conflict created by a style already applied to pasted content. To remove all previous formatting,
highlight the text and press Ctrl+Spacebar. Then re-apply the Report Style and replace any
character formatting (such as boldface or italics) manually.

The TxDOT Creative Services team has created a specific “look and feel” for all the tables that they
publish for TxDOT.

Rather than spending time duplicating their decisions, a table can become brand-compliant with one

click. Go to “Generic Environmental Report Template” for more information.
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Tables in the Generic Environmental Report Template

TxDOT'’s Creative Services team has defined the appearance of tables for all TxDOT documents. A
sample table in that format is included in the ENV Report Template. You will find both portrait and
landscape orientations. A List Table template has also been included.

Three Ways to Create a Table in the Generic Environmental Report Template

e Use the built-in table. Simply write over the “greeked” text with your own information. You may
need to add or delete rows or columns to this pre-formatted table. See Appendix B: Tables if you
need to learn how.

-9 14I-

I Home Insert

Blank Page Table
Page Break -

Pages 5x4 Table

Page Layout

il =R

Picture Clip Shapes Smartart
Art v

References

ions

[ |
Ooooo
0ooog
OooQ iy

e Build a new table on the page. Insert your cursor where you
want to place your new table. From the Insert tab on the
Ribbon, click drop-down arrow to reveal the Insert Table dialog
box. Drag the mouse through the table grid until you have the
number of rows and columns you need. You will see a live
preview on your page.

O
I
I o
I

I O
j Insert Table... T
j Draw Table

_|§ Excel Spreadsheet
B Quick Tables

e Specify your table by the numbers. If the grid doesn’t give
you the number of columns and rows that you need, you
can specify those numbers. Place your cursor into your
document and, from the same dialog box, click on “Insert
Table”. A second dialog box will result and you should
specify the number of rows and columns there.

Insert Table @
Table size
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behavior

@ Fixed column width: | Auto

R L

AutoFit to contents

AutoFit to window

Remember dimensions for new tables

oK ] | Cancel

How to Apply the Custom Table Style

The ENV Report Template contains two custom Table Styles that will automatically convert your table
— however it looks — to a format that adheres to TxDOT’s branding requirements. Follow these steps:

1. Select your table.

If you roll your cursor over your table, you will see the “move” symbol appear
at the top left corner of your table. Clicking on it will select the entire table. A

bie Titles Hes
u

The “Move” symbol o
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2. Apply the Custom table style.
a. Because your table is selected, the Table Tools are activated.
b. Click on the Design tab of the Table Tools to reveal the Table Styles.

c. Click on the “More” button on the Table Styles scrollbar to reveal the Custom table styles.

Document2 - Microsoft Word
yout References Mailings Review View Developer Design Layout

e | FEEEE = —————

. = = = === T

| [ = e e e e e e R e —

e =l=l=l=l= R e

[ e o pe e e et (e R P -

Table Styles

There are only two custom table styles that e -
belong in your report. They are under the < o979 goees
Customtab. N

3. With your table still selected, click on the
Custom table style to bring your table into

compliance. === EEE EEEEE --o-
You may need to manipulate your table further Seeee ZEeg
in some instances. You may want to: ~=REE FRRE ~=EE

e Add/delete rows or coumns | EEE= ZZIID fIi:is SEEEE =SS5 SIISS &S

o Apply the header rows to every page of a B3 _odity Table Style..
long table & o=

= able Style...

e Control the way your table breaks from
page to page NOTE: If you have copy/pasted a table, you

. may not be able to apply the custom
Those operations are covered more fully at the end y PRl

. ; . style until you clear the original
f thi ment in the “Appendix B: Tables.” . .
of this document in the “Append ables formatting with the button at the

bottom of the dialog box
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Section Breaks and the Generic Environmental Report Template

The Generic Environmental Report Template uses several section breaks to create the various sample
pages that it provides.

A section break is used create a barrier between parts of a document, allowing you to format each section
independently.

You may need to add — or remove - some section breaks as you work. Begin by turning on the formatting
marks so you can see where the section breaks are located.

Some are defined below; you can learn more about formatting marks in Appendix F: Formatting Marks.

To turn on the formatting marks, press Ctrl+Shift+8 or :

On the “Home” tab, click on the T symbol to see — i— i— == a
your formatting marks: SoiEcE EE G @
, SE=EE=EE = -
Here’s what the
symbols mean: Tab characters - Paragraph
Spaces mn
Paragraph marks 9]
Hidden text abe

Optional hyphens 7
Object anchors '.1’

A section break

. . gl Section Break (Next Page)
looks like this: )

Think of section breaks as a pair of brackets that contain a set of attributes that describe the section itself.
Page size or orientation, margin settings, header/footer information, number of columns and page
numbering are some examples.

The section break controls the attributes of the pages BEFORE it and it controls
» those attributes until it hits another barrier — the section break above it.

Always think from back to front when thinking about section breaks.

See for yourself!

To see how this works in real time, go to p. 5 of the Generic Environmental Report Template which is
the point where the page orientation goes from portrait to landscape. Turn on the Formatting Marks, as
seen above.
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Notice the section break “brackets” at the bottom of p. 4 where the landscape page orientation begins
and at the bottom of p. 5, where the landscape orientation ends.

o First, delete the section break (highlight the section break and press “Delete”) at the bottom of p.4.
Notice that all the pages after the cover have turned to landscape view because the section
break on p.5is controlling everything BEFORE it. Why didn’t the cover change too? Because it
has a section break at the bottom that controls the page - which is ABOVE it.

e Remember, if you remove a section break, the next section break further DOWN in the document
will take over. If you add a section break, it will control all the pages ABOVE it until it hits another
section break.

W &= Documentl -

Using the Appropriate Section vome et [ reatioes | e _ssom_Geton Vw0
Break Ef- 0B DEENE R &De
There are four kinds of section breaks. To (/- o g " a
locate and use them, go to the Page Layout J et il begin 1 the nest comn =
tab on the Ribbon and drop down the Page — j Lo oo | |
Breaks menu, as seen at right. w | mm——

fri m-

Next Page
Insert a section break and start the new
section on the next pag

You will only need two of the four. Those are
circled: “Next Page” and “Continuous”.

Continuous
I $ on break and start the new

sert a sect
section on the same page.

o “Next Page” causes the new section to I :
begin on the next page. Once you have =
added the new section, you will need to
make the changes in page orientation,
margin settings, paper size, columns, or
headers and footers that made the new
section necessary.

e “Continuous” starts the new settings on the same page. This version of a section break is most
commonly used when more than one column of text is required or if you want different margins.

If neither the page orientation, margin settings, paper size, columns nor
headers/footers need to change, a Section Break isn’t required.

Don’t use a section break unless it's absolutely necessary. A long document with
numerous section breaks often becomes unstable.

Please read Appendix C: Section Breaks, Page Breaks and “Page Break Before” to learn
about the alternatives to using a section break.
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Adding a Section in the Generic Environmental Report Template

The Generic Environmental Report Template contains sample pages, but the sequence is probably not
a perfect match for your unique document. You may need to add or delete sections as you work your
way through your report.

To add a section:
e Turn on your formatting marks.

e Go to the section in the ENV Report template that you need to duplicate and copy it — including
both section break “brackets”.

If you have difficulty locating your section breaks, read about the Draft View in Appendix G.
¢ Paste in the desired location within your report.

¢ Delete any elements or text that you don’t need between the section breaks, but don’t delete the
section breaks themselves.

¢ Go to the Page Layout tab to make the necessary changes to size, orientation, margins, footer
information and any additional section formatting that may be needed.

NOTE: This method will also copy and paste any description in the footer. The page numbering will
remain correct, but you may need to manually correct the footer in the section you pasted. Be
sure and double-check your footers if they vary within your document.

Deleting a Section in the Generic Environmental Report Template

To delete a section, select both section break brackets - including everything in between - and then
press Delete.
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Continuous Page Numbers...or Not

If you have more than one section in your document,
you will need to check your page numbers.

Depending on the way you plan to use/print your
document, you may need to change their sequence.

Begin by double-clicking in the footer to open it.
Next highlight your Page Number.

Once you have the number selected, RIGHT-click
to get the page number menu.

Clicking on “Format Page Numbers” will take you to
the “Page Number Format” dialog box:

The styles of your page numbers have already been
determined by the template, so you’ll only need to be
concerned about the sequence.

If you want continuous page numbering throughout
your report, click on the “Continue from previous
section” radio button, as seen on the right.

If you intend to print/use one section of your
document as a stand-alone document or chapter,
you may want to restart the page numbering at the
first page of the section.

There are also scenarios where you wouldn’t want
the numbering to start at “1”. A good example is the
first page after a cover page. For instance, in the
Report Template, page numbering on the cover is
omitted and the next page is “2”.

I R e O

T T

it arcu metus
Franklin ~ 8 ~ A a7 i i
= abr . -
BZUSW-A-F
(F"-.Iz
el
U 'i Cut
2 Copy
[ Paste Options:

AL

Update Field

L

Edit Field...
Toggle Field Codes

Format Page Mumbers...

Font...

'L-:-_I'-il' diz=eipmum mauris aslingpam at lacinis sed T;_I;'|.'

1,

[T 3w
Number format: E

Page Mumber Format

) [] tndude chapter number

Chapter starts with style: |Heading 1
(hyphen)

1-1, 1-A

Use separator:

Examples:

£ numbering
@ Continue from previous section

() Start at:

=

P
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Colors Approved for TXxDOT Reports

TxDOT’s Creative Services team has provided a specific palette of
colors for all TXDOT documents.

They are available anywhere you can select color in the Report
Template under the heading “Theme Colors”.

If you have a need for additional colors in your tables or flowcharts,
choose from the Theme colors, or one of the tints below them.

Do not use the Standard Colors or make custom colors. EE EEEEEcY™
11 More Colors..,

Head [ Gradient v )

|1 - G S —— ]

sed justofacilisis ultricies. Quisgue sollicitudin g
Pellentesgue eros lectus, sodales ac rutrum at,

Graphics and How to Place Them

Photos and Imported Graphics

When you insert a photo or a graphic, the Generic Environmental Report Template imports it with the
default wrapping style of “Top and Bottom”, which is one of several wrapping styles available in
Word.

“Top and Bottom” creates a window in your text which extends from margin to margin. Text flows
above and below, but not beside, the graphic. Here is an example:

commodo. In laciniaturpis et magna egestas dapibus vel vel orci. In at est in lacus sodsles
ullamcorper. Vestibulum vitae tortor sit amet ante egestas tempor. Curabitur metus tortor,
placerat vitae pulvinar eu, porta sit amet erat.

Cras gravida libero eget lorem elementum eu aliguam nulla-molestie. Donec faucibus
elementum semper.Nullasit amet metus turpis, eu posuere justo. Maecenas ac diam est, sit
amet interdum odio. Nulla aliguam pretium risus, in suscipit augue condimentum non.

You will be able to drag the graphic anywhere in the document.

If you have a smaller graphic and would prefer that the text wrap around it, you will need to choose the
Square wrapping style:
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e Select your graphic to activate the Picture Tools

tab.

e Click on the “Wrap Text” icon and select “Square”
from the drop-down menu. Now your text will flow

around your graphic on all four sides.

Since flowing the text around object can create
readability issues, you may prefer to adjust the

settings for the text wrap.

¢ Click on “More Layout Options” and then on

the Text Wrapping tab. In the Wrap Text
section, you will find tools to adjust the text
around your image.

Picture Tools
| Format |

v | ‘f Picture Effects ~

4l

2 Picture Border [E7] H,j & Bring Forward ~ |2 Alig]

1 Position | Wrap = . -
58, Picture Layout ~ - Text ~ | Ol Selection Pane Sh Rota)

34 send Backward * 19]

[l

In Line with Text

S 3445

nsectetur-adipiscingelit-Aliguam-conseguat, dism-
Eilla-dolor, & pellentesgue purus-lorem-lobortis-dui.-
-enim-volutpat-ultrices-sed-st-nis| -Praesent-ultricies-
inis-turpis-et- magna egestas-dapibus-vel- vel-orci.-In-at-
[ncorper.-Vestibulum-vitae tortor-sit-emet-ente cgestas-
-tortor - placerst-vitae pulvinareu - ports sitamet-erat.-
tae lacinia.-Muncaliguet-orci-eu-massa pulvinar
btturpis-interdum-consectetur -Etiam-nequemagna,-
-Aliguam-ligula-nunc aliguet-ut-vulputste ec,.cursus.
-volutpat.- Mullam-aliguet-conguevolutpst - Vestibulum-
ac-laorest-nunc.q

ERNEERP e square

Tight

Through

=] & &l

Top and Bottom
&= Behind Text
E In Front of Text

] Edit Wrap Points
H| More Layout Options...

Creating New Graphics Within Your Document

To build a diagram or a flow chart directly in your report, use the Drawing Canvas.

o B
Text Wrapping Size
Wrapping style
In line with text Sguare Tight Through Top and bottom
Bebj In front of text
> Vrap text N
@ Both sides ) Leftonly () Right only () Largest only
Distance from text
Top |07 : Left |0.13" &
Bottom |0" z Right |0.13" =
\\ /’

e The Drawing Canvas is located at the very bottom of the Insert > Shapes drop-down menu.

¢ The Drawing Canvas acts as a container for your graphics and allows you to copy, paste or

move your work as a group.

e Change the wrapping style according to the size of your graphic. A drawing canvas that takes up
most of the horizontal space on the page should be set to “Top and Bottom.”

e Use the approved TxDOT theme colors.

For more information about working with graphics, go to Appendix D: Graphics in your Report and

The Drawing Canvas in Appendix G.
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How to Create a Table of Contents Using the Generic Environmental

Report Template

Once the content is complete and the report has been formatted using the Report styles, you will be able
to automatically generate a Table of Contents (TOC) using the styles to dictate the hierarchy.

A Table of Contents created in this manner is easily updated if the Report styles have been applied

consistently to the report.

Specifying What to Include in the Table of Contents

Before Word can generate a Table of Contents, you will need to
decide what level of detail to include in the TOC.

W d9- & |+
Home Insert

Page Layout References Mailin

[Z Add Text ~ [y Insert Endnote ‘.,)I
. = |2 Update Table AE Next Footnate ~ =
You can include any part of your document that has a style poeler] e o
I i Built-In
applled to It. Automatic Table 1
This example will use the Generic Environmental Report Contonts
Template’s three levels of headers. i1 Vostng ;
111 Hesnad
¢ To begin, save your document. Automatc Table 2
¢ Go to the blank page entitled Table of Contents that appears el
directly after the cover and insert the cursor directly below the | .. '
tltle Manual Table
* On the References tab in the Ribbon, click on the Table of i
Contents button on the far left to get the drop-down menu (at i choer e fevt )
[ype chapter title (level 3) 3
rlght) Type chapter titke (level 1), a
%) More Table of Contents from Office.com
e At the bottom of the drop-down menu, click on “Insert Table Bl Semem Tt onts
of Contents” to bring up the Table of Contents dialog box.
The Table of Contents dialog box is where you create your TOC.
The Preview panes are irrelevant at this time. — =
Some settings are pre-determined by the Generic o] (ot of Contenis, [Teieofgees | TebieofAdores |
. . Print Preview Web Preview
Environmental Report Template, but you will need to T 1]- | [Heaging 1 ~
specify the level of detalil. Report_Eullet Level 2 Tlet Level 2
S
. . Report_Bullet Level 3" Bullet Level 3
For the Generic Environmental Report Template, the Headimr T Heading 2
TOC will be based on the Report styles, so be sure that | 7w e e T —
you have applied Headers A, B and C consistently in T o 5
your report.
General
If you have not applied a header style to a header in Fomets:  [Fomtersiate 7]
. . Show levels: |3 =
your document, you will not see it in the Table of
Contents. Gotens..._| | Modify..
Be sure that your “General” settings match the ones ==

/

Click Here
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circled at the right. All check boxes and the tab leader should also match this example.

Then click “Options” to go to the Table of Contents

Options dialog box.

In the Table of Contents Options, there are two things to do:

e First, scroll through the TOC level list and
un-check everything.

¢ Next, scroll to the Report styles and number
the three “Report_Header” styles exactly as
seen at right.

e Click OK.

You will return to the Table of Contents dialog
box, where the Preview Panes now reflect your
choices.

¢ Click OK and your Table of Contents will
appear as you have specified.

Table of Contents
E Table of Contents Options @ |
B Build table of contents from:
Styles —
Available styles: TOC level:
Ealloon Text I ‘|
Footnote Text M
¥ Heading 1 1
¥ Heading 2 2 [ ]
¥ Heading 3 3 P
)
. Heading 4 i
Table-of-( ™
[] Qutline levels
E" s [ Table entry fields
P. =
=
Table of Contents
1| Table of Contents Options @
Pri Build table of contents from:
Styles
R Available styles: TOC level:
R -~
Report_Header A
Report_Header B
Report_Header C
|
.
Report_Level 1 of AutoMumbered List
Tal o
Outiine levels
[ Table entry fields
Gel
= &) (o
Table of Contents @
Index | Table of Contents ‘ Table of Figures I Table of Authorities |
Print Preview Web Preview
Report_Header A 1 Report Header A i

Report Header B
Report Header C

Report_Header B

Report_Header C.__.

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers

Tab leader: |....... E

General

Formats: From template |Z|
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Updating the Table of Contents

Inserting the Table of Contents should be one

of the last things you do to your report. sl i ]
=
Always update the TOC if you have made Table of Contents Bl Update Ficld
changes since you placed it. Honder A S EditField...
Header 8 Toggle Field Codes
Use these steps to update your TOC: ::::2 A fort.
. = P R
e Insert the cursor anywhere in the TOC. Header A 2 51 e
Header B := Bullets | *
e Right-click for a menu and then click Header B = Numberng | >
“Upd Field” Header & 1A Styles S
on “Update Field”. e =
Header C Franklin ~ 12~ A" 57 iE &=
B rlul=¥-A-y

e The “Update Table of Contents” dialog
box will appear Update Table of Contents @
:::;:rl: Conte Word is updating_ the table of contents. Select one of
Click “Update Entire Table” to show the - 3 """""" the "f’”"“;';g options: T,
. EFlE () Update page numbersonly ||
changes in the TOC. — ®i s m
HendesBl—— Ok ] l Cancel | [T
HeaderA........]  ——————— /L]
Header-B

NOTE: The Table of Contents will include any and all text to which any of the three “Report_Header”
styles have been applied.

If you find unexpected entries in your TOC — or if you are missing an entry - go back and check
to see if the Report styles have been applied correctly.
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Appendix A: Styles

What’s a Style?

A style is a set of formatting characteristics that you can apply to paragraphs, text, tables and lists in
your document to quickly change their appearance. When you apply a style, you apply a whole set of
formatting instructions at once.

There are three types of styles: character styles, paragraph styles and section styles.

Character Styles — Character styles contain formatting characteristics that can be applied to text,
such as font name, size, color, bold, italic, underline, borders, and shading.

Character styles do not include formatting that affects paragraph characteristics,
such as line spacing, text alignment, indentation, and tab stops.

Paragraph Styles - A paragraph style includes everything that a character style contains, but it also
controls all aspects of a paragraph's appearance, such as text alignment, tab
stops, line spacing, and borders.

The Report Styles included in the Generic Environmental Report Template are
paragraph styles.

Why Use Styles?
¢ You'll save time. Whole paragraphs, pages or multiple pages can be formatted with just one click.

¢ You'll promote accuracy. Imagine working your way through an entire document applying separate
instructions to every paragraph in your document. You might get the font, size and alignment
correct, but forget to change the line spacing on some paragraphs. Styles won'’t let you forget. You
will consistently get the same “look and feel” for every paragraph and you will know you haven'’t
overlooked anything.

e An automatic Table of Contents can be inserted into your document with the different ‘levels’
determined by styles.

¢ When used appropriately, the Report Styles in the Generic Environmental Report Template will
allow you to easily format your document in accordance with TxDOT publishing guidelines. The
Report Styles include the correct character styles and paragraph styles required by TxDOT’s
Creative Services team.

Direct Formatting

Applying attributes to individual words, characters or paragraphs without the use of a style is called
“direct formatting.”

When you highlight a word and press the “B” button in the Font group, you are defining character
attributes to make that word boldface. Italicizing the title of a document is also direct formatting.
Changing the color or font of just one paragraph in a document is direct formatting on the paragraph
level.

Direct formatting is necessary in many cases, but it should be used incidentally. Styles will streamline
your workflow; direct formatting will put a finer point on those styles.
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Appendix B: Tables

Although the Table Style in the Generic Environmental Report Template will customize an existing table,
you may need to add/delete rows or columns, apply an additional colors to individual rows or cells, apply
header rows to every page of a long table or control the way your table breaks from page to page.

How to Add a Row to an Existing Table

Hover your cursor over the table in the area where you need to add a row. (The cursor will change to a
black arrow.) Double-click to select the row and activate the Table Tools.

ngs Review View Developer Design Layout
|| o - & . . Sl =
a Height: 0,297 | H Distribute Rows
o EEER d
split — Split | AutoFit | — width: *  t Distribute Columns
Cells Table = = =
Merge Cell Size
B 1IEEEE I o3 [H]| R 1 5 1 3 I
_ volutpat Massa orci
Vivamus ultricies Fusce consectetur dignissim leo
Ivinar Cum sociis natogue
ac arcu lectus Mauris tincidunt
- |

Under Table Tools > Layout, click

on “Insert Above” to add a row above the one selected:

NOTE: Don’t worry about the color of the resulting row. Go to the Table Tools > Design tab

Document? - Microsoft Word | |
Page Layout References Mailings Review View Developer Design Layout
: Hepl B S EE EH freeos 8
Insert  Insert Insert Insert split  Split AutoFit ;ﬂWidth: : TDi
Abov} Below Left Right Cells Table ~
R-:u-».-lr : Columns Merge Cell 5ize
Insert Rows Above ool 13 [E] 4 |
Add a new row directly above the poiuieat MB35 Orc|
selected row. ultricies Fusceconsectetur
pulvinar Cum sociis natogus

and click on the custom table style, as shown below. The table will correct itself.

Document? - Microsoft Word

out References Mailings Review

Custom
EEEEE

-

Plain Tables

View Developer Design Layout

-
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How to Delete a Row

Hover your cursor over the row until it changes to the black arrow. Double-click to select the whole
row. Under Table Tools > Layout, click the “Delete” button to eliminate the selected row.

How to Add a Column

Hover your cursor over the row until it changes to the black arrow. Double-click to select the entire
column. Under Table Tools > Layout, click “Insert Left” or “Insert Right”, according to your needs.
How to Delete a Column

Hover your cursor over the row until it changes to the black arrow. Double-click to select the whole

column. Under Table Tools > Layout, click the “Delete” button to eliminate the selected column.

How to Delete a Single Cell

¢ Select the cell and right-click to delete the cell. = .| G
e When you click on “Delete Cells”, a dialog box will ) Comy

Paste Options:

Lij

appear with the “Shift cells left” selected.

=
massa orci Insert N
Delete Cells @ Fusce consecte Delete Cells
© Ehi ceii e (EIESIIED Select 3 X
() shift cells up Mauris tincidur h
() Delete entire row H# split Cells...
(Z) Delete entire column Froinvolutpatde |- Borders and Shading...
* Quisque sollici
K et 1 Tt Ovecion..
A accumsan Cell Alignment 4
pulvingrs qd * Pellentesque € AutoFit v
sodalesac rutr
Ut-sc-arculectusd M = .
congue idsem % Table Properties...

e Click OK.
NOTE: Right-clicking on a selected cell summons % | cu
a table dialog box with many of the same 22 Cony
available settings that are found in the @ P;M“"""‘ sum
Ribbon.
Insert * | Insert Columns to the Left
You may find this method more peteca. ¥ @ tnsert Columns to the Right
) Select | B8 Insert Rows Abave
convenient. B split Cells... B Insert Rows Below
< [ Borders and shading... g Insert Cells...
I} Text Direction.. —
Cell Alignment 3
AutoFit * jjusto
1B Table Properties... -
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How to Change the Size of a Row or Column

Hover your cursor over a border in your table until it
changes to the two-arrowed cursor show at right and

then drag the border T
Fusce consectetur dignissim leo
This works on both rows and columns. .
aW um sociis natoque

Mauris tincidunt

NOTE: If you can’t shorten a row, check to see if you

have a paragraph return that is preventing it. _

To find it, click on the T symbol in the Home tab Fusce-consectetur-dignissim: leox

to turn on your formatting marks. =
Cum-sociis-natoqueX
When you delete it, your will be able to shorten e
the row. Mauris-tinciduntq

&

o

How to Change the Color of a Row, Column or Cell

To change the color of a row, column or individual cell, hover your cursor over the table until your
cursor changes to a black arrow. Click and drag to select your target cells and activate the Table
Tools. Click on the Design tab and click the small arrow to the right of the Shading button to drop
down the approved Theme colors. Do not use Standard colors or make custom colors.

Microsoft Word

References Mailings Review View Developer Design Layout
] B

|=== EEEEE 00 —T=—== ——-——= == {%Shadmg = —_— -~
oo Bozoc EEEEE sDscs cIoIo = = M| UiErElnos M-
e el [ = = = = e e s AR EE EEE ]
Table Styles order
E1 IR - I O T - D T - II I 7|

B T S PV

volutpa massa orcl Standard Colors
Vivamus ultricies Fusce consectetur di; EN EEEEN

Mo Color

pulvinar Cum sociis natoque
i) More Colors...

Ut ac arcu lectus Mauris tincidunt
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How to Merge Cells
Select the cells that you want to merge and click Layout under the yellow Table Tools tab and then
“Merge Cells” from the Merge group.
How to Split Cells
To split a single cell:
e Select the cell that you want to split.

¢ Click the Layout tab and select “Split Cells” from the Merge group to bring up the Split Cells dialog
box.

e Choose the number of rows and columns that you want to split the cell into. Then click OK.
e This procedure also works if you select multiple cells.

If you check “Merge cells before split” in the Split Cells dialog box, Word will apply your changes
to the total span of the multiple cells.

| = Y eport Template.dot crosoft Wo = =
File Home Insert Pagelayout  References  Mailings Review View Developer = Design | Layout
g Select - ¥ EE & Insert Below | [ Merge Cells | 4] 0.22° cH EEE As
i view Gridiines  —— = JfInsert Left i split Calls | 53 254 EEEE = =
- Delete  Insert ) v Tet  Cell
[ Properties = Above EFInsertRight | 55 spit Tible | b AutoFit -
— i — E— Cell Sice Split Cel =

TEG 2 EE s | gMlmber of columns: |6

Number of rows: 1 5 ‘ |
- =] =

pulvinar Cum sociis natoque
Ut ac arcu lectus Mauris tincidunt IB] Merpe el before it Developer | Design Layout
e P bt = A=
3 = == J
Text Cell d
=l Direction Margins
Alignment
lacinia turpis et magng
Ut ac arcu lectus Mauris tincidunt sodales ullamcarper

If you uncheck it, your changes will be applied identically within each cell.

@ H LN LS_v2_Report Template.dotx - Microsoft Word ]
Home Insert  Pagelayout  References  Mailings  Review  View  Developer  Design Layout

[3 select - ! Ay B msertBelow [ Merge Cens  §[] 0,22 BEN SIS E
= = U

[ View Gridlines A insert Left gsmwcﬁs o) 254" T EEE =

Delete | Insert Text

[ Properties = Above ElfInsertRight =3 spiit Table
Table Rows & Columns Merge Cell Size

[ g T3 JER 1 lumber of columns: |6
-

i i Mumber of rows: 1
pulvinar Cum socil UL rOnE ‘ | o =
et Developer = Design Layout
Utacarcu lectus Mauris tin L terge cels before spit q 2
B EEE3 A= J
BN

rutrum eu

Cell O

4 AutoFit -

Text Cell D
=l = [ pirection margins

Alignment

[[B] s[E] - (E]- [€[ [&]- -

is natoque lacin|

ncidunt soddy

rutrum eu
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How to Split a Table
If you want to split your table into several smaller stand-alone tables:

e Select a row to be the first row of your new table; then click Layout in the Table Tools tab.

Microsoft Word
e Layout References Mailings Review View Developer Design Layout

‘% ‘ﬂl GEJ jﬁ 'E' EEEI 5 j 41| Height: 0.22° * | Hf pistribute Rows Ei

Insert Insert Insert Insert | Merge Split | Split | AutoFit = wigth:
Above Below Left Right | Cells Cells | Table -

L gl
VA

B Distril Text Cell Sort
Distribute Columns

Lol =l = =l pirection Margins

Rows & Columns Merge Cell Size Alignment
Lo - 1 SB[ - 2 1 | spiitTable B - -6- . - 7. -1 - 8- - - - {&3
lapie L,apzron Split the table into two tables.
The selected row will become the A"quam EEIEEqEL
Vivamus ultricies first row of the new table. etur dignissimleo  Aliquam consequat

pulvinar Cum sociis natoque lacinia turpis et magna
Ut ac arcu lectus Mauris tincidunt sodales ullamcorper
rutrum eu binbang ramalam adingdong

¢ Click on Split Table in the Merge group to divide your table.

1+

_ volutpat massa orci Aliquam consequat

Vivamus ultricies Fusce consectetur dignissimleo  Aliguam consequat

pulvinar Cum sociis natoque lacinia turpis et magna

Ut ac arcu lectus Mauris tincidunt sodales ullamcorper

rutrum eu bigbang ramalam

adingdong

NOTE: The key command for this function is: Ctrl + Shift + Enter.
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How to Repeat Header Rows on a Multi-Page Table

To assist the reader, it is often helpful to let the Header Rows of a long table repeat on every page.

To repeat Header Rows, double-click to select the entire Header Row. This will activate the Table
Tools. Click on Layout; then click on the “Repeat Header Rows” button.

ntl - Microsoft Word

Ut sc srcu lectus

o @B o=
Mailings Review View Developer Design Layout o @
fa ' SIS = = A
E lﬁ lﬁ :4 Al 31 Height 0347 + | BT Distribute Rows =2 A= |:| %l Ej == ﬁ
i 288 —
Insert | Merge Split  Split | AutoFit | = wigtn: = | Distribute Columns Text Cell Sort | Repeat |Convert Formula
Right Cells  Cells Table - =l =< Direction Margins Header Ro to Text
F Merge Cell Size i Alignment D
- IR (P O TR - EXE TN - DAY SO = Repeat Header Rows
ullsmcorper. Repeat the header rows on every
Table Caption
e = T P This enly affects tables which
ubricies. Fusce congectetur dignissim leo  Alquam sonssquat (I e e e o
pulvinar Cum socits nstogue laginia turpis t magha

Meuris. tincidurt

sedsles ullsmearper

[ ]

How to Prevent a Table Row from Breaking Across Pages

In the Table Tools tab, click Layout and then Properties to open the Table Properties dialog box.
Under the Row tab, uncheck “Allow row to break across pages”.

I’E' H9-0612I+ Documentl - Microsoft Word | |
Home Insert Page Layout References Mailings Review View Developer Design Layout
| z 4 | = . ~
% E ‘KJ ﬁ ﬁ ﬂ E &= | | w0z ) Efos
Select \_c‘ie_w Propertlé Delete | Insert Insert Insert In_sert =rge  Split  Split | AutoFit ;ﬂWidth: 1.44° 'Il'Dis
= Gridlines = Above Below Left  Right Cells  Table =
Table Rows & Columns Fl Merge Cell Size

[] - = EEEENEN | RN TN
— Table Properties [=8-] P

] e B Fusce consectetur dignissin |
| | Table | Row | Column | Cell | Alt Text | Cum gociis hatogqus

H Rows Mauris tingidunt

. Size

i [ specify height: 0" Row heightis: |Atleast

- Optio

; ( Allow row to break across pages ’ .

- = — " Top of each page elit Aliguam

N ibus ultricies

- [‘ Previous Row ] [V Mext Row ] dolor,a

= lobartis
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Appendix C: Section Breaks, Page Breaks and “Page Break Before”

Section Breaks

e A section break is used create a barrier between parts of a document, allowing you to format
each section independently.

e Think of section breaks as a pair of brackets that contain a set of attributes that describe the
pages between them.

e The section break controls the attributes of the pages BEFORE it and it controls those attributes
until it hits another barrier — the section break ABOVE it. Always think from back to front when
thinking about section breaks.

e Use a section break when the page size, orientation, margins, headers, footer, page numbering or
number of columns need to change.

If none of these things need to change, you don’t need a section break.

Page Breaks

e A page break is the end of a page of text. It tells Word to continue at the top of the next page.
You can insert a manual page break anywhere in your document. Insert your cursor in the desired
location and use the key command Ctrl + Enter.

e Here are two more ways to create a @ = R & |=
manual page break: Home Insert Page Layout References Mailings
K] colors - Ly 3 lj J Y= Breaks ~
— Fonts - = Pa realgg
Themes [Fl eeeects - Marvgins Orienvtation Si'ze Coluvmns Page
@' le ) -~ (o _l | = Page Setup 2:3;;:]

f
Home Insert Page Layout 1 Colum
Indicat]

break

=) e el
s k
j j | [5Gl @i
Cover Blank | Page Table Picture  Clip

Page~ Page | Break = Art
Pages Tables

Text W
Separg
pages,

‘ i mh—i

e A page break is fixed on the page. If you go back and type above it, it will roll with the text. If you
add enough text, it will jump to the top of the next page, creating an unintended blank page.

e Often, the best time to add a page break is when your document is nearing completion. If you
insert them as you go, be sure and check your report often for unintended white space. If you don’t
want to worry about that, you might want to use your_Paragraph options instead.
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“Page Break Before”

Instead of inserting manual page breaks, you can
set automatic page breaks.

e Insert your cursor anywhere in the paragraph
you want to appear at the top of a page

e From the “Home” or “Page Setup” tab, click on
the little corner arrow in the Paragraph group to
launch the Paragraph dialog box and then check
“Page Break Before.”

This setting tells the paragraph that it must
always appear at the top of the next page.

Other Useful Settings

There are two more very useful settings in the
Paragraph dialog box:

o Keep With Next: This option keeps the current
paragraph with the paragraph that follows
it. This is useful for keeping a heading and the
first paragraph together.

e Keep Lines Together: This setting keeps all the
lines of the current paragraph together on the
same page.

i= -z | EEEE 4

=m FFE AT 11 4a 1114
E == ti' 6. R Heading2 Heading3

Paragraph
s
] ' X IE v i
' | Paragraph N

S RS

mg Indents and Spacing

o !

I lggin| | Pagination

ir. Mest | Widow {Crphan control

e RulY Keep with next

. Keep lines togeth

\r. Etignl Keep lines together

et ut vy | Page break befare
gugrell | Formatting exceptions

Suppress line numbers
peel L. Don't hyphenate
md.ﬁslg Texthox options
Tight wrap:
K M
ljaslig | O
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Appendix D: Graphics in Your Report

Guidelines for Photos
o DON’T apply any picture effects, artistic effects or picture styles.

e DON’T colorize your photos.

DO use full-color if you have it. Black/white should be used only if you have no other option.

DON’T rotate your photos; keep them square on the page.

DON’T allow your photos to overlap the dark blue headers and footers.

DO size and crop your photos to fit on the page.

DO remember to add the correct attribution to your photos. (See “Attributions for Visual Elements.”)

Sizing/Scaling

e To make an image smaller, drag one of the corner handles to maintain the aspect ratio and
prevent stretching and distortion.

¢ You can use the same method enlarge your image, but check the results carefully. If the resolution
is too low, your photo may turn out blurry and be unacceptable.

DON’T size your photos by using the handles on the flat sides. That will cause distortion like this:
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Cropping

Toremove unwanted portions of your photos, crop them.

Picture Tools

e First, click on your photo to select it.
bat ; Format |
Notice that the pink tab labeled “Picture Tools” tab has activated. 2 Picture Be
Click on the “Picture Tools” tab to get the Picture Tools. ~ | & Picture Ef

~ | &2 picture La

¢ Atthe far right, you'll see the Croptool. Click on it.

¢ Now your photo will have black brackets on all sides.

¢ Drag these brackets to crop all unwanted areas out of your photo.

¢ Click off the photo and you're finished.
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Alignment

To perfectly align your photos:

¢ Shift-select all of your photos by holding down the Shift key as you select each one.
The first image you select is the one that the remaining images will align with.

¢ Click on the pink “Picture Tools” tab, drop down the “Align” menu and choose “Align Top.”

_ Align Button

Format P @
G pi - = i - = - .
— & Picture Border =7 = L Bring Forward “:" s & na3 -
‘ IEl v | ! Picture Effects = [l send Backward ~ = Align Left
- o Pasition Wrap i -
| & Picture Layout + - Text = % Selection Pane & Align Center
= Arrange S| Align Right -
.
1 4 ! 5 ! 6 & g | T Align Top

4}  Align Middle

gl Align Bottom

TR

Click OK and your elements will align their top edges to match the first one selected.
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Spacing

If you want equal space between each of the images, you can use “Align” in a different way.

¢ First, decide where you want the outside edges of your group.

e While holding down the Shift key, slide the image on the outside left to where you'd like it to be.
Do the same with the one on the far right. (In this instance, holding down the Shift key prevents

your image from traveling out of alignment.)

O

il . . .
C ]

¢ Next — again holding down the Shift key — shift-select

the rest of your images. Be sure to select the outside

elements first.

¢ Click the “Align” tool, open the drop-down menu
and choose “Distribute Horizontally.”

e Your images will distribute horizontally
within the boundaries that you set with
the first two selections, as seen below:

1l

(©]

hJ_] Bring Forward =
[ send Backward ~ | |2

QL; Selection Pane =
Arrange =l

o

i

Hia

[ = Align -

i 41 naz
Align Left

Align Center

Align Right

Align Top

Align Middle

Align Bottom
Distribute Horizontally
Distribute Vertically
Align to Page
Align to Margin

Align Selected Objects
View Gridlines

Grid Settings...

¢ While they are still selected, group your aligned elem

ents.

Picture Tools

Format

— & Picture Border = £ H] -_J_] Bring Forward = |& Align ~ :
== _ E ]
d IEI - | =t Picture Effects - [} send Backward - % Group ~ =
—| = o Position Wrap = . = ="
™ | %= Picture Layout ~ - Text = Crly Selection Pane %‘ Qmupl\“-
Arrange . W n
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Appendix E: Attributions for Visual Elements

TxDOT'’s Creative Services team requires that attribution be given for visual elements that aren’t property
of TXDOT. Here are their guidelines:

¢ Display copyright attribution on your photos and maps, as necessatry.
¢ No attribution is required for TXDOT-owned or licensed photos.

e If you have a photo that you (or a contractor) took while employed by TxDOT, that photo is
property of TXDOT -- so the copyright attribution is not necessary.

e If your photo is one that you took while not working, or that you have permission to use from
another agency, company, or person, use the word “Courtesy” followed by the organization or
person’s name.

e If you are using copyrighted material with permission, use the copyright symbol. There is a pre-set
style for the copyright caption text in the Label menu of the Caption dialog box. For other needs,
the key command to insert the copyright symbol (©), is “Ctrl + Alt +C”.

~_‘g; Bring to Front »

hgilladolor, a p e‘ll send to Back
¢ Right-click on the image to get a menu, ot ulgﬁcﬁ'sa @ typeriink
] 2B

y
as shown at right. -
- # g IﬂsertCaptionb
= E Wrap Text »
i

@ Size and Position...

= {% Farmat Picture...

Caption @
Caption:

|Courtesy 1 |
Options

e Open the drop-down Label menu and Label: | Courtesy -

choose a label for your caption. Position: b :

Equation
[ Exdude | Figure

Mew Labg 1301 i

[autoCapﬁon... ] [ QK ] [ Cancel ]

Adding an Attribution Caption to an Image | ohsectetur ac :

it
>
s

¢ Click on “Insert Caption.”

Caption [T )
Caption:

Courtesy 1 FHWA |
Options

¢ Finish naming your image.

NOTE: Microsoft Word automatically inserts Label: | Courtesy []
a number in the caption. You will be able to Position: | Below selected item [~]
remove it in the next Step if you wish. [] Exdude label from caption

’ Mew Label... ] ’ Delete Label ] [ Numbering... ]

’ﬁutcCapﬁon... ] ’ oK ] ’ Cancel ]
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¢ Click OK and remove
the number if necessary.

Courtesy FHWA

Google Maps
¢ Retain the Google’s attribution text when you use Google Maps and Google.

e Google says you “...must provide attribution to both Google and our data providers.”

e For comprehensive information about Google “Permissions”, start here
http://www.google.com/permissions/geoguidelines.html

e TEaN & & <
TribgGR) NJe 8¢
?, o <
. W ) it
't 3 T i Y OrlLan
& New*ork Lower East Side ww'.""bq, b
= M 98 Grand St
) g - o
< \278
'59 Williamsburg
\
\ Park [ Sroadway Triangle
Map data ©2012 Google, Sanborn - Edit in Google Map Maker Report a problem
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Appendix F: Formatting Marks

Additional
information

Formatting Mark What It Means

e Found at the end of
each paragraph

e Contains all the
paragraph formatting for | Press Enter.
that paragraph

To copy text and

The last found in the i
Paragraph | (1) formatting of a

(1'[) Break docu m_ent contains . paragraph, be sure to
formatting for the entire | select this end-of-
document (header, paragraph mark
footer and margin along with the text.
information, for
example) or for the last
section if there are more
than one.

Shift + Enter
Use this when you
Soft Return ) _ don’t want space
o or Starts a new line without after the paragraph
Line Break starting a new paragraph or to start a new
paragraph. This
returns the cursor to
the next line.
These breaks are
static in the
document and move
with the text. If you
have a blank page
...................... Column Break: . ccooeeeeeieens EaCh Of these indicates thatl you can't
...................................... PAE BrEaK e Pagination that the author has explain, trn on your
age Brea Breaks inserted a command that | formatting marks and
s SEACEION Break, I::':':'|-Iti|-||-|':||-|5:|::::::::::::::::: the flow of the document CheCk to see if a
changes at the point of Page Break has
insertion. rolled with the text
until it is at the top of
the page.

For more detail, go to
Appendix C.

space- -characters Spaces Separates words. Press the spacebar.
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Formatting Mark

What It Means

This mark indicates that

Additional
information

one of the_following has Double-click the
@ 2. -Applyth Line and Page been applied: symbol to open the
a.With-y Break o Keep with next Eg)r(agraph dialog
b.-Click- Formatting . '
. Mark * Keep lines together For more information
c.-Click-  Page break before about these settings,
. see Appendix C.
e Suppress line numbers
Press the Tab key.
If you are working in
a table, pressing Tab
N Tab Shows where there is a will take you to the
tab stop. next cell.
To go to a tab stop
within an individual
cell, press Ctrl+Tab.
This mark shows that If h ltiol
Heade there is a hidden tracked you ag/e muttip (tah
Vivamug o change that has not yet (rjewsu;n ars, use the
eget tel Revision bar | peen accepted. To accept | & ;\de ?V;?] dml\(/EIZSet(io
pretium the change and remove ” P P
this mark, go to Next” or Accept All
Review>Changes>Accept. Changes '?
Document”.
The end-of-cell marker The same mark
formatting for the last (or | the end of each row
marker marker, which

but it also holds formatting
for the cell itself.

contains the
formatting for the
entire row.o

Image anchor

This symbol appears at
the top left of a paragraph
to which an image is
anchored.

If you delete the
image, the paragraph
remains unchanged.

If you delete the
paragraph, you
delete the image as
well.
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Appendix G: Helpful Hints

Here are a few Word tips that may help when using the Report Template.

The Format Painter

The Format Painter does exactly what it sounds like it does. It copies all the paragraph formatting —
including the set style — from one paragraph and applies it to another.

1. Select the text that has the formatting you want to duplicate.

NOTE: If you want to copy just the characteristics of the text, select a portion of the source
paragraph. If you want to copy both the text and paragraph formatting — including the
paragraph style — select the entire paragraph, including the last paragraph mark.

2. On the Home tab, click on the paintbrush icon to activate

the Format Painter. The cursor will change to a small ) o
paintbrush Bl 9- 08|+
¢ Click once to apply the copied formatting to a single m| Home
selection e
A=
¢ Double-click if you want to change the format of j 23 -
multiple selections. Paste —
3. Select the target text; it will change to match the source. " €7
Clipboard

4. When you are finished, press ESC at the top left of your
keyboard.

The Drawing Canvas

Word makes Shapes available to create complex flowcharts or illustrations. The Drawing Canvas is
simply a container for the parts of your illustration. Once they are in that container, they can be
manipulated as one object instead of as many.

To create a Drawing Canvas in your document, go to the Insert tab, open the Shapes menu from the
lllustration group and select “New Drawing Canvas” at the bottom of the menu.

The resulting Drawing Canvas can be sized, moved and manipulated with the Drawing and Text Wrap
tools like any other graphic.

An additional benefit is that the Drawing Canvas allows the use of connectors between shapes, such
as you see in a flowchart. Connectors are lines that stay "connected" to set points on a shape. If you
move the shapes that are connected by a connector line, then the line expands, contracts, or moves
as necessary to keep the connection in place. Connector lines will only work within a Drawing Canvas.

F11 — The Key Command for Finding Every Link

Sometimes when formatting a document that already has live hyperlinks, the paragraph style will
override the familiar blue-and-underlined hyperlink style. While the link is still live and will give a
prompt when the cursor rolls over it, there is no other way to know it is there. You will need to apply
the Report_Hyperlink style to make it apparent to the reader.

Instead of rolling the cursor over every inch of your document, insert your cursor and then press the
F11 key. It will advance through the document finding every link that is visible or hidden.
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The Snipping Tool

;- 4 Snipping Toal EI = @ -

t C‘%ﬂe‘w ¥ | |X| Cancel Options

Free-form Snip ®

The Snipping Tool is a screenshot utility that is included in the
basic Windows package.

It can take a screenshot, or snip, of your entire screen, just
one open window, or a user-defined rectangle or freeform
shape.

@  Rectangular Snip

Window Snip

Full-screen Snip

"Header-Aq
Normal-Lorem- ipsum:

dapibusultricies-gray You will be able to save the “snipped” item as a .PNG

Aliquamvinturpissit 2 (preferred for Microsoft products), GIF or JPEG.
commodo. In-lacinia-i

ullamcorper.-Vestibul
placeratvitae pulvin%

4 Snipping Tool E=R(EEE 53
Tools are included to annotate and highlight i"e £t Took Help

portions of your snipped image. If you change your L% Hew H g oal v / jj v/

mind, there is an eraser to undo your comment. -

A snipped image is fully edit-able in Paint or any
other image-editing software as well as in Word.

ﬂ?

When you are finished, you can insert into a 'Heade :

document, print or even attach the image to an Normal-Msses ipsum

email from this easy-to-use application. dapibus ultricies-gra\ )
. . Aliquam-in-turpissit-¢ 1

To open the Snipping Tool, click the Start button> commodo.- In-lacinia-

All Programs>Accessories>Snipping Tool. ullamcorper-Vestibu

: . L | tvit Ivini
If you would like to keep this useful application placeratviiae puin

handy, right-click on Snipping Tool in the
Accessories folder and choose “Pin to Taskbar”.
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Useful Key Commands

ESC Cancel an action

CTRL+Z Undo and action

CTRL+Y Redo or repeat an action

CTRL+A Select All

CTRL+C Copy

CTRL+V Paste

CTRL+ X Cut

CTRL+S Save

CTRL +K Opens the Hyperlink dialog box

SHIFT + F5 Go back to the last editing point.

SHIFT + F3 Go to where you were when you last closed the document

Draft View

Draft View can be considered a "pared down" version of the Print Layout view. It allows you to
generally see how your text will appear on paper. You can see what each line will look like, how the
text appears, and where the lines will break. You can also see the page breaks and the section
breaks.

Draft View is useful when a section break is inserted at near -Aliquam-consequat,-diam-
the right margin of a document so that even with the formatting purus-lorem- lobortis-dui.-

marks turned on, it is difficult to see: . . .
esent ultricies previ- Icnbc-rt

Page Layout References Mailings Review View Developer |n Draft V|eW the Section
L Ruler © ¢ |l One Page | b
- . =" S s reaks are easy to see.
J J |:| Gridlines L Bl @Two Pages — % j y
ine | Draft Zoom  100% Mew  Arrange Split . .
[0 Navigation Pane S page Width | window  All You may find it preferable to
Show Zoom

go to Draft View when
selecting a section to
copy/paste or delete.

Holor-sit-amet,-consectetur-adipiscing-elit-Aliquam-consequat,-diam-

da,-velit-lec-fringilla-dolor.-a- pellentesque purus loreq L L. You can Complete the action in
met-en-im-volutpat- ultrices sed-at-nisl - Pr, nt-ultricies previ-lobortis i K
Secton Break (Next Page). > Draft View or switch back to

urpis-et-magna-egestas- dapibusvel-vel-orci - alll Page Layout View. Your
|1m-\.fita e-tortor-sit- amet-ante egestas- tempor.- Curabitur metus tortor,- selection will not be affected.




