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Glossary

Styles. A collection of formatting command that are grouped together and given a name.
Footnote. Footnotes appear at the bottom of a page, denoting references to other documents or links.
Endnote. Endnotes appear at the end of the chapter in a volume where each chapter has a different author, such as collection of essays, symposium papers, or reports.
Chapter 1   Chapter Title Here
Give information about this chapter. Introduce the Chapter with a brief summary of the topic of the chapter.
1.1 Starting a new Chapter
Every section consists of a Chapter Number and Chapter Title. To start a new Chapter, select Chapter 1 Heading 1 from the Styles Pull-down Menu in the Toolbar. [image: image1.jpg]BodyText -



 . The BodyTextAfterChapter Style Tag is used for the body of the paragraph. To start a sub-heading, select Heading 2 from the Styles Pull-down Menu in the Toolbar.
1.1.1 Customizing Your Report
Use the default Style Tags of this template to format consistently throughout your document. To bold or italicize a single word or paragraph, use the Main Menu Options, Keyboard Shortcuts, or Toolbar Buttons. Use these sparingly to ensure a consistent look-and-feel to your document globally.
In Word, you can view available Styles in three places: the Style List box on the Formatting toolbar, the Styles Area, and the Styles Task Pane. To display the Styles and Formatting Task Pane, select Format > Styles and Formatting. 

The following details how to change the spacing between, for example, body text paragraphs and an equation.

1. Select Format > Paragraph from the Main Menu. The Paragraph Window appears. 

2. In the Indents and Spacing Tab View, enter in the desired space and select OK (or simply press the Enter key). 
· To Create a Bullet List, select List Bullet from the Styles Pull-down Menu.

· There are two types of Bullet Lists in this template. This Style is Bullet List and is left-aligned.

· This Bullet List is Style Tag Bullet List 2 and is indented approximately one inch from the left-hand margin. The second line of this tag is aligned with the first line of the Bullet List. 

1.1.1.1 Creating Footnotes and Endnotes
Footnotes appear at the bottom of a page, denoting references to other documents or links. Endnotes appear at the end of the chapter in a volume where each chapter has a different author, such as collection of essays, symposium papers, or reports. Most readers, however, consider notes at the end of a chapter more difficult to find and therefore more of nuisance than notes printed all together at the end of the report.

1.1.1.2 Inserting a Picture or Caption

To insert a picture, follow the steps below.

1. Select Insert > Picture > From File (note the different elements from which you can choose).  The Insert Picture Window appears. 
2. Select the desired file and press Insert (or simply press the Enter key). 

1.1.1.3 Restarting a Number List within a Single Chapter

To format the first list in your chapter, apply the ListNumber Style Tag to the paragraph.  To format the second list in your chapter, apply the ListNumber 2 Style Tag to the paragraph. If your chapter contains more than two numbered lists using the same formatting parameters, follow the steps below to start the list with a numeral value of one (1). 

3. With your cursor in the location where you wish your list to begin, select the ListNumber Style Tag. The paragraph becomes a numbered list, but most likely will start with a value other than one (1), as shown here.
4. With the cursor in the first item in your list, select Format > Bullets and Numbering. The Bullets and Numbering Window appears.

5. Select Restart Numbering and then OK. In this example, the cursor was in the third list item, and therefore, automatically reset itself. 

1.1.1.4 Inserting  Figures and Tables
Every figure should be followed by a figure number and title. The Figure XE "Figure"  title should briefly describe the Figure. To insert a figure, follow the steps below.

1. Place your cursor directly below the Figure. 

2. Select the Figure 1 Style Tag.
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Figure  1 InfoMedia Solutions Home Page
Note  Figure titles should appear left-aligned with the associated figure. In this example, the Figure Title is not left-aligned as the figure itself is embedded in a numbered list. Most figures appearing in scientific documentation should be embedded within the body of the text.
Every table should be preceded by a table number and title. The title should appear in initial case and identify the table briefly. It should not furnish background information or describe the results illustrated by the table. To insert a table, follow the steps below. 
1. Place your cursor where you want the Table Title (remember this should appear above the table), and apply the Table 1 Style Tag. The Table 1 text appears. 

2. Type the table title and press the Enter key. 

3. Apply the Table List 3 Style Tag. The Insert Table Window appears.

4. Enter the parameters of the table and press OK, or simply press the Enter key.

Table  1 Example of Tables
	Testing Heading
	Column 2
	Column 3 
	Column 4

	This is an example of a 
	table with four columns
	and five rows 
	plus one heading row.
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� Footnotes appear at the bottom of a page, denoting references to other document or links. To insert a Footnote, Select





� 	Endnotes are notes that you can use to explain text in a document. To insert an endnote, click where you want to insert the note reference mark. On the Insert menu, point to Reference, and then click Footnote. Click Endnote, make any other selections you want, and then click Insert.
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