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Maintaining the Standards and Procedures Manual

Definition and Description

The Standards and Procedures Manual is used to provide personnel with guidelines and
instructions on performing their functional responsibilities. Sections 1-10 of this manual
are devoted to the Systems Management disciplines.

When changes to the environment, or the functions performed by company personnel
occur, the Standards and Procedures Manual must be updated to reflect the new
functions. This manual section describes how maintenance to the Standards and
Procedures Manual is performed Another manual section will provide instructions on
maintaining the User Guides.

Mission

To provide instructions on locating and updating sections of the Standards and
Procedures Manual. To further provide instructions on how the Microsoft Word and
PowerPoint products are used to maintain the Standards and Procedures Manual.

Objectives

Maintain the Standards and Procedures Manual in a current and accurate manner using
the Microsoft Office Professional product.

Scope

This manual section will provide complete instructions on the tools and procedures used
to create and maintain the Standards and Procedures Manual via the Microsoft Office
Professional product. It is not intended to train personnel on the use of Microsoft Office,
but will illustrate how the product is used to create and maintain the Standards and
Procedures Manual. To gain a better understanding of the Microsoft Office Professional
product refer to the products Help facility or Manuals.
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Process Overview

The maintenance process is initiated whenever major changes have been implemented
and/or after periodic reviews have detected a need to update the manual’s data and/or

format.

Viewing and Maintaining the S&P Manual is performed on-line via PC. The Microsoft
Office Professional product is used to create and maintain S&P Manual sections.

The S&P Manual sections are stored within a hard disk repository in a unique directory.
Each manual section is a separate file within the S&P Manual directory.

On-Line Manual Viewing

On-Line Manual Maintenance

R/O

< >

Standards
and
Procedures
Repository

Figure 1: Standards and Procedures Manual Repository
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Through the new features of Microsoft Word Release 6.0, it is now possible to have a
Master Document that is used to pull together the sections of the Standards and
Procedures Manual into one overall document. This feature is used when generating the
Standards and Procedures Manual.

Microsoft Word - Master Document

* “Master Document” used to generate S&P Manual,

* Each area responsible for maintaining their section(s),

* Periodically, the manual will be reassembled for printing
and on-line viewing,

¢ The Table of Contents, Numbering, Table of Figures, and Indices
are all automatically created via Microsoft Word Release 6.0,

* Excel Spreadsheets, Powerpoint Pictures, and Access Data Bases
can be added to the Master Document.

Standards & Procedures

Table of Contents

List of Pictures

Section 1 - Section 1
Section 2 -
Section 2
Section 3 -t Section 3 f
Excel Sreadsheets,
Power Point Pictures, &

Section 4 -t

Section 4 Access Data Bases can

- be easily added to

document sections.

Appendices -
Appendices

Index * Each area receives Read / Write access to their

document files
* The general public will receive Read Only access
to the Standards and Procedures Manual.

Figure 2: Generating the S&P Manual via a Master Document

Through this feature it is possible to allow each SMC discipline owner to maintain their
own section(s) of the S&P Manual. Whenever changes are made, they can route the
changes to the S&P Library and replace the existing section file with the updated file.

Changes to the S&P Manual are inserted whenever the manual is compiled via the Master
Document or simply printed via normal hardcopy methods.
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S&P Library

The libraries used to hold the sections of the Standards and Procedures Manual and their
associated figures are described below.

File Manager
File Disk Tree Yiew Options Window Help
=1z =t |[=l=| Bt Ela BEom B Bt By Bz C:
- 0 msoffice + batch001.doc 26112 11A/94 24556pm a |
- 07 access capmg00l.doc 193536 1043194 11:5712am a
- 0 clipart chng001 . doc 466944 11/2/94  4:03:54pm a
- T excel confg01.doc B2224 10/28/94  9:18:50am a
- T3 ms-bitns endvi]01.doc 131760 11/2/94 1213 34pm a
- T3 powerprt ireent007 . doc 130560 10728094 9:11:14am a
- 27 bronack: onlne001.doc B1440  11/2/94  12:0218pm a
- 7 template pblrm007.doc 121344 1111/94  3:36:16pm a
- 0 wizards perfrm01.doc 177152 111194 9:0%:56am a
perfm0la.doc 25088 111194 S:08:46am a
j prazovrd].doc 38400 110/94 1215 24pm a
prrn07.dac 14336 1014/94  2:20:02pm a
recrl0].dac B06EE 10/28/94  1:46:16pm a
G 3 stpmaint. doc 18944 11/11/94  9:36:00am a
T status gld-prl1.doc IFATE 117994 10:2258am a
- 0 letters gld-prl2. doc 29184 11994 215 14pm a
- 7 startup sld-pmex.doc 23040 11994 215:08pm a
- 7 template =lm007 . doc TRATE 10/28/94  171:5240am a
L 23 wardcht spovr101.doc 109568 11/1/94  2:10:28pm a
= £ et stndz001.doc B4000  11/3794  10:08:32am a ||
- £ netmanag toc001.doc 13824 11/2/94 236 30pm a -
- 7 nebweare * '3
= - - | s
| | +
|C: BB,724KE free, 260 968KE tatal ‘Tatal 21 file(s) (1,911,296 bytes)

Figure 3: S&P Manual Word and PowerPoint Libraries

C:\MSOFFICE\WINWORD\BRONACK\STANDARD

Contains all Microsoft Word document files representing the sections of the Standards
and Procedures Manual.

C:\MSOFFICE\POWERPNT\BRONACK

Contains all the Microsoft PowerPoint document picture files used as figures within the
Standards and Procedures Manual.
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S&P Modules

Microsoft Word Files are located in:

C:\MSOFFICE\WINWORD\BRONACK\STANDARD

The Cross-Reference of files to manual sections is:

Section
Manual Section: File: Number
Table of Contents TOCO001
Overview of Manual SPOVRO001
Inventory Management INVNTO01 1.0
Configuration Management CONFGO001 2.0
Capacity Management CAPMGO001 3.0
Performance Management PERFMO001 4.0
Service Level Management SLMO001 5.0
Batch Management BATCHO001 6.0
On-Line Management ONLNEO01 7.0
Recovery Management RECMO001 8.0
Problem Management PBLMO001 9.0
Change Management CHNGO001 10.0
S&P Manual Maintenance S&PMAINT 11.0

Figure 4. S&P Manual Section to File Cross-Reference

All of the above modules are Microsoft Word documents, most with at least one

Microsoft PowerPoint picture contained within them.

The section number for each file is provided. The ‘Heading Numbering’
function, from the Format Toolbar, is used to number files after updates have been
completed. If you add/delete a ‘Heading (1-3)’ then you will have to renumber
the document headings and reproduce the Table of Figures and Table of Contents

for that file.

Maintaining the Standards and Procedures Manual
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Microsoft Word

The Microsoft Word features used to support the Standards and Procedures Manual are
listed within this section, with particular attention paid to the features used most.
e Template
The ‘Normal’ Template is used to format the Standards and Procedures Manual,
with the modification of some ‘Styles’ to accommodate manual needs. The
Normal Template will accompany Standards and Procedures files when they are
copied and/or moved.
You must use the NORMAL template when creating, or editing the Standards and
Procedures Manual. Utilizing the same template for all manual sections will

result in a common format for the entire manual and supports the use of a Master
Document approach to generating the Standards and Procedures Manual.

e Format Styles
e Caption - Changed to Times New Roman, 10 points bold Italic, with no
left indent.
e Cover - Created as ARIAL, 22 points, right justified.
e Figure - Created as Bordered Box around picture.
e Heading 2 - Changed to ARIAL, 12 points bold, with no left indent.
e Heading 3 - Changed to ARIAL, 12 points bold, with no left indent.
e TOCLI1 - Changed to ARIAL bold, 10 points, small caps.
e TOC2 - Changed to ARIAL bold, 10 points, small caps, left indent = 2.

e TOCS3 - Changed to ARIAL regular, 10 points, small caps, left indent =
44’.
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e Header and Footer

Use the VIEW function from the Toolbar to access the Header/Footer facility.
Make sure you select the ‘Different First Page’ option when creating/updating the
Header or Footer. This will eliminate the Header/Footer from the Cover Page of
the document and start numbering on the next page at 2’.

The Header of each manual section must be worded like the header of this
document (i.e., RDC Thailand Standards and Procedures Manual) and the
‘Border’ (Format Toolbar) function should be used to draw a line under the
Header.

The Footer of each section must contain the Section Name on the left side and the
Page number must be on the right side. Prefix the number with the section
number (i.e., Page: 11.). Use the ‘Page Number’ function (#) to insert page
numbers after the section number.

For additional information regarding the Headers and Footers consult the
Microsoft Word Help facility or product manuals.
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e Inserting pictures and objects

Sometimes inserting a picture, object, spreadsheet, data base, etc. within the
Standards and Procedures Manual will enhance the effectiveness of your
presentation. The Microsoft Office Professional allows you to easily insert data
from PowerPoint, Excel, Access, or Clip Art files into a Word document.

The easiest method for inserting pictures/objects is through the use of the
Copy/Paste Clipboard function. This is accomplished by:

Open the file that contains the picture/object that you want to copy,
Select the data you want to copy,

From the Edit toolbar, select Copy,

The Copy function copies the selected data into the memory resident
Clipboard,

Switch to the Word document,

Position cursor where you want to insert,

Select Paste from the Edit toolbar, and

When you click on the Paste function the data presently stored in the
Clipboard will be inserted into your document.

This process works for any product running in the Windows environment,
regardless of the product’s vendor. Copy/Paste is a Windows function and not an
application function.

Another use of the Copy/Paste function is when you want to copy the Screen
Image to a Word document. Simply depress the Print Screen button and the
screen will be copied to the Clipboard. Clicking on paste will insert the screen
from the Clipboard.

The Copy/Paste function provides a copy of the object at the time the copy/paste
was performed. The object is not updated in the Word document, when it is
updated in the file where it resides. This may, or may not, be what you want. If
you want the Word file updated when the object is updated in its resident file, then
use the LINK function. The Windows functions of Dynamic Data Exchange
(DDE) and Object Linking and Embedding (OLE) are used to support this feature.
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e Inserting Captions

Select the Insert function from the toolbar to access the Insert Caption function.

The ‘Insert Caption’ function is used to add captions to figures which will be
compiled into a Table of Figures located at the beginning of the manual’s section.
The Caption’s style has been altered to: Times New Roman, 10 point, bold italic.
The Caption should be inserted on the line immediately after the figure that the
Caption applies to.

When using the Insert Caption Function, each Figure Number is automatically
advanced, or lowered, appropriately. Should you insert a new figure between
existing figures, the figure numbers after the new figure will automatically be
increased by the number of inserted figures. When the Table of Figures is
recreated, the new figures will be included and the figure numbers updated
accordingly.

e Section Layout

The layout of all sections contained within the Standards and Procedures Manual
are identical, they are:

Cover Page,

Section Table of Contents,
Section Table of Figures,
Section document,

Section Appendices (optional),
Section Glossary (optional).

The section document contains the materials covered within the Standards and
Procedures Manual section, while the other parts of the section are used to locate
and clarify the data contained within the section.

Every section is formatted in the same manner listed above.
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e Generating Table of Figures

The Table of Figures is generated after all Captions have been added to the figures
contained in the document.

e To Generate a Table of Figures, select the ‘Index and Tables’ option from the

‘Insert’ function of the Toolbar. The Index and Tables display will be
presented as a result of the option selection.

o |53 8= 2 B (S e~

=| File Edit ¥iew Insert Format Tools Table YWindow  Help

TRl (1271 [ [SIel 91 (= [ [a T lmlmi] slul ]
SEEE

INl:umaI Indent E ITlmes Mew Roman E |12 E | B I _!I QI

[o] - [= Index and Tables
- lndex T T able of Contents T Table of Figures T T able of Authorities
N Caption Label: Preview
[none) - FIGURE 1: TEXT

il E quation FIGUEE Z: TEXT
g FIGURE 3: TEXT
FISURE 4: TEXT

Formats:
FIGURE 5: TEXT

N Claszic
e Elegant
Centered

™ Show Page Humbers ™ Include Label and Humber
'Eh [* Right Align Page Mumbers Tab Leader: I _______ :I
=s[al=l=l

Inserts an index or a table of contents, figures, or authorities into the document

Figure 5: Index and Table Generation Function

Enter the options shown above to generate a Table of Figures in the format used in
the Standards and Procedures Manual. Captions labeled ‘Figure’ will be included
in the “Table of Figures’, which will be generated in the ‘Formal” format style.

Click on the OK button and Word will generate a Table of Figures for the
document in the format selected. Make sure that you have positioned your cursor
where you want to have the Table of Figures inserted. If you did not place the
cursor at the desired insertion site, you can cut and paste the Table of Figures to
its proper location (page immediately after the Table of Contents).
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e Generating Table of Contents

The Table of Contents is generated after all Headings have been added to the
document and the ‘Heading Numbering’ process completed. It is suggested to
generate the Table of Contents after generating the Table of Figures, so that page
numbering will be correct.

e To Generate a Table of Contents, select the Insert function from the Toolbar.

Selecting Index and Tables provides the following results.

A |

=| File Edit ¥Yiew Insert Format Tools Table

NMEFEIEIEE R EEE RS RO E

INormal Indent E ITimes Mew Homan E |12 E | B I _!I gl ___—

— Index and Tables
| Index T T able of Contents T T able of Figuresz T T able of Authorities
z F ts: Preview

- [;::lma__s pd - | 0K I
: aEEIC HEADING 1 1

- E‘arllcy HEADIMG 2 oo 3

- odern -

- Heading F.. . S Options. .

- Simple

B =]

Help I

z ™ Show Page Humbers Show Levels: |3 E

B < Right Align Page Mumbers Tab Leader: I _______ :I

o

E[al=[+l

Inzerts an index or a table of contents, figures, or authorities into the document

Figure 6: Generating a Table of Contents

Enter the options shown above to generate a Table of Contents in the format used
in the Standards and Procedures Manual. Use ‘Formal’ format and ‘Show
Levels: of 3°. This will generate Table of Contents for Heading 1-3 in the Formal
format.

Click on the OK button and Word will generate a Table of Contents for the document in
the format selected. Make sure that you have positioned your cursor where you want to
have the Table of Contents inserted. If you did not place the cursor at the desired
insertion site, you can cut and paste the Table of Contents and move it to its proper
location (page immediately after the Cover Page).
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e Modifying Styles used for the Table of Contents.

The styles used to support the three table of contents levels are: TOC1, TOC2, and TOCS3.

After generating the Table of Contents, it is sometimes necessary to format the TOC
styles to match the styles of the other Section Table of Contents. The procedure for
modifying the TOC styles is:

e Select the TOC style from within the Table of Contents by placing cursor on
style to be modified,

o Select the Style option from Format on the toolbar,

o The Style display will be provided as a result of these operations,

File Edit ¥iew Insert Format Tools Table

EEEEIREE R E EE R EE =R R
INulmaI E ITimes MHew Roman E |12 E |BIIIHI
[T R S r———— T R R R WA R 4 ..

Stwyles:

Index 6
Index 7
- Index 8

Index 9

Index Heading
~ Mormal

Hormal Indent
Z Page Mumber
Table of Figures
TOC 1
TOC 2

B R L 3
T e TEGh MRS TR Rennan TR YRR TN DO Tamn
R TOR SR THNeE RIS TRn OO TR SN T SRRy
T R TEel: MRS TR Sennien TR TORRRS THIE

~Character Preview

ARlaL

TOC 4

- TOC 5 .

- TOC § —Description ;
B o Marmal + Font: Arial, 10 pt, Small Caps, Indent: Left
- List: 0.4, Tab stops: B Right Flush ...

ISt_l.lIes n Use |£I

- 0
EEBE

Applies. creates. or modifies stles

Figure 7: Modifying TOC Styles

e Select the TOC style to be modified (i.e., TOC3 shown),
e Click on the Modify function,
e The Modify Styles display will be provided as a result of these operations,
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=| File Edit ¥Yiew Insert Format Tools Table Window Help

NEE %I@.IJH%Ihlﬂd_llﬂl*lf*l*lLl“@H||' Iﬂlml.l?Ez

INulma
S e
= Modify Style

o J Hame: Style Type:

: ITI]E 3 IParagraph |£I

- Baszed On: Style for Following Paragraph:

|N ormal |$I |N ormal |$I
-t
a ~Preview
Paragraph...
B Tabs...
SAPLE Tedr SanFe Todr SamiFl Tewr SanPl Towr Sanele Tewr Sanmn Tour
- ZanAL Tour Sasn Towr Saac Towr Sagdac Tour Saser Towr Samc Towr Eurdﬂr...
e SAPLE Tedr SanFe Todr SamiFl Tewr SanPl Towr Sanele Tewr Sanmn Tour
SaLe Tour Sawes Tour Saes Toar Language...
L Frame...

N o ~Description— Numbering...
- Mormal + Font: Anal, 10 pt, Small Capz, Indent: Left 04", Tab stopz: 6"

o | Right Flugh ...

- % Add to Template

Page Break:
=[a[=]«l

For Help, press F1
Figure 8: The Modify Style display screen

Click on the ‘Add to Template’ field as shown above,
Click on Format to alter the Font and Paragraph settings,
All Font settings are ARIAL, 10 Points in size, and Small Caps,
The TOC1 and TOC2 styles are Bold, TOC3 is Regular,
The Paragraph settings are:
e TOC1 - no indent from left,
e TOC2 - 2 indent from left,
e TOCS3 - 4 indent from left.

After modifying the fonts and paragraph settings for TOC1-TOC3, the Table of Contents
should look like the one at the beginning of this section.

Insert a blank line after each section to dress up the Table of Contents and make it easier
to find topics.

For further information on Style Modifications, see the Microsoft Word help facility.
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Microsoft PowerPoint

PowerPoint is the tool used to insert drawings and illustrations within the Standards and
Procedures Manual. It is included in the Microsoft Office Professional product and is
integrated with the Word, Excel and Access products.

S&P Library

The PowerPoint Library used to contain pictures and objects used within the

Standards and Procedures Manual is:

C:\MSOFFICE\POWERPNT\BRONACK

S&P Files

Files contained in the PowerPoint Library are used to insert pictures and objects
into Standards and Procedures Manual sections. These files and the sections they
are associated with are.

Manual Section: File: Number
Inventory Management SMCO001 1.0
Configuration Management SMCO001 2.0
Capacity Management SMCO001 3.0
Performance Management SMCO001 4.0
Service Level Management SMCO001 5.0
Batch Management BATCHO001 6.0
On-Line Management SMCO001 7.0
Recovery Management SMCO001 8.0
Problem Management CRISISO1 9.0
Change Management CHNGOVR1 10.0
S&P Manual Maintenance S&PMAINT 11.0

To access an embedded picture or object, simply double click on the object and
you will be taken to Microsoft Draw with the picture/object displayed. You can

edit the picture/object directly in Draw or from PowerPoint.

Maintaining the Standards and Procedures Manual
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e Creating PowerPoint Pictures

Select the PowerPoint product by clicking on its icon from the Program Manager,
or via the Microsoft Office PowerPoint icon at the top of the screen.

PowerPoint will provide you with a drawing screen and tools to use in creating
and documenting pictures. Use the PowerPoint facilities to create the
picture/object that you want inserted within the Standards and Procedures Manual.

Should you need assistance in learning the PowerPoint product use the Help
facility or the PowerPoint Manuals.

e Editing PowerPoint Pictures

By double clicking on a PowerPoint picture/object contained within the Standards
and Procedures Manual, you will be presented with the picture/object in Microsoft
Draw mode. You can edit the picture from within Draw, or you can go to
PowerPoint and edit the picture directly in PowerPoint. This is usually the best
route to take, since editing the picture in Draw does not alter the PowerPoint
picture.

Use the Copy/Paste functions of Edit to copy the picture from PowerPoint and
replace the existing PowerPoint picture/object in the Standards and Procedures
Word document. See the Help facility, or reference the Word manuals for
additional information of using Copy/Paste.

e Inserting PowerPoint Pictures within S&P Files
Use the Copy/Paste feature from the Edit Toolbar to copy and paste PowerPoint
pictures/objects to the Word document associated with the Standards and

Procedures section being created/edited.

For more information on using this feature consult you Word and/or PowerPoint
manuals.
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Process Flow

Locating current S&P Library

The Standards and Procedures files are in Microsoft Word format, with Microsoft
PowerPoint pictures inserted as figures within the documents. You need to locate both
Word and PowerPoint libraries to fully update the Standards and Procedures Manual.

These libraries can be located at:

e WORD

e POWERPOINT ‘C:\\MSOFFICE\POWERPNT\BRONACK”’

‘C:\MSOFFICE\WINWORD\BRONACK\STANDARD’

To relate the Standards and procedures section to its file, the following Cross-Reference
is supplied. Separate Cross-References for Word and PowerPoint are provided.

WORD Files:
Section

Manual Section: File: Number
Table of Contents TOCO001
Overview of Manual SPOVRO001
Inventory Management INVNTO001 1.0
Configuration Management CONFGO001 2.0
Capacity Management CAPMGO001 3.0
Performance Management PERFMO001 4.0
Service Level Management SLMO001 5.0
Batch Management BATCHO001 6.0
On-Line Management ONLNEO01 7.0
Recovery Management RECMO001 8.0
Problem Management PBLMO001 9.0
Change Management CHNGO001 10.0
S&P Manual Maintenance S&PMAINT 11.0

Figure 9: Word File Cross-Reference

Maintaining the Standards and Procedures Manual
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POWERPOINT Files:

Section
Manual Section: File: Number
Table of Contents TOCO001
Overview of Manual SPOVRO001
Inventory Management INVNTOO01 1.0
Configuration Management CONFGO001 2.0
Capacity Management CAPMGO001 3.0
Performance Management PERFMO001 4.0
Service Level Management SLMO001 5.0
Batch Management BATCHO001 6.0
On-Line Management ONLNEO01 7.0
Recovery Management RECMO001 8.0
Problem Management PBLMO0O01 9.0
Change Management CHNGO001 10.0
S&P Manual Maintenance S&PMAINT 11.0

Figure 10: PowerPoint File Cross-Reference

Selecting S&P Manual Files

To select the desired Standards and Procedures file for viewing or editing, either double-
click on the file, or click once on the file and depress <enter>.

Browsing S&P Files

To browse a selected file must be authorized for Read Access to the File. When
browsing, files you can look at any information you desire, but you cannot alter the data
in any way. Utilize the normal navigation facilities of Microsoft Word to move around in
the file (see Help Facility for additional information on navigating within a Word

document).
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Editing S&P Files

If you have been designated as the individual responsible for maintaining a section of the
Standards and Procedures Manual, you can perform your maintenance in one of two
ways. Either edit the file in your own library and then forward a copy of the file to the
Standards and Procedures Library to replace the original file, or you can edit the original
file directly. It is suggested that the first method be utilized, so the Standards and
Procedures Library is not locked out during the Edit process. Additionally, the first
method makes it easier to have back-up copies, should the section become damaged.

Inserting Pictures and Objects

You can insert PowerPoint pictures within a Word document via the Copy/Paste feature.
The following steps are followed to perform this operation:

Create/Select the PowerPoint slide,

Copy the slide (or a section of the slide) to the Clipboard,
Switch to Word,

Position the cursor where you want to insert the picture,
Paste the data from the Clipboard, and

Insert a Caption after the picture has been inserted.

See the topics on Inserting Captions and creating a Table of Figures in this section for
further information.
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Heading and Numbering

The Heading and Numbering function will automatically number the sections and
subsections of a document by assigning a number to a ‘Heading’ style (i.e., Heading 1,
Heading 2, Heading 3, etc...).

Use a Heading Style to denote a section or subsection. After you have completed
associating sections and subsections to Heading Styles, you can automatically:

e Number the document.
e Generate a Table of Contents with numbering.

The process of numbering a document is described below.

e From the FORMAT toolbar function, select Heading Numbering.

Ak

File Edit Yiew Insert RElukl

NEFEREBRE S

Paragraph...
INulmaI E ITimes Hew H Tabs...

BES

@

El'x"' Borders and Shading... SRR

Columns...
Change Case...
Drop Cap...

Bullets and Numbering...
Heading Numbering...

i AutoFormat...

- Style Gallery...
= Style...

N H Frame...

z 1 Picture...

j Heading-and-Numbel Drawing Object...
Z 1

- T

) The -Heading-and Mumbering-function-will antomatically- rteber -the -sections -ard-
- subsections -of a-docwment by -assigning-a nuraber-to-a- ‘Heading” (e, Heading-1,-
: Heading 2, Heading 3, ete.. ).

;, T
- i

)
2=l

Changes: numbering options for heading level styles

Figure 11: Heading and Numbering selection
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File

Edit V¥iew Insert Format Tools Table Window Help

To number a document select the type of Heading Numbering you desire and
click on the MODIFY button.

NEFENEPEEE e REE R

INulmaI E ITimesNewHuman E |12 E |BIIIHI i—|=
Ell:é"_ = Heading Numbering —
: ILE’. ] |
T
: A 1.1
Mo~ 1. 111
z Bemove I
. Chapter One Chapter 1 Appendix A
LR |
- : == _53' J
_ L aT e AN T Ak FaR Sndrs ar i " =
: T j
- - ket A= e b sekest Ehe ﬂl
7 ﬂ"u':-::n.-:l.l:ruw.u.l?lu boadin b g . : ol
Figure 10 -Jelocting -fra-Warbering Siyis - T
SEED

Changes numbernng options for heading level styles

Figure 12: Selecting the Numbering Style Type

Each section of the Standards and Procedures Manual has its own unique
section number (i.e., 1-11 for S&P Manual, 12 on for User Guides). To
determine the number of the section you are numbering, refer to the Standards
and Procedures Manual’s Table of Contents.

To change the numbering of this manual section you must enter the number in
the “Start At’ function (‘11° used in the following example) and hit <enter>.
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e Microsoft Word Release 6.0 will then automatically search through your
document and:

o Insert the ‘Start At” number for the first ‘Heading 1° (updating the
Start At number for every subsequent Heading 1- 11, 12, 13, etc..).

e For every ‘Heading 2’ the first number level below the ‘Start At’
number is inserted in sequence (i.e., 11.1, 11.2, 11.3, etc...).

e For every ‘Heading 3’ the next number level is inserted (i.e., 11.1.1,
11.1.2,11.1.3, etc...)

=| File Edit Miew Insert Format Tools Table Window

D|=E [SIa]v] [ [Fl@] <] [ ] olx] [2]=] [m/E = [l [ [75%
[Tl Modify Heading Numbering_____________|IFS=

El <4 ~Number Format I DK l
=|:' S Text Bullet or Text
Before: MHumber: After: Cancel I
I
Start Al: Include from Previous Level:
|11 Iil INumhers |£I [Level +
1. [
~Humber Position e
-+
Alignment of List Text: ILefl |£I
~Preview
Distance from Indent to Textk: II]“ E 1.
1.4
Distance from Humber to Text: Il]_1“ E :::1
LIRRRE]
[T Hanging Indent LIRRARR|
LIRRRERR]

LINRRARARI
LINRRRRRRAI

[ Bestart Humbering at Each Hew Section

= T =1
- Pae
Cistanca fram Inden to Te:t: =5 H H u
__ b §
. Distarcs from Mumber 1o Teer (e o | i
SEIEE

For Help. press F1

Figure 13: Modify Heading Number selection screen

Because of the number technique used, it is important that there be only one ‘Heading 1’
per document section. This will relate all numbers in that section to the section number
(i.e., section 11 for this section). If you have more than one ‘Heading 1’ in the section,
then the section numbers will be advanced by one for every ‘Heading 1° that is
encountered. Heading and Numbers problems can be easily found by reviewing the file
and changing wrongly selected Headings to their correct values (i.e., from Heading 1 to
Normal). Numbering will be automatically updated when performing this modification.

Maintaining the Standards and Procedures Manual Page: 11.24



Standards and Procedures Manual

Creating Table of Figures

The Table of Figures is created after all Figures and Captions have been added to the
document. The Table of Figures is inserted in each section right after the Table of
Contents. You should generate the Table of Figures before creating the Table of
Contents, because the number of pages used for a Table of Figures must be known when
calculating page numbers in the Table of Contents section.

The steps followed when creating a ‘Table of Figures’ are:

Insert all Figures within the document,

Create Captions for all of the Figures,

Go to the page after the Table of Contents,

Insert three lines from the top of the page,

Enter the following text “Section Table of Figures”,

Center, Underline, and Bold the text just created,

Insert two more lines under the text just created,

From the INSERT toolbar, select ‘Index and Tables’,

Select Table of Figures from available options,

Select Figure from Caption Label: and Formal from Formats: fields,

Click on OK and Word will generate the Table of Figures and place it in your
document where you last had your cursor.

= [ File Edit Yiewr Insert Format Tools Table WYWindowr Help
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Figure 14: Creating a Table of Figures
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Creating Table of Contents

The last process performed in generating/updating a section of the Standards and
Procedures Manual is the creation of a “Table of Contents”. It is placed immediately
after the ‘Cover Page’ and just prior to the ‘Table of Figures’.

The process followed when creating a Table of Contents is:

File

Edit

Position your cursor on the top of the page just after the Cover Page,
Insert three blank lines from the top of the page,

Enter “Section Table of Contents’,

Center, Underline, and Bold the text just created,

Insert two more blank lines,

Position the cursor at the beginning of the next line,

Select INSERT from the Toolbar,

Select INDEX and TABLES from the drop down toolbar,

Select Table of Contents and enter information as shown below,
Formal format and 3 Show Levels must be selected,

Clicking on OK will direct Word to Generate the Table of Contents, and
Word will insert Table of Contents where cursor was last placed.

View Insert Format Tools Table

EEEEEEEE R R E I RE R R

I MHormal

= Index and Tables

E ITimes MHew Boman E |12 E BIII HI %%%% EE
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Help

* Show Page Humbers Show Levels: |3 E
< Right Align Page Numbers Tab Leader: I _______ :i

-

Insert-two - rmore blank lines, T
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Ihzerts an index or a table of contents, figures. or authorities into the document

Figure 15:

Creating a Table of Contents
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Saving updated S&P Files

Once you have completed all updates to the Standards and Procedures section, simply
save the section with the same name as the section you are replacing. It is recommended
that you make a copy of the original section before you start the modification process.

If you neglected to make a copy of the original section, then:

Save this section under another name,

Select the original section,

Save the original section to diskette,

Close the original section,

At this point you can delete the original section, and
Rename the new section to the original sections name.

After completing the above process, you can save the newly creates section to the
Standards and Procedures library under the same name as the section it is replacing. As a
result of this process, you will have:

e Made a copy of the old section,
e Replaced the old section with the new section.
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Printing S&P Manual Sections

To print the S&P Manual Section:

Go to Word,

Select the desired section from the Word Library,

Select File after the document is loaded,

Click on Print,

Click on OK to print the entire document, or

Click on Current Page to print only the page you are currently viewing, or
Click on Pages and enter the range of pages that you want printed (i.e., 1-12,
etc..),

e Click on OK will activate the print function.
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Figure 16: Printing a Standards and Procedures section

See the Microsoft help facility for more information on the Print function.
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