















       MRC CONVERSION TEMPLATE SETUP & USE

                        



CREATE NEW DOCUMENTS USING THE MRC CONVERSION TEMPLATE

To create a new document and apply the MRC Conversion template, you must first install the template and then apply the template to the document. 

Install a Template

The following procedures will assist you in installing the MRC Conversion Template in Word 2000.

1. Right-click your Start button and click Explore. Windows Explorer opens.

2. Browse to the following path: C:\Documents and Settings\username\Application Data\Microsoft\Templates.

3. In the Templates directory, copy the MRC Conversion Template.dot. The template is now installed on your computer and can be applied to a document.

Apply a template to a new document

The following procedures will assist you in applying a template to a new document in Word 2000.

1. Open Microsoft Word 2000.

2. Click File and click New. A New dialog box appears.

3. Click the General tab, if not already selected, and double-click MRC Conversion Template. A default document appears and looks like this:
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4. From here, you can start writing a document and applying all the applicable styles. See the APPLY STYLES TO TEXT IN WORD 2000 section of this document.

FORMAT AN EXISTING DOCUMENT WITH THE MRC CONVERSION TEMPLATE

If you already have a document, but wish to apply the MRC Conversation Template and styles to it, the following procedures will assist you.

Apply the MRC Conversion Template and styles to an existing document

1. Open the Word document.

2. On the Tools menu, click Templates and Add-Ins.

3. Ensure that Automatically update document styles is checked.

4. Click Attach, and then select the template you want.

5. Click Open.

6. Click OK. The template is applied to your document.

7. Use any of the three techniques explained in the Apply Styles section of this document to apply styles to the text in the document.

NOTE: See the FORMATTING TIPS & SUGGESTIONS section for helpful formatting hints.

APPLY STYLES TO TEXT IN WORD 2000

To apply styles to text you must first ensure that the Formatting section of your Microsoft Word toolbar is visible.

Show the formatting section on the toolbar

1. Right-click the toolbar in Word 2000.

2. Click Formatting. A check next to Formatting indicates that the Formatting drop down should display on the toolbar. If it is not checked, check it now. It will appear on your toolbar like this:
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NOTE: You may need to adjust the size of your toolbar to see this Formatting drop down menu.

3. Once the Formatting section of the toolbar appears, you are ready to start applying styles.

Apply Styles

You can apply styles use three different techniques:

Technique 1: Format First, then Type

1. From the left-most Formatting drop down menu, select the style you wish to apply. For this example, select Caution. In your document, the word Caution appears like this:

Caution: 

2. From here, start typing the caution message and your text will automatically appear in the “Caution” style.

Technique 2: Type First, then Format

1. Type text in the Word 2000 document.

2. Highlight all of the text you wish to format.

3. From the Formatting drop down menu, select the style you wish to apply.

Technique 3: Use Shortcut Keys

Some commonly used styles are associated to shortcut keys. These can be used to quickly apply styles. See the STYLE CHART to find out which styles have shortcut keys. 

1. Type text in the Word 2000 document.

2. Highlight all of the text you wish to format.

3. Press the appropriate shortcut key as denoted in the STYLE CHART  to apply the style.

STYLE CHART

The table below contains a list of all the available styles for the MRC Conversion Template. 

WARNING: You may notice other styles appearing in the Formatting drop down menu, but only the styles listed below should be used to create an eMRC. 

	STYLE
	SAMPLE
	SHORTCUT KEY

	Caution
	Caution:        This is a caution.
	CTRL + F11

	Emphasis Bold
	Emphasis Bold
	

	Emphasis Italics
	Emphasis Italics
	

	Emphasis Underline
	Emphasis Underline
	

	Figure 1
	Figure 1    Air Filter
	

	Graphic Name
	A5XXXX01
	CTRL + F7

	Item1
	a.  Item1
	CTRL + F2

	Item2
	   (1) Item2
	CTRL + F3

	Item3
	          (a) Item3
	CTRL + F4

	Item4
	                  -1- Item4
	CTRL + F5

	Item5
	                         -a- Item5
	CTRL + F6

	Item6
	                I. Item6
	

	Item7
	                   i. Item7
	

	Item8
	                                                A. Item8
	

	MRD Title
	1.   MRD Title
	CTRL + F1

	NOTE
	NOTE 1.    This is a note.
	CTRL + F12

	PMS Table  ++
	
	

	PMS Table Title
	Table 1    Table Title
	CTRL + F8

	Table Text
	TABLE TEXT
	CTRL + F9

	Warning
	Warning:   This is a warning.
	CTRL + F10

	X Ref
	XREF
	


++ See the Create tables section of this document for more info.

FORMATTING TIPS & SUGGESTIONS 

Here are a few helpful tips and suggestions to assist with creating tables, converting tables, and inserting cross-references.

  Create tables

You will need to create tables from time to time. It is imperative that you apply the Table Text style to your tables, as well as the PMS Table Title style. The following procedures will assist you.
1. Place your cursor in the Word 2000 document where you wish to insert a table. 

2. On the Table menu, point to Insert, and click Table. The Insert Table dialog box appears.

3. Enter the number of columns and rows you need.

4. Click OK. The table displays.

5. Select the entire table so that it is all highlighted. 

6. From the Formatting drop down menu, select Table Text. The Table Text style is applied to the table. 

7. Enter you text.

8. Click outside of the table so that your cursor appears beneath the table you just created. 

9. From the Formatting drop down menu, select Table 1 PMS Table Title.

10. Enter the name of the table.

  Convert tables

If your existing document contains a lot of tables that need to be turned into numbered steps, here is a quick way to convert the tables. The following procedures will assist you.
1. Select the table. 

2. On the Table menu, point to Convert, and click Table to text. The Convert Table to Text dialog box appears. 

3. Select Tabs. 

4. Click OK. The text will be removed from the table. 

5. You may now apply styles to the text as needed.

Create cross-references within a document

At times you may need to create a link within a document. The following procedures will assist you.
1. In the Word 2000 document, place your cursor where you wish to insert a cross-reference.

2. On the Insert menu, click Cross-reference. The Cross-reference dialog box appears.

3. From the Reference Type: drop down menu, select Numbered Item.

4. From the Insert reference to: drop down menu, select Paragraph Number (full context).

5. Ensure that Insert as hyperlink is selected.

6. Select the numbered item from the list at the bottom for which you wish to create a cross-reference.

7. Click Insert. The Cross-reference appears in the document.

