Instructions to use the template

After the e-LC_Word_ template.doc file has been downloaded from the e-LC website, there are several ways to use the file and to import styles into new or working documents. If you have not yet started to prepare your paper, you may wish to open the file as a new document. If you have already prepared your paper or a draft of it, you will want to copy the existing Word file into the e-LC Word template and apply styles to previously written text. 

1.) When starting the work the easiest way of using the template to open (double-click) the file. The Word file that opens contains example text tagged with each style. This text can simply be overwritten (for example, as you progress in writing the paper) or deleted. Deletion of the text does not delete the recorded style, and styles can be applied to relevant text at any stage during work on the document. The style list is on the formatting toolbar to the left of the font list.
An alternative method of using the downloaded file is to save it as a Word template. Open the downloaded file and, using the ‘Save as’ command under ‘File’, save the file as a template in the ‘Templates’ directory of Word. A permanent template has now been created on the hard drive (this can be deleted later). To use the template styles in a new document, click on ‘New’ under ‘File’ and select the template you have just created. A new Word file is created that is based on the e-LC template.

2.) To attach templates to working documents use the copy-and-paste command to paste the existing text into the downloaded file. Open the downloaded file, select and delete all of the example text (you may wish to print this before deleting it, so that you have a reference of which style tag to apply to each section of the paper), and copy your existing Word document into it. The styles can then be applied to the relevant text. Note: when saving the document. 

An alternate method involves saving the downloaded file as a Word template and attaching the template styles to a working document. To save the file as a template, follow the instructions detailed above. Once a permanent template has been created on the hard disk, open the working document and select ‘Templates and Add-ins’ under ‘Tools’ (or sometimes ‘File’) on the toolbar. Within the ‘Templates and add-ins’ window, select ‘Attach’ and highlight the newly created template. Click ‘Open’ to select the template and, before selecting ‘OK’, make sure that the box ‘Automatically Update Document Styles’ is ticked (failure to do this will not copy the template styles over into the working document). Clicking ‘OK’ will return to the working document. Go to the style list on the formatting toolbar (to the left of the font list) and you will see that all of the styles that were in the template have now been imported into the current document. 
When applying styles, there is no need to highlight the entire section to be put into style, or even a word or single character. Simply click on the sentence or paragraph (so that the cursor flashes at that point) and then go to the style menu on the toolbar and select the relevant style. This will apply that style to the entire text (sentence or paragraph) up to the point of the first hard return.

Several paragraphs can be put into a style at once (e.g. the 'p' style for body text indented). Simply highlight all the relevant text (by holding down the mouse button and dragging the cursor) and then select the appropriate style.

The styles are set so that, when applied to a paragraph, there is a certain amount of spacing preceding and following paragraphs. This means that you do not have to enter multiple hard returns between different styled items.

