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1 Introduction

This manual’s purpose is to serve as a reference for maintaining the Finding Reporting System
(FRS) User Manual. There is very little in the formatting or setup of the FRS User Manual that
is hard to understand or to adjust, if necessary. Almost anyone can maintain the FRS manual
without too much effort.

1.1 Overview

At first, some of the detail that this manual will cover may seem overwhelming. However,
remember, most of the setting this document deals with are already set up in the FRS User
Manual. It only needs attention if a change is required.

1.1.1 Page Setup

Page setup is the first logical place to start in any Word document, and so this is where this
manual will start. Page Setup is a submenu under the File menu option located at the top left of
the Microsoft Word application as shown below. For each tab in this

File Edit Wiew Insert
| Mewr, .,

E Save Chrl+5

Save As...

Page Setup...
&h print...  Chrl+P

»
0]

Of course, clicking on the Page Setup option will open up a window by the same name like the
one shown here.

Page Setup EH
i Ma | Paper Size I Paper Source I Layout |
Tt m rPreview
Bottam: 1" = =
Left: m 0 = =
Right: |1" E‘
Gutker: a" =
rom edge |
Header: ID.S" 5‘
IFasti=r ID'5 5 Apply to: IThis section j
I Mirrar margins Gutter position
[ 2 pages per sheet % Left " Top
Default... | OF I Cancel |

For each tab in this window, use the settings indicated in the table below. For those setting not
mentioned, accept the default values.
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Margin Paper Size Paper Source Layout
Top: m Paper size: First page: Seckion skark:
Bottom: o — ILetter j INew page j
- . Iﬁ.. = eaders and footers 1
Left: 1 widths 8.5 [™ Different odd and even
Right: Il" 5‘ Height: 11" = ™ Different first page

-

Gutker:

tomedge———————————
Header: n.g" 2
Fooker; n.g" 2

u Mirrar margins
[~ Z pages per sheet

=

M

Gukter position

@ Left  Tap

1.2

rientation
{* Fortrait
" Landscape

Heading Styles

Automatically Select
Lpper Paper tray
Envelope, Manual Feed ;I

wertical alignment:

ITop j

r Suppress endnokes

Line Murnbers. .. I

Borders... I

Headings in the FRS User Manual exhibit different fonts, font sizes, and outline numbering
levels. Along with these attributes, headings also have specific tab and paragraph settings. The

table shown below summarizes the setting values for each heading level.

Heading Style Font Numbering Paragraph
Heading 1 Font: Times Roman | Type: Outline Justify: Left
Style: Bold Style: 1,2,3 Spacing -
Size: 16 Pt. Level: 1 Before: 0
Text indent: 0.5 | After: 0
Heading 2 Font: Times Roman | Type: Outline Justify: Left
Style: Bold Style: 1,2,3 Spacing -
Size: 14 Pt. Level: 2 Before: 6 Pt.
Text indent: 0.5 | After: 6 Pt.
Heading 3 Font: Times Roman | Type: Outline Justify: Left
Style: Bold Style: 1,2,3 Spacing -
Size: 12 Pt. Level: 3 Before: 6 Pt.
Text indent: 0.5 | After: 6 Pt.
Heading 4 Font: Times Roman | Type: Outline Justify: Left
Style: Bold Style: 1,2,3 Spacing -
Size: 12 Pt. Level: 4 Before: 6 Pt.
Text indent: 17 After: 6 Pt.
Heading 7 Font: Times Roman | Type: Number Justify: Center
Style: Bold Style: A,B,C Spacing -
Size: 16 Pt. Start: 1 (INDEX) | Before: 12 Pt.
Text indent: 0. After: 3 Pt.
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2 Sections, Headers, and Footers

2.1

In Microsoft Word, the section’s primary purpose is to allow the author to vary the layout of a
document within a page or between pages. A section break inserted into document divides it into
sections, allowing for a different page format for each. In the FRS User Manual, there are five
sections in all. Most of these sections have only minor page formatting differences. Formatting
for the five sections in the FRS User Manual appear in the summary table below.

Header Setup

Section Header Footer

#1 - Title Page None None

#2 - Table of Contents & | None Page Numbering

Table of Figures Starts at |,

Centered.

#3 - Chapter 1 through Name of Chapter (left justified) | Page Numbering

Chapter 8 & Title of Manual (right Starts at 1,
justified) with underline. Centered

#4 - Index Same as section #3. Page Numbering

Starts at 1 and uses Index
Heading 7 for leading bullet
for 1-9 format,

Centered.

Same as section #4.

#5 - Index (continued) Same as section #4.

Headers and footers can vary from one section to another. Even so, there are only two sections

where the setup might need some explanation. In section three, the header combines the title of
the current chapter (left justified) and the title the document (right justified). In section four, the
same header theme continues, but the page numbering combines sequential numbering with the

bullet numbering of the title, “INDEX.”

Section three makes use of a special function in Microsoft Word known as a field code. There
are many types of field codes that perform various functions. However, the one used in the
section three’s header looks toward the beginning of the document for the last applied “Heading
17 style and incorporate the text that it applies to in the header of each page. This is set up as
explained by the following procedure.

1. Click on the View option at the top left of the horizontal menu at the top of the Word
program.
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View Insert Format Took

= Mormal
IE Print Lawout
Outline:

Toaolhars 3

Header and Fooker

Full 3creen

Foon...

¥

2. Click on the Header and Footer option on the submenu that appears, as shown above.
This action will display the header area of the page something like the figure shown
below.

Header -Seckion 3- Same_as Previous

Click on the Insert option on the horizontal menu bar along the top of the Word program.
4. Click on the Field ...option on the submenu that appears, like the one below.

Insert Format Tools Table

Break...

Page Mumbers...

Date and Time...
AutoTexk 3

This action will display field dialogue box like the figure below.

Field E
Cateqories: Figld names:

fal fAulbaTextList a

Date and Time Hyperlink,

Docurnent Aukomation IncludePicture

Docurnent Information IncludeText

Equations and Formulas Lirk.

Index and Tables MokeRef

Links and References PageR.ef

tail Merge Quoke

Mumbering Ref

Iser Information
Field codes:  STYLEREF Styleldentifier [Switches)

IST‘."LEREF "Heading 1']

Description
Insert the text from a like-styled paragraph

¥ Preserve Formatting during updates

Cpkions. .. (0’4 I Cancel |

5. In the Categories pane at the top left, click on the Links and References entry.




FRS User Manual Maintenance Manual

10.

11.

12.

13.

In the Field Names pane at the top right, click on the STYLEREF entry. This action will
cause the name of the field to appear in the Description field.

In the Description field, to the right of “STYLEREF” type a space and then “Heading 1”
in double quotes as shown in the figure above. The name of the heading style must be
exactly as it is the styles listing on the submenu under the Format menu option on the
horizontal menu bar at the top of the Word program.

Click the OK button. This action will cause the last text headline having the Heading 1
style to appear in the header area of the page with a gray background. A figure showing
this appears below.

Header -Section 3-

Click on the tab stop button L] on the horizontal ruler at the top left of the editing area
until a right justified tab appears as shown here.

Click on the ruler at the rightmost margin setting. This action will place a right justified
tab at that location as shown in the before and after action figure below.

Before: g
After: 6 A

Click on the area to the right of the gray field-code entry in the header area of the page
and press the Tab key. This action will cause the cursor to move over to the right all the
way to the right margin.

Type in the name of the document, “FRS User Manual.” This action will enter the title of
into the document at the right hand side of the header area of the page.

Click on the Format menu option along the horizontal menu bar at the to of the Word
document. This action will cause the drop down menu for that option to appear as shown
below.
Format Tools Table ‘Window
A Fonk...

= Paragraph...
= Bullets and Mumbering. ..

Borders and Shading...

Tabs...

hange Case...

Style. ..

Py ofiject,

¥
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14. Click on the Borders and Shading option on the dropdown menu. This action will open
the Borders and Shading dialogue box like the one seen here.

Borders and Shading HE

Borders | Page Border I Shading I
Setting: Style: Preview

EI - Click on diagram below or use
buttons b ly bord
Hone utkons ko apply borders

Box

I:l Shadow et LI .
Color: ————
Automatic -
0 | =
wiidth:
1 pt - Apply to:
S Custarm
- IParagraph j

Cptions. ..

Show Toalbar | Horizontal Line. .. | Cancel |

Generally, the one half point solid line style is the default setting for the Borders tab as
shown above.

15. Click on the bottom border area of the Preview pane in the Borders tab. This action will
cause a solid horizontal line to appear there as shown below.

Presvigwm

Click on diagram below or use
buttons to apply borders

16. Click the OK button on the Borders and Shading dialogue box. This action will close the
dialogue box and place an underline under the entries in the header area of the page
layout.

17. Click the Close button at the right hand side of the Header Footer menu bar as seen
below. This action will close the header area of the page layout so that normal editing
can resume.

* Header and Footer

Inserk AukoText ~ | |@ (=] |.:| Gh || = F 5 |%

2.2  Footer Page Numbering

Footer areas of the page usually have items like page numbers. Word’s help system documents
this function well. However, some subject like how that numbering mechanism finds use in the
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Index section of the manual is specialty, one that needs a bit more discussion. The following
procedure explains how to set up page numbering in the footers of the Index section of the FRS
user manual.

2.2.1 Sections

Generally, the best use of a section break is when there is a need to change some aspect of a
document’s page formatting. This use can include page numbering in the footer or some major
element in the header. The index section of the FRS manual requires this because of the use of a
unique number scheme for page numbering. A Next Page section break is the best one to use in
such an instance. The procedure that follows shows how to create one.

1. Place the cursor at the end of the manual by pressing and holding down the Ctrl (control)
key and then the End key.

2. Click the Insert menu option on the horizontal menu bar at the top of the Word
document. This action will cause a dropdown submenu to open like the one seen here.

|1nsert Format Tools Table

Page Mumbers. ..
Figld...

Capkion...
Index and Tables. ..

Pickure 3

Text Box

File...

¥ |

3. Click on the Break option on the Insert submenu. This action will cause the following
dialogue box to display.

Break EE

Break bypes

" Page break
€ Column break
" Text wrapping break.

™ Even page
™ odd page

Ok, I Cancel I

4. Click on the Next Page radio button as shown above.

Click on the OK button on the Break dialogue box. This option will cause the removal of
the dialogue box, and the insertion of a section break. The cursor now resides on the next
page of the document. Now, the new page can take on formatting that does not affect the
previous pages in the document. This new formatting includes new page numbering.




FRS User Manual Maintenance Manual

6. To see the Next Page section break, click on the il Show All option along the tool bar
under the horizontal menu at the top of the Word document. This function displays
formatting marks such as tab characters, paragraph marks, and hidden text. The Next
Page break mark will look something like the figure below.

2.2.2 Creating the INDEX Heading Style

Page numbers that includes the bullet numbering of a specific heading style requires a special
treatment. This is especially so in the Index section of the FRS document. The following
procedure will show how to set up the style in the right way so as to setup for the special page
numbering for this section. Here, the starting assumption is that the cursor is on the new page
after the Next Page break.

1. Click on the Format menu option along the horizontal menu at the top of the Word
document. This action will cause its dropdown menu to appear like the one below.

Format Tools Table Window
A Font...

=T Paragraph...

i= Bullets and Mumbering. ..

Borders and Shading. ..

Tabs...
Change Case...

Py ot

¥
¥ |

2. Click the Style option on the menu. This will display the Style dialog box as seen here.

i Style 2]
' Styles: Paragraph preview
1) Heading 1 B

1 Heading 2
1 Heading 3
1 Heading 4
1 Heading 5
§ Heading &

s
T

oiars
Toaen)
ooy

1 Heading &
1 Heading 9
a HTML Acranym

Character preview

) HTML Address Times New Eoman _
a HTML Cite:
a HTML Code
a HTML Definition Description
a HTML Keyboard LI Mormal + Space before 12 pt after 3 pt, Level 7
Lisk:
INI styles -
Crganizer... ew, .. I Modify. .. | Celete |
Apply Cancel

3. Scroll down the Styles list and then click on the Heading 7 style when it is visible.
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4. Click the Modify Button at the lower right of the Styles dialogue box. This action
displays the Modify Style dialogue box seen below.

Modify Style HE
Skyle bype:
IF‘aragraph j
Based on; Skyle for Following paragraph:
1 Mormal j I 11 Mormal j

Presigw

Sampk Toxtiampk Toxtfampk Toxtfampk Toxtfampk Tewtfampk Textfamph
Toxtfampk Ioxtfampk loxtfampk loxtfampk Textfamph Iuxtfimpk
Textfampk Toxtfampk Ioxtampk Ioxtfampk Toxtfampk Toxtfampk
Toxtimrk Towtfemnk Towtiamuk Tortimok Toxt

Descripkion
Mormal + Space before 12 pk after 3 pt, Lewvel 7

[™ fdd ko template ™ Automatically updake
o4 I Zancel | Format = | Shorkout key... |

5. Click on the Format button. This action causes a popup menu of formatting option to
appear.

Font...
Paragraph...
Tabs...

Border. ..

Language...

6. Click on the Numbering menu option. This action will open up the Bullets and
Numbering dialogue box like the one shown here.

Bullets and Numbering EHE
Bullebed  Humbered | Outline Murmbered |
1. 1. 1. Heading 1
Mona 2. 2. 2. Heading 1
3 3 3. Heading 1
|. Heading 1 1. Heading 2 1. i.
II. Heading 1 2. Heading 2 2. ii.
Ill. Heading 1 3. Heading 2 3 iii.
Cuskamize,.. |

Reset | (a4 I Close |

7. Click the Numbered tab and then any one of the selections offered as shown above.
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8. Click the Customize... button at the lower right of the dialogue box. This action will
bring up the Customize Numbered List dialogue box shown below.

Customize Numbered List
I
Font...

Murnber style! Start at: Cancel

[Lom, . =] = review

urnber position I

[lert =] dlonedat [zt = ‘ I

.
Text position
Indentat: [0.5" =] ‘

9. Click the down arrow j to the right of the Number Style: field; from its dropdown list,
click on the uppercase Roman numerals as shown above.

10. In the number format field deleted the period the shows up to the right of the Roman
number ‘I’.

11. In the Number Format field, type in uppercase letters “NDEX” To the right of the Roman
numeral ‘I’. This action will spell the word “INDEX” in the field.

12. Delete the value in the Aligned at: field, and type in a zero.
13. Delete the value in the Indent at: field, and type in a zero.

14. Click the OK button. This action will close the Customize Numbered List dialogue
window.

15. Click on the OK button on the Bullets and Numbering dialogue box. Doing this will
close this dialogue box and redisplay the Modify Style dialogue box.

16. Click on the Format button. This will open up the popup menu.
17. Click on the Tabs menu option from the popup menu as shown below.

Font...
Paragraph...
Border...
Language. ..
Frame. ..

Murbering. . .

This action will open up the Tabs dialogue box as seen below.

10
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Tabs EE
Tab stop position:
0,9
-" Alignment
o | eft " Decimal
€ Center " Bar
€ Right
Leader
1 Mone 3
Tz 4
Tab stops to be cleared
Set | Clear | Clear all |
Ok I Cancel |

18. Click the Clear All button, and then click the OK button. This action will erase all tab
settings associated with the style and close the Tabs dialogue box.

19. In the Modify Style dialogue box, click the Format button, and then click the Paragraph
option from the popup menu as shown here. This action will open up the paragraph
formatting dialogue box shown below.

Paragraph...
Paragraph HE i
Indents and Spacing | Line and Page Ereaks |
Alignment: m Cutling level: ILeveI? vl
Indentation
Left: 05" = Special: By
Right: o lirere) =] ] =
Spacing
Before: |12 pt E Line spacing: Ak
after: 3pt = ISingIe j I ﬂ
Preview
BﬂﬂTﬂﬂﬂTﬁﬂﬂ'ﬂMH'ﬂNH'ﬂl\lHTﬂﬂﬂ
' ﬂ.l\iﬂ ' mﬁ Tea ﬂl\lﬁ ; ﬂr\lﬂ; ﬂ-l'\lﬂ T ﬁnﬂ ': mﬂ:
Tabs. .. | [0]4 I Cancel |

20. Click the down arrow for the Alignment: field and select the Centered option.

21. Click the down arrow for the Special: field under the Indentation section and select the
(none) option from its popup menu.

22. Click the up arrow on the Left: field under the Indentation section, and keep clicking it
until 0.5 (one half inch) is indicated. This setting will exactly center the special INDEX
heading in the middle of the page; however, some settings may need to be larger or

11
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23.
24,

25.

26.
217.

28.

29.

30.

2.2.3

smaller depending on the width the right and left page margins. Some experimentation
may be necessary.

Click the OK button. This action will close the Paragraph formatting dialogue box.

In the Modify Style dialogue box, click the Format button and select Font from its
popup menu. This action will open up the font dialogue box like the one that appears
below.

j| Font
! Font | Chatacter Spacing I Text Effects |
| Faonk: Font skule: Size:

ITimes Mew Roman IBD|E|

Tempus Sans ITC ;I Reqular ;I 10 ;I
Italic 11 e
12
' [Bold Ttalic 14
- j -
Font color: Underline skyle: Underline color:
I Aulkarnatic j |(nnne) j I Butanmatic j
Effects
[~ Strikethrough [~ Shadow [ Small caps
. I Double strikethrough [~ outline [ allcaps
| I~ Superscript [~ Emboss [ Hidden
| | Subscript [~ Engrave

. Preview

Times New Roman

 Thisis a TrueType font. This Font will be used on bath printer and screen,

Defaulk. .. | [0]4 I Cancel |

Under the Font: window, use the mouse pointer to scroll down until the Times Roman
font comes into view, then click on it.

In the Font style: window, click on the Bold option.

In the Size: window, use the mouse pointer to scroll down until 16 comes into view, then
click on it.

Click on the OK button to finalize the font settings and to close the Font format dialogue
box.

In the Modify Style dialogue box, click the OK button. This action will close the Modify
Style dialogue box and redisplay the Style dialogue box.

Click the Apply button in the Style dialogue box. This action will set the changes and
close the Style dialogue box.

Footers: Page Numbering Using Headline Numbering

At this point, a section break should be in place, and an INDEX heading with numbering,
established. Page numbers can included a bullet number from a Heading style used in the
section where page numbers will appear. Using automatic bullet numbering applied to a

12
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headline eliminates the need to enter or edit, by hand, a numbered prefix for the page number if
the numbered bullet for the headline changes. Also, this type of page numbering arrangement
will appear in the Table of Contents (TOC) automatically (prefixes entered into a footer page
number manually will not show up in the TOC). The following procedure assumes that the
cursor is located somewhere on the INDEX page at the end of the document.

1. Use the mouse pointer to click on the Insert menu option along the horizontal menu bar
at the top of the Word document. This action will open a dropdown menu as shown
below.

Insert Format Tools Table

Break. ..

Page Mumbers. .
Field. ..

Capkian. ..

Index and Tables. ..

-

Picture
Teut Boe

File...

w
w

2. Click on the Page Numbers ... entry. This will open up the Page Numbers dialogue box
as seen below.

Page Numbers [ 7]
Position: review

IBc-ttc-m of page (Footer) j B

Aligrment: ==

ICenter j _—

¥ show number on first page -

OK‘ Cancel | Farrnat. .. |

3. Click the down arrow to the right of the Position: field and select Bottom of Page
(Footer) as the position where the page number will display.

4. Click on the down arrow to the right of the Alignment: field and select Center as the
alignment for the page number.

5. Click the Format button. This action will open up the Page Number Format dialogue box
as seen below.

13



FRS User Manual Maintenance Manual

10.

11.

Page Humber Format HE

Murnber Format: 1,23 .. -

¥ Include chapter number

Chapter starks with style Heading 1 -
. Heading 2 -
Lse separator: Heading 3 —
Examples:  1-1, 1-A Heading 4 J
Heading 5
Page numbering ding 6 B
o Continue From previous seckig =
%" Start ak: |1 3‘
oK I Cancel |

Click on the down arrow to the right of the Number Format: field and select the 1, 2, 3, ...
selection.

Click on the Include chapter number checkbox. This action will activate the Chapter
starts with style scroll box at the right of the dialogue box.

Use the mouse pointer to scroll down the entries in the Chapter starts with style scroll
box, and select Heading 7.

Click on the Start At: radio button, and use the up/down increment button on the page
number field to the right to select page number one, as shown above.

Click the OK button to finalize the page number settings and to close the Page Number
Format dialogue box.

Click on the OK button on the Page Numbers dialogue box to close it and return to the
document. These actions should place a page number at the bottom of the INDEX page
with a capital | followed by a dash and the number one like the example below.

I-1

3 Updating Table of Contents, Indexes, and Figure listings

As the content of the FRS User Manual changes over time, it is a good idea to update both the
Table of Contents and Index listings at the front and back of the document. New sections and
headlines may be added to the document, or the page on which they appear may change due to
added or deleted content. To update the TOC or the Index, perform the following procedure.

1.

Position the mouse over the gray area of the Table of Contents or Index and press the
right mouse button. This will cause a popup menu to appear as shown below.

14
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Tahle of Contents

L1 OVerview . .o cut
111 Purpose of The Find 521 Copy
112 Erﬂlalmemntsmthjzg Paste
113 The Site Audit and B —

1.2 Purpose of This Warual .. =) S
1.2.1 Organization ............ Jj:‘__. Field

122 Cowventions ... Togale Field Codes
1.3 FR3 Contact Information
14 Security Cautions......... Font...
2 Installation and Configurai =T Paragraph...
2.1 Installation and Setup...... 3= Bullets and Mumbering... |
2.1.1 Swaraary Procedure: Hwperlink. k.

212 Detailed Procedure . e

2. Position the mouse over the Update Field option on the popup menu and then click it
using the right mouse button. This action will cause the Update Table of Contents
dialogue box to appear as seen here.

Update Table of Contents EHE3

Wford is updating the table of contents. Select one
af the Follawing options:

"~ Update page numbers anly
{+ i jpdate entire table

| i I Cancel |

3. Click the Update entire table radio button by pressing the left mouse button as shown
above.

4. Click the OK button. This action will cause the Update Table of Contents dialogue box
to disappear and the Table of Contents will have its page numbers and contents updated.

4 Graphics: Capture, Handling, and Sizing

Numerous graphics appear in the FRS manual and with the exception of two of the images, they
all came from the screen capture function built into the Windows operating system. Figure one,
—FRS Data Flows, is the one graphic in the manual that started out as a composite of vector and
bitmap graphics. The vector graphics parts like the ANSI disk symbols came from Microsoft
PowerPoint. The bitmap images in this composite came Microsoft’s online clip art library.
These different types of graphics were assembled in PowerPoint and then grouped together to
form one image. After that, the image was copied and pasted into Word using the Paste Special
menu option on the Edit menu option’s dropdown list, as shown below. When the Paste Special
option is chosen, Word presents a number of graphic conversion options from which to choose.
In the case of a mixed type graphic, Picture is the best choice. This option inserts the contents of
the clipboard as a picture. This format is better than Bitmap for printing to high quality printers.
Of the format options available, Picture occupies the least space on disk and displays the
quickest in word.

15
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Paste Special [ x|
Source:  PowerPaint
D:vworkiPragmaticsi IRSIFRSYL-7. 1 User M.
Edit Miew Insert Format
X Undo Clear  Chrl+Z &+ Paste:
- s ks M5 Office Drawing Object
b G i el it Picture (Enhanced Metafile)
Cipy, G| G Picture (GIF)
[ paste Chrl+4 Picture (PHG)
Paste Special... Picture (JPEG] j r Display as icon
#h Find... CtrHF esult
Replace...  CtrlH Inserts the contents of the Clipboard as a picture,

" .E“ This Format is better than Bitmap For printing ko high
hd E quality printers, OF the Format options awvailable,
Picture occupies the least space on disk and displays
the quickest in Ward,

4.1  Multiple Graphics at the same location

Whenever there is a need for multiple graphics, usually they can be pasted side by side.
However, when they are different sizes, the need to balance the two visually may arise. As in the
graphic shown above, the two bitmaps look better when pasted into a single row, two-column
table. Once that is accomplished, then the table’s cell properties can be adjusted to center the
graphics vertically as well as horizontally. Table creation is well documented in the Word help
system and will not be discussed here. However, to center a graphic in a table cell, do the
following.

1. Click in a table cell where the graphic resides.

2. Press the right mouse button. This will cause a popup like the one in the partial image
shown below to appear.

Borders and Shading. .. ed side by 51
|} Text Direction. . ally mav art

E Cell Alignment

3

AukoFit > El El El C
Table Propetties. ., El E El
[

:= Bullets and Numbering. ..

3. Position the mouse pointer over the Cell Alignment option. This action will cause
another smaller popup to appear as shown above.

4. Click on the image in the center of the second popup. This choice will center the
contents of the table cell horizontally and vertically.

4.2 Applying and Removing Table and Graphics borders

When using a table with graphics, as in the previous section, it is possible to further enhance the
visual effect figure by making the table lines disappear. The instruction in the following
procedure explains how to do this.
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4.3

1. Using the mouse pointer, click in any cell in the table.

2. Click the Format option along the horizontal menu bar at the top of the Word document.
This action will cause a dropdown menu to display as shown here.

Format Tools Table Window
| A Eont...
=7 paragraph...

| #= Bullsts and Numbsing. .

Borders and Shading...

Tabs...
Change Case...

Style, .,

P obiject,,

¥

3. Click on the Borders and Shading ... option on the dropdown menu. This action will
cause the Borders and Shading dialogue box to appear as shown below.
Borders and 5hading EHE

Borders | Page Border I Shading |
Setking: Skyle: Preview

a Click on diagram below or use
buttons to apply borders

Marne

al

Grid

2| 8] 8| ] [

j Apply to:

Custom ITabIe j
DJpkions... |
Show Toolbar | Horizontal Line. .. | (0] 4 I Cancel I

4. Under the Borders tab, click the None option under the Setting: section near the upper
left hand side of the dialogue box. Notice that near the lower right hand corner of the
dialogue box the Apply to: field show Table as the object to which this choice will be
applied.

5. Click the OK button at the lower right of the dialogue box. These actions will cause the
dialogue box to close and the lines of the table to disappear as well.

Capturing and Handling Screen Shots

As said before, many of the graphics appearing in the FRS User Manual come from screen shot
using the screen capture feature built into Microsoft Windows. To capture any full screen
display on the system monitor, just press the Print Scrn button near the top right hand corner of

the
whi

keyboard. This copies the contents of the video buffer into the Windows clipboard from
ch it is possible to paste it in to a document directly or into a graphics-handling program for

further enhancement. The only other graphics program used to edit graphic images besides
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PowerPoint has been Microsoft’s Paint utility that comes with the operating system. In fact,
Paint has been the main graphics utility used to create graphics for the FRS User Manual.

Many times a full screen shot just adds a lot of unnecessary clutter when trying to explain a
specific part of the system. One way around this is to use only that part of the screen shot that
applies to the subject under discussion. However, the Windows Print Scrn function only
captures the whole screen. In this situation, the Windows Paint utility comes into play. To
include only part of a screen shot in a document, follow the instructions provided below.

1. Press the Print Scrn key near the upper right hand corner of the keyboard.

2. Start up the Windows Paint utility. It usually resides under the Accessories submenu
option, as shown below. This action will start up the Paint program.

-

Tograms

Address Book
lomega Tools for Windows NT — ¥| =5

MAGI music ﬁ Object Packager
MNet2Phone

= Startup 4 @ Phone Dialer
% Command Prampt sa,| Telnet
e Intemet Explarer @ wordPad

@ Outlook Express

@ ‘Windows MT Explorer

3. When the paint program is displayed on screen, click the Edit menu button along the
horizontal menu bar at the top of the window.

4. Click the Paste option on the Edit submenu as shown below. This action will paste the
screen shot captured earlier from the clipboard into the Paint application.

F= untitled - Paint

File Yiew |mage  Option
Ad Whds (I o
Eepeat =il
o
? [E0it [t
JE0 [ [Eil (e
[e[ean Seleation el
2 Select gl Chr+L
i Eopy o,
1| Paste From...
1NN

5. Click the irregular selection tool and then click the rectangular selection tool to the right
of it as shown in the following picture. This action deselects the entire screen shot and

enables rectangular selection with the tool.
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10.
11.
12.

13.

43.1

F untitled - Paint
File Edit “iew Image Optiohs

________________

Position the cross hair of the rectangular selection tool at the upper left corner of that part
of the picture that will become the selected picture area.

Hold down the left mouse button and stretch the dashed lined box around the object to be
copied, as shown in the picture above.

Let the mouse button up, and click on the Edit menu option along the horizontal menu
bar at the top of the window.

From the Edit menu option dropdown list, click on the Copy option.
Switch back to the Word document that the picture will be pasted into.
Click that place in the document where the picture will be located.

Click the Edit menu option along the horizontal menu bar at the top of the document.
This action will cause its dropdown menu to open.

Click the Paste option on the Edit menu. This action will paste the selected graphic area
into the Word document.

Sizing and Positioning Graphics

Now that the graphic is in the document, it must be resized and positioned to complete the
graphics-handling task. The following instructions will show how the resizing and position is
accomplished.

1.
2.

Click on the graphic just pasted into the document.

Click on the Format menu option on the horizontal menu at the top of the document.
This action will cause a dropdown menu to appear like the one below.

A Font...
=Y Paragraph...
= Bullets and Mumbering. ..

Borders and shading...

Tabs...

Change Case. ..

Skvle. ..

% COhiject...

¥

Click on the Object ... option on the Format menu as shown above. This will cause the
Format Object dialogue box to open as shown below.
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J| Format Object I E3 I omat Object EHE
Colors and Lines I Size || | Picture I Text Box I Web I

Colors and Lines | Layout I Picture I Texk Box I ‘Web I

Wrapping style ' Size and rotate
f ’ i ’ yf. = ’ o Height: 252" B wridth: 27" 3
Rotation: |D° 5‘
In line with kext Sguare Tight Behind kext  In front of text
|
] Scale
" Horizontal alignment " -
Height: 64 % = Swidth: 63 % =
™ Left ™ Center ™ Right % Other D ° = °
¥ Lock aspect ratio
V' Relative to original picture size
Original size
Height: 397" itk 4.36"
Reset
Advanced. .. | —_I
K I Cancel | Ok I Cancel |

4. Click the Layout tab and then, click the In line with text option as shown in the left
picture panel above.

5. Click the Size tab and then, click the Width field at the upper right of the dialogue box.

6. In the Width field enter some size that will accommodate the picture. For most pages,
four and one half inches across is about a large as a graphic should be. Otherwise, it
begins to overwhelm the page and everything else on it.

7. Click the OK button to finalize the changes and to close the dialogue box.
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