Using the MIFO Author Template

Updated: 04/03/2009

This author template is intended to be easy to use. It is based on simple MSWord ‘Styles’ and is used to support consistency in formatting across the entire MIFO book. We suggest you save an original copy of this “,dot” file, then use it as the basis of creating your chapter or chapter section contribution.  Please read all directions and Contributor Guidelines before starting your MIFO chapter or section. 

Please ensure that you use the MS Word Styles provided for all textual features, including the chapter and section headings, body, captions and quotations. Styles should not be modified in any way from the form they are provided. If you have any questions regarding MS Styles, contact the Chief Editor responsible for your chapter or section. Once you have added text to your file, save it as a regular .doc file.

Setting up the template
To use the MIFO author template, copy the MIFO_template.dot file to your Microsoft/templates directory. This directory is often in the following directory path: C:/Documents and Settings/your username/Application Data/Microsoft/Templates. You will need to locate what directory or folder templates are located in on your computer if they not stored in this directory.

Next, open MS Word. Select New (document). Select My Templates. Locate the MIFO_template.dot template and open it by double clicking on it. You can use Alt + Ctrl + Shift + S to display the Styles window. 

File Naming

A chapter file name should consist of the letters CH and a 2-digit chapter number (CH01, CH02, etc.).  If you are writing a section within a chapter, the filename would be CH0104, for section 4 within Chapter 1. 

Figures or multimedia objects need to be submitted as separate files. Indicate the placement of the object in the text by typing a reference in the text on a separate line. You may embed figures or multimedia objects in the text to give us visual direction, but all figures and images still have to be included separately, in addition to being in the chapter file. The file names for figures and multi media objects should contain three parts. The first part is the letters FIG, followed by a 2-digit chapter number, and 3-digit figure number within the chapter. Example: Figure 11 in Chapter 3 would be named FIG11003. Figure 7 in section 5 of Chapter 6 would be FIG070605.
Cutting and pasting into the template
If you need to copy and paste text into the template, there are several ways to do it. However, the format and style in the template needs to be maintained.  Follow one of the methods described below if your resulting file does not have the intended format and style.

After you copy or cut and paste text to the template, notice the Paste Options icon 
Or

Do not copy or cut and paste text with the common Ctrl-V or the right click Paste. Instead, use the Paste Special feature on the Edit menu. This tool is not available for any Microsoft Word version earlier than 2003. 
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Figure 1.1

Special Characters

(Em dash and en dash) If your word processing program and system support true em, and en dashes, use them. If not, use two hyphens (with no space before, after, or between them) to indicate an em dash. In Microsoft Word for the Macintosh, create an em dash by pressing opt+shift+hyphen and create an en dash by pressing opt+hyphen.

Adding tables and other objects
AutoCaptions

Before inserting tables or other objects like figures, make sure you have AutoCaption turned on. With this feature, your tables and objects will automatically be numbered and labeled in the right order. To turn AutoCaption on, from the Insert menu, click Reference then click Caption. 
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Figure 1.2

Click the AutoCaption button and from the list of objects as shown below, choose the types of objects you will insert in your file such as Microsoft Word Table (table caption), Microsoft Word Picture (figure caption), or whatever objects your are inserting. 
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Figure 1.3
Tables
From the Table menu, click Insert > Table to create a table.  You can also save tables as images and then insert them as images.
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Figure 1.4
Graphics

Accepted graphic formats include CGM, PNG, TIFF, GIF, and JPEG. You can use a mix of graphic formats in your text. Although you can embed your graphics directly into MSWord, you will need to send the graphic files to the Content Manager as SEPARATE files. 

Video clips

To insert a video-clip click on Insert > Object, and select Video clip from the drop down menu.  Check the Display as icon box. An icon will be inserted in your text.  To insert a caption for your video clip, select Insert  Caption and then select video clip from the  Label drop down menu. If video clip is not a label option, select New Label in the Insert Caption dialog box. In the New Label box enter Video- clip. Video clip will now appear in the Label drop down menu.  
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Object and caption text wrapping (grouping the object and the caption as one whole object)
To wrap paragraph text around an object (i.e. figure or table) without having the caption positioned awkwardly, insert an object the usual way. Select the caption and transform it into a textbox by highlighting the caption, then clicking Insert > Textbox. This will put the caption inside a textbox and you will with a border around the caption. To turn it off, double-click on the textbox, and click the Colors and Lines tab. Change the Color drop down list under Fill to No Fill and, under Line, change the Color drop-down list to No Line.
Cross reference updates

Cross-references can be inserted with text and can be customized. To insert a cross reference, click Insert > Cross-reference. In the Cross-reference dialog, choose the reference type (Figure, Table, Equation) and in the Insert reference to drop-down list, select Only label and number. In the textbox under For which caption, a list of available cross-references in the document will appear. Insert the cross-reference item by selecting the proper label and caption in the dialog. 

[image: image6.png]Gross-reference.

Reference type:

Figure

Insert as hyperlik

For which capton;

Fioure 2

o)




Figure 1.5
If multiples captions were created, and one of the captions was deleted, you can still update the caption field by selecting all and pressing F9.  If a caption is deleted, the cross-reference links will show an error stating that the reference link cannot be found. You shouldn’t update the cross caption without making a new link, since the labels will be different from the previous one. Therefore, you need to re-insert the cross-reference to the document.

Mathematical Equations

To insert equations, on the Insert menu, click Object. Select Microsoft Equation 3.0 from Object type and click OK. The Equation editor will appear. 
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Figure 1.6
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Figure 1.7

Next, you have to group the object and the textbox together. MS Word will not allow you to select the object and textbox simultaneously without making sure that both the object and the textbox have the same layout. Double-click the object and click the Layout tab. Under Wrapping style, choose a layout other than the inline with text.  Then, double-click the textbox and follow the same steps and choose the same layout. Turn on the Drawing toolbar (View > Toolbar > Drawing) and select both the object and the textbox.  To group them, from Drawing toolbar, click Draw > Group.   

Deleting tables and figures 

When you delete a table or figure, MSWord must re-label and re-number the remaining tables and figures. To do this, delete the object and caption, select the entire document from edit menu or press Ctrl A and then F9. You can also right-click the selected area and choose Update Field from the popup menu. 
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