Installing the NADFAS Style Guide — Windows 7

This guide explains how to install the NADFAS templates and dictionary for use with
Word 2013. It does not explain how to use the templates.

Before you begin, put the two templates on your desktop.

A Creating the NADFAS Style Guide folder

You need to create a folder on your local disk (C:) to hold the templates and dictionary. It
is important to create the folder in the correct location with the correct name. If you do
not do this, the templates will not work.

1

2

3

From the Windows desktop, on the Taskbar, click Windows Explorer (or press
Windows + E).

On the toolbar above the left pane, click Organize.
' =]

@QV|£ v Computer » OS{C:) » - |4"¢| | Search OS5 (C:) o) [

File Edit View Tools Help

@ Share with + Burn New folder ==« i @

b fvoiies * Name Type Date maodified Size -+
BE Desktop | Apps File folder 26/03/2013 16:01

4. Downloads . Cache File folder 23/04/2014 13:10
‘5l Recent Places . Coursefiles File folder 18/07/2014 16:55

Click Folder & Search Options.

Organize = Mew library

Cut

Copy
Paste
Undeo

Redo

Select all

[[] Layout 2

Felder and search options

Delete
Rename
Remove properties

Properties

Close




A Creating the NADFAS Style Guide folder

4 Onthe View tab, in the Advanced settings box, scroll down until you can see Hide
extensions for known file types. This box should not be selected. If there is a tick
in the box, click the box to clear it, and then click OK.

"

General | View | Search

Folder Options |

Folder views
- You can apply the view (such as Details or lcons) that
[z _'?| you are using for this folder to all folders of this type.

| Applyto Folders | |

Reset Folders

Advanced settings:

[ Aways show icang, never thumbnails
[¥] Aways show menus ‘
[¥] Display file icon on thumbnails ‘

m

[¥] Display file size ifformation in folder tips

[¥] Display the full path in the title bar (Classic theme only) |
Hidden files and folders
() Dont show hidden files, folders, or drives
@ Show hidden files, folders, and drives

[T Hide empty drives in the Computer folder

Files and Folders -

[¥] Hide protected operating system files (Recommended)

? [T Hide extensions for known file types

[ ok ][ camca || mpply

5 Inthe left pane, scroll down until you can see drive C: — you may need to click the

little arrow next to Computer to make it visible.

(===
@Qv“‘_’ v Computer » O5(C) » - |‘¢ | | Search 05 (C L |
File Edit View Tools Help
Organize » Share with + Burn Mew folder = - [ \@
A Favorites MName Type Date modified Size 2
Bl Desktop ) Apps File folder 26/03/2013 16:01
4. Downloads , Cache File folder {
1= Recent Places . Coursefiles File folder
2 | dell File folder E
Bl Desktop .. Drivers File folder 31/07/2012 07:44
. Libraries drvrtrmp File folder 31/07/2012 06:24
3 Documents | havtool File folder 28/03/2013 18:43
J'r Music = . Intel File folder 31/07/2012 06:25 |4
[&=] Pictures ) Logs File folder 26/03/2013 15:44
B Videos M50Cache File folder 13/12/201212:49
A Trainer , PDF File folder 22/07/2014 13:34
ol Computer , Perflogs File folder 14/07,/2009 04:20
& os (@ .. Program Files File folder 30/09/2014 15:29
l_;e:, DVD RW Drive (D:) Program Files (x86) File folder 30/09/2014 15:28
4 BD-ROM Drive (E:) ~ [ = = TS m———a b .
24 items

6  Click drive C: so it is highlighted.
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A Creating the NADFAS Style Guide folder

On the toolbar above the left pane, click New Folder.

(===
@Qv“‘; » Computer » O5(C) » - | i'ny| | Search 05 (C3) e [
File Edit View Tools Help
Organize v Share with « Burn Mew folder == » [ @
o Favorites Name : Type Date medified Size *
= Desktop  Apps File folder 26/03/2013 16:01
& Downloads . Cache File folder 23/04/2014 1310
5l Recent Places . Coursefiles File folder 18/07,/2014 16:55
You'll see a New folder appear in the right pane with the text highlighted.
L]
2 '-;""”p“te’ %] msdiag0.dIl Application extens... 02/12/2006 04:37
= 05 (C) L) WirelessDiaglog.csv Microsoft Excel C...  22/03/2014 16:13
1] ; .
e VD B Do {2 Mew folder] File folder 09/10/2014 11:45

4 BD-ROM Drive (E:) e = I

1 item selected

Without clicking anywhere, type NADFASStyleGuide and press ENTER to name
the folder.

1% Computer %] msdiag0.dll Application extens... 02/12/2006 04:37 884 KB
& S (L) WirelessDiagLog.csv Microsoft Excel ... 22/03/2014 16:13 2KB
e BVINEW Bine (1) | | NADFASStyleGuide File folder 09/10/2014 11:45 =
2 BD-ROM Drive () S = . .

1 item selected

Double-click the NADFASStyleGuide folder to open it. You'll see its name at the
end of the address bar at the top of the window. Computer > C: >
NADFASStyleGuide.

@Qd | » Computer » OS(C) » NADFASStyleGuide »

File Edit View Tools Help

Organize « Include in library = Share with = Burn Mew folder

Move the templates into the folder

1
2

3

Click Minimize - on Windows Explorer so you can see the desktop.

On the desktop, select the templates. You can select both at once by clicking one and
then holding down the CTRL key and clicking the other. If you prefer, you can
move them one at a time.

Press CTRL +X to cut the selected templates.




A Creating the NADFAS Style Guide folder

4  Click Windows Explorer on the Taskbar to return to the NADFASStyleGuide
folder.

S 28

5 Click in the currently empty right pane and press CTRL +V to paste the templates.

=eE]=]

@\/V| . v Computer » OS(C) » MADFASStyleGuide - |¢?H Search NADFASStyleGuide ol
File Edit View Tools Help
Organize + Include in library = Share with = New folder g= - [ ‘.é.'
. Virtual Machines g Name Type Date modified Size Date creat
VirtualBox VMs
"8 Computer This folder is empty.
&, os(c)
. Apps
. Cache
. Coursefiles
. dell
. Drivers L
. drertmp T

. havtool

. Intel
Logs

. MSQCache

. NADFASStyleGuide

. PDF

. Perflogs

Eilar

Searching for items...

6  You should have two files in the folder:
e NADFAS2Intro.dot
e NADFAS2Section.dot

Move the dictionary

Carry out these steps ONLY if you already have a NADFAS.dic which contains words
you want to be able to use with Word 2013. If you do not have a NADFAS.dic that you

want to use, you will create it later and can ignore this section.

1 Using Windows Explorer, navigate to the folder containing your NADFAS.dic.

2  Selectitand press CTRL +X.

3 Inthe left pane, click drive C:, then, in the right pane, double-

NADFASStyleGuide.
4  Press CTRL +V to paste the dictionary.
You should have three files in the folder:
e NADFAS2Intro.dot
e NADFAS2Section.dot
e NADFAS.dic

click



B Configuring Word 2013 to use the templates

B Configuring Word 2013 to use the templates

You need to change some settings in Word to make the templates work correctly.
Changing these settings will not have an adverse affect on any other work you do in Word.
Your screen might look different — it depends on what Windows and Office theme you

are using, but the options will be the same.

Set a trusted location
1 Run Word.

2 On the File tab, click Options.

Open

@ Recent Documents
@ SharePoint

& OreDrive - Personal
= Other Web Locations
Eltl Computer

e

Account o= AddaPlace

Options -

3 Inthe left pane, click Trust Center.

G | . . .
e m General options for working with Word.
Display =
Proofing User Interface options
Save [T Show Mini Toolbar on selection
Language ¥ Enable Live Preview
. ¥ Update document content while dragging
Advanced

ScreenTip style: IShow feature descriptions in ScreenTips ;I
Customize Ribbon

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: IDa\rid Meadows

@ Initials: IDM

[T Always use these values regardless of sign in to Office.

Office Background: IND Background LI

Office Theme: IDark Gray vl




B Configuring Word 2013 to use the templates

4 Inthe right pane, click Trust Center Settings to open the Trust Center.

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Microsoft cares about your privacy. For more information about how Microsoft Werd helps to protect your privacy,
please see the privacy statements.

Show the Microsoft Word privacy statement

Office.com privacy statement

Customer Experience Improvement Program

Microsoft Office Feedback "Send a Smile” Privacy Statement

Security 8 more
Visit Office.com to learn more about protecting your privacy and security.
Microsoft Trustworthy Computing

Microsoft Word Trust Center

The Trust Center contains security and privacy settings. These settings help keep your 5
computer secure, We recommend that you do not change these settings. Trust Center Settings... |

5 Inthe left pane, click Trusted Locations.
21|

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted App Catalogs
Add-ins

ActiveX Settings
Macro Settings
Protected View
Message Bar

File Block Settings

Privacy Options

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure
that the new location is secure,

Path | Description Date Modified

G\ AppData\Roaming\Microsoft\Templates\  Word 2013 default location: User Templates
C\Program Files\Microsoft Office\Templates'  Word 2013 default location: Application Temp...
C:\...pData\Roaming\Microsoft\Word\Startup, ~ Word 2013 default location: StartUp

Path: Ch\Users\dmeadows\AppData\Roaming\Microsoft\Templates',
Description: Word 2013 default location: User Templates

Date Modified:
Sub Folders: Disallowed

Addnewlocation...l Remowve I Modify... |

[T Allow Trusted Locations on my network (not recommended)
[ Disable all Trusted Locations

QK | Cancel | ;

e

6 At the bottom of the right pane, click Add new location.




B Configuring Word 2013 to use the templates

7 Inthe Path: box, type C:\NADFASStyleGuide\ and click OK to add the template
location.

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.

Path:
IC:'\,NADFASSterGuide'\]

Browse... |

r Subfolders of this location are also trusted
Description:

Date and Time Created: 09/10/2014 19:36

OK I Cancel |

8 You'll see the folder appear in the User Locations list at the top of the right pane.

Check macro and add-in settings
1  Inthe left pane, click Macro Settings.

Trusted Publishers

Macro Settings
Trusted Locations

" Disable all macros without notification
Trusted Documents ! ) o
' Disable all macros with notification

Trusted App Catalogs " Disable all macros except digitally signed macros

Add-ins " Enable all macros (not recommended; potentially dangerous code can run)

AcliveX Settings Developer Macro Settings

™ Trust access to the VBA project object model

Protected View
Message Bar
File Block Settings

Privacy Options

2 Inthe right pane, make sure that Disable all macros with notification is selected.
This is the default setting, so you should not to have to change it. But if it is different,
change it.

3 Inthe left pane, click Add-ins.

Trusted Publishers
rusted Publisher: Add-ins

Trusted Locations
I Require Application Add-ins to be signed by Trusted Publisher

Trusted D ts . S . . ; S
s [T Disable notification for unsigned add-ins (code will remain disabled)

Trusted App Catalogs " Disable all Application Add-ins (may impair functionality)
ActiveX Settings
Macro Settings
Protected View
Message Bar

File Block Settings

Privacy Options

4 Make sure that none of the boxes are selected. If they are, click them to clear the tick.
5 Click OK to close the Trust Center and return to Word Options



B Configuring Word 2013 to use the templates

Check your dictionary language

1

In the left pane, click Proofing.

G I =
S TECJ Change how Word corrects and formats your text.
Display
AutoCorrect options
See Change how Word corrects and formats text as you type:  AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs
Advanced
. ) [ Ignore words in UPPERCASE

Customize Ribbon

¥ Ignore words that contain nurbers
Thneh s Tnalhar ¥ Ignore Internet and file addresses b
Add-Ins ¥ Flag repeated words
Trust Center [ Enforce accented uppercase in French

[ Suggest frem main dictionary only

Custom Dicticnaries... | -
French modes: ITraditinnaI and new spellingsll
Spanish modes: ITuteo verb forms only d
OK I Cancel |
.l

In the right pane, click Custom Dictionaries.

In the Custom Dictionaries dialog box, if CUSTOM.dic appears under All

Languages, just click OK to close the dialog box.

If it appears under a particular language, for example, English UK, you need to

change it to apply to All Languages unless you have decided to use different

dictionaries for different languages.

To change the dictionary language, click CUSTOM.dic so that it is highlighted (be

careful to click the name so you do not remove the tick).

Custom Dictionaries
Dictionary List
All Languages:

[¥] Test.dic (Default)

English (U.K.)
[¥] CUSTOM.DIC (Default)

Edit Word List...

Remove

File path: C:‘JJsers‘l.Trainer‘!,l'-\ppDaIﬁ‘Roaming\l'ﬂiaosoFWJProo#

[=]

Dictionary language: |English (U.K.)

1L}

Browse...

l | Cancel
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B Configuring Word 2013 to use the templates

In the Dictionary language drop-down list, select All languages.

Custom Dictionaries

Dictionary List

2%

Edit Word List... |

File path:

Dictionary language:

All Languages:
¥ RoamingCustom.dic [Default)

Change Default |
New... |
Add... |
Remove |

Chilsers\dmeadows'\AppDatatRoaming'Microsoft\UProof

Browse... |

All Languages:

[~
oK I

Cancel |

6

Click OK

Load the NADFAS2Section.dot add-in
In the left pane, click Add-Ins.

1

2
3

Word Options

2|

General

Display

Proofing

Save

Language
Advanced
Customize Ribbon

Quick Access Toolbar

Trust Center

Add-Ins

D View and manage Microsoft Office Add-ins.

Add-ins

MName |Locatior‘| Type ﬂ

Active Application Add-ins

Financial Symbel (XML} C\..FLDLL  Action

Instant Messaging Centacts (English) CALT.DLL  Action

Measurement Converter (Measurement Converter] CLVDLL Action -
Add-in: Financial Symbel (XML)
Publisher: Microsoft Corporation

Compatibility: Mo compatibility information available

Location: C\Program Files\Common Files\Microsoft Shared\Smart TaghMOFL.DLL
Description: Additional actions specified in list description files,
Manage: [COM Add-ins = Ge. |
oK I Cancel |
)

At the bottom of the right pane, click the Manage list arrow and select Templates.

Click Go.
Quick Access Toolbar
Add-Ins

Trust Center

Add-in: Financial S5ymbol (XML)
Publisher: Microseft Corporation
Compatibility: Mo compatibility infermation available

Location: C\Program Files\Common Files\Microsoft Shared\Smart Tag\MOFL.DLL

Description:

ansoe (ETEE—] | . | 4
0K I

Additional actions specified in list description files,

Cancel

7]



B Configuring Word 2013 to use the templates

4

10

In the Templates and Add-ins dialog box, click Add.

Templates and Add-ins

Templates | XML Schema | XML Expansion Packs | Linked C55 |

Document template

Mormal

|:| Automatically update document styles
Attach to all new e-mail messages
Global templates and add-ins

Checked items are currently loaded.

ay

Attach...

Add..
Full path:
) e ]

Navigate to C:\NADFASStyleGuide — the easiest way to do this is to click the

folder symbol at the left end of the address bar (just before the first item), so that the

icons change to text.

G-

» Computer »

@ I'\.._..-’I v|£ Chnadfasstyleguide

Overtype the text to read C:\NADFASStyleGuide and press ENTER.
Click NADFAS2Section.dot to select it and click OK.

EE] Add Template

G-

Organize * Mew folder

= My Pictures -~
2 My Videos

@ MetHood

[@. PrintHood

[#f] Recent

# Saved Games

' Searches

2. SendTo

[@). Start Menu 0
2. Templates

m

J Tracing
Workspaces
1M Computer
&.‘! Metwork

_—

-

File name:

. v Computer » Local Disk (C:) » MNADFASStyleGuide

Mame

| NADFASZIntro.dot
Wi | NADFAS2Section.dot

v|"|

Date modified

28/08/2014 1719
09/10,/2014 11:39

Search

Type

Microsoft Word 9...

Microsoft Word 9...

NADFASStyleGuide

<

MADFAS2Section.det

mn

| »

- ’AIIWord Templates (*.dobg™.de V]

Tools - [

* B |

Cancel

)




B Configuring Word 2013 to use the templates

8 You'll see NADFAS2Section.dot in the Global templates and Add-ins box with a
tick beside it showing that it is loaded.

Templates and Add-ins @

Templates | XML Schema | XML Expansion Packs | Linked CSS |

Document template

Marmal Attach...

|:| Automatically update document styles
Attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded.

NADFAS2Section.dot r

Full path: CA\MADFASStyleGuide\NADFASZSection.dot

o) o )

9 Click OK to close the Templates and Add-ins dialog box.

Set the NADFAS dictionary

If you do not have an existing NADFAS.dic , Word creates one. Otherwise Word uses the
one you put in the NADFASStyleGuide folder earlier. You need to carry out this step to
load the dictionary into Word.

1  Click the Add-ins tab at the far right of the ribbon.

[wI=| [ 4 |Normal -l A Ay [E ) s Documentl - Word T B - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
] PO - 2 s Esie % Find ~
. - .| e |z . = A o ol o
D Calibri (Bedy) - |11 A A | ha B RS SRS AaBbCcDe AaBbCeDte A3BbC¢ AsBbCcl a0 peot
| | Sac Replace

Paste - 2 | R\, abr o : -

= o | B T U -aeex x| A-F-A TMormal = TNoSpac.. Headingl Heading2 |- } Select -
Clipboard 1 Font [F] Paragraph [F} Styles [F} Editing -~

Click Special.
From the list of items, point to Dictionary and then click Set NADFAS Dictionary.

G d [& 9 Normal M- T () = Documentl - Word
HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS

Create New Section RutoText - Index Markings =
Dictienary - Set NADFAS Dictionary
Word's Automatic Features » |fommmt BB DU B U ki

) ) ~ Set Madfas Dictionary -

Hide Spelling Errors - -

L ) 1o 108 o 044 . o 480 - 216 .0 252 ... 288 . - 324 . . 360 . . 2
+ Hide Grammar Errors

|'_7'= B Show Table Gridlines
: Change the Normal font ]

‘r':ﬁ X Superscript

4 Word creates the dictionary in the correct location (or loads the existing dictionary)
and sets it as the default dictionary for All Languages.

11



B Configuring Word 2013 to use the templates

5 If you do not want to work with the NADFAS templates now, click Unset NADFAS
Dictionary to set your own CUSTOM.dic as the default dictionary. This does not
remove the NADFAS dictionary, it just stops new words from bring saved into it or
offered as spelling corrections when you are doing other work.

Add Add-ins to your Quick Access toolbar
1  Onthe Quick Access toolbar, click the Customize Quick Access toolbar arrow.

2  Click More Commands.

[w I =] [& 9 Normal A A & D E -nem‘l - Word
FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCE Customize Quick Access Toolbar
Create New Section = Special - AutoText - Index Markings - New
Open
v Save
Custom Toolbars Email
L b0 0 0 00 =50 00 00 g ----- LTI T2 108+ 44 Quick Print
B Print Preview and Print

Spelling & Grammar
é v Undo
: v Redo

Draw Table

Touch/Mouse Mode

More Commands..,

Show Below the Ribbon

T T

3 Inthe right -pane, above the list on the left, in the Choose commands from list,
select All Commands.

G | . .
F— E-E Customize the Quick Access Toolbar.
Display
) Lhoose commands from: Customize Quick Access Toolbar: (i
Proofing Popular Commands El - For all documents (default) EI
Save

4 Inthe list on the left, scroll down and click Add-Ins... (the first one). Click Add
between the two lists to add the command to your Quick Access toolbar.

T Co

General =

E—E Customize the Quick Access Toolbar.
Display

Chegse cgmmands from: Custemize Quick Access Toolban
Proofing = For all documents (default) =]
Save
Language == Add or Remove Columns [ H Save

[#] Add Page Numbers 3 € Undo 4
Advanced 7] Add Shape [ (5 Redo
Customize Ribbon % Add Shape Above @ Print Preview Edit Mode

(g Add Shape After 4T Show All
Quick Access Toolbar "I'.I:I Add Shape Before Style 1=
A ?-', Add Shape Below A4 Styles...

7] Add Shape Options 3 PQ Reveal Formatting...
Trust Center Add Signature Services... [61 Properties

Add Text l Advanced Document Properties

B Add Text 4 ) List Commands

* Addto Favorites... -~

Add{Bemove Space Before
<< Remove bt
dd-Tns

5 Click OK. You'll see the Add-Ins command #° - at the end of the Quick Access
toolbar.

12



C Using the NADFAS templates

C Using the NADFAS templates

Each time you want to use the NADFAS templates, you need to load
NADFAS2Section.dot as an Add-in and set NADFAS.dic as the default dictionary for All

Languages.

1 On the Quick Access toolbar, click Add-Ins # - .
2  Click the box next to NADFAS2Section.dot to load it.

Templates and Add-ins @

Templates | XML Schema | XML Expansion Packs | Linked CS5 |

Document template

o

|:| Automatically update document styles
Attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded,

[ MADFASZSection.dot - Add...

Full path:  C\NADFASStyleGuide\NADFASZ5ection.dot

o) (e

Click OK.
4 Onthe Add-Ins tab at the right side of the ribbon, click Special.
From the list of items, point to Dictionary and then click Set NADFAS Dictionary.

[w I [& 9 Normal MIE-E T () = Documentl - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILTNGS REVIEW VIEW ADD-INS

Create New Section PutoText = Index Markings -

Dictionary -

Word's Automatic Features »

et NADFAS Dictionary

(L (]

R T

) ) Set Madfas Dictionary |-
Hide 5pelling Errors - =

v Hide Grammar Errors

1o 108 « o 44 o ABG + 0 218 0 25D 4 288 .0 324 . 38D 0 2

R B Show Table Gridlines
- Change the Normal font »

';:a x*  Superscript

TIP: Don't forget to Unset NADFAS Dictionary to restore your own dictionary when
you have finished working with the NADFAS templates.

13






Installing the NADFAS Style Guide — Windows 8

This guide explains how to install the NADFAS templates and dictionary for use with
Word 2013. It does not explain how to use the templates.

Before you begin, put the two templates on your desktop.

A Creating the NADFAS Style Guide folder

You need to create a folder on your local disk (C:) to hold the templates and dictionary. It
is important to create the folder in the correct location with the correct name. If you do
not do this, the templates will not work.

1

From the Windows desktop, on the Taskbar, click File Explorer (or press
Windows + E).

On the ribbon, click View. If you cannot see the ribbon, click the small V next to the
question mark in the top right corner. ~ @

At the right side of the View tab, the File Extensions box should be ticked. If it is
not, click the box to tick it.

Computer i e ~ @
= : Han :
[T Preview pane 5 Medium icons Small icons - JI O [ temcheckhoye g-_:_
[[E Details pane B List B2 Details ! 1] [vl File name extensions.)
Mavigation | a= - sort Hide selected  Optiohs
e 52 Tiles 9= Content e [ Hidden items s =
Panes Layout Current vigw Showhide

In the left pane, scroll down until you can see drive C:. You might have to click the
arrow next to This PC in order to do so.

Drrive Tools
File Haome Share Wiew hManage v 0
®© v 1 & » ThisPC » Local Disk (C) » v & | Search Local Disk () »p
45 Favorites Marme Date modified Type Size
B Desktop - Perflogs 22/08/2013 1622 File falder
& Downloads . Prograrm Files 18022001411 File falder
'L, Recent places - Prograrm Files (x36) 18/02/2014 0759 File folder
) Users 16/02/2014 13:54 File falder
48 This PC | Wind o 11/04/2014 13:24 File falder

I pg Desktop

b 2 Documents
b Downloads
b Music

I» &=| Pictures

I+ & Wideos

b & Lacal Disk (C:)
Click drive C: so it is highlighted.




A Creating the NADFAS Style Guide folder

6  Onthe Home tab, click New Folder. You'll see a New folder appear in the right
pane with the text highlighted.

= PFM=I X
File Hame Share Wiew ~ @

K Mews itemn - [* o open ~ HH selectan

By

[ = X ocut -.== |
|§ —! [ Copy path ‘l¢ [J x

=] | Easy access = 3  Edit Select none

Copy  Paste _ Mowe  Copy Delete Rename Properties _' i oo <
12} Paste shortcut tow tow - - #4 History g7 Invert selection
Clipboard Organize I e Open Select
@ - 1 E, ¥ This PC » Local Disk {C: » v & Search Local Disk () 0
Jr Favorites A Marne ’ Date modified Type Size
B Desktop . Perflogs 22/08/2013 1622 File folder
& Downloads . Program Files a/02/2014 11:01 File folder
=l Recent places - Prograrn Files (x86) 18/02/2014 0759 File folder
L Users 1e/02/2014 13:54 File folder
18 This PC L Windowrs 1170472014 13:24 File falder
m Desktop 09/10/2014 1442 File falder
| Documents
& Downloads
o Music
= Pictures
B Videos

2, Local Disk (C3)
% DVD Drive (D7) 2C

ej Metwork W
Giterns  1itern selected 2| =

7 Without clicking anywhere, type NADFASStyleGuide and press ENTER to name
the folder.

@ R a » This PC » Local Disk (T » v & Search Local Disk {C:) o
i Y Favorites =4 Marne ’ Date modified Type Size

B Desktop | Perflogs 22/08/2013 1e22 File falder

& Downloads .. Program Files 18022041 File folder

f;-_‘ Recent places . Program Files (x56) 18/02/2M4 0759 File falder

0 Users 16/02/201413:54 File falder

4 (M This PC L Windows 14204 13:24 File falder

m Desktop | NADFASStyleGuide 09102014 14:42 File falder

| Dacurnents

B Downloads

o Music

=| Pictures

g Videos

2 Local Disk (C2)

8  Double-click the NADFASStyleGuide folder to open it. You'll see its name at the
end of the address bar at the top of the window. This PC > C: >
NADFASStyleGuide.

@ = T 0 b ThisPC ¢ Local Disk (T » MADFASSheGuide v O Search MADFASSh e Guide o




A Creating the NADFAS Style Guide folder

Move the templates into the folder
In File Explorer, in the left pane, click Desktop.

1

Home Share e

-~ @

&, Local Disk (C2)

©% DWD Drive (D) 2C

‘rﬂ Metweark v
Biterns 2 iterns selected 14 bytes

N =, =
5y 4 Cut =) X q B Mew item + s Open > BB selectan
=| } == =] = F B
= [ Copy path e . < | Easy access - Ladl A Edit Select none
Copy  Paste Move  Copy Delete Rename M Properties
2| Paste shortout to- to- - falder - #0 History uu Irwert selection
Cliphoard Organize ey open Select
'(fj » " [l Desktop v Search Desktop o
) A
- Favorites - P |
mp B Desiiop }33 Administratar e This PC
& Dowenloads 5 e
5| Recentplaces = e:l
=a | Libraries . Metwark
il |
M| This PC —
f Desktop A==l Control Panel -f" Recycle Bin
| Docurments A e
& Downloads MadfasSection. dot MADFASIntro,dot
0 Musi DOT File DOT File
ek 7 bytes | 7 bytes |
= Pictures T N
3 Videos

In the right pane, select the templates. You can select both at once by clicking one
and then holding down the CTRL key and clicking the other. If you prefer, you can

move them one at a time.

Press CTRL +X to cut the selected templates.
At the far left, just above the left pane, click the Back arrow @0 return to the

NADFASStyleGuide folder.

Click in the currently empty right pane and press CTRL +V to paste the templates.

© -~ 1

-

A Marme

4.0 Favarites
B Desktop
& Downloads

I
=l Recent places

2 (M This PC

e Desktop

2| Documents
& Downloads

u Music

= Pictures

& Videos
iy Local Disk (C)

J v This PC » Local Disk {2 » MADFASStyleGuide v &

Search MADFASStyleGuide o]
Date modified Type Size

This folder is ermpty

=)

You should have two files in the folder:

e NADFAS2Intro.dot
e NADFAS2Section.dot
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Move the dictionary

Carry out these steps ONLY if you already have a NADFAS.dic which contains words
you want to be able to use with Word 2013. If you do not have a NADFAS.dic that you
want to use, you will create it later and can ignore this section.

1  Using File Explorer, navigate to the folder containing your NADFAS.dic.
2  Selectitand press CTRL +X.

3 Inthe left pane, click drive C:, then, in the right pane, double-click
NADFASStyleGuide.

4  Press CTRL +V to paste the dictionary.
You should have three files in the folder:
e NADFAS2Intro.dot
e NADFAS2Section.dot
e NADFAS.dic

B Configuring Word 2013 to use the templates

You need to change some settings in Word to make the templates work correctly.
Changing these settings will not have an adverse affect on any other work you do in Word.
Your screen might look different — it depends on what Windows and Office theme you

are using, but the options will be the same.

Set a trusted location
1 Run Word.

2  On the File tab, click Options.

SharePoint

OneDrive - Personal

5 Other Web Locations

Computer

Add a Place

3 Inthe left pane, click Trust Center.
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General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

In the right pane,

E’E" General options for working with Word.

User Interface options

[T Show Mini Toolbar on selection
¥ Enable Live Preview

[¥ Update document content while dragging

ScreenTip style: IShow feature descriptions in ScreenTips LI

Personalize your copy of Microsoft Office

User name: IDavid Meadows

Initials: IDI’V‘I

[ Always use these values regardless of sign in to Office,

Office Background: II"-lu:u Background LI

Office Theme: IDark Gray vl

click Trust Center Settings to open the Trust Center.

General

Display

Procfing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

In the left pane, ¢

@ Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Microsoft cares about your privacy. For more information about how Microsoft Word helps to protect your privacy,
please see the privacy statements.

Show the Microsoft Word privacy statement

Office.com privacy statement

Customer Experience Improvement Program

Microsoft Office Feedback "Send a Smile” Privacy Statement

Security & more
Visit Office.com to learn more about protecting your privacy and security.

Microsoft Trustworthy Computing

Microsoft Word Trust Center
The Trust Center contains security and privacy settings. These settings help keep your 5
computer secure. We recommend that you do not change these settings. Trust Center Settings... |

lick Trusted Locations.
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Trust Center )

il

Trusted Publishers
e Trusted Locations

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files, If you change or add a location, make sure

ActiveX Settings
Macro Settings
Protected View
Message Bar

File Block Settings

Privacy Options

Trusted Documents that the new location is secure.
Trusted App Catalogs Path I Description Date Modified
Add-ins C\..AppData\Reaming\Microsoft\Templates\  Word 2013 default lecation: User Templates

C\Program Files\Microsoft Office\Templates\  Word 2013 default location: Application Temp...
C:\...pData\Roaming\Microsoft\Word\Startup\, ~ Word 2013 default location: StartUp

Path: ChUsers\dmeadows\AppData\Reaming\Microsoft\ Templates\,
Description: Word 2013 default location: User Templates

Date Modified:

Sub Folders: Disallowed

gddnewlocation...l Remove I Meodify... |

[ Allow Trusted Locations an my network (not recommended)
[T Disable all Trusted Locations

QK | Cancel

el

6 At the bottom of the right pane, click Add new location.
7 Inthe Path: box, type C:\NADFASStyleGuide\ and click OK to add the template

location.

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.

Path:
IC:\NADFASSterGuide\]

Browse... |

r Subfolders of this location are also trusted
Description:

Date and Time Created: 09/10/2014 19:36

OK I Cancel |

8  You'll see the folder appear in the User Locations list at the top of the right pane.
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Check macro and add-in settings
1 Inthe left pane, click Macro Settings.

Trusted Publishers

Macro Settings
Trusted Locations

" Disable all macros without notification
Trusted Documents ! ) o b
& Disable all macros with notification

Trusted App Catalogs " Disable all macros except digitally signed macros

Add-ins " Enable all macros (not recommended; potentially dangerous code can run)

ActiveX Settings -
e, Developer Macro Settings

Macro Settings
[T Trust access to the VBA project object model

Protected View
Message Bar
File Block Settings

Privacy Options

2  Inthe right pane, make sure that Disable all macros with notification is selected.
This is the default setting, so you should not to have to change it. But if it is different,
change it.

3 Inthe left pane, click Add-ins.

Trusted Publishers Add-ins

Trusted Locations
[ Require Application Add-ins to be signed by Trusted Publisher
fasiedBocuments [T Disable notification for unsigned add-ins (code will remain disabled)
Trusted App Catalogs [ Disable all Application Add-ins (may impair functionality)
ActiveX Settings
Macro Settings
Protected View

Message Bar

File Block Settings

Privacy Options
4 Make sure that none of the boxes are selected. If they are, click them to clear the tick.
5 Click OK to close the Trust Center and return to Word Options
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Check your dictionary language
1 Inthe left pane, click Proofing.

2 Inthe right pane, click Custom Dictionaries.

Word Options 2]
G I =
yes ':;ECJ Change how Word corrects and formats your text.
Display
AutoCorrect options
o Change how Word corrects and formats text as you type:  AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs
Advanced
s [T Ignore words in UPPERCASE

Customize Ribbon

¥ Ignore words that contain numbers
el ¥ IgnoreInternet and file addresses e
Add-Ins ¥ Flag repeated words
Trust Center [” Enforce accented uppercase in French

[T Suggest from main dictionary only

Custom Dictienaries... | -
French modes: ITraditinnaI and new spellingsll
Spanish modes: ITuteo verb forms only ;I
oK I Cancel |
]

3 Inthe Custom Dictionaries dialog box, if CUSTOM.dic appears under All

Languages, just click OK to close the dialog box.

If it appears under a particular language, for example, English UK, you need to
change it to apply to All Languages unless you have decided to use different

dictionaries for different languages.

careful to click the name so you do not remove the tick).

To change the dictionary language, click CUSTOM.dic so that it is highlighted (be

Custom Dictionaries
Dictionary List
All Languages:

[¥] Test.dic (Default)

English (U.K.)
CUSTOM.DIC (Default)

Edit Word List...

(e ][=]

Remove

File path: C:‘JJsers‘l.Trainer‘!,l'-\ppDaIﬁ‘Roaming\l'ﬂiaosoFWJProoi;

[=]

Dictionary language: |English (U.K.)

i)

Browse...

l | Cancel
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5 Inthe Dictionary language drop-down list, select All languages.

Custom Dictionaries e |
et Edit Word List... |
All Languages:

[¥ RoamingCustom.dic (Default) EhﬂﬂgEDEfEUrtl
New... |
Add... |
Remove |

File path: |cyUsers\dmeadows\AppData\Roaming\Microsoft\UProof Browse... |

Dictionary language: |[All Languages: ;I
K I Cancel |

6 Click OK

Load the NADFAS2Section.dot add-in
1  Inthe left pane, click Add-Ins.

Word Options

2|

:Add—lns ) Publisher: Microsoft Corporation
Compatibility: Mo compatibility information available

Description: Additional actions specified in list description files,

Manage: [COM Add-ins = Ge. |

[ ok |

G I . - . .
e D View and manage Microsoft Office Add-ins.
Display
Praofing Add-ins
Save Mame | Location Type ﬂ
Language Active Application Add-ins
Financial Symbel (XML} C\..FLDLL  Action
Advanced Instant Messaging Centacts (English) CALT.DLL  Action
. ) Measurement Converter (Measurement Converter] CLVDLL Action -
Customize Ribbon . .. e o
4| | >
Quick Access Toolbar Add-in: Financial Symbol (XML}

Trust Center Location: C:\Program Files\Common Files\Microsoft Shared\Smart Tag\MOFL.DLL

Cancel |

i

2 At the bottom of the right pane, click the Manage list arrow and select Templates.

3 Click Go.
SAsETceaim bt Add-in: Financial Symbol (<ML)
Add-Ins Publisher: Microsoft Corporation
Compatibility: Mo compatibility infermation available
Trust Center Location: C:\Program Files\Common Files\Microsoft Shared'Smart Tag\MOFL.DLL

Description:  Additional actions specified in list description files,

ansoe (ETEE—] | . | 4
0K I

Cancel |

7]
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4 Inthe Templates and Add-ins dialog box, click Add.
Templates and Add-ins @

Templates | XML Schema | XML Expansion Packs | Linked C55 |

Document template

orma

D Automatically update document styles
Attach to all new e-mail messages
Global templates and add-ins

Checked items are currently loaded,

- Add..,
Full path:
o J [ ama )

5 Navigate to C:\NADFASStyleGuide — the easiest way to do this is to click the
folder symbol at the left end of the address bar (just before the first item), so that the
icons change to text.

|

© = 4 0 » ThisPC » Local Disk (G »

s

6  Overtype the text to read C:\NADFASStyleGuide and press ENTER.
7  Click NADFAS2Section.dot to select it and click OK.

{(_-\l A b This PC » Local Disk (Ci) » MADFASShyleGuide » v | G Search NADFASStyleGuide
-
% Favorites Marne Date rodified Type Size
Desktop MADFASE Section.dot 1007204 1820 File falder
& Downloads | MADFAS2 Intro.dot 1041042014 16:20 DOT File 1KE|

:
=l Recent places

8 You'll see NADFAS2Section.dot in the Global templates and Add-ins box with a
tick beside it showing that it is loaded.

10
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Templates and Add-ins

Templates | XML Schema | XML Expansion Packs | Linked C55 |

Document template

(8wl

D Automatically update document styles

Attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded.

MADFAS2Section.dot - Add...

Full path: C\NADFASStyleGuide\NADFAS2Section.dot

o) o)

Click OK to close the Templates and Add-ins dialog box.

Set the NADFAS dictionary

If you do not have an existing NADFAS.dic , Word creates one. Otherwise Word uses the
one you put in the NADFASStyleGuide folder earlier. You need to carry out this step to
load the dictionary into Word.

1

Click the Add-ins tab at the far right of the ribbon.

B H [& 9 |Normal T T | = Documentl - Word 7?7 5 - B0 %
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW
o - . mre i Find ~
0 Calibri (Body) - |11 -| A" A | Aa- | o |i= - 5= - [E2 32| BN || aopneene mambceDe AaBBC( AaBbCel 7
e &l = | | %3¢ Replace
Pﬂ_“e ¢|B T U-aex.x H-F-47 =R e R TNormal | TNoSpac.. Headingl Heading2 |=|| p oo (o
Clipboard Fant [F] Paragraph [F] Styles [F] Editing ”~

Click Special.
From the list of items, point to Dictionary and then click Set NADFAS Dictionary.

[w I [& 9 Normal MIE-E T ) = Documentl - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS
Create New Section PutoText = Index Markings -

Dictionary ‘ Set NADFAS Dictionary

Word's Automatic Features » |fomm et ML DT AL U bl e

) ) | Set Madfas Dictionary -
Hide 5pelling Errors -

L . B 108 . . 144 0 BB S M6 . IED S 288 .. M ... 36D S z
v Hide Grammar Errors

B B Show Table Gridlines

Change the Normal font »

';:a x*  Superscript

Word creates the dictionary in the correct location (or loads the existing dictionary)
and sets it as the default dictionary for All Languages.

If you do not want to work with the NADFAS templates now, click Unset NADFAS
Dictionary to set your own CUSTOM.dic as the default dictionary. This does not
remove the NADFAS dictionary, it just stops new words from bring saved into it or
offered as spelling corrections when you are doing other work.

11
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Add Add-ins to your Quick Access toolbar

1

2  Click More Commands.

@ d

FILE

-

A4

@ 97 |Mormal

HOME INSERT DESIGN

Create New Section = Special - AutoText - Index Markings -

Custom Toolbars

Py 6
PAGE LAYOUT

On the Quick Access toolbar, click the Customize Quick Access toolbar arrow.

3 -nenﬂ - Word
REFERENCE Customize Quick Access Toolbar
MNew
Open
v Save
Ernail
144 . CQuick Print

Print Preview and Print

Spelling & Grammar
v Undo
v Redo

Draw Table

Touch/Mouse Mode

T T

select All Commands.

More Commands..,

Show Below the Ribbon

In the right -pane, above the list on the left, in the Choose commands from list,

S E-E Customize the Quick Access Toolbar.
Display

) Lhoose commands from:
Frooiing Popular Commands EI
Save

Customize Quick Access Toolbar: (i
For all documents (default)

[=]

=

In the list on the left, scroll down and click Add-Ins... (the first one). Click Add

between the two lists to add the command to your Quick Access toolbar.

Word Options (R
D! E—E Customize the Quick Access Toolbar.
Display
Chegse cgmmands from: Customize Quick Access Toolbar
Proofing ‘All Commands = For all documents (default) [~]
Save
Language == Add or Remove Columns LIPS = Save
[#] Add Page Numbers HE € Undo 4
Advanced 7] Add Shape = (9 Redo
Customize Ribbon % Add Shape Above @ Print Preview Edit Mode
(g Add Shape After 4T Show All
Quick Access Toolbar 'i] Add Shape Before Style 1=
Al ;ﬁ Add Shape EE‘E!W 44 Styles...
7] Add Shape Options 3 PQ Reveal Formatting...
Trust Center Add Signature Services... [61 Properties
Add Text l Advanced Document Properties
B Add Text 4 () List Commands
h .
Add to Favorites... ~
Add/Bemove Space Before
Add-Ins... << Remove e
Add-Tns
- ' - H
5 Click OK. You'll see the Add-Ins command # - at the end of the Quick Access

toolbar.
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C Using the NADFAS templates

Each time you want to use the NADFAS templates, you need to load
NADFAS2Section.dot as an Add-in and set NADFAS.dic as the default dictionary for All

Languages.

1 On the Quick Access toolbar, click Add-Ins # - .
2  Click the box next to NADFAS2Section.dot to load it.

Templates and Add-ins @

Templates | XML Schema | XML Expansion Packs | Linked CS5 |

Document template

o

|:| Automatically update document styles
Attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded,

[ MADFASZSection.dot - Add...

Full path:  C\NADFASStyleGuide\NADFASZ5ection.dot

o) (e

Click OK.
4 Onthe Add-Ins tab at the right side of the ribbon, click Special.
From the list of items, point to Dictionary and then click Set NADFAS Dictionary.

[w I [& 9 Normal MIE-E T () = Documentl - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILTNGS REVIEW VIEW ADD-INS

Create New Section PutoText = Index Markings -

Dictionary -

Word's Automatic Features »

et NADFAS Dictionary

(L (]

R T

) ) Set Madfas Dictionary |-
Hide 5pelling Errors - =

v Hide Grammar Errors

1o 108 « o 44 o ABG + 0 218 0 25D 4 288 .0 324 . 38D 0 2

R B Show Table Gridlines
- Change the Normal font »

';:a x*  Superscript

TIP: Don't forget to Unset NADFAS Dictionary to restore your own dictionary when
you have finished working with the NADFAS templates.
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