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[bookmark: _Toc445820479]Introduction
Less Time. Less Money. Less Stress. That’s the bottom line.
We have created this standardized template to help save you time and money, reduce stress, and brand NWCG publications and documents with a professional, consistent look. If you follow the instructions found in this document, and do not deviate from the styles that are provided, document errors will be greatly reduced, and 508 compliance should become much easier to achieve. 
[bookmark: _Toc445820480]How to Use this Template
Step one: Read All The Instructions! 
Step two: ABSOLUTELY DO NOT merge or paste other document content into this template. The best practice is to remove ALL formatting before copying and pasting into this template. 
[bookmark: _GoBack][image: C:\Users\rnoneman\AppData\Local\Temp\2\SNAGHTML6b78d63.PNG]*Tip: if another document used Styles correctly, you can choose “Use Destination Styles” and the headings, text, etc. should convert to this template’s styles automatically.  Be careful though it can go sideways quickly if you aren’t familiar with how to maintain styles.
To remove Styles:
1. Open a copy of your original document, select all, and select the Clear Formatting button. Set this document aside for now.
2. If you have this Word template open, save it with a new file name.
3. Working in your newly saved template document, and after you have read all the instructions first, select all the text and graphics from page 2 (introduction), to the last page, and delete. Your slate is now clean and you can begin typing or pasting text onto the blank pages on the page after the TOC.
4. [image: ]Next, open the Styles Panel (click on the double-down arrow or Alt+Control+Shift+S) and start applying the correct headings and styles to the text.
[bookmark: _Toc445820481]Table of Contents (TOC)
DO NOT type in the table of contents or try and make changes there or you will break it. If you mess it up, you’ll need to create a new one…we can help.
[bookmark: _Toc445820482]Heading 1
You must start with Heading 1 first
Body Text is the main text for the blocks of copy in your document. You will find a wide variety of styles for your document in the Styles panel found in the menu bar. If you need more styles, we would be glad to help you set them up.
[bookmark: _Toc445820483]Heading 2
You must follow numeric sequence for headings 
After Heading 1 you will probably type some body style text, then you can select either Heading 1 again, or Heading 2 – you cannot jump to Heading 3 or Heading 4. Visually it looks like this:
[image: ]
Word becomes confused if you go out of order, and when saved to a PDF it will NOT be compliant. 
Special Features
If you have a special line of text or paragraph, simply highlight it and select from one of the callouts we’ve created for you in the Styles Panel.
This is what it looks like! Use the indent buttons in the ruler bar to move the right and left margins of the box.
Sample call-out 1
[bookmark: _Toc445820484]Sample call-out 2
Sample call-out 3
[bookmark: _Toc445820485]Sample call-out 4
There are a lot of options you can use. If you are Styles Savvy you can set up some of your own, but we ask that you do not change the standard fonts and styles we have supplied, in order to maintain the NWCG branding. Do not use special features of effects. If you need help with how to use Styles and other features of Word, our 508 Users Guide is extremely informative and can be found at: http://www.nwcg.gov/accessibility-guidelines. 
The NWCG goal is to keep documents very simplistic in order to avoid 508 compliance complications. However, if you need chapter numbers, or other features, please contact us to discuss you document needs if you need more depth. BLM_FA_NWCG_Products@blm.gov. We would be happy to assist you with your formatting needs.
[bookmark: _Toc445820486]Updating the Table of Contents
1. When you are finished putting in all your formatted text, captioned graphics or tables, and have applied all your styles, place your cursor in the word Contents (do not type or delete).
2. Go to the References tab on the ribbon bar and in the Table of Contents select Update Table. Select Update Entire Table when it asks. 
3. Go to View on the Ribbon Bar and select the Show Navigation Pane checkbox.
You should now see all your headings listed in the left hand panel as well as listed in the Table of Contents. If something isn’t showing up, or seems out of place, go to that line of text in the document and make sure you have the correct heading selected.
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