
Notes on the Updated version of page template:

· Each section starts out with its style name (except for the Table of Contents, which lists the names of sections that it outlines).

· If you are using earlier versions of Word, you will see a place to use and assign these styles on the upper left corner of your window. The name will change as you move to different styles in the text. If you are using the most recent version, this will show up on top under “Styles” if you have the “Home” tab on.

· You don’t need to know all of that; you can just cut and paste around.

· If you try to paste and it does not look like it should, click “Edit,” “Paste Special,” “Unformatted Text.” That should do the trick.

· Paragraphs have no extra space before or after them, so you will need to add all the enters in.

· Numbered 1 acts a little weird, so if your numbering for a section does not start over at 1, right-click the number and tell it to “Restart at 1.”

· Remember that you should not just attach this template to your existing draft of a page.  You need to create an entirely new document by clicking on the template and then saving the resulting document under the appropriate file name using our file naming conventions.  You can then copy and paste text from your earlier draft of the page into this new document.

· Good luck! Let me know if you have any questions.
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Return to Top of Page (paste this anywhere you think the visitor might want to return to the top of the page; generally, it will occur at the ends of sections and subsections)

Heading 2a

Normal Style:
· Bulleted 1 (Make sure to call it “Bulleted 1” in the Styles)
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Try this…

1. Numbered 1a
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Dos and Don’ts

· Bulleted 1a 

· Bulleted 1b
Interesting Links (or To Learn More)
Links 1 Style – Author. “Title.” http://www.authorspage.com. 

Works Consulted

Links 1 Style – Author. “Title.” http://www.authorspage.com. 

Glossary
Keyword or phrase in bold italics followed by definition



