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Text Formatting
Resource Title
Heading 1
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Heading 3


Body Text – In Microsoft Word (before Word2007) click Format > Styles and Formatting to display Styles guide
Body Text – In Word2007, on Home tab, click arrow button to the right of “Styles” group label to display this Styles guide.

Caution

  Above you see examples of different text formatting.  Please try to follow these standards as much as possible.
Update the Footer
  Please add your name to the footer next to “Author:” above the document filename.

Adding a New Document or Procedure

PLEASE PROVIDE JACK OR MICHELLE WITH THE FOLLOWING:


1) BEAMLINE - Please indicate whether this new document or procedure applies to ID, BM or BOTH beamlines

2) MAIN TOPIC - identify one of the existing topics or suggest another

3) SUB TOPIC - identify one of the existing subtopics or suggest another along with any changes to the subtopic description line
4) TITLE DESCRIPTION - Please include any key words that a user might be expected to use in a “search” when they believe they know the document name.  This can be a fairly long list of words if necessary.
5) KEYWORD LIST – Please include a comma separated list of key words or phrases that a user might be expected to use in a “search” describing a problem, task or device.  This too can be a fairly long list of words if necessary.
6) RESOURCE TYPE - Document or Procedure.  “Procedures” should have specific “steps”.  Everything else is a “Document”.

7) SECURITY LEVEL - Public or Staff-only.  Remember that “Public” is very public !  so check the content before you submit it to the PP.  In “Staff Mode” you will see BOTH security levels.
8) IDENTIFY THE FILE TO UPLOAD - The PP will create its own “copy” of your file: Word, Excel, PDF, jpeg, and so on.  Place the initial copy of your document on one of the Windows Domain share drives and let us know the location so we can upload it.
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