OUTLINE TITLE


[The Outline Title style will create a centered title that is in all-caps, bold, and in 16 pt Times New Roman.  The style automatically inserts 18 pt – equivalent to three lines - of space after the last line of title]


FIRST HEADING:


[The Heading 1, TJAGSA 1, style creates text that is 14 pt, all-caps, and bold.  It is also in Times New Roman.  It automatically inserts 6 pt – equivalent to ½ line – of white space before the paragraph and 24 pt – equivalent to four lines – after the text.  We use this space to allow students to take notes – and in the case of this first heading style to set a new main topic off from the one preceding it.]


Second Heading:  The second heading and all subsequent headings are in 12 pt regular Times New Roman typeface.  Paragraphs are automatically numbered using the Word Heading Numbering Feature as modified in the JAGSOUT.DOT template.  A total of 24 pt of white space is automatically placed after each paragraph.  In addition, the paragraph controls found under Format – Paragraph – Text Flow (on the Word top-line menu) are set to turn Widow and Orphan control ON and Keep lines Together ON.  The Keep Lines Together Setting prevents Word from automatically putting a page break anywhere in the paragraph.


Third Heading.  In order to promote or denote heading levels in Word using the JAGSOUT.DOT template you will need to use the Promote and Demote arrows that are ordinarily found on the Outlining Toolbar that is only found in the Outline View of Word.  We have included a special outline toolbar in the JAGSOUT.DOT template.  It should be visible to the left of your word screen when you actually use the JAGSOUT.DOT template.  If it does not appear, click on View on the Word top-line menu, select “Toolbars...” and see if there is a toolbar called “Outline Assister” on the selection list.  If there is, click it to turn it on.  If it is not listed, please call TJAGSA and we will talk to you through activating the toolbar.


Use the promote and demote arrows to change a heading to either the next higher or lower level, respectively.  For instance, were I to promote this paragraph, it would become a “B” and indented less.  If I demote it. It becomes an “a” and would be indented more.


Fourth Heading.


Fifth Heading


Sixth Heading


Seventh Heading


Eighth Heading


Ninth Heading


GENERAL INFORMATION


No Headers, Footers or page numbering please – TJAGSA will do all page numbering.


This format is available on the LAAWS BBS as JAGSOUT.DOT.  It will be located in the MAIN File area.  Please copy this file to your computer.  You will need to store the file JAGSOUT.DOT in the directory where your user templates are stored.  If you are not sure where they are stored, check under Tools – Options – File Locations on the Word Top-line menu.  One of the listings will show you the path for your user templates.  Once you have copied JAGSOUT.DOT to your user template storage location, you can use it by selecting File – New from the Word Top-line menu.  You should see “JAGSOUT” as one of the template selections.  Double click on it and begin creating your outline.


For TJAGSA users – select File – New from the Word Top Line Menu and select JAGSOUT from the list of available templates.


This is produced in Word 6.0 JAGSOUT works in both Word 6.0 and Word for Windows 95 (Word 7.0).

















No page Numbers – TJAGSA will insert page numbers.











