TIPS ON USING WORD DOCUMENTS AND SPREADSHEETS FOR THE PROJECT.
1) Wherever possible look for a template in the list or ask the administrators if one is being prepared.  If not please feel free to submit a template for our use designed from the document you are creating.

2) Please use suitable headings and where possible keeping these similar to other templates including date ranges.  Font and Size should be Arial 10 wherever possible. (Templates will have this in place).  Headings can be slightly bigger in word documents 
3) For the main body of text wherever possible please use Font Arial and Size 10 (remember when converted to PDF format the text will appear bigger than the font chosen for the original document).  Single Line spacing should be used and paragraphs not indented but started with a line between each new paragraph.
4) If adding a copyright there is no need to add this to every page of text.  You only need to use the add footer option - please lead with either ©Wiltshire/OPC Project/(your name)/(year) or if a spreadsheet you will need to type the words onto a word document and then copy from word to spreadsheet unless you can add symbols in a spreadsheet footer I can only achieve this by copy and pasting).  Preferably leave these blank and admin will add these when converting to pdf version for publication
5) When typing text remember after a full stop/point there should be two spaces.  This rule applies to all full stops other than those followed by an address such as Mr., Mrs., Esq., etc.  unless these fall at the end of a sentence.
6) Names in all capitals should be avoided apart from those in the headings this is most important in spreadsheets.

7) For spreadsheets please ensure names are spread over two columns - surname and given names (this will help with the building of the surname index)

8) Dates in spreadsheets should also be split into two columns (year and date) using the format of yyyy and dd/mm
9) When saving word or spreadsheets if using Microsoft Office - please use the format of Word 97-2003 and Excel 97-2003 Workbook

10)   Other formats may be used but it will save admin time if the above formats could be used.

11)   If you convert the word document or spreadsheet to Pdf.  It would help also if you supply the original too.

12)   Microsoft Office has a multiple of gadgets for making your documents look good.  If you need any advice please contact the Administrator who will try and explain some of the    features available to achieve certain looks and layouts.

If anyone has other tips that could be added to this document please forward them to the Administrator.
