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CRP Word Template Guide
When authors submit final deliverables, CRP formats the text according to the established design for CRP research reports. The CRP template provides a simple way for authors to organize the text efficiently before it is professionally typeset into the established design.  

The CRP template can be used in two ways: 
1. Authors can build their reports directly into the template itself (CRP_format_template.dot).The template can be downloaded from the links on this page or from links provided on the information for contractors page on each cooperative research program’s website.
2. The styles from the CRP template can be imported into an already existing document. 
Either way, the author applies the styles to given elements. 
We recommend building the document directly in the template itself as this is the most straightforward option. 
The template file (CRP_format_template.dot) opens as a blank document with all the styles embedded.  Once the template is open, authors save the document with their chosen file name and format (e.g., save as “.docx” or “.doc” file). From this point, authors can add content and choose and apply styles from the style palette (under the format menu in MS Word 2003 or in the Home tab in MS Word 2010), as would be done in any other Word document. The template styles are prefixed with an asterisk to distinguish them from the built-in styles of MS Word. Clicking a style in the Quick Style Gallery will apply that format to the text where the cursor is positioned. (Not all available styles are in the Word 2010 Quick Style Gallery. To access the full roster of styles, expand the Styles ribbon by clicking on the expand icon in the lower right corner of the Styles box or by using the shortcut keys alt+ctrl+shift+S.) 
For example, after typing in a first level heading, the author highlights/selects the heading and then chooses the appropriate style form the style palette, in this case, a first level heading (*H1).
First Heading Level (unstyled)

becomes

First Heading Level (styled with *H1)
Although the CRP template provides styles for many possible elements in a publication, we suggest simply concentrating on the basic elements that structure your document (such as headings, lists, and extracts).  Most of your document will consist of basic elements like those shown in the list of keyboard shortcuts below. 

The TRB-CRP​​_Sample.doc illustrates the various styles used in CRP research publications (also downloadable from the information for contractors page of the Cooperative Research Programs websites). Pages 8–14 in the sample document show a typical section/chapter and elements within. In the sample, these styles appear in red with square brackets, embedded at the beginning or the end of the text element. 

Keyboard shortcuts for the most often used styles are included below. 
Shortcuts

The following keyboard shortcuts were assigned to often used styles:


Keyboard Shortcut
Style Name
Description





ALT + 1 
*H1
Heading 1


ALT + 2 
*H2
Heading 2


ALT + CTRL + 2
*H2a
Heading 2 following a Heading 1


ALT + 3 
*H3
Heading 3


ALT + CTRL + 3
*H3a
Heading 3 following a Heading 2


ALT + 4 
*H4R
Heading 4


ALT + CTRL + 4
*H4Ra
Heading 4 following a Heading 3


ALT + 5 
*H5R
Heading 5


ALT + CTRL + 5
*H5Ra
Heading 5 following a Heading 4


ALT + 6 
*H6R
Heading 6 


ALT + CTRL + 6
*H6Ra
Heading 6 following a Heading 5


ALT + CTRL + PN
*PN
Part Number


ALT + CTRL + PT
*PT
Part Title


ALT + CTRL + CN
*CN
Chapter Number


ALT + CTRL + CT
*CT
Chapter Title


ALT + ST
*SUMTX
Summary Text


ALT + CTRL + ST
*SUMTX-LAST
Summary Text with rule below


ALT + TX
*TX
Basal Text


ALT + BL
*BLM
Bulleted List


ALT + CTRL + BL
*BLMm
Sub Bulleted List


ALT + CTRL + SHIFT + BL
*BLMm-sub
Sub Sub Bulleted List


ALT + NL
*NL
Numbered List


ALT + CTRL + NL
*NLM10
2-digit Numbered List


ALT + BQ
*BQ
Block Quote


ALT + EX
*EXT
Extract


ALT + RF
*REF
Reference entry


ALT + FG
*FIG
Figure Title


ALT + TT
*TN/TT
Table Number/Title


ALT + TC
*TCH
Table Column Head


ALT + TB
*TB
Table Body


ALT + AN
*AXN
Appendix Number


ALT + AT
*AXT
Appendix Title
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