[image: ] Report title here “RT  
 FRONT COVER MAIN TITLE” REPlACE THE SAMPLE IMAGE With YOUR OWN IMAGE. COVER ImAGES MUST ALWAYS APPEAR 18.17CM HIGH by 18.17cm WIDE (SqUARE).
1. Right-click on sample cover image and select "Change Picture"
2. Click on "Browse" From a File and select the required image
3. Select the newly inserted image and go to the Picture Tools> Format tab
4. Click the arrow beneath the Crop button to expand the menu to view the crop options
5. Select "Aspect Ratio> 1:1 (Square)" (or manually crop your image to a square). 
6. Resize your image to 18.17cm high and 18.17cm wide in the Size group above
7. Right-click on the newly cropped image and select "Size and Position"
8. Go to the Position tab and select "Absolute Position" and enter "1.4cm" to the right of "Page" (for Horizontal)
9. Select "Absolute Position" and enter "1.4cm" below "Page" (for Vertical)
10. In the Options section, ensure only "Lock anchor" and "Allow overlap" are selected (ticked)

KEEP TITLES AS SHORT AS POSSIBLE. 
Maximum six words for the title and ideally six words for the subheading. Name of the country featured should be included in the main title.
FOLLOW INSTRUCTIONS THEN Delete this TEXT BOX 

RT SUBHEADING LIGHT CAPS here keep text clear of logo
 Amnesty International is a global movement of more   
 than 7 million people who campaign for a world  
 where human rights are enjoyed by all. 
 Our vision is for every person to enjoy all the rights  
 enshrined in the Universal Declaration of Human Rights  
 and other international human rights standards. 
 We are independent of any government, political  
 ideology, economic interest or religion and are funded   
 mainly by our membership and public donations. this is the inside front cover
Please do not edit the new mission statement above 
(except to change to a different language version). 

Go to the footer below to edit the new copyright statement and to update the publication date and index number. 

Also in the footer of this page, update the caption and credit for the cover photo.

To access the footer text below
Go to the ‘Insert’ tab in the ribbon, and choose ‘Footer’ from the Header & Footer segment. Look down the menu of different footers until you find the option to ‘Edit Footer’ near the bottom of the list. Choosing this option allows you to change the text in the footer. You’ll need to edit the publication date and the index number as well as the caption, and check that the year of publication is correct.

FOLLOW INSTRUCTIONS THEN Delete this TEXT BOX 
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Cover photo: Use the style: ‘RT Caption Text’ in the list of approved styles for the caption text and ensure that you have explained the front cover image with an appropriate caption to replace this positional text. It is very important that you also add a credit for each photo or map contained in the document
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[bookmark: _Toc453761685][bookmark: _Toc453763743][bookmark: _Toc492287318]Introduction
[bookmark: _Toc453761686][bookmark: _Toc453763744][bookmark: _Toc492287319]“RT Numbered Heading” which template
This version of the template was created in September 2017 with minor updates from previous versions and extra icons. This template has loads of embedded instructions. If you already understand how to use the template, then you will probably be better with the separate ‘BLANK’ version that does not have the instructions. This page displays the main heading and paragraph styles available in the report template. For convenience the style names are now all prefixed as ‘RT’ (for Report Template). If this is the first time that you have used this template, or if you are uncertain how to use it properly, we recommend that you review all the guidance content here before you progress your report project any further.
[bookmark: _Toc492287320]Writing style
To help you with your writing, and for guidance about editing, plus many other useful tips about approved Amnesty use of language, please refer to the Publishing Team’s House Style Guidelines (Index: DOC 10/3651/2016) and other writing guidelines such as the comprehensive guidance document Writing for Amnesty International (index DOC 10/6309/2017). These are available on the intranet at: https://intranet.amnesty.org/wiki/display/CC/Publishing+and+editorial 
Please contact publishing@amnesty.org with further questions about writing style or editing support. 
[bookmark: _Toc453761688][bookmark: _Toc453763746][bookmark: _Toc492287321]“rt numbered subheading”
It is up to the authors to decide whether to use numbered or non-numbered titles / headings / subheadings. We recommend using the numbered styles to add more clarity and structure to your document. It is usually best to avoid using a mixture of numbered/non-numbered as this could confuse readers. Be consistent within the document.
For numbered headings choose one of the three numbered heading styles from the Styles Gallery (don’t use the ‘Numbering’ button in the ribbon above) in descending order of hierarchy:
RT Title (numbered) – this is a chapter title style, such as ‘Introduction’ above
RT Numbered Heading – this is the first level of sub head, such as the 1.1 style shown above
RT Numbered Subheading - this is the second level sub heading, as per 1.1.1 with smaller type.
Smaller subheadings – RT Small heading CAPS
We have not developed numbering styles for headings below the levels shown above. For any headings  smaller than those, we recommend you use the un-numbered RT small heading CAPS style as shown at the top of this paragraph.
[bookmark: _Toc453761687][bookmark: _Toc453763745][bookmark: _Toc492287322]“RT heading (no numbers)”
“RT Body Text”. This text style can be used widely throughout the report. It uses the same type settings as the ‘RT NUMBERED HEADING’ style, but does not apply any numbers. By default both these styles are included in the table of contents.
For bulleted text use the ‘RT Bullet Text’ style in the styles list. (Don’t use the ‘Bullets’ button in the Paragraph group of the Home ribbon as these bullets will be inconsistent in style.)
Apply the ‘RT Indented Bullet Text’ style (and avoid using the Increase Indent button).
Always select a bullet style from the Styles Gallery (and avoid selecting the ‘Bullets’ button in the ribbon above).
[bookmark: _Toc492287323]RT Subheading (no numbers)
The RT Subheading (no numbers) style uses the same settings as the numbered version, but does not apply nested numbers. By default it is included in the table of contents settings. For non-numbered headings choose one of the following heading styles from the Styles Gallery (in descending order of hierarchy):
RT Title (no numbers)
RT Heading (no numbers)
RT Subheading (no numbers)
[bookmark: _Toc492287324]TABLE OF CONTENTS
It is important that one of the built-in RT paragraph styles is applied to all numbered/non-numbered titles, headings and subheadings. This is because these heading styles are set up to automatically appear in the Table of Contents. If you include a heading which does not have one of the following styles applied, then it will not appear in the Table of Contents (or will not appear correctly). One of the following styles should be applied to every heading in your report inside text:
RT Title (no numbers)
RT Heading (no numbers)
RT Subheading (no numbers)
RT Title (numbered)
RT Numbered Heading
RT Numbered Subheading 
To update the Table of Contents (TOC), right-click on the sample TOC and select “Update Field” from the dropdown menu. Then select “Update entire table” and click the “OK” button.
[bookmark: _Toc492287325]Quotes
	“‘RT Quote Text’ – use this for display quotes, with the Quick Parts ‘add quote text here’ style box.”

	‘RT Source Text’ - use this style to attribute your quote.



Use the “RT Quote Text” style for display quotes, and then the “RT Source Text” style for the attribution details of the quote. Display quotes are often used at the start of new chapters, but they can also be used wherever you think appropriate in a document. See examples later in this document. We suggest that you use the Quick Parts features for quick insertion, and to ensure that the display quote is correctly formatted with the long side-bar.
“RT Small Quote Text”
	Attribution use the RT Source Text style to explain who said the small quote when appropriate.
Use the RT Small Quote Text style shown above when you want to quote someone and don’t need to use the large display style. We recommend that you indent the text treated in this way, try using the ‘increase indent’ button in the Paragraph section of the HOME ribbon, but be consistent within the document with whatever treatment you choose.
[bookmark: _Toc492287326]Quick parts 
See instructions pages for more information about Quick Parts gallery. Use the example styles below to improve the quality of presentation of your report – most of these ‘quick parts’ components are formatted as tables and can be pasted easily where needed. Since we are unable to pre-load them to the template, you will need to copy and paste these assets and it is usually useful to add them to the Quick parts gallery.
	“Add quote text here” (RT Quote Text style)

	Add source here (RT Source Text style)



	[bookmark: Text3][image: ]
	Case X: Title (RT Small HEADINGS CaPS FOR CASE STUDIES)
2nd line

	Add text here (RT Body Text). This style is useful if you want to highlight a case study section to stand out from other report content and you do not have or want to use a photo to illustrate it. The icons used are consistent with the design approach of our website Amnesty.org



	Case X: Title (RT SMALL HEADING CAPS – FOR CASE STUDY/PULL OUT BOX HEADINGS)
2nd line

	[image: ]
	[image: ]
[bookmark: Text4]Add caption text here. To use this style it is easy to left-click on the photo and choose the ‘replace photo’ option to add your own image.

	Add body text here. This style is similar to the version above, but with space for a photo added.



	[image: ]
	Add heading here - this pull out has image in a separate column so no text will wrap below (RT small heading caps – for pull out box headings)
Add body text. This has a money icon and a tint box.



	[image: ]Add heading here - this pull out has wrap text on image set to 'Square' so text will wrap around
Add body text. Similar to the above, but with a ‘prison’ icon and adjusted so that the text will wrap-around the icon.



	Add heading here (RT SMALL HEADING CAPS – FOR CASE STUDY/PULL OUT BOX HEADINGS)
Add body text here. This is a simple text box, use it where you want to highlight text.



[image: ]    [image: ]     [image: ]     [image: ]
The eye and arrow icons above can be useful to paste-in to make it clear which captions belong to which images. They are not compulsory. 
Please see below for further example icons (as used on Amnesty.org) – as Richard Swingler if you require further icons for your report.
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[bookmark: _Toc453761689][bookmark: _Toc453763747][bookmark: _Toc492287327]Example page
	“Sample display quote in action at the start of a chapter. 
Can also be used in other locations; use ‘Quick Parts’ to insert this as a text box.”

	Richard Swingler, Amnesty employee, August 2016


This chapter shows how the font styles and table styles can be used. Please read the guidance notes in chapter 3 for further details on where to find the styles list, how to add the Quick Parts[footnoteRef:1] and a brief overview of how to use this template effectively. [1:  Please refer to ‘How to use template’ PDF for details on using Quick Parts, and where the tool can be found.] 

[bookmark: _Toc492287328]Writing style
To help you with your writing, and for guidance about editing, plus many other useful tips about approved Amnesty use of language, please refer to the Publishing Team’s House Style Guidelines (Index: DOC 10/3651/2016) and other writing guidelines such as the comprehensive guidance document Writing for Amnesty International (index DOC 10/6309/2017). These are available on the intranet at: https://intranet.amnesty.org/wiki/display/CC/Publishing+and+editorial 
Please contact publishing@amnesty.org with further questions about writing style or editing support, and ensure that you use approved Amnesty wording in your document. 
[bookmark: _Toc453761690][bookmark: _Toc453763748][bookmark: _Toc492287329]RT Numbered heading
We recommend that the titles, headings and subheadings are typed in ALL CAPS by the author, although applying the appropriate paragraph style will change the type to all caps.
[bookmark: _Toc492287330]rt numbered subheading 
This shows how the numbers in this style relate to the sub-sections under each header. We recommend using the numbered styles to make your report easy to navigate. Please note that these styles are automatically included in the table of contents for the report.
[bookmark: _Toc453761693][bookmark: _Toc453763751][bookmark: _Toc492287331]More subheads to demonstrate numbering
Every heading/paragraph should have a ‘style’ applied to it. Look carefully at the naming of each style. 
RT Small heading CAPS paragraph style
Use this style when you need a sub-sub heading that is smaller, this is NOT a numbered style.
[bookmark: _Toc453761694][bookmark: _Toc453763752][bookmark: _Toc492287332]RT Numbered Heading example header
Position your cursor in the text you wish to format, click on the style in the Gallery / full styles list to instantly format the text. 
It is recommended that you have the full styles list visible on the side of your document, so you can more easily see the long list of built-in styles to choose from. Please note that when material is pasted-in from other documents, MS Word usually integrates these extra styles into the full list of styles and the overall list can become very lengthy. Please refer to section 3.2 to familiarize yourself with only applying the on-brand/official Amnesty styles in the report and avoiding the import of ‘foreign’ Styles into your report. The built-in Amnesty styles in this template feature a prefix of ‘RT’ (Report Template) - e.g. ‘RT Body text’ before the style name to help with finding the correct style in the Styles list. 
For further information, please see section 3.2 below.

[bookmark: _Toc453761695][bookmark: _Toc453763753][bookmark: _Toc492287333]Tips on using the report template
[bookmark: _Toc453761696][bookmark: _Toc453763754][bookmark: _Toc492287334]Introduction
This chapter contains guidance notes which – along with the other sample material preceding it – must be deleted from the final report. We are continually developing and improving the templates, so they are subject to further change. We like to get continued feedback and suggestions on how we can further improve the template and guidance. 
Additional guidance
We continue to develop more comprehensive guidance and make it available at https://intranet.amnesty.org/wiki/display/CC/Research+Report+Template+in+Word. Please send feedback to Richard Swingler, Production Services Manager, or ask for advice if you have a specific problem or requirement.
Writing style
To help you with your writing, please refer to the Publishing Team’s House Style Guidelines (Index: DOC 10/3651/2016) and other writing guidelines. These are available on the intranet at: https://intranet.amnesty.org/wiki/display/CC/Publishing+and+editorial 
Please contact publishing@amnesty.org with further questions about writing style or editing support. 
Location of template
Please check the Publishing Toolkit pages at https://intranet.amnesty.org/wiki/display/CC/Research+Report+Template+in+Word to download the most up-to-date version, or contact Richard Swingler, Production Services Manager, to get the latest copy of the template, which in due course should appear on all Amnesty PCs when selecting ‘New’ in Word. We’re aiming to offer two versions, one like this with extensive guidance, and a blank version with guidance notes already deleted. There are versions using North American paper sizes (as opposed to A4) and we have helped to develop adapted versions for special applications. Language versions are in development. See the wiki pages for more details.
Design style
You’ll have become familiar with the look: report covers have a white background and use the square picture shape and yellow highlighted text as key design features of the Amnesty brand. This is the approved style for all reports and needs to be applied to all reports that Amnesty publishes. On the inside pages there are design icons available that are similar to the website, such as ‘eyes’ for signalling picture captions The style is intended to keep printed documents in line with the appearance of the Amnesty.org website. One of the challenges is to find ways of ensuring that we can make it easy to apply this look to research reports. If in doubt, simplify and don’t use the extra features, but do seek advice and support.
Covers
Please ensure that you use the cover styles as described above, and check that you have the most up-to-date version of the template. The Design team no longer offer support with the creation of separate report covers so it is necessary to create your own, .as part of your report document. Ask Richard Swingler for help if you experience any problems.
Reports laid out by freelance DESIGNERs using InDesign
We now recommend that covers are created using this Word template within the same document as the rest of the report, with a freelance designer not being required just for creating covers.
However, if your report cover is created through a separate workflow, eg by a freelance designer, then the layout should use an InDesign template that can be provided by the Design Studio, applying the same design look as the Word templates. Check with Design Studio staff to ensure that your freelancer has the most up to date version of the InDesign template, and ensure that the design that is produced is approved by the Design team. We recommend the use of a freelancer and InDesign for cases where your report will contain substantial numbers of high resolution images, as when this is the case, Word can become unstable due to the large file sizes that can be involved.
Creating reports using the old template for inside pages
The old report template is no longer in use and should not be applied to any Amnesty documents.
Copyright statement
You’ll notice that the creative commons copyright statement on the inside front cover, along with an edited version of our mission statement and the new ‘what we do’ statement on the inside back cover. From now on the old copyright statement has become redundant and this new creative commons statement should be used for all Amnesty published work. It is now consistent with the statement covering work on our website, amnesty.org
Footnotes
There are notes below to help troubleshoot problems with footnotes. Please note that the correct format type style for footnotes is “RT Footnote text” (Amnesty Trade Gothic 7 point text), which should be automatically applied. 
When typing in new footnote text at the bottom of the page, highlight the entire footnote paragraph and deselect the Superscript button (Home> Font group) so that the footnote reference number is no longer in superscript and is therefore more visible.
Please let Richard Swingler know if you find there are problems. 
[bookmark: _Toc453761697][bookmark: _Toc453763755][bookmark: _Toc492287335]Using the new report template
Paragraph styles
To enable you to easily create research reports in the correct brand style, you will need to familiarize yourself with the use of paragraph “Styles”. 
A style is a set of formatting characteristics, such as font name, size, colour, paragraph alignment and spacing. Styles exist to save time, make formatting easier and help keep documents consistent. Only the styles contained within this template should be used and the use of new or different styles should be avoided.
To easily identify the correct styles to use, always apply one of the built-in styles that have an “RT” (for Report Template) prefix. Please ensure that every heading, paragraph and any other content adheres to one of the built-in RT styles. 
For instance, all standard research text should have the “RT Body Text” style applied to it using the styles menu. Avoid altering the built-in styles – e.g. changing the paragraph style to justified text.
The ‘RT Body Text’ style has line spacing built in below the paragraph but you may need to add an additional return after images, tables or Quick Parts are inserted.
To apply a paragraph style, select the paragraphs that you want to format and then click the paragraph style you need from the Styles Gallery or full Styles list
The full Styles list can be turned on and off by pressing CTRL+SHIFT+ALT+S. We recommend that you have the full Styles list visible within MS Word® 2013 - it is easier to use the styles when they can be seen in one pane.
To clear any foreign or confused paragraph styles, highlight the affected text and apply the “Clear All” option from the full Styles list. This will return the text to the Normal style and then an Amnesty style can be applied such as “RT Body Text”.
PASTING CONTENT
When pasting in content from another document, it is essential that you do not import any foreign Styles into this document. The best way to do this is to set the default paste option in MS Word 2013. To change the default paste setting in MS Word 2013, go to File> Options> Advanced and scroll to the "Cut, copy, and paste" section of the Advanced settings. In the drop-down menus to the right of "Pasting between documents" and "Pasting from other programmes," choose “Merge Formatting”.
Once the default paste setting has been changed to “Merge Formatting” in MS Word, the pasted elements will adopt the formatting currently in use in the destination document (the report you are working on). This is useful when you want to preserve some of the original formatting, such as bold or italicized words. Please note you must ensure that this line is already set to the required Amnesty style, such as “RT Body Text”.  
To remove all of the original formatting from the text that you are pasting, click “Keep Text Only”. You may need to apply a built-in Amnesty style to each of the newly-pasted paragraphs.  
Footers
One important change to the new report template is that there is now no header and a greatly simplified footer, which no longer has mirror pages left and right. Footers on all pages are now the same, with the page number positioned to the right. We know that the old template often caused problems in getting the headers and footers to format correctly throughout the document so we are hoping that the new, simpler approach will not only give an uncluttered look, but also save time and minimize problems.
The index number is included on the inside and back covers, not in the footers. Please use the ‘RT Footer report title’, ‘RT Footer report subtitle’ styles as required. 
FONTS
Please note that your computer must have all the Amnesty font files installed before you start to work with this template. Please contact your local IT team if you have any font problems. Note that Amnesty Trade Gothic is NOT currently available for documents opened using the Microsoft cloud application ‘One Drive’, so be aware that if you open your report on a computer without the Amnesty font, or using OneDrive, another font will be substituted, with the document re-flowed and appearing very differently. Normal formatting should be restored once the correct font is installed or the document is opened on another computer.
TABLES
Insert a table as normal[footnoteRef:2] then from the Table Tools/Design Tab select ‘RT Table style 1’ from the styles available. [2:  Insert table can be found on the ‘Insert’ tab.] 

	Table Header
	Table header
	Table header

	First column text
	Main Table Text
	Main Table Text

	First column text
	Main Table Text
	Main Table Text

	First column text
	Main Table Text
	Main Table Text

	First column text
	Main Table Text
	Main Table Text



If you require a two column layout, go to Insert Table and select a two column table and type your text into the columns as required. > Add Table to your text if required. This will help avoid using Section Breaks which if deleted can affect layout of other pages.
Please note: this template has three sections separated with section breaks. The front and back covers are separated from the main body of the document by ‘Section breaks’ and are formatted to behave differently to the main part of the document, for instance with different footers. 
[bookmark: _Toc453761698][bookmark: _Toc453763756][bookmark: _Toc492287336]Images and document file size
Large report documents can become difficult to work with, especially when they have a number of photos included. Documents with large file sizes can be slow, difficult to share and prone to crashing. Although the new report templates aim to help make some improvements, there will still be challenges associated with long documents that contain many photos. If you know in advance that your report will definitely need to include large numbers of big file-size images (eg Satellite images) – then it might be best to plan to use a freelance designer and to have the document professionally laid-out using InDesign (templates available from the Design studio).
Reduce the document file size
The following section explains how to reduce the overall file size of your document in Word.
Go to File> Options> Advanced and then scroll down to the ‘Image Size and Quality’ section (see screenshot below). Select the ‘Discard editing data’ option and ensure the checkbox is ticked. Once you press the ‘OK’ button below, this will delete data which is used to restore edited photos to their original state.
[image: ]

To discard any extra data and reduce the file size of your large document, you need to go to the ‘FILE’ tab of the top ribbon, choose ‘Options’, and then ‘Advanced’ in the left side of the Word Options dialogue box.

Click on ‘Discard editing data’ to help reduce file size, and then de-select ‘Do not compress images in file’. Reduce the default target output from 220ppi down to 96ppi (screen resolution) and you should find that the file size of the document has been significantly reduced.


Please be aware that once you have discarded the editing data, you cannot undo this. Therefore, if you subsequently change your mind and want to un-crop the photo or restore the image to its original resolution, you will need to delete the current photo and then re-insert the original image file.
While you are still in the ‘Image Size and Quality’ section, select the ‘Do not compress images in file’ option and ensure that this checkbox is deselected – i.e. your photos will become compressed. Change the default target output from 220ppi (print resolution) to 96ppi (screen resolution). This does mean a slight reduction in image quality but this may be an acceptable trade-off to ensure that your document file is stable to use. 
Once you press the ‘OK’ button at the bottom of the dialogue box, you should find that your document filesize has been significantly reduced. 
Cropping images
Ensure that the key part of the photo is clearly visible to the reader. In order to do this, you may need to crop areas of the image that do not help to convey its overall meaning. Right-click on an image to access the cropping tool (see screenshot below). To manually crop the image, slide the cropping marks on the perimeter of the image to crop the image as required. Hold down the Shift key when cropping to preserve the image’s aspect ratio (i.e., avoid the image being squashed or stretched). Or to crop automatically, select an image and go to Picture Tools> Format and click on one of the Word’s cropping tools – such as ‘Crop to Shape’ or crop to ‘Aspect Ratio’. Please note that it is your responsibility to check with the Audio Visual team (Richard Burton) to confirm that the image you are cropping can be manipulated in this way, occasionally photos that we buy-in have licence restrictions which might prohibit cropping. 
[image: ]

Access the Crop tool via ‘right button click’ to manually crop your image (hold down the Shift key to keep the image’s aspect ratio the same). Or select the image, go to Picture Tools> Format and click on "Aspect Ratio> 1:1 (Square)" to crop your image to a square. Follow Amnesty guidelines to ensure photos are credited and have correct permissions. 

[bookmark: _Toc453761699][bookmark: _Toc453763757][bookmark: _Toc492287337]troubleshooting
[bookmark: _Toc492287338]Getting the yellow highlight styles 
to work properly
The new yellow highlight block behind the title text is now a key Amnesty branding device - used on amnesty.org, social media outputs, in PowerPoint and in reports - for titles and headline text that we want to emphasize. To achieve this effect in the Word template, use the ‘Text Highlight Colour’ tool (situated in the Font section of the HOME tab on the ribbon). 
As you will have noted, a style has been set up to apply this yellow background strip correctly to the right text style for the main title of a report. However, there are often instances where the highlighting ends too abruptly, at the end of a letter, instead of adding an extra margin of highlight. To correct this it is usually best to insert a non-breaking space. Do this using the INSERT tab choosing ‘Symbol’ at the right of the ribbon, then selecting ‘More Symbols’ and then ‘Special Characters’, finding the non-breaking space a few down from the top of the list. If you switch on the hidden formatting, using the Paragraph symbol in the Home tab ( ¶ ) then the non-breaking spaces will look like large degree symbols (°) . The quick key combination for inserting these non-breaking spaces is shift-CTRL-Spacebar. You’ll probably also need to insert a soft return (Shift+Return keys) to ensure that the non-breaking space works properly. Please be aware that this function in Word can be slightly unstable and tricky to apply correctly.
[bookmark: _Toc492287339]FOOTNOTE NUMBERING
Unfortunately there are some generic problems with using Word for heavily edited long reports that we have not been able to completely solve with this new template. The most notable example for Amnesty research reports concerns documents with footnotes – as many users will know from previous experience, footnotes sometimes need to be added and deleted in the writing and editing process. Sometimes the footnote numbering system stops working properly and either simply skips a number or refuses to correctly number the new arrangement. Although it is true that processes have generally become more robust through the use of a template developed in Docx (as opposed to the previous older version of Word ‘.doc’), the software is still prone to errors with footnote numbering. We recommend being very careful when pasting text in from other documents and paying attention to the suggestions below for troubleshooting problems.
When you add, delete, or move notes that are automatically numbered, Word renumbers the footnote and endnote reference marks. Note: if the footnotes in your document are numbered incorrectly, it may be that the tracked change function is turned on. Accept the tracked changes so that Word will correctly number the footnotes and endnotes.
[bookmark: _Toc453761700][bookmark: _Toc453763758][bookmark: _Toc492287340]strategies for solving footnote numbering problems
The following is taken from ‘Footnotes Don't Automatically Renumber’ by Allen Wyatt (last updated 4 January 2014). It might help solve some footnote problems.
Roger was sent a Word document that he needed to edit. The document had 90 footnotes in it, and he needed to delete footnote 23. Roger went into the document body, found the footnote marker for the appropriate footnote, and then deleted it. The footnote was actually deleted, but the remaining footnotes did not renumber. Roger wonders what could be causing this problem with the footnotes.
The answer could be quite simple, and related to using the Track Changes feature of Word. When many people edit documents, they do so with Track Changes turned on. In that case, deleting the footnote doesn't actually delete it, but simply marks it as deleted text. Word doesn't renumber the footnotes because the footnote is still there—albeit marked for deletion. When the changes are accepted or rejected, then Word will renumber the footnotes accordingly.
If you are doing your edits without Track Changes being turned on, then it is possible that your footnotes don't use automatic numbering. Meaning, whoever created the footnotes actually inserted the numbers within the Custom Mark field of the Footnote and Endnote dialog box. Display the dialog box again and you can figure out if this is the case.
It is also possible that the document has multiple sections in it and that each section (or at least the section containing footnote 24) has been configured so that footnotes for that section begin with a specific number. You can figure this out by putting the insertion point in the section containing footnote 24, displaying the Footnote and Endnote dialog box, clicking Options and examining how the numbering is configured in that dialog box.
Finally, if you've tried everything else and the numbering is still messed up, try to "force" Word to examine the numbers it is using. Do this by following these steps:
Press Ctrl+H to display the Replace tab of the Find and Replace dialog box.
Click the More button, if it is available.
Click the Use Wildcards radio button.
With the insertion point in the Find What box, click Format and choose Style. Word displays the Find Style dialog box.
Locate and click on the Footnote Reference style.
Click OK to close the Find Style dialog box.
In the Replace With box enter the following: ^&
Click Replace All.
The purpose of these steps is to try to remove any confusion that Word may be experiencing and cause it to renumber all the footnotes. If this approach doesn't work, try just a bit of a different approach:
Press Ctrl+H to display the Replace tab of the Find and Replace dialog box.
Click the More button, if it is available.
Make sure the Use Wildcards radio button is cleared.
With the insertion point in the Find What box, click No Formatting and enter the following: ^f
In the Replace With box enter the following: ^&
Click Replace All.
This tip (5400) applies to Microsoft Word 97, 2000, 2002, and 2003.	
Do please let Richard Swingler know if you try this, how well it works, or if you have further comments or suggestions to add to the guidance
[bookmark: _Toc492287341]TRACKED CHANGES
Activating the “Track Changes” feature in MS Word vastly increases the file size of a document (and may interfere with the footnote numbering). This can cause instabilities and the document may crash. 
The solution to this is to avoid using Track Changes. Instead, use Compare Documents (found under Tools menu > Track Changes > Compare Document). It provides the same functionality, but won’t corrupt the document.
[bookmark: _Toc492287342]STYLES UPDATE INCORRECTLY
Pasting text from another document sometimes causes the same style to automatically update other instances in the foreign style. This may be due to MS Word’s default paste settings. It is recommended that all users change their default paste settings to “Merge Formatting” when pasting from another document. Go to File> Options> Advanced> Cut, Copy, and Paste > Pasting between documents > Merge Formatting
It is recommended that you also take into account the following information:
Ensure that the “Automatically update” option is not activated in any of the built-in paragraph styles
Avoid using Drag-and-drop editing. Use “Paste” text instead and select the required option from the paste options pop-up
Avoid using the “Paste” function with images and use the Insert> Images command instead.
[bookmark: _Toc492287343]OTHER TIPS
[bookmark: _Toc453761701][bookmark: _Toc453763759]Avoid using direct/manual formatting – apply the built-in styles to each paragraph instead. 
Never change format between .doc and .docx. The .doc format is incapable of describing or storing the things a .docx file can contain.
In File>Options>Advanced, scroll down to the Show document content section of the Word Options dialogue and check the box for Show picture placeholders to temporarily turn off the images display.
[bookmark: _Toc492287344]Fixing a problem with indented headings
What happens?Right click the paragraph style to reveal, and then choose the menu option to ‘Modify…’ the style. 

The “RT Numbered heading” style is prone to developing a hanging indent that should NOT be there. The correctly styled headings should not have any indent. Unfortunately this seems to be a problem that occurs fairly often (but unpredictably) with use of the Word template.
How do you fix the problem?
To correct the problem in a report document you need to modify the whole RT numbered heading paragraph style (or the relevant style should it occur in a different heading type). Make sure that you correctly identify the problematic style by selecting some text in the document that is already formatted in the (defective) style, then right-button click on the relevant style in the paragraph styles menu so that the style can be corrected.
To amend the whole style, so that all instances in the document will be corrected. Follow the 'Modify Style' steps, as shown in the screen grab diagrams to change the indent for the Paragraph settings of the whole style back to ‘(none)’. This should correct the problem throughout your document, wherever it was happening. You might sometimes need to re-apply the style for the correction to take effect.Change the ‘Hanging’ option in ‘Special’ to ‘(none)’ and then click OK in each of the boxes to confirm and initiate the correction.
Select the option to ‘Format’. Then select the ‘Paragraph…’ option.

Why does it happen? 
The problem arises when settings for the appropriate numbered list are not correctly passed on via the template to individual computers. Unfortunately we have been unable to amend the workflow to prevent the problem, so if it happens, users need to apply this fix themselves.
[bookmark: _Toc492287345]New Features: QUICK PARTS GALLERY
One aspect of this template design that we are concerned about is the ability to add design icons as layout features in reports. 
You’ll notice that there are several different graphic icons featured in the design look for the report. We want to find a balance in helping users to create stylish-looking reports with layouts that are easy to read, easy to produce and with a template that does not easily go wrong.
You don’t have to use design embellishments such as icons (simply delete them if you wish), but we’re hoping that you will agree that they can help make your document attractive and readable, and that you can take a few moments to understand how to use ‘Quick Parts’ to add these features to appropriate sections. 
[bookmark: _Toc453761702][bookmark: _Toc453763760][bookmark: _Toc492287346]What are Quick Parts and how can they be used?
For Amnesty Research reports we recommend using Quick Parts for managing design features such as display quotes and tint-boxes that are likely to need repeated insertion throughout a report. Quick Parts is basically a library. Microsoft developed Quick Parts as an easy way to insert any repeating feature - signature blocks, headings, contracts, and even short phrases or company names as well as the template features of reports. Using Quick Parts can save on typing and formatting time. Quick Parts is used to store chosen repeated words, styles or graphics paragraphs (or anything that you can make in Word) in its gallery. Once an item has been stored in the Quick Parts gallery, whenever you need to use that Quick Part those words (or that entire paragraph or graphic) will be inserted to the chosen location in your document, with exactly the same formatting as applied when saved to the gallery.
Create a new Quick Part
Why? Because it is the easy way to manage the standard Amnesty design assets for reports, if you take a few moments to store them in Quick Parts, it will be quick and easy to insert them into your report whenever they are needed. If you've spent a lot of time customizing a table (or some other item) for a report and you like the style and want to apply it to other parts of your report, or other documents, you can save it as a Quick Table so that you can use the style again. 
How – Identify the design asset you want to repeat in the research report template, or prepare your own specially formatted item, ensuring that it is formatted correctly, using correct Amnesty styles. Then ensure that the item (or group of items) that you want to save are selected. 
Find the Quick Parts tool – (INSERT tab in the ribbon at the top of Word, then find Quick Parts located the ‘Text’ group of that tab on right of the ribbon). Locate the Quick Parts drop down menu, and use the option at the bottom: ‘Save Selection to Quick Parts Gallery’ – this will bring up a save dialogue box ‘Create New Building Block’ that gives you the option to name and categorize your item (with suggested default name and category already inserted). Adjust this as you wish before saving/clicking ‘OK’.Find Quick Parts in the ‘Text’ section of the INSERT tab of the top ribbon in Word.

[image: ]

You will now find the selected item available in the Quick Parts section for you to insert at the location of your choice.
Adding an item into your document from the Quick Parts gallery
Simply position the cursor in the place in the document where you want to insert the Quick Parts gallery item. Then find the gallery (INSERT tab, Quick Parts on right of ribbon). Navigate down the drop down menu until you find the item you want to insert, then double click on that item to insert in your chosen location. Items continue to be editable in the normal way.
Weed your Quick Parts regularly
If you're a Quick Part enthusiast you will discover that they accumulate quickly. If you love saving content blocks, headers and footers, quotes and other formatting features, you'll need to remember to clean out unused items on a fairly regular basis. Do away with the Quick Parts you never use and make room for ones that you need. It makes your list shorter and easier to navigate and lessens the margin for error if you share your creations with others. For Amnesty reports, make sure that you use the officially approved styles that you can copy from the report template.
We are interested to hear how well you get on with using Quick Parts, and if you find it useful to have available the design options for the new template. 
[bookmark: _Toc492287347]checklist: before PUBLISHING
Ensure that all dummy text is deleted from this template before your document is finalized.
Check that your front cover image is square shaped (18.17cm high x 18.17cm wide) and re-crop or resize if not. (Not all reports have to have a front cover image, but if an image is present, it does need to be square.)
Check that the front cover image is positioned "1.4cm" to the right of "Page" (for Horizontal) and "1.4cm" below "Page" (for Vertical)
Check that the new copyright statement is present in the footer (inside front cover)
Check that you have added the publication ‘month and year’ and the index number (inside front cover and back cover)
Check you have added the caption and credit for the cover photo (inside front cover)
Check the footer text has been updated
Check that you have added a short back cover blurb description of the contents of your report
Check that you have correctly labelled the document language on the back cover in English – e.g. so if your document is a Thai version of a report, you write the word ‘Thai’ in English in the back cover space reserved for that (with the rest of the document in Thai language).
Ensure that no foreign paragraph styles are used in the document. Only the built-in paragraph Styles should be applied to document content
Check your wording and ensure that it is consistent with the Amnesty International style guide
Spelling: use the Spelling & Grammar Checker to check for any typos. Ask a colleague to check a printed copy of your document for any further typos and for sense-checking
Update the Table of Contents (TOC) list. Click on the existing TOC and go to References> Update Table and then select “Update entire table” or “update page numbers only” as appropriate. 
[bookmark: _Toc492287348]EXPORTING TO PDF  
Documents should be either saved as a print quality or screen quality PDF for distribution. Avoid sending an editable Microsoft Word® document to third parties. 
PRINT QUALITY PDF
Go to File> Export > Create a PDF/XPS Document
In the next window, select Optimise for> Standard (publishing online and printing)
SCREEN QUALITY PDF FOR EMAILING
Go to File> Export > Create a PDF/XPS Document
In the next window, select Optimise for> Minimum Size (publishing online)
[bookmark: _Toc492287349]Feedback requested
It should be emphasized again that we keen to continue development of templates to work as well as possible, so do please let Richard Swingler know how you get on with using them, both when you have positive experiences and especially if you have problems or encounter things that you think don’t work. We are aiming to update and enhance guidance as we discover any new fixes or areas that can be explained, and to continue to release improved and updated versions of the template periodically.
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this is the inside back cover
Please do not edit the new global movement statement above “RT Statement” style (except to change to a different language). 

Should you need to direct enquiries to a specific regional office, please edit the contact details in the footer. These are embedded in the footer of this page.  

To access the footer text below
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Tips and guidance can be found on the Publishing Toolkit pages. Please send feedback on using this cover template to Richard Swingler and note that this is a test version only and will be replaced with an updated version in due course.
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Please ensure that you use the style: ‘RT Back cover blurb’. This type should be Amnesty Trade Gothic 12 point with exactly 15.5 point spacing.
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