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1 Introduction

Certain style conventions have been established in this document to help users understand its contents.  The document has been typed in regular 12-point Times New Roman.

File names and directory names are in italic type, as shown below:

ar25-30.sgm

c:\prop_ar\Document_Name\

Screen (or window) names are in all caps bold, as shown below:

FILE NAME prompt screen

Menu names and icon names are in upper/lowercase bold, as shown below:

Edit menu

Increase Indent icon

Button names are in upper/lowercase bold italics, as shown below:

View the Error File command button

Names of keyboard keys are in small caps, as shown below: 

Click the delete key.

A single note is in italic type, centered on the page, as shown below: 

Note:
If Body content needs to be changed, click Body.

If several notes appear together, they are numbered, as shown below:

Notes:

1. To exit the MS‑DOS EDITOR screen and return to the PREPARATION FOR ADEPT EDITOR screen, click the File menu and then Exit.

2. To print the MS-DOS EDITOR screen that shows errors, click the File menu and then Print.

2 Overview

This Proponent Word Template Users Guide explains in detail how to prepare new and existing administrative publication documents, using the styles available in Microsoft Word 97 and above.  The Administrative Publication Proponent and Editor Interface Process (APPIP) is based on a series of Microsoft Word templates and macros, enabling proponents (authors) to create documents without any Standard Generalized Markup Language (SGML) or Extensible Markup Language (XML) knowledge or experience.  APPIP enables proponents to create standardized documents that, in turn, USAPA editors can easily modify and edit in SGML/XML.

2.1 APPIP Proponent Templates Installation

The proponent will receive the APPIP application setup program and users guide manuals on floppy disks or an e-mail attachment and the application will be placed on the ODCSINT Knowledge Center on the DAMI-CH web page.

Complete the following steps to install APPIP using WinZip Classic and Internet Explorer as a browser.

Step 1     Click on the Proponent Application V.2b9 link

[image: image177.wmf]Publishing Agency

U.S. Army

Step 2     The File Download dialog box appears (Figure 1).  Ensure that Save this file to      disk is selected then click OK.

Figure 1. File Download Dialog Box

Step 3   The Save As dialog box appears (Figure 2).  Save in the C drive keeping the     same file name and type.
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Figure 2. Save As Dialog Box

Step 4      Click the Open button (Figure 3) after the download completes.
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Figure 3. Download Complete Dialog Box

Step 5     Click on Extract from the WinZip Classic Interface Dialog Box (Figure 4).  If the WinZip Wizard Interface dialog box opens instead of the box depicted below, click on the WinZip Classic button to obtain the following dialog box.
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Figure 4. WinZip Dialog Box

Step 6    Extract to C:\.  Ensure that All files and Use folder names are checked.  Then click on Extract. (Figure 5)
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Figure 5.  Extract Dialog Box

Step 7
A dialog box (Figure 6) appears asking you to confirm the file overwrite.  Essentially, it is confirming that you want to replace the version 8 files with the version 9 files.  Press Yes to All.
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Figure 6.  Confirm File Overwrite Dialog Box

Step 8    After the files are extracted, the WinZip Dialog Box appears again.  Close it.

Step 9    After completing the installation, open Microsoft Word and ensure that APPIP appears in the toolbar.  Click on APPIP and select About APPIP to ensure that the build number is 9.

Step 10  Select APPIP and Create/Edit (Figure 6) from the menu bar, to enable the APPIP Proponent Templates.

Note:
The Proponent Templates require a minute to load.  After the hourglass disappears or functions return, the Word templates have been loaded.

Step 11
Select APPIP and Off, from the menu bar, to disable the Proponent Templates.       This allows all available options in Microsoft Word.
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Figure 6. APPIP Drop-Down Menu

2.2 Starting APPIP

The Administrative Publication Proponent and Editor Interface Process (APPIP) is designed to function within Microsoft Word utilizing its macro functions, template styles and tables.

Note:
To open, create, or edit APPIP documents, authors MUST use the APPIP toolbar menus.  Documents opened in Microsoft Word (File – Open) cannot use APPIP template functions nor can they be validated.

Step 1 Open Microsoft Word from the desktop (See Figure 3).


[image: image2.wmf]
Figure 3. Microsoft Icon

Step 2 To enable the APPIP macros and templates, click APPIP menu button. This will display a drop-down list, as shown in Figure 4.

[image: image3.png]



Figure 4. APPIP Menu with Drop-Down Options

Step 3 From the drop-down list of menu options, click Create/Edit to open the APPIP Edit/Create toolbar.  Shown here in Figure 5. APPIP Toolbars.
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Figure 5. APPIP Toolbars

Note:
The additional APPIP drop-down menu button to the left of the Edit tool bar is used when working with a document, to change options or exit the APPIP template.  Shown here in Figure 5.
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Figure 6. APPIP Drop-Down Function List

Note:
The APPIP to SGML and SGML to APPIP options from the APPIP- Conversion drop-down options (See Figure 6) are not available to the Proponent.  If the APPIP to SGML and SGML to APPIP are selected in the Proponent version of the template software an “Option Not Available” message is displayed (Figure 7).
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Figure 7. Option Not Available message

2.3 How To Create Or Modify An APPIP Document

Documents that are created using APPIP are done so in segments.  The segments created by the proponent are the Front, Body, and Rear segments.  The Rear segment is comprised of the Reference Appendix, referred to, in this document, as Appendix A, Appendix (B – Z), Glossary, and Index.  In order to retrieve a document segment for modification, the proponent needs to open the segment of the document they wish to modify and then recall the document by the document number.

For example, the proponent creates the body segment of AR 25-30, saves it and now needs to modify the segment.

Step 4 Click Create/Edit from the drop-down menu.

Step 5 From the Create/Edit toolbar, click Body.  See Figure 8.
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Figure 8. APPIP Create/Edit Toolbar

Step 6 The Document Information screen is displayed, as shown in Figure 9.
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Figure 9. Document Information Screen

a. Enter Army Regulation in the Document Type field and press Return.

b. Enter 25-30 in the Document Number field and press Return
c. Click Continue.

Step 7 The information previously entered for that document is now displayed and ready for modification.  A blank outline will be displayed for a new Administrative Publication document.  Refer to the APPIP Legacy Users Guide for instructions to convert non-APPIP documents.

2.4 Microsoft Word Styles

A style is a set of formatting characteristics that you can apply to text in your document to quickly change its appearance.  When you apply a style, you apply a whole group of formats in one simple task.  The APPIP has specific styles associated with it.  Attributes associated with styles are font, font size, line spacing, text alignment, and other formats as defined within the style.  The style area appears in the left margin of the screen, as shown below in Figure 10.


[image: image9.wmf]Style Area


Figure 10. Example of Microsoft Word Style Area

A special template has been designed which automatically applies styles when creating a new document segment or allows for manual insertion of a style when working with legacy (non-APPIP formatted) documents.  Styles are applied to text in Word documents.  They determine the formatting of text and include special information for the APPIP and USAPA editors.  Some styles can be applied to a document more than once, allowing authors to create multiple instances of that style.  Refer to Appendix A for a complete list of styles and their attributes.

Some Important Reminders

1. The format of this document is not truly "What You See Is What You Get" (WYSIWYG).  Some entered information may not appear in the correct area of the document.  For example, the security statement does not appear at the top of the document during the Editing process; rather, it appears in the correct place when the document is composed.  The USAPA Editor during final editing puts the document into its proper order.

2. Some template fields require an entry before APPIP will allow the author to proceed to the next field.  These fields are identified as “REQUIRED FIELD”.

3. To open, create, or edit APPIP documents, authors must use the APPIP toolbar menus.  Documents opened in Microsoft Word (File – Open) cannot use APPIP template functions nor can they be validated.

3 Front Section

The APPIP authoring tool allows Administrative Publication developers to create, edit and validate the Front section using APPIP templates and macros.  

The Administrative Publication Front section can contain eight parts: Cover Page, Summary of Change, Title Page, Preface, Foreword, Table of Contents, List of Figures, and List of Tables.  Some parts of the Front section are required and others are optional.  Later in this section, it is identified which parts are required and which are optional.  

The APPIP can be used in one of three ways: to create a new document, apply styles to a legacy document or to edit a converted legacy document.  A legacy document is a non-APPIP formatted document.  A converted legacy document is a document that has APPIP templates applied.  For instruction on converting a legacy documents, refer to the APPIP Legacy Users Guide.

3.1 Creating/Editing A Document

Step 8 Begin by invoking the Create/Edit toolbar from the APPIP menu (Figure 11).
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Figure 11. Selecting Create/Edit Toolbar

Step 9 From the Create/Edit toolbar, select an Administrative Publication section: Front, Body, or Rear.
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Figure 12. APPIP Toolbar With Front Selected

3.1.1 Entering Document Information

Step 10 Click the Front button to begin this section.  This brings up the DOCUMENT INFORMATION screen (Figure 13).
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Figure 13. Document Information Screen

Step 11 Enter the Document Type from the available pull-down list, by clicking the down arrow to the right of “Army Regulation”. This is a REQUIRED FIELD.  Available document type options are:

a. Army Regulation (AR)

b. Joint Army Regulation (JAR)

c. Air Force Regulation (AFR)

d. Circular (CIR)

e. Common Table(s) of Allowance (CTA)

f. DA Pamphlet (PAM)

g. Joint Army Pamphlet (JAP)

h. U.S. Navy Plain Language Address Directory (USNPLAD)

i. U.S. Military Communications-Electronics Board (USMCEB)

j. Supply Bulletin (SB)

k. Supply Catalog (SC)

Step 12 Enter in the Document Number field.  The Document Number is an Army assigned publication or document number.  It is comprised of the series number, sequential group number, and optional sequential group number, for the document to create or edit.  The series number is validated against available numbers from AR 25-30.  This is a REQUIRED FIELD.
Note:
If you enter in a document number that has already been created in APPIP, the existing file will be displayed.

Step 13 Now click Continue to bring up the DOCUMENT ATTRIBUTE screen.

Note:
If an invalid Document Type or Document Number is entered, an error message will indicate the invalid fields.  Error message example shown in Figure 14.
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Figure 14. Document Information Sample Error Message

3.1.2 Entering Document Attribute Information

The author can provide some vital information about the document history and readablity.  The information is input into the document by completing the DOCUMENT ATTRIBUTE screen, seen here in Figure 15.
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Figure 15. Document Attribute Screen

Step 14 Enter Yes or No, as applicable, in Supersession.  Supersession indicates if a document supersedes a previous version.  Select Yes, if the document supersedes a previous version.  Select No, if no statement is required.  Default value is No.

Step 15 Now enter the change number in Change No.  Default value is zero (0).

Note:
This field is applicable only when Supersession is YES.

Step 16 If desired, enter the reading grade-level in Overall Reading Grade.  This field indicates the reading grade-level of the publication.  This is an optional field.

Step 17 Click Save when all information is entered.  The author will then be taken to the FRONT ENTRY OPTION screen (Figure 16).
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Figure 16. Front Entry Option Screen

Step 18 Click Cancel to abort the Front Section creation or edit function.  The author will be returned to a blank Microsoft Word document.  

Step 19 To restart the creation or editing of the Front Section, the author must click Front from the Create/Edit toolbar.

Note:
The Document Attribute is maintained each time the Front button is selected.

3.1.3 Manual Or Prompted Data Entry

The author has the choice of one of two methods for entering the required front section narrative.  The author can be prompted for required narrative by a dialog box, or manually enter in the narrative next to the corresponding auto-generated style title.  After the Document Attribute screen, the following dialog box (Figure 17) is displayed to select the method for entering the front narrative.
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Figure 17. Front Entry Option

Step 20 Select Prompt or Manual, to indicate the method to enter narrative information.

a. If Prompt is selected, a dialog box is displayed for use in entering the required information.  Upon completion, validation is automatically conducted on the required text.  Please refer to paragraph 3.2 for detailed steps.

b. If Manual is selected, the author precedes to enter narrative next to each style type in the document.  Upon completion, the author must invoke validation by clicking the Validation button [image: image17.png]8B valdate:



.  Please refer to paragraph 3.2 for detailed steps.

Note:
The author is reminded to validate the information after completing the manual data entry of the required.  (See Figure 18).
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Figure 18. Manual Reminder to Validate

3.1.3.1 Entering Prompted Required Information

The author is prompted for required information during either prompted entry or validation (See sample in Figure 19).  Refer to paragraphs 3.2.1, Locating And Correcting Errors In Required Fields, and Appendix D - Validation Errors describes the steps required to locate and fix errors. 

Note:
If narrative is not available for the prompted required information, a space MUST be entered to avoid validation errors.

Cover page

· Related publication number (only applies to JAR, JAP documents) (Figure 19)

· Subject title (Figure 20)

· Supersession statement (Figure 21)

· Security statement (refer to AR 25-30) (Figure 22)

Note:
The author will be prompted for the Supersession statement when Yes is indicated from the Document Attribute screen.
Summary of Change

· Summary of change paragraph (Figure 23)

· Summary of change paragraph - level 1 is required.  (Figure 24)

Note:
Two Summary of Change Paragraphs - Level 1 styles are required.
Title Page

· History (Figure 27)

· Summary (Figure 28)

· Applicability (Figure 29)

· Proponent and exception authority statement (Figure 30)

· Army management control process (AR, JAR, AFR) (Figure 31)

· Supplementation (AR, JAR, AFR) (Figure 32)

· Suggested improvements (Figure 33)

· Distribution (Figure 34)

Step 21 When prompted, authors must enter the required information in the white text boxes.

Note:
Also, once prompted narrative entry begins, the author must complete all the required information.

Step 22 Click Save to insert the narrative correctly into the document and continue to the next required information screen.

Step 23 Figure 19 shows the REQUIRED INFORMATION – RELATED DOCUMENTS screen used for Joint Publications (JAR and JAP document types only).  This screen will be the first screen displayed when entering narrative through prompted entry for required fields.
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Figure 19. Related Documents Screen (Required Information) (JAR, JAP)

Step 24 Figure 20 show the REQUIRED INFORMATION - SUBJECT TITLE screen.  

[image: image20.png]Required Information

SUBJECT TITLE

Airdhop, Parachute Recovery, and Arcraft Personnel Escape Systems





Figure 20. Subject Title (Required Information)

Step 25 Figure 21 shows the REQUIRED INFORMATION – SUPERSESSION screen. 

Note:
Must have selected “Yes” in the DOCUMENT ATTRIBUTE screen to have this prompt as required information.
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Figure 21. Supersession Statement (Required Information)

Step 26 Figure 22 shows the REQUIRED INFORMATION – SECURITY STATEMENT screen.
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Figure 22. Security Statement (Required Information)

Step 27 Figure 23 shows the REQUIRED INFORMATION – SUMMARY OF CHANGE screen.

Note:
Only type the introductory information.  Do NOT enter the document number or other heading information.  This information is generated automatically in final production.
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Figure 23. Summary Of Change Paragraph (Required Information)

Step 28 Figure 24 shows the SUMMARY OF CHANGE PARAGRAPHS screen for 1st level changes.
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Figure 24. Summary Of Change Paragraph Level 1 (Required Information)

a. If additional change paragraphs are required, click the Add Entry button to display a screen similar to Figure 25.


[image: image25.wmf]

Figure 25. Summary Of Change Paragraph - Level 1 (Additional Entry)

b. After completing the change paragraph information, click Return to continue to the next required information field.  Click Add Entry to include additional summary of change information.

Note:
Summary of Change Paragraph – Level 2 information is entered during optional or manual entry after all required information has been entered.  A minimum of two paragraphs must be entered for Summary of Change - Level 2 changes.  During validation, if only one Summary of Change Paragraph - Level 2 narrative is entered, the system prompts for a second paragraph (Figure 26).
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Figure 26. Summary Of Change – Sub-Paragraph (Additional Entry)

Step 29 Figure 27 show the REQUIRED INFORMATION – HISTORY screen.
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Figure 27. History (Required Information)

Step 30 Figure 28 shows the REQUIRED INFORMATION – SUMMARY screen.
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Figure 28. Summary (Required Information)

Step 31 Figure 29 shows the REQUIRED INFORMATION – APPLICABILITY screen.
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Figure 29. Applicability (Required Information)

Step 32 Figure 30 shows the REQUIRED INFORMATION – Proponent and Exception Authority Statement screen.
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Figure 30. Proponent And Exception Authority Statement (Required Information)

Step 33 Figure 31 shows the REQUIRED INFORMATION – Army Management Control Process screen.
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Figure 31. Army Management Control Process (Required Information)
(AR, JAR, AFR)

Step 34 Figure 32 shows the REQUIRED INFORMATION – Supplementation screen
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Figure 32. Supplementation (Required Information) (AR, JAR, AFR)

Step 35 Figure 33 show the REQUIRED INFORMATION Suggested Improvements screen.
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Figure 33. Suggested Improvements (Required Information)

Step 36 Figure 34 shows the REQUIRED INFORMATION – Distribution screen.
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Figure 34. Distribution (Required Information)

3.1.3.2 Entering Manual Required Information

The author manually enters the narrative next to the corresponding auto-generated style title.

Step 37 The author inserts the Front narrative manually, aligned with the appropriate style title, for each statement concerning the publication.

Step 38 After narrative has been entered for all required fields, click the Validate button [image: image35.png]8B valdate:



 to verify the manual entries.

Step 39 When the author selects Validate, APPIP will review and notify author of missing required text or invalid styles in the document.  Appendix D contains a list of error messages likely to be encountered.  Paragraph 3.2.1, Locating And Correcting Errors In Required Fields, describes the steps required to locate and fix errors.

a. Validate will automatically prompt for missing Required Information.

b. If errors exist in Optional Entry fields, they must be corrected manually.  Paragraph 3.2.2, Locating And Correcting Errors In Optional Fields, describes the steps required to locate and fix errors

3.1.4 Entering Optional Information

Optional information for the Front segment is the Preface, Foreword, Table of Contents, List of Tables and List of Figures.  To enter optional information, follow these steps:

Step 40 Locate the style associated with the information to be entered.

Note:
Styles are located in the style area.

Step 41 The title style will already exist for the optional information.  Place the cursor in the document to the right of the style and manually type in the optional information.

Step 42 Some styles allow for multiple instances of the same style (Refer to Appendix A for Table of Styles).

a. After typing the narrative for the first line, press the Enter key.

b. The same style appears on the next line.

c. Repeat Step 3

 REF _Ref473883276 \n \h 
a for the number of times required for multiple style insertion.

Note:
Text entered in multiple instance styles will automatically wrap when the right margin is reached.

3.1.4.1 Removing Optional Information

List of Tables and List of Figures are the only two optional information styles that the author is authorized to remove from the document.

Step 43 Locate the style in the style area.

Step 44 Highlight the entire line, including the style title.

Step 45 Press the Delete key on the keyboard.

Note:
Remaining optional information is not deleted during editing.  USAPA editors, in preparation for publishing, will have all non-entered optional information removed automatically.

3.1.4.2 Using Customizable Statements

Customizable statements, as shown below, are necessary when authors want unique information to appear on the Title Page of a document.

· Title - Customizable Statement style is where to enter the customizable title.

· Paragraph - Customizable Statement style is where to enter the customizable statement(s), which requires one or more paragraphs.

The customizable style identifies where the optional statements can be placed in the document.  To apply customizable statements, enter a title and a statement.  The style area indicates where customizable statements are permitted.

Note:
If the author puts in a Customizable Statement for Title, then Paragraph - Customizable Statement is also required.

3.2 Validation

After completing the Front section entry, validate the document to ensure style information is correctly applied and information is complete.

Validation for the Front section verifies that all required and optional information has been completed and properly entered.  Validation also verifies that all errors have been corrected and no longer exist in the document.

The Validation process for the Front section is different for required information and optional information.

· To correct errors in required information fields, go to paragraph 3.2.1 for steps to locate and correct errors.

· To correct errors in optional information fields, go to paragraph 3.2.2 for steps to locate and correct errors.

3.2.1 Locating And Correcting Errors In Required Fields

During prompted entry of required fields, the validation process will automatically run once the last screen has been completed and saved.

During manual entry of required fields, validate must be invoked by the author.  The following steps take you through the validate process.

Step 46 Select the Validate button [image: image36.png]8B valdate:



 from the APPIP toolbar.

Step 47 APPIP will mark the errors with an Error Marker (Figure 35).  Refer to Appendix D for an explanation of each error.
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Figure 35. Error Code Marker

Step 48 If errors exist, APPIP will mark the errors with an Error Marker (See Figure 38) and the Front - Error Form message box will be displayed with a description of the error(s) to be corrected. (Refer to Figure 36)
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Figure 36. Sample Front Error Message Screen

a. If few errors exist, click Return to Document and correct the errors; otherwise, click Print Error Messages for a hard copy of the errors.

b. The error messages describe the type of error that occurred.  Refer to Appendix D for description of the error messages.  Refer to paragraph 3.2.2, Locating And Correcting Errors In Optional Fields, for information on how to locate and go to specific error messages.

Step 49 APPIP will automatically prompt the author for the missing required information.

Step 50 Enter narrative for the required information.  Click Save to enter narrative into the document.

Step 51 Once all required information has been completed, click Validate to verify that all errors have been corrected.  When no errors exist in the document Figure 37 is displayed.
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Figure 37. Validated Front Section

Step 52 Click the OK button to acknowledge that no errors were found and that all required information has been entered for the Front section.

Step 53 Save the document by clicking the Save Document icon [image: image40.bmp].

3.2.2 Locating And Correcting Errors In Optional Fields

During manual entry of optional fields, the author must invoke validation.  Errors most commonly found in the optional fields are multiple instances of style that are not allowed, and having only one style completed of a set.  For example, the author can not complete enter information for a Title – Customizable Statement without completing the Paragraph – Customizable Statement.  If this is done, an error will be incurred.

Step 54 Select the validate button [image: image41.png]8B valdate:



 from the APPIP toolbar.

Step 55 APPIP will mark the errors with an Error Marker (see Figure 35).  Refer to Appendix D for an explanation of each error.
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Figure 38. Error Code Marker

Step 56 If errors exist, APPIP will mark the errors with an Error Marker (See Figure 38) and the Front - Error Form message box will be displayed with a description of the error(s) to be corrected. (Refer to Figure 36)
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Figure 39. Sample Front Error Message Screen

a. If few errors exist, click Return to Document and correct the errors; otherwise, click Print Error Messages for a hard copy of the errors.

b. The error messages describe the type of error that occurred.  Refer to Appendix D for description of the error messages.  

Step 57 From the FRONT – ERROR MESSAGE screen, click Return to Document.

Step 58 To locate and correct errors identified in the Optional Information, click the error button [image: image44.bmp].

Step 59 The error marker locator numbers list (Figure 40) appears.
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Figure 40. Error Locator Screen

Step 60 The author can select, from the pull-down menu, the precise error marker locator, which will reposition the cursor to that error.

Step 61 Repeat Step 1 – Step 7 until all errors have been corrected.

Step 62 Once all errors have been corrected, validate the document by clicking the validate button [image: image46.png]8B valdate:



, on the APPIP toolbar.

Note:
By validating the document at this point, the author is assured that all errors have been corrected.

Step 63 If no errors are found (Figure 41) appears.
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Figure 41. No Error In Current Document

Step 64 Click OK to continue.

Step 65 Once no errors have been found, click Save to save the document.

3.2.3 Sample Error Correction

This paragraph provides a sample of the steps to follow in correcting an error.
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Figure 42. Example Correcting Error

Step 66 Locate the Error Code Marker in the document.  In the example, no information exists for the Security Statement style.  

Note:
If unsure of the error code, please refer to Appendix D- Validation Errors to identify the error code, causes for the error, and possible remedies to correct the error.

Step 67 Position the cursor at the beginning of the line (aligned with the Security Statement style) and type “Unclassified”.

Caution:
DO NOT press the Enter key.  If the Enter key is pressed, another security statement style is created on the next line.  This generates an error.  If an author continues to type, the information continues to the next line.

Step 68 Click the validate button [image: image49.png]8B valdate:



 to check if all errors are corrected.

Note:
Error code markers are automatically removed if error(s) has been corrected.

4 Body Section

The Body section of an administrative publication contains narrative in an outline format along with any included tables, text tables, and figures.   Body Outline areas include Part, Chapter, Section, Paragraph and Sub-Paragaraphs.

The Body menu option guides authors through Body outline numbering and enters applicable title and paragraph information.  Once the Outline is complete, click the validate button [image: image50.png]8B valdate:



 to ensure outline-numbering styles are correctly applied.

4.1 Opening A Body Document

To open an existing Body document or start a new Body document, click the Body menu from the Create/Edit toolbar.  
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Figure 43. Body Selected 

The Body Document Entry screen will display.  
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Figure 44. Body Document Entry Screen

Step 69 Authors are prompted to supply the administrative publication document type and number, and the corresponding Body area to be edited.  The OUTLINE screen is where authors set the document file name (which is retained when the file is saved) and set up the outline.

a. Enter a document type in the Document Type box.

Note:
Select document type by clicking on the down-arrow and selecting from the list of options.

b. Next, enter a document number in the Document Number box.

Note:
Document number uses the current administrative publication document number.  For example, 25-30 is entered in the Document Number box for AR 25-30.

c. Now enter a number in at least one of the four Body areas: Part Number, Chapter Number, Section Number, or Paragraph Number.

Step 70 Click Process after all document information is entered. The template generates the starting Body document outline numbering and styles for entering data.

Step 71 Click Cancel to abort the document request.

4.1.1 Body Outline Numbering Schema

Selecting a Body area number, such as Chapter 1, identifies the starting document outline numbering schema.  Each Body area is a sub-element of the area above it; for example, a Section is a sub-element of a Chapter.  To select the precise Body area to be created, enter the appropriate number in the corresponding Body area box.  

It is recommended, when creating the Body section, to separate and work on the largest document body chunks to be worked on. This will keep better continuity and control of the body document files.   

4.1.2 Outline Numbering Examples

A common example would be with a document that contains chapters as the largest area.  The document would be separated into files for each chapter.  If the document had 5 chapters, there would be 5 files for the body of the document.  

Example: A document AR25-30 with 5 chapters

AR25-30
APPIP created file

Chapter 1
Ar25-30ptc1sp.doc

Chapter 2
Ar25-30ptc2sp.doc

Chapter 3
Ar25-30ptc3sp.doc

Chapter 4
Ar25-30ptc4sp.doc

Chapter 5
Ar25-30ptc5sp.doc  

If the document to be work on has many Parts to it, then the document files should not be broken up into anything bigger then a chapter.

Example: A document AR 25-30 with Part One containing 3 chapters and Part Two containing 2 chapters.

AR25-30
APPIP created file

Part One

Chapter 1
Ar25-30pt1c1sp.doc  

Chapter 2
Ar25-30pt1c2sp.doc  

Chapter 3
Ar25-30pt1c3sp.doc  

Part Two

Chapter 1
Ar25-30pt2c1sp.doc  

Chapter 2
Ar25-30pt2c2sp.doc  

Below are three examples:

Example 1

The author is assigned to create Section 3 for AR 750-32.

· Document Number:  750-32

· Document Type:  Army Regulation

· Part Number:

· Chapter Number:

· Section Number:  3

· 
Paragraph Number:

Example 2

The author is assigned to create Chapter 2, Section 3, Paragraph 2 for AR 44-12.

· Document Number:  44-12

· Document Type:  Army Regulation

· Part Number:

· Chapter Number:  2

· Section Number:  3

· 
Paragraph Number:  2

Note:
The Word template will NOT display information on Chapter 2 and Section 3.  The titles for Chapter 2 and Section 3 are maintained in a previously developed document, which contains the data for Paragraph 1.

Example 3

The author is assigned to create Part 2, Chapter 3 for AR 348-12.

· Document Number:  348-12

· Document Type:  Army Regulation

· Part Number:  2

· Chapter Number:  3

· Section Number:

· Paragraph Number:  

The file name created is based on the document number entered and the Body section selected.  The document number, part number (pt + number), chapter number (c + number), section number (s + number), and paragraph number (p + number) define the file name used by Microsoft Word.  Below is an example of the document numbering schema for AR 25-30, Part 1, Chapter 2:

AR2530pt1c2sp.doc

Notes:


3. Body areas with no values entered (such as section and paragraph, shown in the schema above) will insert no numbers after the Body area file name information.

4. The first body section to be shown in this example would be Chapter 2.  The remaining parts (Part 1 and Chapter 1) are maintained in previously developed Body section files.

An example of a completed Outline template for AR 25-30, Part 2, Chapter 5, Section III, Paragraph 4 is shown in:

Note:
The first body section to be shown in this example would be Paragraph 4 (4.).  The remaining parts (Part 2, Chapter 5, and Section III) are maintained in previously developed Body section files.
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Figure 45. Sample Body Document Entry Screen

Note:
In the OUTLINE screen, use the mouse to click on a white box to edit an entry.  Use the Backspace or delete keys to change an entry.  Use the tab key to move down from one box to the next.  

Figure 46 is an example of data that has been entered into an outline.  The outline paragraphs are numbered, and the corresponding styles are displayed in the style area. The document number for the example is AR25-30PTC1SP.DOC, which indicates the publication is AR 25–30 in Chapter 1.
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Figure 46. Example Of Body Outline Text

4.2 Outline

The Outline template allows authors to perform four tasks:

· Assign paragraph numbering,

· Divide a document into individual pieces (each piece can be authored individually),

· Automatically apply a document number, and

· Validate the document structure of an administrative publication.

Note:
When the body file is open the table menu bar will be displayed.  This allows the adding of table, text tables, and figures.

4.2.1 Creating Outline Levels

After clicking the Process button, enter the information for the body outline.  This information may be keyed into a document.  It may also be cut from a pre-existing document and pasted into the outline, using the Word editing feature.  The outline numbering hierarchy and required title information (as established by PAM 25-40) for administrative publication documents is shown below:

	Outline Level
	Title

	Part
	Required

	Chapter
	Required

	Section
	Required

	Paragraph
	Required

	Sub-Paragraph 1
	Optional

	Sub-Paragraph 2
	Optional

	Sub-Paragraph 3
	Optional

	Sub-Paragraph 4
	Optional

	Sub-Paragraph 5
	Optional


4.2.2 Managing The Outline Numbering

Authors can edit outline numbering in one of three ways:

· By clicking the mouse on the increase indent icon [image: image55.bmp] to generate the next lower body area (Example: If the outline number is “Chapter 2”, click [image: image56.bmp] to generate “Section 1”, click [image: image57.bmp] again to generate “1.” or next consecutive paragraph number),

· By clicking the mouse on the decrease indent icon [image: image58.bmp] to generate the next higher body area (Example: If the outline number is “Section 1”, click [image: image59.bmp] to generate “Chapter 1”, click [image: image60.bmp] again to generate “Part One”), or

· By pressing the Enter key to increment the current outline level numbering (Example: If the outline number is “4.2.3”, pressing Enter would generate “4.2.4”).

Note:
If data is not entered on the line and Enter is not pressed, the Outline numbering will be disabled at the location where the Enter key was pressed.  (See Appendix C).

4.2.3 Entering Required Titles

To enter the required title information for Part, Chapter, and Section, press the Enter key (after the generated outline numbering) and enter the information.  

To enter the required information data for the Main Paragraph, enter this after the automatic outline numbering is generated and press Enter to generate Paragraph Text style.

4.2.4 Entering Optional Sub-Paragraph Titles

To enter optional title information for sub-paragraphs, 

Step 72 Press Alt+T or the Sub-Paragraph Title icon [image: image61.png]Sub-Paragraph Title (Alt-T)



.  

Step 73 A Sub-Paragraph Title screen (Figure 47) appears for entering paragraph text.  

[image: image62.png]Sub-Paragraph Title





Figure 47. Sub-Paragraph Title Screen

Step 74 After entering the title, click the Continue button.  The entered title appears in italic text, with a character style of Title Text, shown in the style pulled menu

Note:
Sub-paragraphs do not require titles; therefore, press Alt+T only if a title is to be associated with the sub-paragraph.

4.2.5 Entering An Optional Introduction Paragraph

To enter optional paragraph data for Part, Chapter, Section, or Main Paragraph, press the Enter key after the title.  The style, following the title, is the current outline level name and Text (If Chapter and Chapter Title style, the introductory paragraph style is Chapter Text).  

Note:
If no introduction paragraph exists, leave the lines blank.  During outline validation the blank lines are removed automatically.  This will reduce the possibility of deleting the wrong style.

4.3 Validation

During or after completing the Body data entry, validate the document to ensure style information is correctly applied.  Follow these steps:

Step 75 Select validate button [image: image63.png]8B valdate:



 from the APPIP toolbar.

Step 76 If errors exist, validation displays a Body Error Form message box with a description of the error(s) that must be corrected. 

a. If few errors exist, click Return to Document and correct the errors; otherwise, click Print Error Messages for a hard copy of the errors.

b. The error messages describe the type of error that occurred. Refer to Appendix D for description of the error messages and possible corrective actions. Refer to paragraph 6.3 for information on how to locate and navigate to specific error messages.
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Figure 48. Body Error Form Screen

Step 77 If the document is valid, the "No Errors Found, Validation Complete" message box appears (See Figure 49).

[image: image65.png]Valdation Complete:





Figure 49. No Errors Found Message

Step 78 Click OK to complete the validation process.

5 Tables, Text Tables And Figures

Tables in Microsoft Word are used to display information in an organized manner.  Tables allow the user to layout information in rows and columns.  Tables also allow the user to put in headings, calculations, captions and so much more.  Refer to the Microsoft Word Users Guide for further information on Tables.

Administrative Publications also have Figures for illustration purposes.  The Figure option in APPIP allows the author to place a figure placeholder with an associated title into the document.  The USAPA Editor will replace the figure placeholder with the actual figure.  Refer to paragraph 5.3, Figures.

5.1 Table

APPIP allows the author to input tables into the document utilizing APPIP table functions and Microsoft Word table functions.  APPIP specifies where a table will be located in the document and inserts the table number, title, legend (if any), and notes (if any).  Microsoft Word constructs the table, using its Table menu options to create rows and columns, merge cells, and enter table cell data.  APPIP provides the prescribed table styles and locations necessary for USAPA to publish an administrative publication.

There are two types of tables, standard tables and text tables.  A standard table consists of any material that appears in rows and columns.  Text tables consist of material organized by repeated headings appearing at the left margin.  A horizontal line separates each series of entries.

5.1.1 Creating A Table

Figure 50 shows the TABLE INFORMATION screen for entering information required to create a table.

To create a table, follow these steps:

Step 79 Place the cursor at the location in the document where the table is to be inserted.

Note:
Standard tables and text tables can only be inserted into a Body document and Appendices B-Z.

Step 80 Click the Table button [image: image66.bmp] from the APPIP toolbar.  The Table Information screen will be displayed.

[image: image67.png]



Figure 50. Table Information Screen

Step 81 Enter the table label information.  The table label is the number of the table within the document.

Step 82 Enter the table title information.  The table title is the name of the table.

Note:
 After selecting information, the next available option is made available and the following option is enabled.

Step 83 Click the Legend button to enter a table legend (if any) (see paragraph 5.1.2).

Step 84 Click the Table Note button to enter table note(s) (if any) (see paragraph 5.1.3).

Step 85 Once the Insert Table button is clicked, the Insert Table screen is displayed, as shown in Figure 51, and the standard Word table creation process is invoked.


[image: image68.wmf]
Figure 51. Microsoft Word Insert Table Screen

Notes:


5. See the Microsoft Word user’s manual for editing tables.

6. Additional rows and columns may be added during editing.

Step 86 Click OK to insert the table into the document.

Figure 52 is an example of an inserted table. The style area indicates label style as Table Label and title style as Table Caption.

[image: image69.png]W Microsoft Word - AR25-30PTC552P3.00C |15
T)Fle Edt View Insert Format Tools Table Window Help =&
Section = Arial 10 ~'B I U = O-#-A-
DEed SRY BsE| o L% 4 &8 1o 5| ) A > o &
a6 - | || EB crestefedis Front sody Rear - | | EE37able | T Text able tnsert Row | ELegend ke | [rgure | |4 vadate
Sub-Paragraph Tile (Al-T) Section ~ | Proofing + | 3¢ Error | € SymbolFraction | Inclusions «

i m— fi i f i b i B i s PR

Sub-Peragrapht

sub-Peragrapht

sub-Peragrapht

Paragraph

Paragraph Text

Table Label

Table Caption

Table
- able End

& Monitoring the aircraft personnel escape parachute recavery and airdrop systems and

support thereof

b, Providing depot support, supply and maintenance and customer assistance for al aircraft

personnel escape, parachute recovery, and airdrop systems

¢ Ensuring sustained proficiency of all technicians perfarming depot maintenance and

inspection of aircrat personnel escape, parachute recovery, and airdrop systems

55. Commanding General, US. Army Training and Doctrine Command (CG, TRADOC)

The CG, TRADOC, is respansible—

Table 51
Componets of the Body

Part
Chapter
Section
Paragragh

Tile Required
Title Required
Title Required
Title Required






Figure 52. Example Of An Inserted Table

5.1.2 Inserting A Legend

To insert a table legend, follow these steps:

Step 87 Click on the Legend button [image: image70.bmp] from the Table screen to invoke the legend screen.  Refer to Figure 1.

Step 88 Enter legend information in the text box.  Enter information for only one legend entry at a time.

Note:
Legend information appears at the bottom of the table, following the Legend Title style.
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Figure 53. Legend Screen For Data Entry

Step 89 Click on the Next Legend button to add additional legend information.

Step 90 Click the Return to Main button to return to the Table screen.

Note:
Authors may modify existing table legend information by using standard Microsoft Word editing commands.

5.1.2.1 Adding Entries To Existing Table Legends

Authors may add new entries to an existing table legend.  Follow these steps:

Step 91 Position the cursor either at the end of the Table Legend or the Table Legend Title styles.

Step 92 Press the Enter key, which displays a blank Table Legend style.

Step 93 Enter legend narrative aligned with the Table Legend style.

Step 94 Repeat steps 1-3 for each new table legend entry.

5.1.2.2 Adding A Table Legend To An Existing Table

A table legend can be added to a table at any time during document creation or editing.

Step 95 The author must have the cursor in the text aligned with either of the following styles: Table Label, Table Caption, Table or Table End.

Step 96 Once the cursor is placed on any line within these fields, click legend button [image: image72.bmp] from the APPIP toolbar.  The legend information screen (Figure 53) is displayed.

Step 97 Enter legend information in the text box.  Enter information for only one legend entry at a time.

Note:
Legend information appears at the bottom of the table, following the Legend Title style.

Step 98 Click on the Next Legend button to add additional legend information.

Step 99 Click the Return to Main button to return to the Table screen.

Note:
Authors may modify existing table legend information by using standard Microsoft Word editing commands.

5.1.3 Inserting Table Notes

To insert a table note, follow these steps:

Step 100 Click on the Table Note button [image: image73.bmp] from the Table screen to invoke the TABLE NOTE screen (Figure 54).

Step 101 Enter table note information in the text box.  

Note:
Enter information for only one Table Note at a time.

Step 102 Table notes appear at the bottom of the table, following the Table Note Title style.

Note:
Table notes are automatically numbered.
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Figure 54. Table Notes Screen For Data Entry

Step 103 Click the Next Table Note button to enter additional table notes.

Step 104 Click the Return to Main Menu button to return to the TABLE screen.

Note:
Authors may modify existing table notes by using standard Word editing commands.

5.1.3.1 Adding Table Note Entries To An Existing Table Note

Authors may add new information into existing table notes by following these steps:

Step 105 Position the cursor either at the end of the Table Note or the Table Note Title styles.

Step 106 Press the Enter key, which displays a blank Table Note style.

Step 107 Enter note narrative aligned with the Table Note style.

Step 108 Repeat steps 1-3 for each new table note.

5.1.3.2 Adding A Table Note To A Existing Table

Authors may add one or more table notes to an existing table by following these steps.

Step 109 The author must have the cursor in the text aligned with either of the following styles: Table Label, Table Caption, Table or Table End.

Step 110 Once the cursor is placed on any line within these fields, click the Note button [image: image75.bmp] from the APPIP toolbar.  The Note information screen is displayed.
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Figure 55. Table Notes Screen For Data Entry

Step 111 Enter Note information in the text box.  Enter information for only one note entry at a time.

Note:
Note information appears at the bottom of the table, following the Note Title style.

Step 112 Click on the Next Table Note button to add additional note information.

Step 113 Click the Return to Main button to return to the Table screen.

Note:
Authors may modify existing table legend information by using standard Microsoft Word editing commands.

5.2 Text Tables

A text table is another way to list information in columns and rows in a document.  A text table shows data with the cell entry headings running vertically down the page instead of horizontally across the page.  Cell entry headings are listed with each row down the page.  Text tables are used when information is best suited to be listed and grouped this way.  Text tables can only be inserted into the Body section of a document and Appendix B–Z.

5.2.1  Creating A Text Table

To create a text table, follow these steps:

Step 114 Click the Text Table button [image: image77.png][ Text Table.



 from the APPIP Table toolbar.  The Text Table screen is displayed.
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Figure 56. Text Table Screen

Step 115 Enter the Label for the text table.  Label is used to denote the sequence of where the table is in the document.

Step 116 Enter Title for the text table.  Title is a description of the type of data in the table.

Step 117 Enter the Number of Headings.

Note:
The number of headings cannot be blank and must be a numeric value between 1-15.

Step 118 Click Row Entry to enter each text table row entry (see 5.2.1.2).

Note:
 As Label, Title and Number of Headings is completed, the other buttons on the window will become available to the author.

Step 119 Click Legend to enter text table legend (if any) (see 5.2.1.3).

Step 120 Click Table Note to enter text table note (if any) (see 5.2.1.4).

Step 121 Click Exit Text Table to add Text Table to the document and return to the document.

Note:
After selecting information, the next option is enabled and the previous option is disabled.

Step 122 Click Cancel to abort creation of the text table. The author will be returned to the document.

5.2.1.1 Entering Text Table Headings

Follow these steps to enter the cell entry heading:

Step 123 Once the Text Table has been entered into the document, the author will then be prompted for the Headings.  The Enter Entry Heading screen (See Figure 57).
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Figure 57. Entry Heading Screen

Step 124 Click Continue to proceed to the next entry heading.

Step 125 Repeat Step 1 – Step 2 for each entry heading.

Note:
 The author will automatically be prompted for each Entry Heading based upon the number entered in the Text Table screen.

Step 126 After completing entry headings, the system returns to the TEXT TABLE screen.

5.2.1.2 Entering A Row

Follow these steps to enter row information:

Step 127 Click Row Entry button on the Text Table screen to enter data for each row.

Note:
The entry headings are displayed above each entry in the row.
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Figure 58. Row Data Entry Screen

Step 128 Enter the row data in the text screen for each entry.  Figure 58 is an example of data entered for Duty Status, the first entry in the first row of the text table.

Step 129 Select list type, if any, from available radio buttons.  Default selection is “None” (See 5.2.1.2.1).

Step 130 Click Continue.  If Ordered, Bulleted, or Dashed list is selected, enter the prescribed list information (see 5.2.1.2.2); otherwise, wait to be prompted for the next text table entry.

Step 131 Repeat Step 1 – Step 4 until text table entries have been completed.

5.2.1.2.1 Adding Row Entries

When adding Row Entries to a Text Table the new row will be inserted below the cursor placement within the document.  Follow these steps to insert additional Row Entry information styles and narrative:

Step 132 Position the cursor anywhere on the row before the place in which the row is to be inserted.

Step 133 Click the insert text table row icon [image: image81.png]5 Insert Row Entry



.

Note:
If the button is clicked in an incorrect position, the system displays an error message (see Figure 59).
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Figure 59. Entry Screen For Adding Row Entries

Step 134 Click Continue for each entry row in the text table group.

Step 135 Follow the steps in paragraph 5.2.1.2 to enter row data.

5.2.1.2.2 Entering Lists

If the entry includes a list, select the corresponding list type to be entered.  Below is a list of options:

· Ordered – Sequence lists; use lowercase alpha characters.

· Bulleted – List using bullets before each entry.

· Dashed – Using an en-dash before each entry.

Follow these steps to insert a list(s) in a text table entry (see Figure 58):

Step 136 Select the list type to enter (Ordered, Dashed, or Bulleted).  Only one type can be selected.

Step 137 Click Continue, which invokes the selected LIST ITEMS entry screen (Figure 60).
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Figure 60. List Items Screen

Step 138 List Item data can be entered here for each item.

Step 139 Click Next Item to enter additional item data.

Step 140 Click Return to Main to return to the Text Table or NEXT ENTRY screen.

Figure 61 shows the appearance of a text table.
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Figure 61. Text Table Inserted Into A Document

5.2.1.3 Inserting A Legend

Follow these steps to insert a text table legend (Figure 62):

Step 141 Click Legend from the TEXT TABLE screen to invoke the LEGEND ENTRY screen.
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Figure 62. Legend Screen

Step 142 Enter legend information in the text box.

Note:
The legend information appears at the bottom of the text table following the Legend Title style.

Step 143 Click Next Legend to add additional legend data.

Step 144 Click Return to Main to return to the TEXT TABLE screen.

5.2.1.3.1 Modifying Existing Table Legend Entry

Authors may modify existing text table legend information by using standard Word editing commands.

5.2.1.3.2 Adding Text Table Legend Entries To An Existing Legend

Authors may add new information to an existing text table legend by following these steps:

Step 145 Position the cursor either at the end of the Table Legend or at Table Legend Title styles.

Step 146 Press the Enter key, which generates a blank Table Legend style.

Step 147 Enter legend narrative aligned with the Table Legend style.

Step 148 Repeat Step 1 – Step 3 for each new text table legend.

5.2.1.3.3 Adding A Text Table Legend To A Existing Table

Authors may add a legend to an existing table by following these steps:

Step 149 The author must have the cursor in the text aligned with either of the following styles: Table Label, Table Caption, Text Table or Text Table End.

Step 150 Once the cursor is placed on any line within these fields, click Legend from the APPIP toolbar.  The legend information screen is displayed.

Step 151 Enter legend information in the text box.  Enter information for only one legend entry at a time.

Note:
Legend information appears at the bottom of the table, following the Legend Title style.

Step 152 Click on the Next Legend Item button to add additional legend information.

Step 153 Click the Return to Main button to return to the Table screen.

Note:
Authors may modify existing table legend information by using standard Microsoft Word editing commands.

5.2.1.4 Inserting Text Table Notes

Perform the following steps to insert text table notes (See Figure 63):

Step 154 Click Table Note from TABLE screen to invoke the TEXT TABLE NOTES screen.
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Figure 63. Table Notes Data Entry Screen

Step 155 Enter text table notes in the text box.  Table notes appear at the bottom of the text table following the Table Note Title style.

Step 156 Click Next Table Note to enter additional text table notes.

Step 157 Click Return to Main Menu to return to the TEXT TABLE screen.

Note:
Text table notes are automatically numbered.

5.2.1.4.1 Modifying Existing Text Table Notes Entries

Authors may modify existing text table legend information by using standard Word editing commands.

5.2.1.4.2 Adding Text Table Notes Entries With Existing Notes

Authors may add new information into an existing text table notes by following these steps:

Step 158 Position the cursor either at the end of the Table Note or at Table Note Title styles.

Step 159 Press the Enter key, which generates a blank Table Note style.

Step 160 Enter note narrative aligned with the Table Note style.

Step 161 Repeat Step 1 – Step 3 for each new text table note.

5.2.1.4.3 Adding Text Table Notes To A Existing Text Table

Authors may add table notes to an existing table by following these steps.

Step 162 The author must have the cursor in the text aligned with either of the following styles: Table Label, Table Caption, Text Table or Text Table End.

Step 163 Once the cursor is placed on any line within these fields, click Note from the APPIP toolbar.  The note information screen is displayed.

Step 164 Enter note information in the text box.  Enter information for only one note entry at a time.

Note:
Note information appears at the bottom of the table, following the Note Title style.

Step 165 Click on the Next Note Item button to add additional legend information.

Step 166 Click the Return to Main button to return to the Table screen.

Note:
Authors may modify existing table legend information by using standard Microsoft Word editing commands.

5.2.1.5 Modifying Text Table Headings

Follow these steps to modify entry headings:

Step 167 Position the cursor aligned with the Text Table Heading style.

Step 168 Modify the old heading name.

Step 169 Execute validation, which updates all the row headings.

5.3 Figures

The Figure inclusion allows the author to input a figure placeholder and figure title into the document.  For each entry, the author must click the Figure button from the Style toolbar.

Step 170 Place cursor in the document where the figure is to be placed.

Step 171 Click the figure button [image: image87.bmp].  The Figure input screen will be displayed.
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Figure 64. Figure Input Screen

Step 172 The Figure Number is entered into the Figure text entry box.

Note:
Do NOT enter the word Figure in the text entry box.  APPIP will automatically generate the word Figure.

Step 173 The Figure Title is entered into the Caption text entry box.

Step 174 Click OK to return to the document.  APPIP will insert a graphic placeholder in the document with the corresponding figure number and caption below it.

Note:
The USAPA editor will input the figure during final editing of the Administrative Publication.

Step 175 Click Cancel to abort entering a figure number and caption.

6 Style Toolbar

The APPIP has a common Word toolbar to provide special characters, fractions, inclusion, error locator, document proofing format, formatting styles and emphasis styles. Figure 65 depicts the various icon buttons.  The toolbar functions are described in this section.
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Figure 65. Style Toolbar

6.1 Symbols And Fractions

Administrative Publications have a required standard set of special characters and fractions that are not available on a standard keyboard.  Refer to Appendix B for a complete list of the special characters and fractions.  The symbols and fractions can be throughout an Administrative Publications document.

The following steps describe how to insert symbols and fractions into a document.

Step 176 Position the cursor at the insertion point where the symbol or fraction is to be placed.

Step 177 Click the Symbol/Fraction button [image: image90.png]2 symbolFraction



 to display the selection form.  Figure 66 is an example of adding a Latin capital A.
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Figure 66. Special Character Screen

Step 178 Click the down arrow, for the desired symbol type, to review symbols and descriptions from the pull-down menu.

Step 179 Click the special character group (i.e. “Latin”) to insert symbol into the document.  The Latin symbol is inserted into the document after clicking the Latin button (Figure 66).

Step 180 To insert a formatted fraction into the document, enter the numerator and denominator next to the Fraction button.

Step 181 Click the Fraction button to insert the inputted fraction.

Notes:

7. If an invalid fraction is entered, the error Figure 67 appears. Click OK to try again.

8. The fraction symbol uses the character style Fraction.

9. The symbol characters uses the character group Lucida Sans Unicode and Monotype Sorts.
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Figure 67. Invalid Fraction Error Message

6.2 Inclusions

Inclusion information provides a tool to insert address block(s), note(s) about the paragraph, and excerpt(s) from another document or document piece.  Inclusions are valid within the following styles:

· Front

· Paragraph - Summary of Change

· Level 1 Paragraph - Summary of Change

· Level 2 Paragraph - Summary of Change

· Preface Paragraph

· Foreword Paragraph

· Paragraph - Customizable Statement

· Body

· Paragraph Text

· Sub-Paragraph1

· Sub-Paragraph2

· Sub-Paragraph3

· Sub-Paragraph4

· Sub-Paragraph5

· Appendix A

· Paragraph Text

· Appendix B-Z

· Paragraph Text

· Sub-Paragraph1

· Sub-Paragraph2

· Sub-Paragraph3

· Sub-Paragraph4

· Sub-Paragraph5

· Glossary

· Sub-Paragraph1

· Sub-Paragraph2

· Sub-Paragraph3

· Sub-Paragraph4

· Sub-Paragraph5

· Index

The inclusion is entered on the next line following the valid style.  Figure 68 shows the Inclusion menu and available options: Address, Excerpt and Note.
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Figure 68. Inclusion Menu

6.2.1 Position Cursor For Inclusion

Follow the steps listed below to insert and specify where the inclusion is inserted.

Step 182 The author places the cursor within the valid style area where the inclusion is associated.

Step 183 Clicking an inclusion option, the associated input screen (see paragraphs 6.2.2, Figure 71, paragraph 6.2.3, Figure 73 and paragraph 6.2.4, Figure 75) is displayed to enter the narrative.

Note:
If the cursor is not placed on a valid style, an error message will display stating the inclusion is Invalid at that location (Figure 69).  Click OK to select a valid inclusion style location.
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Figure 69. Error Message For Excerpt Inclusion.

Step 184 Clicking the Continue button, will insert the inclusion text into the document, and apply the corresponding style.

Step 185 Clicking the Cancel button will abort the inclusion screen and return the author to the document.

6.2.2 Address Inclusion

The address inclusion provides an address list in block format.
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Figure 70. Inclusion Menu Address Options

Step 186 Clicking on Address will display the Address input screen (Figure 71).
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Figure 71. Address Input Screen

Step 187 Enter text in the shaded (required) and white (optional) text box.

a. The required information fields (shaded) are Addressee, Street 1, City, State and Zip Code (five digits). 

b. The optional information fields (white) are Street 2, Street 3, Zip Code extension (four digits), Country and Telephone.

Step 188 Click Continue to enter the address block into the document.

Step 189 Click Cancel to abort address block insertion and return the author to the document.

6.2.3 Excerpt Inclusion

The excerpt inclusion provides narrative that is not part of the current document.  When entering narrative for an excerpt, only one piece of information can be entered at a time.  For each entry, the author must click the Excerpt button from the Style toolbar.
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Figure 72. Inclusion Menu Excerpt Options

Note:
Paragraph numbers will NOT be auto-generated and requires entry by the author.

Step 190 Click the Excerpt button.  The Excerpt screen will be displayed. (Figure 73)
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Figure 73. Excerpt Input Screen.

Step 191 Enter text in the white text box.

Step 192 Click Continue to enter the excerpt into the document.

Step 193 Click Cancel to abort excerpts insertion and returns the author to the document.

6.2.4 Note Inclusion

The Note inclusion provides narrative that provides an explanation for the previous line.  When entering narrative for a note, only one piece of information can be entered at a time.  For each entry, the author must click the Note button from the Style toolbar.

[image: image99.png]Incusions ~
(=) address
B excerpt





Figure 74. Inclusion Menu Note Options

Step 194 Click the Note button.  The Note input screen will be displayed.
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Figure 75. Note Input Screen.

Step 195 Enter text in the white text box.

Step 196 Click Continue to enter the note into the document.

Step 197 Click Cancel to abort notes insertion and returns the author to the document.

6.3 Error Locator And Navigation

During validation of each document section, various validation errors may be indicated.  APPIP has provided several features to locate and maneuver through the errors.  The initial report is generated on the author’s screen (Figure 76).  The same information can be printed for later review by clicking the Print Error Messages button.  The errors are located in the document by a flashing red displayed block (Figure 77) providing the error message number and error marker number.  The author can refer to Appendix D, Validation Errors, for explanation of the error by cross-referencing the error message number.
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Figure 76. Sample Error Form
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Figure 77. Error Marker In Document

6.3.1 Locating Error Marker

If the author needs to locate a precise error marker within the document, follow the steps listed below.

Step 198 Select the Error button [image: image103.png]X Error |



 from the Style toolbar.

Step 199 The error marker locator screen (Figure 78) is displayed.
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Figure 78. Error Locator Screen

Step 200 The author can select, from the pull-down menu, the precise error marker locator.  Once the error marker locator is selected, the cursor will be repositioned to the error.

Step 201 Repeat Steps 1- 3 until all errors have been corrected.

Step 202 Once all errors have been corrected, validate the document by clicking the Validate button [image: image105.png]8B valdate:



, on the APPIP toolbar.

Note:
By validating the document at this point, the author is assured that all errors have been corrected.

Step 203 If no errors are found (Figure 79) appears.
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Figure 79. No Error In Current Document

Step 204 Click OK to continue.

Step 205 Click Save to save the document.

6.3.2 Navigating Error Markers

The error markers are hyper-linked to permit jumping from one error marker to the next error marker.  Click on the current error marker, which is a flashing red block (Figure 77).  Microsoft Word will move the cursor to the next error marker.

Note:
The last error marker will move the cursor to the first error marker.

6.3.3 Removing the Error Markers

The error markers can be removed from the screen by either deleting the marker during the correction process or they will be removed during the next validation.  If deleting the error marker during the correction process, highlight the marker and select Delete from the keyboard.

6.4 Proofing Format For Review

During the review cycle, the reviewer may want the document double-spaced.  APPIP provides a quick tool to change the publication from single space to double space and back.

Step 206 Select the Proofing (Figure 80) button from the Style toolbar.
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Figure 80. Proofing Menu

Step 207 Proofing mode is initiated by selecting On.
Step 208 Once the document has been double-spaced, the author can print the document, by selecting Print from the File menu.

Note:
If the document is saved with proofing on.  The document will NOT maintain the proofing option setting.

Step 209 Normal mode is initiated by selecting Off. 

Figure 81 is an example of normal versus proofing format.
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Figure 81. Normal vs. Proofing Format

6.5 Increase And Decrease Indent

The Increase Indent [image: image109.bmp] will start the next lower outline level numbering. The Decrease Indent [image: image110.bmp] will continue the previous higher outline level numbering. The Enter key will increment the current outline level numbering.

Examples:

· The current line is main paragraph “1-2.” Clicking [image: image111.bmp] will generate sub-paragraph 1 “a.”.

· The current line is main paragraph “2-2.” Clicking twice [image: image112.bmp] will generate “Chapter 3”.

· The current line is main paragraph “3-1.” Pressing Enter key will generate “3-2.”.

6.6 Formatting And Emphasis

Formatting and character emphasis buttons contained in the APPIP Format toolbar (Figure 82) provides guidance to USAPA for final publication. The buttons described below are standard Microsoft Word formatting and style buttons.
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Figure 82. Format Toolbar

6.6.1 Character Emphasis

The character emphasis styles are Bold [image: image114.png]old (Ctrl+8)]



, Italic [image: image115.png]I |iralic (Ctri+D



, Subscript [image: image116.png]% |Subscript (Ctrl+:



 and Superscript [image: image117.png]Superscript (Ctrl++)|



.  The character emphasis style, inserted by the author for the following Word styles, is preserved during the USAPA editing process.

· Front

· Distribution Restriction Statement

· Destruction Notice

· Paragraph - Summary of Change

· Preface Paragraph

· Foreword Paragraph

· Summary

· Applicability

· Proponent and Exception Authority Statement

· Paragraph - Customizable Statement

· Army Management Control Process

· Supplementation

· Interim Changes

· Suggested Improvements

· Committee Continuance Approval

· Distribution

· Body

· Part Text

· Chapter Text

· Section Text

· Paragraph Text

· Sub-Paragraph1 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph2 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph3 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph4 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph5 (excludes sub-paragraph title (TitleText character style))

· Appendix A

· Appendix Text

· Section Text - Appendix A

· Appendix B-Z

· Appendix Text

· Section Text

· Paragraph Text

· Sub-Paragraph1 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph2 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph3 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph4 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph5 (excludes sub-paragraph title (TitleText character style))

· Glossary

· Section Text - Glossary

· Definition

· Sub-Paragraph1 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph2 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph3 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph4 (excludes sub-paragraph title (TitleText character style))

· Sub-Paragraph5 (excludes sub-paragraph title (TitleText character style))

· Index

· Index Text

6.6.2 Bullets and Numbering Outline

The Bullets and Numbering [image: image118.png]


 icon displays the Bullets and Numbering format screen (Figure 82).  The Bullets and Numbering is ONLY used to Restart numbering for a Main Paragraph in a multi-chapter document segment. For example, if the document includes Part II with chapters 4-7, the main paragraph in chapters 5-7 would require Restart numbering.

Notes:


10. Section style does NOT restart main paragraph numbering, since sections only groups information.

11. Do not change any formatting by selecting Customize button.  Changing Customize will effect the appearance and USAPA acceptance.
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Figure 83. Bulleting And Numbering Screen

6.6.3 Table and Border Formatting

The Tables and Borders [image: image120.png]


 menu displays the Tables and Borders toolbar, which contains tools for creating, editing, and sorting a table and for adding or changing borders to table cells.
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Figure 84. Table and Border Toolbars

6.6.4 Highlighted Text

The Highlight Text [image: image123.png]


 option will surround selected text with a yellow background (as it would appear if the text was highlighted with a highlight marker on white paper).  The highlighted text is NOT preserved during USAPA editing process.

7 Rear Section

The Rear section describes how to use APPIP pre-defined templates in Microsoft Word.  These templates help authors implement the necessary styles for the Rear section of Administrative Publications.
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Figure 85. Rear Menu Selected

Clicking on Rear (Figure 85) opens a drop-down list of menu options shown below.  Figure 85 illustrates the Rear drop-down menu options.

· Appendix A

· Appendix B-Z

· Glossary

· Index

7.1 Appendix A Section

The Appendix A section provides a template to enter document and form references used in an Administrative Publication.

To create a new Appendix A document, see paragraph 7.1.1.  To apply styles to an existing Appendix A legacy document, refer to the APPIP Legacy Users Guide.

7.1.1 Creating A New Appendix A Section

Follow these steps to create a new Appendix A section:

Step 210 Click Rear from the Create/Edit toolbar.
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Figure 86. Rear Menu

Step 211 Click Appendix A from the drop-down list of menu options shown in Figure 86.  The Document Information screen is displayed.
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Figure 87. Document Information Screen

Step 212 Select document type by clicking the down arrow [image: image127.bmp] located to the right of Army Regulation.  See Figure 87 for illustration.

Step 213 Enter the document number to be used.

Note:
The file naming convention for Appendix A is the document type and document number, along with the appendix letter.  This is the document name.  Figure 2 shows an example of selecting AR 25-30 Appendix A; the Word document name equivalent is AR25-30RA.DOC.  The AR indicates this document is an Army Regulation whose document number is 25-30.  The RA indicates that this document is located in the Rear section of the AR 25-30 document and is Appendix A.

Step 214 Click Continue to enter the Appendix A document.

Note:
If the author enters in a document type and document number for an Administrative Publication that was previously created in APPIP, then that document will be retrieved from the archive for editing.

Step 215 Click Cancel to abort the creation of an Appendix A.  The author is returned to the document.

Figure 88 shows the required section numbers and titles, which have been automatically entered.  If an existing APPIP document is used, the system verifies the appendix, section numbering and titles.
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Figure 88. New Appendix A Document

Step 216 Enter, as applicable, the Appendix A introduction information aligned with the Appendix Text style.

Step 217 Enter, as applicable, the Section I, II, III, and IV introduction information aligned with Section Text – Appendix A, following the Section Title – Appendix A style.

Step 218 To enter a referenced document or form numbers, press the Enter key at the end of either the Section Text – Appendix A or Reference Title style.

Note:
Only a Reference Document style can only be inserted following a Reference Title Document style.

Step 219 Enter the referenced document or form number aligned with the Reference style and press the Enter key.

Step 220 The Reference Title style is displayed; enter the document or form title.

Step 221 When entering a required document title in Section I or a prescribed form title in Section III, a cited or prescribed reference is required.  Follow these sub-steps to insert the cited or prescribed reference:

a. After entering the referenced title, press either Alt+C or click the Cited/Prescribed icon [image: image129.png][ Cited/Prescribed (Alt-C)



.

Note:
The Cited/Prescribed paragraph reference is permitted only in Sections I and III; otherwise, an error message is displayed, indicating the insertion is not permitted.
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Figure 89. Error Screen for Prescribed or Cited Reference

b. An input form is displayed for either cited or prescribed (depending on the section number).

	[image: image131.png]Cied in|





	[image: image132.png]





Figure 90. Cited and Prescribed Input Screens

c. Enter the referenced paragraph(s) number and click Return to return to the document.

d. The cited or prescribed paragraph reference is identified with the Cited character style name, located in the style pull-down menu.

Figure 91 is a sample Appendix A document.
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Figure 91. Sample Appendix A Document

Step 222 Repeat Step 7 – Step 12 for each reference.

Step 223 Save the document by clicking the Save Document icon [image: image134.bmp].

7.2 Appendix (B-Z) Section

The Appendix B – Z section provides a template to enter supplemental information used in an Administrative Publication.  Follow the procedures described in 7.2.1 to create a new Appendix B - Z document.

7.2.1 Creating A New Appendix B – Z section

Follow the steps below to create an Appendix.

Step 224 Click Rear from the Create/Edit toolbar.

Step 225 Click Appendix B-Z (Figure 92).
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Figure 92. Appendix B-Z Selected From Rear Menu

Step 226 Now select the document type by clicking the down arrow [image: image136.bmp] located to the right of Army Regulation (Figure 93).
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Figure 93. Document Information Screen

Step 227 Enter the document number.

Step 228 Select the appendix letter by clicking the down arrow [image: image138.bmp] located to the right of the appendix letter or by typing the appendix letter.

Step 229 Click Continue to create the appendix; otherwise, click Cancel to abort the creation of an appendix.

Note:
Only one Appendix can be created at a time.

Step 230 Clicking Continue invokes the APPIP Appendix B - Z template.  Begin entering data into the appendix outline (Figure 94).
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Figure 94. Appendix C - Document Outline Invoked

7.2.2 Establishing An Outline Hierarchy

After completing the Document Information Screen, enter information for the selected Appendix section.  Below is the outline hierarchy, together with required title information, as established by PAM 25-40 for administrative publications. 

	Outline Level
	Title

	Appendix
	Required

	Appendix Title
	Required

	Section
	Required

	Section Title
	Required

	Paragraph
	Required

	Sub-Paragraph 1
	Optional

	Sub-Paragraph 2
	Optional

	Sub-Paragraph 3
	Optional

	Sub-Paragraph 4
	Optional

	Sub-Paragraph 5
	Optional


7.2.2.1 Managing Outline Numbering

Authors can edit the outline numbering in one of three ways:

· By clicking the Increase Indent icon [image: image140.bmp] to generate the next-lower Appendix outline section,

· By clicking the Decrease Indent icon [image: image141.bmp]to generate the next-higher body section, or

· By pressing the Enter key to increment the current outline level numbering.

Note:
If you do not enter data on the line and press Enter, the Outline numbering will be disabled at the location where the Enter key was pressed.  (See Appendix C).

7.2.2.2 Using Required Titles

To enter required title data for the appendix and section, press the Enter key (after the generated Appendix level) and enter the title information.  To enter required title data for the main paragraph, enter the title information after automatic title level is generated.

7.2.2.3 Using Optional Sub-Paragraph Titles

To enter optional title data for sub-paragraphs, press Alt+T or the sub-paragraph title icon [image: image142.png]Sub-Paragraph Title (Alt-T)



.  A screen is displayed (Figure 95) to enter the paragraph text.  After entering the title, click Continue.  The title appears in italic text and has the character style of Title Text.

Note:
Sub-paragraphs do not require titles; therefore, press Alt+T to associate a title with the sub-paragraph.
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Figure 95. Sub-Paragraph Title Screen

7.2.2.4 Using An Optional Introductory Paragraph

An optional introductory paragraph is used to explain the contents or provide further details of the Appendix, Section or Main Paragraph.

Step 231 To enter optional paragraph data for the appendix, section, or main paragraph, press the Enter key after the title.

Step 232 The style following the title is the current outline level name and "Text.”

Note:
If no introductory paragraph exists, outline validation removes the blank lines.  

Figure 96 is an example of an Appendix C outline.
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Figure 96. Sample Appendix C Outline

7.3 Glossary Section

The glossary provides authors with definitions of terminology and is comprised of three sections:

· Section I - Abbreviations

· Section II - Explanation of Terms

· Section III - Special Abbreviations and Terms

The procedures described in 7.3.1 will guide authors through the steps of creating a new glossary document or applying styles to an existing glossary legacy document.

7.3.1 Creating A New Glossary

Follow the steps below to create a new glossary section:

Step 233 Click Rear from the APPIP Create/Edit toolbar.
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Figure 97. Glossary Selected From Rear Menu

Step 234 Click Glossary from the Rear drop-down menu (Figure 97).  The Document Information screen is displayed.
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Figure 98. Document Information Screen

Step 235 Select document type by clicking the down arrow [image: image147.bmp] located to the right of Army Regulation (Figure 98). 

Step 236 Enter the document number.

Step 237 Click Continue to enter glossary terms; otherwise, click Cancel to abort the creation of a Glossary. Clicking Continue displays the screen shown in Figure 99, with the required section numbers and titles automatically entered.  If an existing APPIP document is used, the system verifies the required glossary and section numbering and titles.
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Figure 99. New Glossary Document

Step 238 Enter narrative, if any, aligned with Section Text – Glossary following the Section Title – Glossary style for Section I, II, and III introductory information.

Step 239 If no narrative is required, then press enter to begin Term and Definition entry.  

Note:
During the validation process, the blank line will be removed.

Step 240 To enter a glossary term, press the Enter key at the end of Section Text – Glossary or Definition style.

Step 241 Enter the glossary term aligned with the Term style, and press the Enter key.

Step 242 This displays the Definition style.  Now enter the glossary term definition.

Step 243 For definitions with sub-paragraphs, see paragraph 7.3.1.1.

Step 244 Repeat Step 8 – Step 11 for each glossary term and glossary definition entry.

Step 245 Save the document by clicking the Save Document icon [image: image149.bmp].

Figure 100 is an example of a glossary.
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Figure 100. Sample Glossary Document

7.3.1.1 Entering Sub-Paragraphs Into A Glossary Definition

Glossary definitions may have sub-paragraphs to further explain the definition.  Follow these steps to enter sub-paragraph text:

Step 246 After entering the definition paragraph, aligned with the Definition style, press Enter.  The style name Term is displayed in the style area.

Step 247 Press the increase indent icon [image: image151.bmp] to generate the next-lower sub-paragraph style.

Step 248 Enter text for the sub-paragraph information.

Step 249 Press the decrease indent icon [image: image152.bmp] to generate the next-higher sub-paragraph section.

Step 250 Enter text for the sub-paragraph information.

Step 251 Repeat Step 2 – Step 5 until all definition sub-paragraphs have been created.

Step 252 To enter the next term, press Enter to generate a blank line.

Step 253 Click the Decrease Indent icon [image: image153.bmp] until the style name Term appears in the style area.

Step 254 Enter the next glossary term.  Refer to paragraph 7.3.1, Step 8 for instruction.

7.4 Index Section

The index section provides a keyword cross-reference to the associated paragraph number.  The index, for the administrative publication, is entered manually by the author.

The following procedures will guide the author through the steps of creating a new index document and applying styles to an index legacy document.

7.4.1 Creating A New Index

Step 255 Click Rear, located on the Create/Edit toolbar.
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Figure 101. Index Selected From Rear Menu

Step 256 Next, click Index (Figure 101) to initiate the index template.
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Figure 102. Document Information Screen

Step 257 Select the document type by clicking the down arrow [image: image156.bmp] located to the right of Army Regulation (Figure 102).

Step 258 Enter the document number to be used.

Step 259 Click Continue to enter index topics.  A message is displayed to remind the author to Validate once the section has been completed.

Step 260 Click Cancel to abort creating an Index.  The author will be returned to the document.

Step 261 Enter the index introductory narrative aligned with the Index-Text style.

Step 262 Enter the index topic data aligned with the Topic style.

Note:
A “Topic” style has a two-part input, the Topic Title and Associated Paragraph Number or See Reference.

Step 263 Click the Paragraph Number icon [image: image157.png]Paragraph Number (A-F)



 or press Alt+P to insert the associated paragraph number reference (Figure 103).
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Figure 103. Paragraph Number Screen

Step 264 Click the See [image: image159.bmp] icon to insert the associated See reference (Figure 104).
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Figure 104. See Reference Screen

Note:
The associated paragraph number reference, or the associated See reference can first be entered into the document.  Then the entered text highlighted, and the associated reference button clicked.  This will apply the style to the highlighted text.

Step 265 To insert a sub-topic, click the Increase Indent icon [image: image161.bmp] to generate the Sub-Topic entry.

Note:
 If the Increase Indent button [image: image162.bmp] is selected an extra time, the following line is prompted (Figure 105).  Click the Decrease Indent icon [image: image163.bmp] to return to the Sub-Topic entry.
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Figure 105. Extra Increase Indent Button Selected

Step 266 Click the paragraph number icon [image: image165.png]Paragraph Number (A-F)



 or press Alt+P.  The paragraph number is required for Sub-Topic entry.

Step 267 Click the decrease indent icon [image: image166.bmp] to input the next Topic entry.

Step 268 Repeat Step 8 – Step 13 for the remaining index entries.

Step 269 Save the document by clicking the Save Document icon [image: image167.bmp].

Figure 106 is an example of an index with information that has been entered.
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Figure 106. Example Index Document

Validation For Appendicies, Glossary and Index

Once authors have completed creating or applying styles to Appendicies, Glossaries and Indexes, the sections must each be validated.  Validation ensures that style information is correct and all information is complete.

Follow these steps for Validation:

Step 270 Click the Validation button [image: image169.png]8B valdate:



 from the APPIP toolbar.

Step 271 If errors exist, validation displays an Appendix Error Form message box with a description of the error(s) that must be corrected in the document (Figure 107).
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Figure 107. Validation - Appendix A Error Form

Step 272 If few errors exist, click Return to Document and correct the errors; otherwise, click Print Error Messages for a hard copy of the errors.

Step 273 Authors must correct these errors and follow the validation process until all errors have been corrected.  Refer to paragraph 6, Style Toolbar, paragraph 3.2.2, Locating And Correcting Errors In Optional Fields for instruction on correcting and removing errors.

Step 274 When no errors are found, the screen shown in Figure 108 is displayed.

[image: image171.png]Valdation Complete:





Figure 108. Validation – No Errors Found Screen

Step 275 Click OK to end the validation process.

Step 276 Save the document by clicking the Save Document icon [image: image172.bmp].

Appendix A - Working With Front Narrative

The Front matter section is divided into eight parts: a Cover, Summary of Change, Preface, Foreword, Title Page, Table of Contents, List of Tables, and List of Figures.

Note:
 Some of these sections are not required.  Input fields may vary based upon the selected Document Type.

Each Front matter section part has components identified by a style name, as shown in Table 1, below.  Included in the table are (1) style names, (2) style descriptions (including what information should be included with the style), (3) style requirement levels (if the style is required or optional) and style status (note that the parentheses indicate the style is available ONLY for the specified types of document), and (4) multiple consecutive styles as permitted.

Table 1. Style Description For Front Section 

	Style Name
	Description
	Status
	Multiple
Times

	Document Number
	Identifies the publication number being processed. Document number is obtained from the Document Attribute Information screen.
	Required
	No

	Related Document
	Identifies in Joint Army Pamphlet and Joint Army Regulation the related service publication numbers.
	Required (JAR and JAP)
	Yes

	Series Title
	Marks the document series group.  Series title is automatically obtained from the Document Series Number enter in the Document Information screen.
	Automatic
	No

	Subject Title
	Marks the main title of the document.
	Required
	No

	Distribution Restriction Statement
	Indicates the availability of the current document for release and dissemination.

Note:
The style is mandatory whenever a "Destruction Notice” appears.
	Optional 
	No

	Destruction Notice
	Indicates the method for destruction of the publication.

Note:
The style is mandatory whenever a "Distribution Restriction Statement" appears.
	Optional
	No

	Department Block
	Indicates publication department headquarters information.  The information for the main publication number is auto-generated.  The remaining, if any, is obtained from the Related Documents input form.
	Required
	Yes

	Issue Date
	Specifies the issue date of the publication.

Note:
The date is input by USAPA.
	Optional
	No

	Effective Date
	Specifies the effective date of the publication.

Note:
The date is input by USAPA.
	Optional (CIR and CTA)
	No

	Expiration
	Specifies the expiration date of the publication.

Note:
The date is input by USAPA.
	Optional (AR, AFR and JAR)
	No

	Supersession Statement
	Indicates if a document supersedes a previous version.
	Optional
	No

	Security Statement
	Indicates a security statement printed on the cover title page and cover.  The options are "classified" and "unclassified."
	Required
	No

	Summary of Change
	Marks the heading for Summary of Change information.

Note:
Information is automatically generated for this style.
	Required
	No

	Paragraph - Summary of Change
	Marks the mandatory Summary of Change page(s) introduction paragraph.

Note:
The publication number and title will be generated by the publishing system
	Required
	No

	Level 1 Paragraph -

Summary of Change
	This is the first-level paragraph after the Summary of Change paragraph
	2+ are required
	Yes

	Level 2 Paragraph -

Summary of Change
	This is the second-level paragraph after the Summary of Change paragraph
	Optional.

2+ are required if used.
	Yes

	Preface
	Marks the heading for the Preface information.

Note:
Information is automatically generated for this style.
	Optional (AR, AFR, JAR, JAP, PAMs)
	No

	Preface Paragraph
	Marks preface paragraph information.
	Optional (AR, AFR, JAR, JAP, PAMs)
	Yes

	Foreword
	Marks the heading for the Foreword information.

Note:
 Information is automatically generated for this style.
	Optional (AR, AFR, JAR, JAP, PAMs)
	No

	Foreword Paragraph
	Marks Foreword paragraph information.
	Optional (AR, AFR, JAR, JAP, PAMs)
	Yes

	Signer
	Marks the location for the signer graphic.

Note:
 No graphic is inputted for this style.
	Required
	No

	History
	Marks the publishing history paragraph.
	Required
	No

	Summary
	Marks the Summary statement
	Required
	Yes

	Applicability
	Marks the Applicability statement
	Required
	Yes

	Proponent and Exception Authority Statement
	Marks the Proponent and exception authority statement
	Required
	Yes

	Army Management Control Process
	Marks the Army Management Control Process statement
	Required (AR, AFR, JAR)
	Yes

	Supplementation
	Marks the Supplementation statement
	Required (AR, AFR, JAR)
	Yes

	Interim Changes
	Marks the Interim Changes statement
	Optional
	Yes

	Suggested Improvements
	Marks the Suggested Improvements statement
	Required
	Yes

	Committee Continuance Approval
	Marks the Committee Continuance Approval statement
	Optional (AR, AFR, JAR)
	Yes

	Distribution
	Indicates the level of distribution
	Required
	Yes

	Contents
	Table of Contents
	Required
	No

	Table List
	List of Tables
	Optional
	No

	Figure List
	List of Figures
	Optional
	No


Appendix B – Special Characters, Symbols And Fractions
	Table 2. Special Characters – Greek & Latin

	GREEK
	LATIN

	Α capital Alpha
	À capital A, grave accent

	Β capital Beta
	Á capital A, acute accent

	Γ capital Gamma
	Â capital A, circumflex accent

	Δ capital Delta
	Ã capital A, tilde

	Ε capital Epsilon
	Ä capital A, dieresis or umlaut mark

	Ζ capital Zeta
	Å capital A, ring

	Η capital Eta
	Æ capital AE diphthong (ligature)

	Θ capital Theta
	Ç capital C, cedilla

	Ι capital Iota
	È capital E, grave accent

	Κ capital Kappa
	É capital E, acute accent

	Λ capital Lambda
	Ê capital E, circumflex accent

	Μ capital Mu
	Ë capital E, dieresis or umlaut mark

	Ν capital Nu
	Ì capital I, grave accent

	Ξ capital Xi
	Í capital I, acute accent

	Ο capital Omicron
	Î capital I, circumflex accent

	Π capital Pi
	Ï capital I, dieresis or umlaut mark

	Ρ capital Rho
	Ð capital Eth, Icelandic

	΢ capital Sigma
	Ñ capital N, tilde

	Σ capital Tau
	Ò capital O, grave accent

	Τ capital Upsilon
	Ó capital O, acute accent

	Υ capital Phi
	Ô capital O, circumflex accent

	Φ capital Chi
	Õ capital O, tilde

	Χ capital Psi
	Ö capital O, dieresis or umlaut mark

	Ψ capital Omega
	Ø capital O, slash

	α small alpha
	Ù capital U, grave accent

	β small beta
	Ú capital U, acute accent

	γ small gamma
	Û capital U, circumflex accent

	δ small delta
	Ü capital U, dieresis or umlaut mark

	ε small epsilon
	Ý capital Y, acute accent

	ζ small zeta
	Þ capital THORN, Icelandic

	η small eta
	ß small sharp s, German (sz ligature

	θ small theta
	à small a, grave accent

	ι small iota
	á small a, acute accent

	κ small kappa
	â small a, circumflex accent

	λ small lambda
	ã small a, tilde

	μ small mu
	ä small a, dieresis or umlaut mark

	ν small nu
	å small a, ring

	ξ small xi
	æ small ae diphthong (ligature)

	ο small omicron
	ç small c, cedilla

	π small pi
	è small e, grave accent

	ρ small rho
	é small e, acute accent

	ς final small sigma
	ê small e, circumflex accent

	σ small sigma
	ë small e, dieresis or umlaut mark

	τ small tau
	ì small i, grave accent

	υ small upsilon
	í small i, acute accent

	φ small phi
	î small i, circumflex accent

	χ small chi
	ï small i, dieresis or umlaut mark

	ψ small psi
	ð small eth, Icelandic

	ω small omega
	ñ small n, tilde

	 
	ò small o, grave accent

	 
	ó small o, acute accent

	 
	ô small o, circumflex accent

	 
	õ small o, tilde

	 
	ö small o, dieresis or umlaut mark

	 
	ø small o, slash

	 
	ù small u, grave accent

	 
	ú small u, acute accent

	 
	û small u, circumflex accent

	 
	ü small u, dieresis or umlaut mark

	 
	ý small y, acute accent

	 
	þ small thorn, Icelandic

	 
	ÿ small y, dieresis or umlaut mark


	Table 3. Special Characters - Symbols

	¢ cent sign
	‖ dbl vertical bar

	£ pound sign
	‘ single quotation mark, left

	© copyright sign
	’ single quotation mark, right

	® registered sign
	“ double quotation mark, left

	° degree sign
	” double quotation mark, right

	† dagger
	… ellipsis

	‡ double dagger
	← leftward arrow

	™ trade mark sign
	↑ upward arrow

	¶ pilcrow (paragraph sign)
	→ rightward arrow

	§ section sign
	↓ downward arrow


	Table 4. Special Characters – Math Symbols

	∞ infinity
	␢ slash b

	± plus-or-minus sign
	∅ slash 0

	≤ less-than-or-equal
	′ prime or minute

	≥ greater-than-or-equal
	″ double prime or second


	Table 5. Special Characters - Bullets

	 filled circle
	 filled star

	filled square
	 open start

	 open square
	check

	 filled triangle
	


	Table 6. Special Characters - Spaces

	en space
	punctuation space 

	em space 
	thin space 

	digit space 
	


	Table 7. Special Characters - Fractions

	Additionally, prescribed sets of fractions are available to the author. The series of fractions available are 1/2’s, 1/3’s, 1/4’s, 1/5’s, 1/6’s, 1/8’s, 1/10’s, 1/11’s, 1/12’s, 1/14’s, 1/15’s, 1/16’s and 1/32’s.


Appendix C – Enable Outline Numbering
Microsoft Word outline numbering requires information to be entered after the automatic numbering sequence.  When no data is entered, Microsoft Word will automatically disable the outline numbering (Figure 109).
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Figure 109. Example Disabled Numbering

Follow these steps to enable outline numbering.

Step 277 Place cursor within the document where the outline numbering sequence should begin.

Step 278 Click the pull-down list of styles from the menu bar.  (The style list has the same style name as the associated name in the style area.)

Step 279 Select the style title for the desired style.

Step 280 The style name is highlighted [image: image174.png]


.

Step 281 Press the Enter key to reapply the style.

Step 282 The screen Modify Style (Figure 110) appears.
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Figure 110. Reapplying Sub-Paragraph1 Style

Step 283 Click “Reapply the formatting of the style to the selection?” and click OK.

Step 284 The auto-number will be restarted with the correct sequence.

Below are the available outline styles:

	Outline Level
	Title

	Part
	Required

	Chapter
	Required

	Section
	Required

	Paragraph
	Required

	Sub-Paragraph 1
	Optional

	Sub-Paragraph 2
	Optional

	Sub-Paragraph 3
	Optional

	Sub-Paragraph 4
	Optional

	Sub-Paragraph 5
	Optional


Appendix D - Validation Errors

This appendix describes in detail the error messages generated as a result of errors found during validation. The matrix below lists each error number and its associated error message, which also appear on the Error Form. The errors are grouped by error type as well as by document area (Front, Body, or Rear).  The information is [Text] various, depending on the information provided by the system.  The information in the bracket provides a brief description of the type of information to expect.

Table 8. Validation Error Number And Message

	ERROR NUMBER
	ERROR
MESSAGE
	DOCUMENT
AREA

	1
	Missing [Style Name] style.

   Insert style before [Style Name].
	Front

	2
	When [Used Style Name] is used and has text, 
[Need Style Name] is required and have text.
	Front

	4
	Duplication of [Style Name] is not allowed
	Front

	5
	Must have 2 or more [Style Name].

   See above [Text]
	Body
Appendix B-Z

Glossary

	6
	EXPECTED: [Style Name]
   STYLE:  [Style Name]
   TEXT: [Text]
	Front

Body
Appendix B-Z
Glossary

	7
	Cannot end document with [Style Name]
	Body
Appendix B-Z

	8
	EXPECTED: [Style Name]
   STYLE:  [Style Name]
   TEXT: [Text]  
	Body (Table)

Appendix B-Z (Table)

	9
	EXPECTED: [Style Name]
   STYLE:  [Style Name]
   TEXT: [Text]
	Body (Text Table)
Appendix B-Z (Text Table)

	10
	 [Style Name] not allowed or out of sequence in [Parent Style Name]

   TEXT: [Text]
	Body

Appendix B-Z

Index

	11
	[Style Name] style missing.



OR

[Style Name] style missing.

   TEXT: [Text]


OR

[Style Name] style missing

   [Location of Missing Style].  
	Appendix A

Glossary
Index

	12
	Cited style missing.

   Requires a prescribed reference.

   SECTION: [Style Name]
   TEXT:  [Text]


OR

Cited style missing.

   Requires a cited reference.

   SECTION: [Style Name]
   TEXT:  [Text]
	Appendix A


	13
	Term and Definition style misplaced.

   Too many Term style.

   TEXT: [Text]



OR

Term and Definition style misplaced.

   Too many Definition style.

   TEXT: [Text]
	Glossary

	14
	Sub-Topic requires Topic before.

   TEXT: [Text]
	Index

	15
	Paragraph-Number style missing.

   TEXT: [Text]
	Index


Below are the descriptions for each error message.

ERROR NUMBER 1:


Missing [Style Name] style.

   Insert style before [Style Name].

This error indicates a style is missing and needs to be inserted before the cited style.  For example, in Front Matter the style History is missing. The following error statement would be displayed.


Missing History style.

   Insert style before Summary

The editor would search the Word Style Area (see paragraph 2.4) for the style, Summary and following the instructions in paragraph 6.3 to correct the error.

ERROR NUMBER 2:


When [Used Style Name] is used and has text, 

[Need Style Name] is required and have text.

This error indicates when the [Used Style Name] is present and has text other than the title, the [Need Style Name] is also required to be presented and have text.  For example, in Front Matter when the style Restriction Statement is used and has text, then the Destruction Statement must also be used and have text.  The same is true if the style were reversed.  The important key is that when one has text the other MUST have text.

ERROR NUMBER 4:


Duplication of [Style Name] is not allowed

This error indicates the use of the same style more than once, when style may only be used once. Correct the error by removing or changing the style.

ERROR NUMBER 5:


Must have two or more [Style Name]

See above [Text]
This error indicates that only one style at that outline level was found; however, two or more are required (for example, you cannot have a “1” without a “2” or an “a” without a “b.”).  You must go back to previous paragraphs to see what outline level is missing for the style given. The See above [Text] is point of the next higher outline level where the missing second outline level needs to occur.  For example, if the error was “Must have 2 or more Sub-Paragraph2.  See above [Text]”.  Then the error is above the given [Text], up to the previous Sub-Paragraph1 style paragraph.  There was only one Sub-Paragraph2 between the Sub-Paragraph1 and the text given.

ERROR NUMBER 6:


EXPECTED: [Style Name] 

   STYLE:  [Style Name] 

   TEXT: [Text]

This error indicates that the Word paragraph style in the document is out of sequence from the paragraph style above it.  The validation routine checks the order of the styles in the document outline.  Check the paragraph style above the line in question.  The most common problem is that the next style order was skipped to the next level, or that line has been deleted.  The order for outline styles is as follows:
Part

Part Title

Part Text (optional)

   Chapter

   Chapter Title

   Chapter Text (optional)

      Section

      Section Title

      Section Text (optional)

         Paragraph

         Paragraph Text (required when no Sub-Paragraph1 following)

            Sub-Paragraph1

               Sub-Paragraph2

                  Sub-Paragraph3

                     Sub-Paragraph4

                        Sub-Paragraph5

ERROR NUMBER 7:


Cannot end document with [Style Name]
This error indicates that the last paragraph style in the document was not the correct level to end a document.  For example, the last paragraph style cannot be a Part, Appendix, Section or Chapter (The styles all require a minimum of two Paragraph styles).  This usually would indicate an incomplete document.

ERROR NUMBER 8:


EXPECTED: [Expected Style Name] 

   STYLE:  [Style Name] 

   TEXT: [Text]
This error indicates that a style is missing for the table. The styles for table are as follows:


Table Label


Table Caption


Table


Table Legend Title (optional)


Table Legend  (optional)


Table Note Title  (optional)


Table Note (optional)


Table End

ERROR NUMBER 9:


EXPECTED: [Expected Style Name] 

   STYLE:  [Style Name] 

   TEXT: [Text]
This error indicates that a style is missing for the text table.  The styles for text table are as follows:


TextTable Label


TextTable Caption


TextTableGroup


TextTable Entry


TextTable Item Bulleted (optional)


TextTable Item Ordered (optional)


TextTable Item Dashed (optional)


Table Legend Title (optional)


Table Legend (optional)


Table Note Title (optional)


Table Note (optional)


TextTable End

ERROR NUMBER 10:


[Style Name] not allowed or out of sequence in [Parent Style Name]

   TEXT: [Text]

This error indicates the style is not permitted in this document or in the wrong location.  The [Parent Style Name] is the previous style level and the [Style Name] is NOT the same, next or previous style level in the sequence.  The text line will indicate the narrative is either in the wrong location or uses an incorrect style. For example, in an Index document the style Normal is used.  The error message would be displayed as follows:


Normal not allowed or out of sequence in Index

   TEXT: Administrative Publications

The editor would follow the instruction that pertains to the document type and correct the style or move the text.

ERROR NUMBER 11:


[Style Name] style missing
This error indicates that the style is missing and is required.

ERROR NUMBER 12:

Cited style missing.  
Requires a cited reference.  
   SECTION: [Style Name]  
   TEXT:  [Text]
                 OR

Cited style missing.  
Requires a prescribed reference.  
   SECTION: [Style Name]  
   TEXT:  [Text]
This error indicates that the Character style Cited is missing for that Section of the Appendix A.  Examples: Section I requires Cited information in the Reference Title paragraph style.  Section III requires Prescribed information in the Reference Title paragraph style.  Correct the problem by either entering the cited or prescribed information using instructions in paragraph 7.1.1 Step 12 or select the cited or prescribed text and press the Cited cited/prescribed icon [image: image176.png][ Cited/Prescribed (Alt-C)



.

ERROR NUMBER 13:


Term and Definition style misplaced. 

   Too many Term style

   TEXT: [Text]




OR


Term and Definition style misplaced. 

   Too many Definition style

   TEXT: [Text]
This error indicates that in the glossary the term or definition styles are not used the same number of instances.  The text message will provide the location for the miss-matched term or definition.  Note the error may be above the error text information.

ERROR NUMBER 14:


Sub-Topic requires Topic before.  TEXT: [Text]
This error indicates that a Sub-Topic paragraph style was found before the first Topic style.  This usually occurs at the top of the document.

ERROR NUMBER 15:


Paragraph-Number style missing.

   TEXT: [Text]

This error indicates that in the Index under the Sub-Topic style, the character style Paragraph-Number is missing.  All Sub-Topic entries must contain the character style Paragraph-Number to indicate the indexed paragraph number or see also statement.  This error is corrected by following the instruction in paragraph 7.4.1.
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