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Heading 1 (starts new page)
Body Text automatically starts after Heading tags. Press Enter only one time after each paragraph. The space between paragraphs will be automatically inserted.
This is a new paragraph. Each time you press Enter the Body Text style is automatically selected.
Heading 2
To view the styles in MS Word, select Format>Styles and Formatting. Select “Available styles” from the Show drop-down at the bottom of the Styles menu so that you only see styles used in this template.
Case Study Header
Case study text. 
 The horizontal rule below the text is automatically generated with the case study style.

Heading 3
The Heading 3 style above is automatically followed by the body text style.

Heading 4

This template contains four levels of Heading styles (1 – 4).
Lists and Emphasis

Bullet Lists
There are two levels of Bullet List styles
· List Bullet generates the 4-dot Gold bullet symbol. 

· List Bullet 2 generates a purple dot.
· Another Bullet 2
· List Bullet
Numbered Lists

Square Bracket Numbered List
[1] The List Number style creates numbers in square brackets

[2] This is the second entry.

Conventional Numbered List

1. List Number 2 creates a numbered list without square brackets

2. The second numbered item.
Emphasis Styles

There are two emphasis styles. The Emphasis style is bold italic in Oasis purple. The Gold style is bold PKI Gold.
Definitions

Word to be defined
Press tab to insert definition. The text will automatically wrap to align with the tabbed text.

Next word
If you want the word that you are defining to be bold, then select the word and press Ctrl B.
Picture Styles

Pictures should be inserted in line with the text so that they do not wander around. Select the Picture style and then insert the picture.
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The caption style will automatically follow the Picture style
More Styles

Table of Contents
The Table of Contents is automatically created from the Heading 1 and 2 headings in this document.

To update the Table of Contents, select it and press F9.

Indexes

Indexes
Footnotes
There are two types of Footnotes, Bottom and Endnotes.
Bottom Footnotes 
To create a footnote that appears at the bottom of the page, put your cursor at the point where you want to add a footnote and select Insert>Reference>Footnote.
 Select Footnotes from the Footnote menu and make sure “Bottom of Page” is selected in the drop down menu.
End Notes

To create an End Note footnote, select Insert>Reference>Footnote and then click the EndNote radio button.
  Make sure that End of Document is selected in the drop down menu.
Table
This template contains a custom table style. Table Style 1 is a vertical table that can be inserted in text. To use this style select Table>Insert>Table. Select the number of rows and columns that you want. Click Autoformat and then scroll down and select Table Style 1.  Make sure that special formatting for the first column, last column and last row are unchecked. A blank table like the one below will appear. Select the whole table by clicking on the small x over the top left corner and pick the style Table Text. When you enter text in the cells, it should look like the text below.
	Column One
	Column Two
	Column Three
	Column Four
	Column Five

	Use the style Table Text in a table
	Column Two text
	Column Three text
	Column Four text
	Column Five text


Notes

� The cursor will automatically go to the bottom of the page after you select Insert.





� This is an Endnote generated at the end of the Document.
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