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INSTALLING THE LAW REVIEW TEMPLATE

Install Location File Edit View Favorites T.D_0|S Help
Microsoft® Word Template name: UNM_NMLR.dotm @BT O B3| P | B X B[
Address |G C:|
Folders X Mame Size  Type
. H 1) System valume Il & ) Syskem Volume Information File Falder
o Make a folder called TSPLaw on the C:\ drive. e = | Sew Fil Folder
. . 2 test [C)test File Folder
e Copy UNM_NMLR.dotm directly to the C:\TSPLaw directory. @ et = ko
aw i T: File Folder
g LEPDL]T [ UEDIT File Folder
{3 UEwp () UEup File Falder
{2) vhnetsbs — | [)vbneksbs File Folder
NOTE: THE TEMPLATE MUST BE LOCATED IN THIS FOLDER Eﬁifiﬂm | g‘:‘:igg'{sms pe rocer
FOR THE TEMPLATE TO WORK. B i gy
1 objects selected 3 My Compute

Template Security Settings/Setting up a Trusted Location
In Microsoft® Word, a Trusted Location must be set so that the template will work properly.
e Click the File tab, and then click Options.
o Click Trust Center, and then click Trust Center Settings
e Once inthe Trust Center, select Trusted Locations.
o Click Add new location...

General
@ Help keep your documents safe and your computer secure and healthy. Trusted Publishers e
Display Trusted Locati
Protecting your priva i rusted Locations ‘Warning: All these locations are treated as trusted sources for opening files. If you change or
Proofing ) add a location, make sure that the new location is secure.
Trusted Documents
Save Microsoft cares about your privacy. For more information about how Microsoft Word helps to protect your Path Descrigtion Date Modified
rivacy, please see the privacy statements i
Language prieen P i Add-ins User Locations
Show the Microsoft Word privacy statement ActiveX Settings \ C)\..Roaming\Microsoft\Templates\,  Word 2010 default location: User ...
Advanced Gffice.com privacy statement CA\..es\Microsoft Office\Templates\, ~ Word 2010 default location: Applic.
- aibb Customer Experience Improvement Program Macro Settings Ch..ming\Microsoft\word\Startup\, ~ Word 2010 default location: StartUp
ustomize Ribbon
Quick Access Toolbg Security & more Protected View Policy Locations
add-Ins Learn more about protecting your privacy and security from Office.com. Message Bar

Trust Center Microsoft Trustusorth; Computin File Block Settings

Micresoft Word Trust Center

Path: ar AN g i

privacy Options Description: Word 2010 default location: User Templates

The Trust Center contains security and privacy settings. These settings help keep your .
computer secure. We recommend that you do not change these settings. Trust Center Settings.. Date Modified:

Sub Folders: Disallowed

5ddnewmcauon..][ Remove ][ Modify. ]

["] Allow Trusted Loeations on my network (nct recommended)

[ pisable all Trusted Locations

=)

Trust Center Fir=]

Trusted Publishers

e Once the Microsoft Office Trusted Location dialog box e I

Warning: All these locations are treated 25 trusted saurces far opening files. Ifyou change or add a lacation, make sure
addins that the new [ocation is secure.

appears, use Browse to navigate to the TSPLaw directory

User Locations

. . . et sty Ch oKDt Rosmingiberos s Tmplatest, Word 2007 defoult Incsion: Lser Tempintes
JUSt created on your C:\ drive (C\TSPLaw) and Click OK CAProgran Fles GGENMIrosoft OfHEaTemplatss,  Word 2007 ctault Ineation: Applcation Templa..

Message Bar Ci,.\AppDataiRoaming\MicrosoftiATo i Startupy  Word 2007 default locstion: StartUp

- Privacy O ptions Poii
Microsoft Office Trusted Location
e Click OK —

warning: This location willbs treated a5 & trusted source for opering fes, IF you
change or add a location, make sure that the new location is secure.

[z

-
e C:\TSPLaw\ will now appear in the Trusted Locations list. ™

° C I i C k O K Date and Time Created:  5/2/2014 3:48 PM
witsners ) o) o)
o (oc ][ concat ]
cations |

Wiarning: All these locations are trested as frusted sources far opening files, Ifyou change or sdd 3 | Path A A N M o Pt
that the new location is secure, Description: Word 2007 default location: User Templates

Fath Description
Hings User Locations Date Modified:
SeFinm Sub Folders:  Disallowed
e ChualdkyAppData\Roaming\MicrosaftiTemplatest,  Worel 2007 default lacation; User Templates [ addnewloaation., | [ Bemove | [ Modifv., ]
iar C\Program Files BERMicrosoft Office\Templatesy,  WWord 2007 default location: Application Templa. [ Allow Trusted Lacations on my network (ot recommended)
O MappDataiRoamingyMicrosoftysord\Startupy,  Word 2007 default location: StartUp [7] Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted.
tions




Setup UNM_NMLR.dotm as a Global Template
(only needs to be done once)

e Click the File tab, and then click Options.

o Click Add-ins.

e Atthe bottom of the dialog box, select the Drop-down box next to Manage: and choose Templates and click Go...
e Adialog box for Templates and Add-Ins... will appear.

e On the screen under Global templates and add-ins, choose Add...

o Navigate to the C:\TSPLaw drive. Select UNM_NMLR.dotm.

e Click OK. Click OK again. The template is now loaded.

Word Options Templates and Add-i
General D . - . Templates | | Expal | i |
View and manage Microsoft Office Add-ins. P RS chemag | XN pelonRackey |ghinkediCaS
Display Document template
Proofing Add-ins Attach
Save Name = Location Type e ] Automatically update document styles
Language Active Application Add-ins E Attach to all new e-mail messages
9uag Date (XML) CA\...on Files\Microsoft Shared\Smart Tag\MOFLDLL  Action
advanced Financial Symbol (XML) C\...0n Files\Microsoft Shared\Smart Tag\MOFLDLL ~ Action Global templates and add-ins
Instant Messaging Contacts (English) C\..\Microsoft Shared\smart TagdMCONTACT.DLL  Action Checked items are currently loaded.
Customize Ribbon Measurement Converter (Measurement Converter)  C:\..les\Microsoft Shared\Smart Tag\METCONV.DLL ~ Action
Telephone Number (XML} C#\...on Files\Microsoft Shared\Smart Tag\MOFLDLL ~ Action i
Quick Access Toolbar
Inactive ication Add-ins - Remave
Add-in: Date. (X1
Trust Cenlgr Publishe| COM Add-ins ion
Compati Actions ormation available
Locatig ...MEE_ Hleg\Microsoft Shared\Smart Tag\MOFL.DLL
Templates
pecified in list delgription files.
XML Expansion Packs i
Disabled Items
Mangge: TEFETTINNNNN~ | | o Full path:
oK Cancel l Organizer... I | 0K I l Cancel I

Templates and Add-i

| Templates | XML Schema | XML Expansion Packs | Linked CSS ‘

Document template

Normal Attach...
D Automatically update document styles
Attach to all new e-mail messages
Global templates and add-ins

Checked items are currently loaded.

7l uNM_NMLR.dotm -

Remove

IE

Full path:  C:\TSPLaw\UNM_NMLR.dotm

a

[ concel




ACTIVATING THE TEMPLATE

Activating the New Mexico Law Review Template
o Click the File tab, and then click Options.
o Click Add-ins.
e Atthe bottom of the dialog box, select the Drop-down box next to Manage: and choose Templates and click Go...
e Adialog box for Templates and Add-Ins... will appear.
e Place a check in the box next to UNM_NMLR.dotm when you want to activate it
e Click OK. The template is now loaded and ready to use.

Templates ‘ XML Schema | XML Expansion Packs | Linked CSS |

General

View and manage Microsoft Office Add-ins.
Display ' Document template

Proofing Add-ins Normal

Save Name = Location Type 1= [ Automatically update document styles
Language Active Application Add-ins = Attach to all new e-mail messages

Date (XML) C:\...on Files\Microsoft Shared\Smart Tag\MOFLDLL  Action
advanced Financial Symbal (XML) C#\...on Files\Microsoft Shared\Smart Tag\MOFLDLL  Action Global templates and add-ins

Instant Messaging Contacts (English) C\.\Microsoft Shared\smart TagdMCONTACT.DLL  Action Checked items are currently loaded.
Customize Ribbon Weasurement Converter (Measurement Converter)  C:\..les\Microsoft Shared\Smart Tag\METCONV.DLL  Action T LR com

Telephone Number (XML} C:\...on Files\Microsoft Shared\Smart Tag\MOFLDLL  Action 4] UNM_NML. dotm o
Quick Access Toolbar

-

Inactive ication Add-ins
Add-Ins.
A Add-in: Date (1Y

COM Add-ins

Trust Cenfer Publishe! ion

ormation available

XML Expansion Packs
Disabled tems

vangge: TR~ | Go.. Full path:  C:\TSPLaw\UNM_NMLR.dotm
oK. Cancel [ Organizer... [ oK ] l Cancel

A Ribbon named UNM NMLR containing all the functions to process articles should appear along the top.

EJome Insert Page Layout References Mailings Review View Developer UMM MMLR

1. Initialize Document = Style Paragraphs Insert Author Footnote Post-edit Processing en dash T 3 ellipsis =.°.°. About
2. Format Document | Show Style List Change Starting Page #  Remove Hard Returns in FN | em dash § 4 ellipsis .°.°.°.
Format Single Footnote Mo-width optional break
Start Up Style Functions Functions Special Characters | General|




Alternate Method to Activate the Template

Below is another way to load and unload the UNM NMLR Template. The command for the Templates and Add-ins

Dialog can be added to Microsoft Word 2010’s Quick Access Toolbar. Once it is located in the Quick Access Toolbar, the
Templates and Add-ins Dialog can be accessed with one click of the mouse.

Customizing the Quick Access Toolbar
(only needs to be done once)

o Click the File tab, and then click Options.
e Click Quick Access Toolbar
e Expand Choose Commands from: and select Al Commands

e Scroll down the list and choose Add-ins... (#* Addns.)
Add>>

e Click OK.

(commands are listed alphabetically) and select

. Word Options
Word Options - ]
oo N\ Customize the Quick Access Toolbar.
General . Display
| custornize the Quick Access Toolbar ” cha Customize Quick Access Toolbar
Display Procng All Comman = For all documents (default) =
Choose commands from: (0 Customize Quick e . - o
i dd Shape Bef
Frocfing Popular Cammands El Far all documen Language - :d:;:”“ Q :‘“
2@ = & Open
Save Popular Commands -~ o ] ape = & Open Recent File
Cammands Mot in the Ribban B c vbon Add Sonwons G close
Language ‘—1 Mews = Add Text <Separat
ﬁ Cpen Quick Access Toolbar Add Text @ save
Advanced Macros D'\ Close i 4§ Add to Favorites. 9 unc
7777777777 i Add/Remove Space Before It}
ave Trust Center
Customize Ribban File Tab G Open Recer Adcins
__________ @ Address Slock.
Quick Access Toalbar Home Tab <Separatol @ Address 80ok.. o
¥} Undo Adjust [ add>> | -
Add-Ins Insert Tab Adiust @ "
Page Layout Tab O PRedo Adjust List Indets [<<Bemore | i
Trust Center Freferences Tab A styles., g
Mailings Tab | style !
Review Tab 3 Font (£ Advanced Layout
Wiew Tab =Separatol I Advanced Layout: Position
j T Jat B Advanced Layout: Size
Developer Tab emplates [ Advanced Layout: Text Wrapping
Add-Ins Tab Advanced Tools.
12 Align
=l Align Bottom
Smarthrt Tools | Design Tab " "
| Desig =l Align Sottom Cente 2 i oo
Smarthrt Tools | Format Tab
Show Quick Access Toolbar below the Ribbon Import/Export v |
=

Activating the Law Review Template using the Quick Access Toolbar

Templates and Add-ins

4 Normal - g

Templates | XML Schema | XML Expansion Packs | Linked €55 | I
" - ; ||| Document template
Home Insert Page Layout References Mailings Review View
= c Add:Ine [ Automatically update d 1t styl
=R # Cut T g a o A utematically update document es
libri - - - 23} = v i 2 g
,j R Calibri (Body) 1 A A Aa ‘) S *1 Manage the add-ins available for Attach to all new e-mail messages
53 Cop e z e
use with this file,
N\ . ab =| = Global templates and add-ins

Paste P 2 B 7 U -~ ae x, X A~ ¥ . A ‘E—} =E =

Checked items are currently loaded.
[l UNM_NMLR. dotm -

Add...

B

move

e Theicon for Add-ins... will appear on your Quick Access Toolbar

e Click on this icon in your Quick Access Toolbar and the Templates and
Add-ins Dialog box will appear. Place a check in the box next to
UNM_NMLR.dotm when you want to activate the template.

Full path: - C:\TSPLaw\UNM_NMLR.dotm




WORKING WITH FILES

Open the document to be styled in Word and make sure the UNM NMLR Template is loaded and the UNM NMLR

Ribbon appears at the top.

Pre-Coding Guidelines for Documents

The body and footnotes of the document will be styled using the Template. In the case of extracts (or indented/block
guotes), please use the following coding structure prior to running Step 1. Initialize: so that the block quotes will be

styled properly:

Start Tag Contents End Tag
=xt Level 1 Block Quote in Text or Footnote =ft
=xt2 Level 2 Block Quote in Text or Footnote =ft
Exam p I €. Ex-mei-tamquam-menandri-omittantur, erroribus pertinaciano-cum.-Ea-duo-dolorem-gubergren. Invel-

vero-voluptuascaevola, -mea-sonet-putentmolestie-cu.-Quod-alii-ludusid-his,vis posse-soleat-

consequunturno, te-mea-latine-feugait-deseruisse.q

—® =xtThis<s-an-example-of-a-level-1 Block-Quote.-An-errem-accumsan -eum,-id-
augue-consectetuer-ius. Eumtenihil principes-efficiendi,-ea-nec-splendide-
concludaturque. Ne-mea-nibh vidisse reprehendunt, vel -cu veniam tamquam-

instructior =ft{ €———

Mel nusquamplatonem mediocrem-ei.-Mei-decore-quidhm dolores cu. Sit-ea-impeditargumentum, te-
dicam-inviduntduo,elitr-pericula-convenirevix ne.-Ei-ignota-vocibus-delicatissimi-est, -case-democritum-
ei-sea.- Utamur-expetendis-ea-duo .|

STEP 1: Initialize the Document

e Select 1. Initialize the Document from the UNM NMLR Ribbon.

o This step will copy the existing article into a new document which must be saved. The original article will still be
open and can be closed. This step also provides some base formatting to the article and provides some general

cleanup.

o When this item is complete, a dialog box stating that this step is complete will appear. Click OK.

Note: Initialize the Document MUST be performed first. The rest of the template functions will not work unless this step

is run first.

STEP 2: Format the Document

e Select 2. Format the Document from the UNM NMLR Ribbon.

e The following dialog box will appear:
e Fill in the appropriate information and click OK.

e This step will size the document to the proper page size and input

your header information.

Article Information

Right Running Head:

Volume: Season and Year: Starting Page #:




Style Paragraphs ) 1
e Choose Style Paragraphs from the UNM NMLR Ribbon. Styes - Low Review [N e

e Style Paragraphs will highlight one paragraph at a time and allow the el ] Footnotes |

user to apply the desired style.

e Once astyle is selected, the next paragraph is highlighted. o e

e The user may travel through the document, paragraph by paragraph, Article Title
applying a desired style to each paragraph.

e The Back and Forward Buttons allow the user to proceed either
forward or backward without changing the existing style.

e If styling of the Footnotes is needed, use the Footnotes tab and be
sure to choose: Go to Footnote Section.

Article Title-Book
Review

Author Name-Book

Author Name .
Review

Document

Note: Wherever the cursor is located within the document when Style Paragraph is
selected from the Ribbon, is where the first paragraph will be highlighted. This

allows the user to start and stop use of this function as desired and start with Block Quote 1 -Text
current paragraph.

Block Quote 2 -Text

Hint: When using the style paragraphs feature, each style button has a keyboard
shortcut. The underlined character should be used with the ALT key. For
example, to apply the Head 1 style, use Alt-1.

Style Note: After step 1. Initialization, the majority of the document should be
styled properly. The text body will be styled as _Document (with the
exception of any pre-coded Block Quotes). It is recommended to simply Alt-
F (Forward) over _Document styled paragraphs rather than reapplying the _Document style. Reapplying the
_Document style could remove small cap and italic formatting from the paragraph. The same holds true for the Footnote
Section. In fact, after Initialization, the entire footnote section should already be styled as _Footnote and it should only
be necessary to apply breaks in web addresses so they appear more attractive in print. Reapplying the _Footnote style to
footnotes already styled as such may remove small cap and italic formatting.

r5‘[)(Ie List A ﬁj
Styles List st |
Upon reviewing the styled document, it may be necessary to change some styling that was | Seimizd |
automatically formatted by the template. P
To avoid stepping through the entire document (as detailed in Style Paragraphs above) or to simply [
apply styles to desired paragraphs, select Style List from the UNM NMLR Ribbon to display a uhor o - ook Revier
dialog box containing the Law Review Styles. Aostroct
A A Document
To apply styles using the Styles List: Head 1
o Select Show Style List from the UNM NMLR Ribbon. :
e The Style List will appear. Head 3
o Either highlight the entire paragraph or simply place the cursor at a single location within the H
paragraph you wish to style. (Do not highlight just part of the paragraph.) -
o Select the style you wish to apply and the paragraph will be styled accordingly. -
Footnote
Paragraphs may be styled using either method from the template, or by using the Style Pane as ::;’ :E;
provided by Word. e




FUNCTIONS

Insert Author Footnote

e Ifitis necessary to enter a footnote for an author, select: Author Footnote Characters IR il
Insert Author Footnote from the UNM NMLR Ribbon while Make sure cursor i placed at the end of the
your cursor is placed where the footnote symbol should be inserted. Buthoyiians
The following dialog box will appear: e

e Enter the desired symbol(s) for the footnote symbol. |

e Click OK

e Enter the footnote information. (You may use the enter key while in the text (Foamote ey AN S|
entry box to place hard returns in the author’s footnote if necessary. Text that Enter Footnote in the space below:
had been copied prior to running Insert Author Footnote maybe pasted into
the entry box.)

o When complete, click OK.

o The author’s footnote will automatically be placed at the beginning of the
footnote section.

=

Change Starting Page Number
e Select Change starting page # from the UNM NMLR Ribbon. _ Cancel |
¢ In the information box, enter the desired starting page number. “

e Click OK.

Formatting a Single Footnote
If a Footnote has to be added after Initializing the Document, this function can format the added footnote.

e Add the footnote where needed in the document. Format a Single Footnore AN ==
e Highlight the entire Footnote within the Footnote section.
) . Please make sure Footnote to be styled is highlighted entirely.
e Select Format Single Footnote from the UNM NMLR Ribbon. Click OK o proceed.
e Select OK if the footnote is highlighted. If you have forgotten to
highlight the footnote, select Cancel and select the entire footnote. oK Cancel

Post-edit Processing

Occasionally, white background shading may occur on some text. This may cause descenders to be cut-off on previous
lines. To prevent this from happening, it is recommended to run Post-edit Processing from the UNM NMLR Ribbon
and the background shading will be removed. Note: this may or may not remove shading that is purposely put into place
as a highlight technique.

Remove Extra Hard Returns in Footnotes

If there are extra hard returns between each footnote within the footnote section, select Remove Hard Returns in FN
from the UNM NMLR Ribbon. This should only be run if necessary.



SPECIAL CHARACTERS

Quick shortcuts to a few special characters have been added to the UNM NMLR
Ribbon. em dash & 4 ellipsis .°.°.°,

Mo-width optional break

en dash T 3 ellipsis =.°."°.

Special Characters
en dash, em dash, pilcrow and section symbol

To place either an en dash, em dash, pilcrow or section symbol, simply place cursor at appropriate location and click on
the desired character. This will replace any currently selected text.

For example, to replace a hyphen with an en dash, simply highlight the hyphen and click on en dash from the ribbon. The
hyphen will be replaced with the en dash.

3 and 4 ellipsis
To place 3 or 4 ellipsis that match your style within the document, select 3 ellipsis or 4 ellipsis. This will replace any
highlighted text.
3 ellipsis: starts with a non-breaking space, contains non-breaking spaces within and ends with a regular space.
4 ellipsis: contains non-breaking spaces within.

No-width optional break

The no-width optional break character can be used to place optional breaks in a very long line of text that contains no
spaces (such as web addresses). Place this character at locations where your style allows breaks. If a line is too long to fit
with other text, Word can break at any location you have set with this character. It is a hidden character and will not
appear.

BEFORE: (notice that the entire web address gets moved to the next line leaving large gaps in the previous line):

May-25.-1999,-at-F1-(“[T]he-General- Accounting-Office-has-estjimated-that-16,000-t9.20,000-
experiments- on- an- unknown- number- people-
[www.lawreview.com/insertoptionalbreaks/sowordcanbreak/ifnecessarylconducted-in the United-
States-each-vear.~And-the number-andcomplexitv-of'studies. -which-might-involve-thousands-of

AFTER: Place no-width optional breaks within the web address and word will break at these locations — only if necessary:
May-25,-1999 -at-F1 -(“[Tjhe-General-Accounting-Oﬂice-has-estirm.@(‘i-that- 16,000-to- 0-
experiments- on- gf- unknown- number- people- www.lawreview.comlll/insertoptionalbreaks[il
/sowordcanbreak(l/ifnecessary -conducted-in-the-United-States-each-year.--And the -number-and-
comnlexitvofstdies. which-might-involve thousands of-natients_-annearto he risinesharnlv ;-

Since these are hidden characters, this is what the same line looks like without the hidden characters showing:

May 25, 1999, at F1 (“[T]he General Accounting Office has estimated that 16,000 to 20,000
experiments on an unknown number people www.lawreview.com/insertoptionalbreaks
/sowordcanbreak/]ﬁlecessary conducted in the United States each year And the number and

S [PUDRRE RN BPIR: 3 I I T VIR SRR ST, [ D D SR N . R

CREATING PDFS

PDFs must conform to Sheridan’s print guidelines for submission. Please refer to the documentation located here:
https://caesar.sheridan.com/tsp_procedures/procedureFiles.php?dir=%2FWindows/Word_to_PDF

for instructions on how to create print-ready pdfs or ask your account manager for guidance.



https://caesar.sheridan.com/tsp_procedures/procedureFiles.php?dir=%2FWindows/Word_to_PDF
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