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Traffic Engineering Design Manual

Formatting Instructions for the Microsoft Word Document

Maintaining the text formatting within the Traffic Engineering Design Manual consists of adhering to the established “style” guidelines.  The formatting in MS Word is critical in generating the Table of Contents and creating the bookmarks in the Adobe PDF file. 

Individuals tasked with maintaining this document should be proficient with MS Word, modifying text, modifying format styles, and modifying header & footer.  The individual should be familiar with creating a Table of Contents, and using data fields and section breaks within a document.
Maintaining the Chapter Document

The Manual is divided into Sections; each related to a specific discipline of traffic engineering.  The Sections consists of chapters and appendices.  Each chapter and appendix within the Traffic Engineering Design Manual is saved as a unique MS Word document.  For example: “Section V-Chapter-2.doc”, contains Chapter 2 of the Roadway Lighting Section of the Manual.

Modification of the Manual requires revising the MS Word file, and updating the Table of Contents within the file.  

Styles

Styles attach a standard format (font size, indenting, etc.) to the chapter text.  The Heading style includes a tag used by MS Word to create the Table of Contents.  These tags are also applied in creating the bookmarks in the Adobe PDF file.  The Format and Style Table included in these instructions provides a description of the various formats and styles used in the Traffic Engineering Design Manual.

The “Normal” style is employed throughout each chapter and uses the following format with very few exceptions:

Font:


Arial 12

Margins:

One inch (left, right, top, bottom)

Tabs:


0.5

Justification:

Full

Several other styles are used in the Manual and are noted in Format and Style Table of this document.

Heading Styles

Each paragraph within a chapter is assigned a unique number and a style referred to as a “Heading”.  In generating or updating the chapter Table of Contents, MS Word and Adobe Acrobat will scan through the document looking for the Heading styles.  Each Heading number refers to a “level” within the Table of Contents.  The following Heading styles are assigned within the Manual:

Heading 1
Chapter Number and Title (Adobe PDF Table of Contents level 1)

Heading 2
Level 2 paragraphs (two digits) (MS Word & Adobe PDF Table of Contents level 2)

Heading 3
Level 3 paragraphs (three digits) (MS Word & Adobe PDF Table of Contents level 3)

A paragraph number with more than three digits should not be displayed in the Table of Contents.  The style used for a paragraph number with four or more digits is:

Normal 4
Paragraphs containing four digits

For example, the heading styles are shown with the associated paragraph number and title:

Chapter text
<Heading 2>

2.2 VISIBILITY OF OBJECTS AND LIGHTING QUALITY
<Heading 3> 

2.2.1 Visibility

<Normal 4>



2.2.1.1 Contrast

Heading 1 is used only once in any chapter, and is associated with the chapter number and title at the beginning of the chapter Table of Contents.  This style must be maintained to generate the bookmarks in Adobe PDF.  See the discussion on Table of Contents below.

Document Sections

Consistent page numbering and header information in a chapter is maintained by divided the MS Word document into two sections: the Table of Contents and the Chapter text.  A, “next page, section break”, separates the two sections.

The section break allows MS Word to restart the page numbering of the chapter text at “1”.  MS Word will automatically increment the page number and change the number of pages as the document is revised.  The section break also allows the header in the chapter table of contents to vary from the chapter text as shown below.

Header & Footer

The formats used in the Header and Footer are as follows:

Font




Arial 10

Margin from edge of page:

0.5

The Header contains the Section number and title, and the Chapter number and title.  The format style used for the Header text is “Header”.  The text is aligned “left justified”, however a right tab stop must be placed at the right margin to align the header text with the chapter text.  For Example:


(right tab) (
Section V – Roadway Lighting
Chapter 2 - Engineering Concepts/Guidance

The header in the chapter table of contents differs from the header in the chapter text as shown below:


(right tab) (
Section V – Roadway Lighting
Chapter 2 – Table of Contents

The Footer contains the page number in the format discussed below.  The page number is aligned “center”.  The format style used in the Footer is, “Page Number”.  For Example:

12 of 12

Page Numbers

The chapter Table of Contents has a unique page number: “i”.  However, each page number within the chapter text consists of the “page number” data field and the total number of pages in the section.  For example:  “1 of 12”. 

MS Word displays a data field electronically with gray shading.  This shading will not be reproduced in printing the document or in creating the PDF file.  

The total number of pages refers to the total number of pages in the chapter text, not including the Table of Contents page.  That is, the “number of pages” is the total number of pages in the MS Word section, not the entire chapter.  Typically, this number equals the total number of pages in the chapter, minus 1.  To provide the correct total number of pages in the MS Word section, this number must be added to the footer manually.  Attempts to use the data field “numpages” or “sectionpages” in MS Word versions 97 and 2000 will not provide the required results.  

Maintaining the Chapter Table of Contents

Revising Page Numbers

Microsoft Word will automatically generate the page numbers as pages are added or removed from a document.  However, the page numbers in the Table of Contents will not automatically update with these changes.  Using the “right-click” over the Table of Contents or F9 function key will generate the “Update Table of Contents” window.  Choosing “Update Page Numbers Only” will refresh the page numbers in the Table of Contents without effecting the paragraph numbers and titles.  

Revising Paragraphs

A chapter revision resulting in adding or removing a paragraph will require updating the entire Table of Contents.  Use the “right-click” or F9 function key to view the “Update Table of Contents” window.  The “Update entire table” selection will not only update the paragraph numbers and titles but, will also update the page numbers.  For example, after revising the chapter to add a paragraph, the Table of Contents shows:

2.3
PHOTOMETRY
2
     2.3.1 Coefficient of Utilization and Iso-footcandle chart
3
The table must be updated to show:

2.3
PHOTOMETRY
2
     2.3.1 Coefficient of Utilization
3
     2.3.2 Iso-footcandle chart
4
Inserting a New Table of Contents

In most cases, maintaining the Traffic Engineering Design Manual will not require inserting a completely new Table of Contents.  However, the following instructions are included to provide an understanding of the methods used to generate the Table of Contents for the Manual. 

MS Word automatically generates a Table of Contents by scanning the document and assigning a “TOC” level to each “Heading” Style.  The Table of Contents in each chapter of the Manual is set up to create a TOC level for only the Heading 2 and Heading 3 format styles.  
The TOC level and style is assigned in the window: Insert > Index and Tables > Table of Context > Options.  Under “Build Table of Contents from:”, check the “Styles” box, and set:

Heading 2 style to TOC level 2
Heading 3 style to TOC level 3  

No other levels should be shown.

In order to generate a new Table of Contents, TOC level 1 should not be assigned to any level.  There is also no TOC level assigned to the  “Normal 4” style.  The formats used for the TOC styles are discussed in Format and Style Table.  

Chapter Table of Contents

<Heading 1>

CHAPTER 2: LIGHTING DESIGN.  ENGINEERING CONCEPTS
<TOC2>

(2 digit Table of contents entries)

<TOC3>

(3 digit Table of Contents entries)

Maintaining the Section and Master Table of Contents

A separate table of contents is provided as a master table for the Manual, and in each Engineering Discipline Section of the Manual.  Due to the various problems associated with linking separate MS Word documents, these tables are maintained as separate MS Word Documents.  Unlike the chapter Table of Contents, this table shows only Chapter Number & Title, and level 2 paragraphs.

Section and Master Table of Contents

<TOC1>

SECTION V – ROADWAY LIGHTING

<TOC2>

(2 digit Table of contents entries)

The tables do not provide a hyperlink to a page.  Thus, they can not be up-dated automatically.  Revisions to this table can be performed in two ways; however, the manual method is less tedious.

1. Manually change the page numbers, paragraph numbers, or paragraph titles.

2. Copy and Paste the revised chapter Table of Contents.  When performing this operation, the page number field must be unlinked.  Failure to remove this link will cause printing problems with the Title Page document.

a. Select and “copy” the revised chapter Table of Contents (CTRL-C).

b. In the Table of Contents document “paste” the revised table (CTRL-V).

c. Select the entire section Table of Contents and press CTRL-SHIFT-F9 to unlink the page data fields.

d. Delete all TOC level 3 paragraphs.

e. Reduce the line spacing on the TOC2 format style to 0pt.  The format style TOC2 uses a 12pt line spacing in the chapter tables, however, in the section table of contents and in the master table of contents this spacing results in an excessive gap between lines.  To reduce the line spacing, click on one of the TOC2 entries.  Right-click and select “Paragraph”.  Change the line spacing to “0pt before”, and click OK.  The style will be revised for all TOC2 entries in the document.

The Table of Contents for each Appendix is also maintained as a separate document and is revised manually.  The organization of this table is similar to that used in any section table of contents.
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