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<fill in abstract here>


The template
The template (GeekGatherings.dotm) this document is based on and that you should use for your white papers contains macros. In order to use them, you may have to click Enable Macros or something similar when you create a document based on the template. You may also need to save the template itself as part of the process.
The contained macros and keyboard shortcuts are described later in this document.
Title and author
Edit the Title and Author document properties (choose File, then Info, then edit the properties at the right as shown in Figure 1). These properties are used on the title page, page header, and page footer so you don’t have to edit those manually. In addition, it makes for better searching for the document, both on the desktop and when posted on a web site.
[image: ]
[bookmark: _Ref372556511]Figure 1. Edit the Title and Author properties of the document.
General comment about styles
For historical reasons, the styles for the document match up with the styles used for FoxRockX.
Heading 1, _body text, and _first paragraph
Use Heading 1 for major headings.
The _body text style is for regular paragraphs. It adds blank space between paragraphs so you don't need to add extra returns. The _first paragraph style is automatically used after headings, but it’s formatted the same as _body text. Paragraphs using the _first paragraph style are automatically followed by paragraphs using the _body text style.
Headings other than the session title should capitalize only the first word (and proper names, of course).
Heading 2
Use Heading 2 for second-level headings. There should always be at least one paragraph of text between headings of any level.
Heading 3
Use Heading 3 for third-level headings. The template doesn’t define headings below Heading 3.
Listings
Mention a listing in the body of the text, such as “see Listing 1.” Use the _reference style for the mention. (Word doesn’t have a built-in type of caption for listings. See “Creating a Listing caption type” below for instructions to create one.)
[bookmark: _Ref482955200]Listing 1. Use _listing caption for listing captions. Use the _figure name style for the word “Listing” and the number. The caption goes above the code.
Use _code first line for the first line of a code block.
Use _code for subsequent lines. These three styles are set up to provide space before and after the block and to make entering code as easy as possible.
Use _code last line for the last line of a code block.
There’s also a _code single line style. 
Use _code single line for single lines of code. It adds space before and after.
If you’re only showing a few lines of code (say, five or fewer), you don’t have to create a listing caption for it.
Be aware that you can apply Word’s numbering to code listings. From long-time speaker Rick Borup:
You can use Word’s ‘number list’ icon to apply line numbers to a block of lines that are formatted as code without disturbing the code formatting. This also indents the selected code block one stop to the right, but simply clicking the ‘decrease indent’ icon moves it back to the left margin.
[bookmark: _Ref46493603]Creating a Listing caption type
As noted earlier, while Word knows about figures and tables, it doesn’t natively know about listings. However, you can add listings (and any other type of caption you want) to the things Word knows about. 
To add a caption type of Listing, choose References | Insert Caption to open the Caption dialog and click the New Label button, noted in Figure 2. That opens the New Label dialog, shown in Figure 3. Type Listing in the Label: textbox and then click OK twice.
[image: ]
[bookmark: _Ref46493881]Figure 2. Use the Caption dialog to create custom caption types.
[image: ]
[bookmark: _Ref46493998]Figure 3. Type the caption type you want into the New Label dialog.
Figures
Use _figure caption for figure captions (which go below the figure) and _figure for the figure itself. Like listings, mention the figure in the body, using _reference as the style. See Figure 4.
[image: ]
[bookmark: _Ref372265152]Figure 4. This uses the _figure caption style for the caption and then overlays _figure name for the word “Figure” and the number. (_figure caption is a paragraph style, while _figure name is a character style.) The figure itself uses the _figure style.
If you reference a listing, figure, or table a second time, such as Figure 1, don’t use the _reference style the second time.
Tables
Use _table caption for table captions, which go above the table. Like listings and figures, mention the table in the body, using _reference as the style. See Table 1.
[bookmark: _Ref482955246]Table 1. This uses the _table caption style for the caption but _figure name for the word “Table” and the number.
	Column 1 (_Table Column Head style)
	Column 2

	Text line 1, column 1 (_Table Text style)
	Text line 1, column 2



If the table is followed by a text paragraph (as opposed to a heading), add a blank paragraph of style _Table End after the table to provide some spacing between the table and the following paragraph.
You can use any of Word’s table styles if you wish, as in Table 2.
[bookmark: _Ref482955269]Table 2. This uses one of Word’s table styles.
	Column 1 Heading
	Column 2 Heading
	Column 3 Heading
	Column 4 Heading

	Text for column 1
	Text for column 2
	Text for column 3
	Text for column 4

	Text for column 1
	Text for column 2
	Text for column 3
	Text for column 4


Captions
The best way to insert the caption for figures, tables, and listings is to use the Insert Caption function in the References tab of the Word ribbon; see Figure 5. Because Insert Caption always inserts using the built-in Caption style, we’ve defined macros to insert table, figure and listing captions and change them to the right style, and we’ve provided keyboard shortcuts for them. Use:
Ctrl+Alt+Shift+C for a new figure caption.
· Ctrl+Alt+Shift+L for a new listing caption.
Ctrl+Alt+Shift+T for a new table caption. 
The best way to insert a reference to a figure, table, or listing (such as this one: “Figure 5”) is to use the Cross-reference function in the References tab (or use the keyboard shortcut we defined, Ctrl+Alt+X); be sure to choose the right kind of object and set the Insert Reference To option to “Only label and number.” 
The advantage of doing insertion this way rather than typing “Figure 3” in the caption and in the reference is that if you later add a figure above this one, Word will automatically renumber the captions and references to them (you may have to select all the text in the document and press F9 to force a refresh).
[image: ]
[bookmark: _Ref387408956]Figure 5. Use Insert Caption to add a caption for figures, tables, and listings.
Bullets
Use _bullet first for the first bullet in a list.
· Use _bullet for the middle items in a bulleted list. The styles are set up to make that easy for you.
· Don't forget to make all the bulleted items agree in form. That is, if one is a sentence, all should be sentences. If one is a fragment finishing some lead-in phrase, all should be fragments finishing that lead-in phrase.
Use _bullet last for the last item in a bulleted list.
Summary of styles
Table 3 shows a complete list of the styles available in the template.
[bookmark: _Ref372557945]Table 3. These are the styles available in the template.
	Style
	Used For

	_bio
	Your biography at the end of the document

	_body text
	Most paragraphs

	_bullet
	Bulleted text

	_bullet first
	The first item in a bulleted list

	_bullet last
	The last item in a bulleted list

	_code
	Most code lines

	_code first line
	The first line of code

	_code last line
	The last line of code

	_code single line
	A single line of code

	_figure
	Figures

	_figure caption
	The caption of a figure

	_figure name
	“Figure” and the number in the caption of a figure, as well as “Listing” and the number in the caption of a listing, and “Table” and the number in the caption of a table.

	_first paragraph
	The first paragraph of text under a heading

	_intro
	The abstract on the first page

	_listing caption
	The caption of a code listing

	_reference
	A reference to a table, figure, or code listing in the body

	_table caption
	The caption of a table

	_table column head
	Table column headings

	_table end
	The paragraph following a table

	_table text
	The text in a table

	Heading 1
	Major headings

	Heading 2
	Second-level headings

	Heading 3
	Third-level headings

	Personal Info
	Information about you on the first page

	Session Title
	The document title on the first page


Convert to PDF
Before submitting your notes, please save the file as a PDF. When you do so, there’s an option to create bookmarks based on the headings. In the Save as dialog (or Publish as PDF, depending on which function you use), click the Options button and turn on Create Bookmarks. See Figure 6.
[image: D:\Development\Southwest Fox\2013\Website\images\SaveAsPDFOptions.png]
[bookmark: _Ref372265079]Figure 6. Turn on Create Bookmarks when saving as PDF.
Submit the PDF for inclusion in the conference materials. The naming convention is to use your last name, followed by an underscore and a word or two to identify your session (such as Schummer_Tools or Granor_SQL) for the filestem. For example files, add "_Examples" to the filestem of the ZIP file.
Summary
Don't forget to put a conclusion in your notes.
Biography
Include your biography at the end of the white paper using the _bio style.
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