
Using the Manual Template
	Introduction
	The California’s Best Practices Manual was first developed for the Department of Education Building as part of the 2006 LEED-EB certification effort. This manual formed the basis for the Best Practices Manual Template.
This Best Practices Manual Template is designed for easy modification by persons who have experience working with Microsoft Word (MSWord) documents.

This guide discusses some of the functions in MSWord that are required to modify the template and publish a manual. 

Note: If this guide does not explicitly cover the MSWord function you are looking for, you are urged to consult the MSWord help system. To access MSWord help, press the F1 key.


	Modifying the manual
	Follow the steps in the sections listed below to modify the template.


	Section
	Page

	Modify Text
	2

	Update Flow Charts
	3

	Update Cross-references
	3

	Re-build the Table of Contents
	4

	Update Section 1: Introduction
	4

	Prepare for Publishing
	4


1.1 Modify Text
	
	Text in the Best Practices Manual Template is color-coded in black and red.


	Do not edit black text
	DO NOT edit black text. The information and policies that appear in black have been developed to apply to all buildings managed by the Building and Property Management (BPM) Division.

If you identify information or policies that appear in black that requires modification, bring these modifications to the attention of your manager.


	Edit red text
	DO edit red text. The information that appears in red should be changed to reflect the building in which the manual is located.

You must first search for editable text before making your changes. See the following sections for more information.


1.1.1 Searching for Editable Text

	
	The editable text appears in red. There are two methods you can use to search for red text: (1) scroll through each page and manually find red text, or (2) use MSWord’s Find tool.

To use MSWord’s Find tool:
1. Open the chapter you want to edit.
2. Press Ctrl + F to bring up the Find window.
3. Click the More button to expand the window.
4. Click the Format button and select Font.
5. From the Font Color list, select Red and click OK.
6. Click the Find Next button.
The cursor will move to the first instance of red text in the document. Click the Find Next button again to find the next instance of red text. 


1.1.2 Working with Tables

	
	Overwrite the placeholder text in tables with your information.

If there are extra rows in the table after you are done, delete them. If you need more rows, add them.

To delete a row:

1. Select the entire row.

2. Right-click and select Delete.

To add a row:
Click in the last cell of the table and press Tab.


1.2 Update Flow Charts

	
	The flowcharts in the manual were developed using Microsoft PowerPoint. 
If you have PowerPoint installed on your computer, do the following:

1. Right-click a flowchart and select Presentation Object > Open.
2. Make your changes.

3. Close PowerPoint.
If you do not have PowerPoint installed on your computer, do the following:

1. Right-click a flowchart and select Presentation Object > Edit.

2. Make your changes.

3. Click outside the flowchart window.


1.3 Update Cross-references
	
	Many of the chapters contain cross-references. If you have added or removed pages, these cross-references need to be updated.
To update cross-references:

1. Open the document you modified.

2. Click on any page.

3. Press Ctrl + A.
4. Press F9.


1.4 Re-build the Table of Contents
	
	All the MSWord documents must be in the same folder before you perform the following steps.
To re-build the table of contents:

1. Open the TOC.

2. Click on any page.

3. Press Ctrl + A.
4. Press F9.
Note: Do not delete the code at the bottom of the TOC. The table of contents is compiled using form fields. Deleting these forms fields will break the TOC.


1.5 Update Section 1: Introduction
	
	Section 1: Introduction contains page references to information contained in other sections of the manual. The primary purpose of these page references is to provide guidance for information that meets LEED-EB requirements.

If you have added or removed pages, manually update the page numbers. The page references in Section 1 are not automated and will not be updated automatically when by updating cross-references.


1.6 Prepare for Publishing

	
	When you are ready to publish your manual, you must change any remaining red text to black.

To change any remaining red text to black:
1. Open a Word document.

2. Click anywhere on the first page.

3. Press Ctrl + A.

4. Right-click and select Font.

5. From the Font Color list, select Automatic.

6. Click OK.

7. Repeat the above steps for every Word document in the manual.
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