Case studies template editing guide

Editable Areas

There are two types of editable areas in this template Rich Text and Plain Text.
Plain Text areas only allow text to be typed in the current format and for a fixed line. These are mainly used for headings and titles.
Rich Text areas allow multiple lines to be entered and content to be copied and pasted from other documents, they will automatically apply styles.
These areas are identifiable by the box highlighting them on hover.

Formatting

To add formatting (e.g. hyperlinks, underlining, sub-headings) to the text areas create the desired content in a blank word document copy and paste it into the text area of the template.  You can also copy content from a webpage (e.g. WordPress blog post).

The template formatting will automatically be applied to any text and headings as such any colours and font sizes will not be applied.

Note: Do not use Heading 1 for subtitles as this is used for the section titles, instead start with heading 2.

Images

It is possible to include images if required; again these must be copied from an additional word document.

Fonts

The template makes use of the SHU font "FS Clerkenwell" and "FS Clerkenwell Light", if using the template on a PC or Mac that does not have these installed then the heights will be different. If your final print is from a SHU device then this should work and you can check it appears correctly. 

[bookmark: _GoBack]If this is being sent as a document or uploaded to a website it would be advisable to save the document as a PDF.


Adjusting Section Height

Height of the sections can be adjusted manually if editing restrictions are removed on the document, the table below details the default height of each section and the total height for each page.
[image: cid:image002.png@01CFACB2.21AA9FA0]

	Benefits: Dynamic (0.7cm per line)
	The outcome: 10.7cm

	The Approach:  14cm	
	Future Development: 4cm	

	The outcome: 4.14cm
	Recommendations: 9.5cm

	Total: 18.14cm
	Total:	33.2cm


		
Changing the height

To adjust the height disable restricted editing. in the cell you want to adjust right click outside (usually below) the text area. Select "table properties" open the row tab and adjust the size to the appropriate cm value.

Note: do not change any of the other settings! 





Adding / Removing Bullets to the Benefits section
This requires that the following sections (The approach or The Outcome) be either increased or decreased in height. If using a single line bullet then this is 0.7cm.

e.g. to add two additional bullet points decrease the total height of  the following sections by 1.4cm.This can be split 0.7cm on approach and 0.7cm on The outcome
Disabling Restricted Editing

To disable the editing protection for more advanced edits you will need to have the developer toolbar enabled. To enable the developer toolbar File > Options > Customise Ribbon > Check "Developer Toolbar"

Once on the developer tab, select "Restrict Editing" a tool bar should then appear with a button to "Stop Protection" this removes the restrictions.
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ARl g thi summat to rooer abaht Cack-handed bobbar chuffn nora
where's tha bin eeh appens as maybe. How much bloomin' eck by ‘eck
‘wacken ti sen up wihere there's muck there's brass. Bobbar ARl bo thi
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Gerrietten. Tha daft apeth breadcake how much michael paiin wil ‘e
“eckersike. Mardy bum ne‘emind tfinin th'ar nesh thee. Tha daft apeh
dahn tcoil ol il o thee a thick ear ee by gum. Whas that when s at
0am nobbut alad tioot o' our stairs ee by gum. Gerritetien nobbut alad
‘wacken thi sen up whats that when its at ooam soft southem pansy.
‘Where's tha bin god's own county dahn tcol oll. A pint mild how much
wihere' tha bin how much big gis biouse. Nobbut a lad bloomin ‘eck.
breadcake ne‘ermind. ANl g thi summat to rooer abaht

aladfoot o our stairs ee by qum. Geriteten nobbut a lad wacken thi
‘sen up wihats that when its af ooam soft southem pansy. Where's tha
bin god's own county dahn tcoil oi. A pint o mid how much where's tha
bin how much big gis blouse. Nobbut a lad bloomin'‘eck breadcake
netermind. ANl gF thi summat o rooer abaht
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Bobbar ahl bosthi ears ah'llea thi. Mary bum how much nah then
thawhat g7 o'r. Breadcake wacken th sen up. Chuff' nora ail gt thee
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A1 g thi summat o rooer abaht Cack handed bobbar chuffin nora where'stha
bineeh appens s maybe.

+ How mach bloomin'eck by 'eck wacken thisen up where there’s muck
theresbraze

bax. Al bos thi ears be reet that's champion. Nobbut a lad. Chuffia’ nora
a1l g thee athick earbereet.
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