(@) One Solufion Ahead

APEX

CRC Press
ICOLD Congress Proceedings EZ-Edit User Guide

Apex CoVantage, LLC

200 Presidents Plaza

198 Van Buren Street
Herndon, Virginia 20170-5338
USA

Apex Proprietary and Confidential



Revision History

Rev Num

1.0

Release Date

October 14, 2019

Changes

Initial Release

Author

C. Baumann

1.1

October 15, 2019

UPDATED to remove all
references to using
template on existing files.
Removed Troubleshooting
section

C. Baumann

1.2

October 25, 2019

UPDATED file format
saving instructions 1.2
added instructions for Art
2.1.6 and Equation 2.1.8
styles;

C. Baumann

1.2

November 15, 2019

UPDATED art style
instructions to include the
new Art-apply style feature
2.1.6; added additional
auto-fill styles (Summary &
Resume) 2.1.2

C. Baumann




1.0

2.0

3.0

Contents

General GUIdelines ........ccooviiiiiiiieeiecee e 11
1.1 Set WORD OpPtioNS.....ccooviiiiiiiiiieeiee e 1-1
1.2 Saving the Document...........ccuvviiiiiiiiiiii e 11
Using the Template.........oceuueiiiiiiiiini 2-2
21 Accessing the ICOLD Standard Styles ...........cccccceeeeiiiiins 2-2
211 Congress Proceedings Tab...........ccccoveeeieeiiiiinnns 2-2
21.2  AUtO-Fill Styles ..o 2-2
21.3  Auto-Numbered Headings.........ccccccvveeiiiniiiiinnnnnn. 2-2
214 Emphasis Character styles ...........ccccccoviiiiiinnnnn. 2-2
215 Header Styles.......coooooiiiiiiiiiiiii e, 2-3
216  Art-Insert File. ... 2-4
21.7 Art-Apply Style ..o 2-4
2.1.8 Figure/Table Dual Numbering...............ccoeeeeeeen. 2-5
2.1.9 EQUAtioNS ..., 2-7
Restrict Document Instructions...........cccceiiiiiiiiiiiiiiiiiiinnn, 31
3.1 Restrict Document ... 3-1
3.1.2 Formatting restrictions..........ccccoooviiiiiiiiiiieieennn, 3-2
3.1.4 Editing Restrictions ...........ccooeiiiiiiiiiiiis 3-3
3.1.5 EXCeptions........cuuceiiiiiiie e, 3-3
3.1.6 Enforcing Protection..........ccccoooiiiiiiiiiiiiiiiiieiee, 3-3



1.0 General Guidelines

1.1 Set WORD Options

The following WORD settings are recommended:

Turn on Bookmarks Display
* Turn on Field Code Shading

To access the Options Menu:

Click the FILE tab and click “Options.”

* Click “Advanced” and scroll through the list to “Show Document Content.”

*  Check the boxes next to “Show bookmarks” and set Field Shading to “Always”
* Click “OK” to set these options

Droperties follow chart data point ©

racked changes to update before printing

1.2 Saving the Document

Files must be saved as.docm format to preserve the custom macros and access to the
Congress Proceedings Ribbon.
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2.0 Using the Template

The ICOLD EasyEdit Congress Proceedings template was designed for creating new
documents in the ICOLD Congress Proceedings design.

To create a new document, open the [COLD EasyEdit Congress Proceedings.docx file by
double clicking on the icon in the folder on your desktop.

2.1 Accessing the ICOLD Standard Styles

Access the complete set of styles by clicking on the Congress Proceedings tab in your
WORD ribbon.

211 Congress Proceedings Tab

This tab includes all of the styles available in the ICOLD EasyEdit Congress Proceeding

Template.
File Home Insert Design Layout References Review View MathType Developer Add-ins EZ-EDIT Workflow v3.6 Acrobat Congress Proceedings W
j % Author Name " b Heading 1 (2 Text % Header FR (I ResumeHeading = = B I U " ! References " [aa] Figure Captian [as] Art
7 Author Affiliation b Heading2 T Equation (%] Keywords (2| Summary Heading | [= 1= 3 x* x. [as] Figure List
Conf. Paper . P Reference Figure .
Info B Country Affiliation | Tirje S Heading3 #i Header FL (-%| Mots-cles iz iz Head Number ] Figure Caption Translation

Conference Info Headings and body text Listing Emphasis Others Figures

The styles included in the ICOLD EasyEdit Templates have been named logically to
reflect the content of the style. Styles should be applied to the text following this logic.

2.1.2 Auto-Fill Styles

Both the Keywords and Mots-cles styles auto-fill with the words “Keywords” or “Mots-
clés” followed by a colon, when the style is applied.

Both the Resume Heading (FR) and Summary Heading styles auto-fill with the words
“Summary” or “Resume” followed by a colon, when the style is applied.

2.1.3 Auto-Numbered Headings

The text Heading styles have been designed to auto-number the headings when the styles
are applied.

2.1.4 Emphasis Character styles

Easy access to characters used to add emphasis (bold, italic, PPt pseript, etc.) are
included in the Emphasis section of the Congress Proceedings tab.
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2.1.5 Header Styles

The ICOLD EasyEdit Congress Proceedings template was designed to apply headers to
every page of the article (except the first page).

To edit the text of these Headers, double click on the first header applied (you will need
to add at least two pages to your document first) and update the text of the header.

' - Word Header & Footer Toaols

Add-ins EZ-EDIT Workflow v3.6 Acrobat Congress Proceedings Design
nt First Page L+ Header from Top: 1.27em E
ht Odd & Even Pages - 't Footer from Bottom: | 1.27 cm
. Close Header

Document Text Insert Alignment Tab e Bratian

Options Position Close

123210 -El-|-1-|-3-|-4-|-5-|-6-|-?-|-3-|-9-|-1¢]l-|-11-|-12-¢-13-|- E IS -0 D TR B I

CL99-R.3
[ oad Page Header
COMBMISSION INTERNATIONALE DES
GRANDS BARRAGES

Proprietary and Confidential ICOLD Congress Proceedings EZEdit- Apex User Guide (1.3).docx

Page 2-3 November 15, 2019




2.1.6 Art-Insert File

To insert image files into the manuscript, click the Art-Insert File style in the Congress
Proceedings Ribbon. When clicked, the User is provided access to the folder where the
current file is located. The User can navigate to the files he wants to insert, select that
file, and the file will be inserted into the document.

The Art-Insert File style will automatically be applied and will auto-center the figure and
add space above and below.

-0 a4 0 - T - Ward
File Home  Inset  Design  Layout  References  Review  View  MathType  Developer  Add-ins [ERECITVSSIIESIENEN O Tell me.. Carmen Baumann £, Share
\;j # Author Name v i Heading 1 2] Text ¥ HeaderFR (| Resume Heading  := i= B I U v W References v [as] Figure Caption [a] Art
& Author Affiliation i Heading 2 7T Equation  “%|Keywords (2| Summary Heading  |= {= &% x* x. [as] Figure List
Conf. Paper _ = e Reference Figure
Info 7B Country Affiliation  Tiye 9 Heading3 # Header FL (% Mots-cles = Head Number [ Figure Caption Translation
Conference Info Headings and body text Listing | Emphasis Others Figures "
L \-3‘|‘2-\‘1-|E-\qw-z-ij-«-\-y.-s‘\-7‘.-n‘\-9‘|‘1o-w11‘|‘1z-w13-|‘o-m5-|‘m-\-x7‘
"
o
; Q93-R.3
2] S feugiat vel-lacus sit-amet-aliaust -Maecenas-gy-ulices:ogin--Gras wis-
3] st vitae ligula iggulis-parfilor:egal:au ex. | oulla el s faugial sedal
k [ insert Picture X
o
B A || « ICOLD Congress Proceedings Template 2019 > User Guide screenshots v | | SearchUser Guide screenshots 0
+ Organize v New folder =~ m @
P Rule 303 ~
3 Rule 322
J TF XML Query B = m
= [ Microsoft Word Equations.JPG Figure.PNG Margins.PNG no figure Ribbon PNG
H ber.PNG
& @ OneDiive AL
o 9 This PC
2 8 3D Objects
3 [ Desktop
A %) Documents
3 4 Downloads
A D Music
I =] Pictures
4
& 8 Videos
2 2 05iE) v
i
% File name: || v‘ All Pictures (".emf:"wmfjpg:” v
@
g Tools Cancel
PAGE: = — 1 + 73

2.1.7 Art-Apply Style
To apply the correct spacing and orientation to art files that already exist in the

manuscript, select the image you want to style and click Art-Apply Style from the
Figures section of the Ribbon.
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2.1.8 Figure/Table Dual Numbering

The Figure and Table number styles included in the ICOLD EasyEdit templates have
been formatted to apply dual numbering that captures the Article Title number and adds
the figure/table number sequential.

The label of “Fig.” and “Table/Tableau” is also included in the formatting of this style,
and will be added automatically when the style is applied before any text is keyed.

Example showing unstyled Figure Caption text. Note that the figure number is not
present.

-0 @A-1 - Dacument1 - Word

File Q Tellme.. CarmenB.. £ Share

E @ [E "= Breaks - Indent ASpa(mg ) EL\

- . [lLineNumbers~ | 3=Lleft (0.64cm - §= Before Opt z § : g Group
Margins Orientation Size  Columns ~ _ _ = —| Pasition Wrap  Bring Send  Selection
S 5 S . b¥ Hyphenation~  SERight 0cm  © j=After Opt : e amer Wy Rotate
Page Setup 5 Paragraph 3 Arrange ~
L [ TS R ‘.gj."1._3‘..4‘..5‘..6."7."sw‘9“‘m‘..u‘..u."u._a‘..;s‘..m._u.‘ -
H
A 1.1-» PRESENTATION GF PROJECT LOCATIONT
7] jectis located at-35 Km from in the Center-

region-of Burkina Faso. -]

® Longitude—s: -+ 01°36'35°W-]
Latitude -» = -+ 12°3660°N.1

The location-ofthe-sile on-a-Google-earth view-is presented-below-{]

1
Gaskaye dam locationt]

Figure captiontranslation]

2.+PRESENTATION -OF GASKAYE DAM-AND-LOCAL-ENVIRONMENTY

2.1-+ GENERALASPECTST

igati .-
serves-alsoo-supply fivestock in-dry seasen-as well-as fo the domestic needs-and

1260 125 12401023 122 1201 1200 119 118 1 17 1160 1 +15 114 1130 101211l 1019

PAGE:3 Page3of6 1344words [J£  English (United States) Ed B - 1 + 8%
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Example showing Figure Number style applied. Applying this style to the empty
paragraph automatically adds “Fig.” and the Article number followed by the figure
number (“1.17)

Document] - Word @ - o
File  Home|Insert | Design [[EBARY References | Review | View | MathType | Developer | Ade-ins | E2-EDIT Warkfiou | Acrabat | Congress Proceec| © Te CarmenB... £ Share
@ r‘n ]E += Breaks ~ Indent Spacing [ [ Align~
01 f[)Line Mumbers~ 3= Left 096 cm - 3= B : ; Uty Group
Margins Orientation  Size Columns ~ . = - Position Wrap Bring  Send  Selection
E . i T b Hyphenation®  S€ Right 7.21cm - Tote Forward - Backward - Pane. “hRotate
Page Setup [ Paragraph & Arrange ~
N [ RN E-AN NS SN '\'g‘\‘Z‘\‘]'I'4'I'§'I'6‘\a7‘\'3‘\‘9‘\‘lO'I'H'I'lZ‘\‘U‘\‘ B LN IS VA -
1.1-» PRESENTATION-OF PROJECT LOGATIONT
T i enter
region-of Burkina-Faso.- 1
n i inates-of the site are ]

Longitude-s: -+ 01°3635"W
Latitude —+ - -+ 12°38°B0°N.]

The-location-of the site-on a-Google earth-view is-presented-below-1]

Fig.1
Gaskaye-dam-locationt]

Figure caption transiationt

2+PRESENTATION-OF -GASKAYE-DAM-AND-LOCAL-ENVIRONMENTY

2.1-» GENERALASPECTST

Kaye-dam i lLearthfill-dam -storing about1.4-millions m3-intended
igation-of-22-H
sen ol

PAGE:3 Page3of6 1346words  English (United States) Ed B - ] + 78

Figure and Table numbering is applied automatically and will start over with each
instance of the Article Title style.

IMPORTANT: Figure/Table captions only apply the label and dual numbering, and will
not remove any text that has been keyed as part of these styles. If the Figure/Table
numbers have been keyed in the source MS, a clean-up of the Figure/Table caption styles,
to remove duplicate text, may be necessary.
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2.1.9 Equations

To add an equation, click the Equation style in the Ribbon to gain access to the
WORD equation tool. The User may type the equation within this field.

-0 HAY N0 - |COLD, EasyEdit Congress Praceedings.dotrm [Compatibility Mode] - Word

File  Home | Inset | Des

T

Equation  Ink
= Equation 2 Normal Text

Design J

X 1, J"" $: = 4§ lim 10

5 e [ 5 {0y wme g Mm A [H

Fraction Script Radical Integral Large  Bracket Function Accent Limit and Operator Matrix
- - - ~  Operator> ~ - - Log~ - -

€E Professional

€% Linear

Tools 5 Symbals Structures ~
[RE BT TR T T TN RS TR SURE-TURT THRS SURY THRE TURTC Rt O - R R, R R s o [=]
Pellentesque- nisl- arcu,- dignissim- et- sem- in,- blandit- facilisis- lacus. Vivamus-
por,sem- in- iaculis, - folis- e at .- & auctor velit
ips ligula.-Phaselius vi terat -at sagitis mautis inferdum I
Sed-at-sem-commodo,-auctorfigulaquis, auslaroraus. T W

ZJapp rquaTion HER !

Thangus: diam: sed: laoreet accumsan - Donec: efficitur- lorem- vitae:
lectus- malesuadla, id- aliquet- quam iristique.- Nullam - ulfricies-vehicula- augue, - ut

‘semper- augue-ultri P ,-at -Aenean-a:
libero-at magna-rhoncus-consequat -Aenean pharetra-vitae: odio -tristique-viverra.
Pellentesque- sodales: pretium- bibendum.- Duis- dapibus- tellus: ac- venenatis:
tincidunt.- Nulla- dapibus varius- mattis.- Nunc- vel- est- a- velit-facilisis- maximus

PAGE:1 Pagelof2 Si0words [J8  English (United States) B B -—1+

ET IR s IR VO L INRE R
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3.0 Restrict Document Instructions

When preparing a manuscript to share with an author or copyeditor, it might be helpful to
restrict the file to prevent the user from adding invalid styles, making undocumented text
changes, or otherwise damaging the integrity of your carefully styled file. Below are
instructions on how to add restrictions to a WORD document.

3.1 Restrict Document

The Restrict Editing feature in WORD restricts the formatting and editing of a document
by password protection.

To access the Restrict Document features, click on the REVIEW tab in the Ribbon. The
following dialog box will appear on the right side of your view window.

— g
tl 2 o @

Compare Elock  |Restrict
= Authors - |[Editing

Compare Protect

[ RstrlctFormattmgandEdrtmgV x
[ —

“ | 1. Formatting restrictions

[T Limit formatting to a selection of
styles
Settings...
2. Editing restrictions
[T Allow anly this type of editing in
the document:

Mo changes (Read only)

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)
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3.1.2 Formatting restrictions

Use this feature to restrict access to a limited number of paragraph and character

styles.
e In the dialog box, click Settings...to access the list of styles.
Formatting Restrictions l m
Styles

Limit formatting to a selection of styles

By restricting formatting to the styles you select, you prevent the ability to
modify styles and the ability to apply direct formatting to the document.
Select the styles you want to allow to be used in this document.

Checked styles are currently allowed:

|| caption {recommended) -
N Chapter Author .
Chapter AuthorFirst Name )

Chapter Author-Last Name

[ All ] [B.eoommended Minimum ] [ None ]

[ Allow AutoFormat to override formatting restrictions
Block Theme or Scheme switching
Block Quick Style Set switching

e Click “Limit formatting to a selection of styles”
e Then check the styles you want to allow the user to access
e Click OK

e NOTE: a dialog warning will appear asking if you would like to remove
any styles which are present in the document but which you have
restricted. Click NO to keep these styles in your document. They will still
be restricted from use when you save the file.

Microsoft Word — I ==

i~
@ This document may contain formatting or styles that aren't allowed. Do you want to remove them?
L * 4

IYes][No][Help]

Was this information helpful?
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3.1.4 Editing Restrictions

Use this feature to limit how changes are made and recorded.

e Click “Allow only this type of editing in the document” and choose from
the drop down menu

Restrict Formatting and Editing v X
1. Formatting restrictions
Limit formatting to a selection of
styles
Settings. .
2. Editing restrictions
Allow anly this type of editing in
the document:
No changes (Read only) [+]

& More users.

3. Start enforcement
Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enfording Protection

e Tracked Changes: tracks any and all changes to the document using
WORDs Track Changes feature

e Comments: allows ONLY comments to be added to the file
Filling in Forms: allows ONLY active fields in forms to be completed (not
likely to be used for book purposes)

[ ]

No changes: allows only a READ ONLY access to the file

3.1.5 Exceptions

This allows selected groups or persons complete access to a restricted file. It is
not recommended to use this feature.

3.1.6 Enforcing Protection

When all of the above settings have been completed, click the “Yes, Start

Enforcing Protection” button and enter a password of your choice, and Save your
document.

Start Enforcing Protection

Enter new password (optional):

Reenter password to confirm:

o) [ s ]
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