Instructions:

Using the WM Master Spec Outline with Text Styles
To import the WM Master Spec format text styles into a document:

1. Open the document in Word.

2. From the pull down menu:  Select >Tools, >Templates and Add-ins

3. Click on the ‘Organizer’ button in the lower right of the ‘Templates and Add-ins’ window

4. The text styles for the document are listed on left side of the window.  On the right side of the window, click ‘Close file’.

5. On the right side of the window, click ‘Open file’ and browse to the ‘WM Master Spec Base Outline.doc’ file to load the text styles into the right hand side of the window.

6. Select everything that has “WMSpec” in the text style names on the right hand side of the window and click on the ‘copy’ button to copy these text styles into the document.  Do not forget to copy the header, footer, spec section number and spec section title text styles.

7. When all “WMSpec” text styles are listed in the left hand side of the window, close the window.

8. In your document, from the pull down menu:  Select >Format, >Styles and Formatting.  A window pane will pop up and you should see a list of all the “WMSpec” text styles that were copied from the master spec file.
To apply the WM master spec text styles to an existing document:
1. Create a new document and follow the directions to import the WM master spec outline text styles into the new document as detailed above.

2. ‘Copy’ the text from the existing document and ‘paste special’ as ‘unformatted text’ into the new document.

3. In the new document, from the pull down menu:  Select >Format, >Styles and Formatting.  A window pane will pop up and you should see a list of all the “WMSpec” text styles that were copied from the master spec file.

4. Select the appropriate sections of text that were pasted into the new document and select an appropriate ‘text style’ in the text style pane to assign a text style to the text.  The text should automatically be reformatted (font, spacing, tabs, outline numbering, etc) to reflect the text style that was selected.

5. Note that all items should have a text style including the header and footer text as well as the spec section number, spec section title, any comments or instructions to the spec writer and the “End of Section” text at the end of the spec.

