Word Template Manual

1. Download style sheet onto your computer: The style sheet is a Microsoft Word document. If you cannot open this version in your word processor, contact us <tag6@ircs.upenn.edu> Click on “TAG+6 Stylesheet” and save it on the computer you are working on. Then open it in Word. 
2. Setting up your toolbar: If your toolbar already has the “Style” command displayed (you will see the word “Title” in the window), you can skip this step and go to (3). Otherwise, select “Tools” drop down menu, click on “Customize”, select “Commands” from the tab indexes, select “Format” from the “Categories” list, drag the “Style” command to your toolbar.

3. The Styles: The “Style” command contains all the styles necessary for your TAG+6 paper, as well as some additional styles that can be ignored. These styles are paragraph formatted according to the TAG+6 style sheet so you do not need to define the fonts, sizes, etc., simply select the relevant styles, which are defined below. For example, on the first line of the style sheet, the word  “Title” appears and it is already set in 18-point Times New Roman bold-face. You can simply type your own title here. The styles as they appear on the style command are given in curly brackets throughout the style sheet.

Styles defined for your TAG+6 paper:

Title
Your title

Author
Your name(s)

Affiliation
Your affiliation(s)

Heading 1
Section headings (e.g. 1.)

Heading 2
Sub-section headings (e.g. 1.1.)

Heading 3
Sub-sub-section headings (e.g. 1.1.1.)

Normal
Text throughout

Example
Numbered data


This is the paragraph for the first line of an example.

Example B
Numbered data (b., c., …)


Use this paragraph if you have additional items in your example.

Gloss
The gloss for the examples

Translation


The translation into English

Appendix


Appendices

Reference
References heading

Reference Text
References

Footnote Text


Footnote text

Header
Page numbers, name(s)… for first page, even pages and odd pages

Footer
Copyright information, including your name(s)

This document has already been formatted for you. All you need to do is replace the type with your own title, name, affiliation…. and to select the correct styles from the list when you are typing the remainder of your paper.

If you have already written your paper but haven’t yet formatted it, you could simply copy your paper onto the style sheet page and select the relevant paragraph format. For instance, select your title and select the “Title” style from the toolbar menu. It will automatically put your title in the correct format. You could do this for all the parts in your paper. 

Note that we did not define all the blank spaces or tabs in the examples, because they will vary depending on your individual paper. 

If you have any questions about using the style sheet, please contact us by sending an email to tag+6@ircs.upenn.edu.

