Tips for Working in Microsoft Word in the CodySoft Editor application
Microsoft Word Tips for CodySoft Users
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Here are some tips for users of Microsoft Word in the CodySoft Editor application:
[bookmark: _Toc460923465]Disassembling and Reassembling documents: 
If you decide to break apart documents so that different users can work on them simultaneously, we strongly suggest that you don’t copy and paste Tables of Contents, section breaks, or any other global Word formatting attributes that could be affected by disassembling and reassembling documents.
The safest method of breaking apart documents is to keep a master document, and copy and paste discrete sections of text rather than whole chapters. Here’s an example. If you want a pharmacy person to work on Chapter 5, take the following steps.
1. Select the text beginning with the first header after the page break following the Table of Contents for Chapter 5, and ending with the last paragraph before the Section Break (Next Page) at the end of the chapter
2. Select Copy
3. Open a new blank document
4. Select Paste
5. Click Save
6. Browse to where you want to save the snippet
7.  Give your new document a name like EOCChapter5Pharmacyedits
8. Click Save
Send the copied text file to Pharmacy for edits. When you receive the document back from Pharmacy, follow these steps to replace the existing text with the edited text: 
1. Open the file
2. Select All
3. Select Copy
4. Open the master document
5. Select the same block of text
6. Select Paste. The Pharmacy edits replace the selected text. Your Table of Contents entries bookmarks, and other global properties are preserved 
7. Regenerate the Table of Contents for Chapter 5 to make sure that you still have a properly formatted document
[bookmark: _Toc460923466]Working in the EOC Chapter 4 Chart of Benefits:
The Chapter 4 Chart of benefits in EOCs has a two-column format, with CMS-supplied text from Original Medicare (plus some plan-specific customized text) in the left column, and plan specific benefit and copay information in the right column. To make the chart more readable and user-friendly, it’s a good idea to line up information in the left- and right-hand columns. There are a variety of ways to accomplish this goal:
You can add invisible rows (rows with no visible borders). This is the best method for ensuring that information stays lined up if you add other text before or after the row, but it is a little tricky to get the rows to display with invisible borders while maintaining the visible borders on the whole page and entire chart.
[bookmark: _Toc460923467]To add one or more invisible rows to a chart
1. Place your cursor in the row below where you want to add an invisible row
2. From the Layout menu, click Insert Above
3. Copy and paste the information you want to line up properly into the new row
4. Select the affected rows and click Borders and Shading
5. Unselect the horizontal line inside the borders display that sets the line for the middle of a box rather than the top or bottom
In this way your row will look like a single row but is actually two (or more) rows with the information lined up nicely
You can add leading (points before or after paragraphs) to line up the text between the two columns. 
1. Place your cursor in the paragraph for which you want to adjust the spacing 
2. Select Paragraph from the Home menu
3. On the Indents and Spacing tab, add points of spacing in the Before or After fields
4. Click OK
Sometimes you can just add soft or hard returns to achieve lined-up spacing
At the end of the project, after you have made all text changes, you can insert hard page breaks as necessary.
Also, in Table Properties (right-click and select Table Properties) you can select the Allow row to break across pages checkbox as needed, at the row level or at the table level if you select the whole table before entering Table Properties. For rows that are longer than one page you must have this checkbox selected or the row will not display properly.
[bookmark: _Toc460923468]Chapter Headers and Assets
When creating Word content assets, it is a very good practice to include the document header in the asset. This will help maintain the header consistently throughout the document when versioning occurs. In the EOC, for instance, when you create a Word content asset from a section in Chapter 4, you can copy the header from Chapter 4 of your template document (with the plan name rule intact) and include it as part of the asset.  

[bookmark: _Toc460923469]Spacing when adding CodySoft Elements, Rules, and Assets
Here are a few pointers for obtaining the proper spacing when you add elements, rules, and assets in a CodySoft editor template:
A few spacing issues may be unavoidable, and you may occasionally have to delete extra inserted paragraph marks manually after inserting these items. However, most spacing issues can be addressed by proper placement.
If you are inserting a series of rules, for example in section of the Chapter 1 of the EOC where ID cards are inserted, and you have a different ID card image for each plan in your template, make sure to put the rules in without any spaces between them. 
Example:
[[RuleId={GoldSampleIDCard1}]][[RuleId={SilverSampleIDCard2}]][[RuleId={BronzeSampleIDCard2}]]
If you put in these rules without any additional spaces, when you generate EOCs, the template will pull the ID Card image for the plan you are generating, and not add any additional spaces
If you want text to be the next sentence in a paragraph, place your rule after a space, like this:
The Provider and Pharmacy Directory lists our network providers and durable medical equipment suppliers. [[RuleId={OGRule}(NetworkDefinitionText<2016>)]]

Here’s another example for formatting Ops grid entries:
For the details on what medical care and other services are covered by our plan[[3_1]] , OR and how much you pay when you get this care, use the benefits chart in the next chapter, Chapter 4 (Benefits Chart, what is covered[[ch4_andwhat]] ) OR and what you pay). 
For [[3_1]] – this field needs to be connected to the word “plan” in the template. (If it isn’t, then the content for plans with no medical benefits cost-sharing will look like this: … covered by our plan , use the…
In the Ops Grid cells:
· the plan without medical benefits cost-sharing will have no space before the comma
· the plan with medical benefits cost-sharing will have a space before the words “and how much…”
For the Chapter 4 content, the Ops Grid field will need to be formatted as italics to match the rest of the content.
After you strip the variable content from your template before programming, the sentence will look like this:
For the details on what medical care and other services are covered by our plan[[3_1]] use the benefits chart in the next chapter, Chapter 4 (Benefits Chart, what is covered[[ch4_andwhat]]. 
Plan with medical benefits cost-sharing: For the details on what medical care and other services are covered by our plan and how much you pay when you get this care, use the benefits chart in the next chapter, Chapter 4 (Benefits Chart, what is covered and what you pay).
Plan without medical benefits cost-sharing: For the details on what medical care and other services are covered by our plan, use the benefits chart in the next chapter, Chapter 4 (Benefits Chart, what is covered).
[bookmark: _Toc460923470]Font point size change during Copy and Paste:
When you copy and paste text, Word sometimes defaults to Times New Roman 11.5-point font rather than Times New Roman 12-point font. Be sure to check that all your text is in at least 12-point font. This is a CMS requirement.
[bookmark: _Toc460923471]Alt Text in Graphics for 508 Compliance:
CM requires that all ANOCs and EOCs meet the standards for 508 Compliance for readers with accessibility issues. One of these standards is that all graphics must have an entry in the Alt Text field. However, this may cause the graphic to show up in a tiny font in the document. You can delete the txt that appears and the Alt Text field will still be populated with an entry.
[bookmark: _Toc460923472]Hyperlinking:
The ANOCs and EOCs contain many hyperlinks to other web locations. Here are a few guidelines for hyperlinking:
Make sure that every hyperlink that you put in a document works. This should be part of final checking of all ANOCs and EOCs
Be careful when hyperlinking that your hyperlinks are to valid external URls. You can check any hyperlink:
1. Right-click the hyperlink
2. Select Edit Hyperlink
3. Check the Address field. It should display an external URL, not a URL pointing to your C: drive or any other local address
[bookmark: _Toc460923473]Creating Word assets with CMS Styles embedded:
Here are two ways you can create Word asset documents that use the CMS styles so that your assets format properly in your CodySoft templates:
[bookmark: _Toc460923474]Copy the styles to a new document:
1. Create a new document and save it.
1. Open the CMS model and click the dialog box launcher in the Styles group to open the Styles pane.
1. Click Manage Styles at the bottom.
1. Click Import/Export at the bottom.
1. On the right side, click Close File. 
1. On the right side, click Open File.
1. Change All Word Templates to All Word Documents.
1. Find and select the new document you created.
1. On the left side, hold down the SHIFT key and click on the last style to select all styles.
1. Click Copy.
1. Overwrite all styles in the new document with the styles from the CMS model.
OR
[bookmark: _Toc460923475]Save the CMS Model as a new document:
1. Open the CMS model document
2. Click Save As…
3. Save the document with a new name.
4. Put your cursor at the top of the document
5. Hold down the Shift key and scroll to the bottom of the document to select all text
6. Press Delete. Now you have a new blank document that uses the CMS styles.
[bookmark: _Toc460923476]Display Bookmarks
To display bookmarks, in Word:
Select FILE > OPTIONS > ADVANCED > Show document content > Show bookmarks
Please be sure to set up Word so bookmarks are shown. The CMS model tables of contents (TOCs) use bookmarks.
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