EMS Abstract Template for Microsoft Word 6 / 95 and Microsoft Word 97








PURPOSE





The EMS Abstract Template can be used for the creation of an abstract that will be submitted via the EMS Web Submission form.  The purpose of this template is to convert certain Microsoft Word formatting to the appropriate formatting codes that can be handled by the EMS Web Submission form.





Formatting codes are used to indicate bold, italics, Greek characters, etc. for the Web Abstract Submission Form.  The Web Abstract Submission Form will only accept ASCII characters (normal text with no formatting).  Therefore, this template will allow you to create your abstract as usual using Microsoft Word, then the template will convert SOME of the formatting into the codes required for the Web Submission Form.








LIMITATIONS





Only the following formatting is supported: bold, italics, underline, subscript, superscript.





Double formatting (e.g., bold italics) is NOT supported.  Don’t even think about using it.





NO Greek characters or special characters (for example, the plus-minus symbol) are supported by this template.  Greek characters and special symbols have to be formatted as per the instructions on the Web page.








TEST PROCEDURE 





Please test this document as described below before working on your abstract.





Word 97 users must click on the ‘Enable Macros’ button when opening this document.  Note that depending on the options you have selected for Word 97, the “Enable Macros” button may not appear and the “Enable Macros” option will be automatically selected.





Examine the section immediately below bounded by hyphens (--------------).  You will note that there is an example of bold, italics, underline, subscript and superscript.





-------------------------------------


Blah blah blah.





test of bold.


test of italics.


test of underline.


test of subscript.


test of superscript.





Blah blah blah.


-------------------------------------





After running the macro that comes with this document, the formatting above should be converted to the codes required by the Web Submission Form.





To test the macro attached to this document:





1) Select TOOLS / MACRO from the Main Menu


2) Select the Macro “FormatAbstract” from the list (may appear as FormatAbstract.MAIN in Word 97)


3) Hit the RUN button


4) Again, examine the section above bounded by the hyphens (--------------).  The formatting (bold, italics, etc.) should have been converted to the codes required by the Web Abstract Form.





After processing, the section above bounded by the hyphens should appear as follows:





Blah blah blah.





test of $!Bbold!$.


test of $!Iitalics!$.


test of $!Uunderline!$.


test of sub$!SUBscript!$.


test of super$!SUPERscript!$.





Blah blah blah.





If the section above bounded by the hyphens has been processed correctly, it is safe to use this template.  If the formatting was not processed correctly, do not use this template.











INSTRUCTIONS FOR USE OF THE TEMPLATE





1) It is assumed that you have tested the template following the instructions in the TEST PROCEDURE above and that the template is functioning properly.





2)  Save this file (Template.doc) as another Word document, for example, EMS99.doc.  Keep a copy of Template.doc is case something goes horribly wrong.





3) In Word, delete all text from EMS99.doc.





4) Type the text of your abstract.  NOTE - just type the text of the abstract.  Do NOT type the title, authors or addresses (this other information is captured by the Web form).





5) See the section LIMITATIONS above, to see what formatting is supported by this template, and what formatting you will have to enter manually following the guidelines on the Web page.





6) Process the abstract by


a) Select TOOLS / MACRO from the Main Menu


b) Select the Macro “FormatAbstract” from the list (may appear as FormatAbstract.MAIN in Word 97)


c) Hit the RUN button





7) Carefully proofread the abstract, there should be NO special formatting (e.g., bold, italics, etc.) and no special characters (e.g., Greek, plus-minus symbol, etc.) left.  Now your abstract is ready for submission via the Web.





8) Go to the EMS abstract submission form on the Web and enter your information for authors, addresses, etc.





9) In Word, copy the properly formatted text of your abstract in EMS99.doc (select the entire abstract, then use EDIT / COPY from the Main Menu).





10) Paste the abstract text into the proper location on the Web (Ctrl - v is a shortcut for pasting in most programs).





