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Using the template 
Open the template and save it with an appropriate file name.  You will see that a table of 

contents has been inserted with some brief instructions to remind you how to work with the 

template. 

 

Figure 1: EDU Writers template 
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Delete the instructions when ready to start adding your own content, but leave the table of 

contents in place.  As you add content using the two built in heading styles, these will be 

automatically picked up and displayed when you refresh the table of contents (right click on 

Contents and update). 

Resource name 

Double click into the header of the document and change ‘Resource name’ to the title of the 

resource as it should appear on the title bar of the online resource which will be developed 

from this source content.  Try to keep this fairly short as there is less display room on mobile 

devices. 

 

 

Figure 2: The resource name you add to the header of the writers template will be used for the resource name 
in the title bar of the developed learning resource 

  

Resource name 
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Creating the page navigation using styles 

Use the two heading styles to tell the EDU developers how the content should be displayed. 

The styles are located on the Home tab of the Word ribbon. 

 

Figure 3: Built in styles 

The Section heading style should be used to mark section headings in your document – a 

new page will be created in the HTML (online) version for each of these headings and they 

will appear as links in the navigation panel. 

The sub-section heading style should be used to mark each sub-page within a section – a 

new page will be created in the HTML (online) version for each of these headings and they 

will appear as indented links under the related section in the navigation panel. 

Use the sub title style for headings within the content of your resources – i.e. those used to 

break up content rather than indicate a new section (page). 

 

Figure 4: Section and sub section headings appear at the top of the page content and also in the navigation 
panel with sub section headings indented under the appropriate section heading. 

  

Section headings 

Sub-section headings 
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Adding content 

Type directly into the template, or copy and paste content from another document. 

When you copy from another source, you can either paste-special and choose unformatted 

text to ensure the text matches the normal style of the template – or you can select a block 

of text once pasted into the document and then click on the appropriate style in the styles 

section of the home tab.  

Images 

Images and charts can be inserted within the pages but please also provide the developer 

with a copy of the original, full sized version or the web link (URL) to the resource online. 

See Finding and using images for your learning resources in the EDU Support Portal for 

guidance on where to find images which have been shared for re-use, or are in the public 

domain, and how to include attributions in your learning resources. 

Copyright  

You must provide attributions and copyright information for any resources used within the 

page.  

Comments 

Notes to the developer can be added using the comments facility available from the Review 

tab on the ribbon. 

 
Figure 5: Use the comments facility to add notes to the developer 

http://staffresources.uhi.ac.uk/support_portal/resources/finding-using-images/index.html
http://staffresources.uhi.ac.uk/support_portal/resources/finding-using-images/index.html


EDU Writers template guide 

 5 

 
Figure 6: Example showing comments to developer 

 

If in doubt, or if you have any ideas you’d like to discuss, get in touch with the EDL or lead 

developer for your project  
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