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Microsoft Word Information

General Information 
As of 2013, the default file format for CCSDS documents is still Word 97–2003; however, Microsoft is now three generations 
past that (2007, 2010, and now 2013), so it is highly likely you will be working with others on your team who are no longer 
using the legacy 97-2003 version. 

If you are one of those using a newer version of Word, please make sure to save your files as a “Word 97-2003” document 
(.doc file extension) until you hear otherwise from the Secretariat that the default file format has changed. 

CCSDS Book Templates in Word 
Each CCSDS book type (except for Yellow) has a recently (summer 2013) revised template available under the CESG tab in 
the Collaborative Work Environment (CWE). Each template has built-in Word styles to accommodate all the formatting 
elements one might need when writing a CCSDS book. There are a few things to note here: 

1. It is extremely easy to inadvertently add Word styles to a document. Please try to not do that, and instead try to 
use the styles already built in. 

2. It occasionally can be overwhelming to figure out what style to use. Your CCSDS Document Editors will help you 
along the way if you need it. However, if you are interested in being more autonomous than that, there is a “Word 
Styles in CCSDS Book Templates” job aid available in the same CWE folder that houses the templates. 

Word Options to Adjust Per the Chief Technical Editor 
Per Tom Gannett’s Boot Camp slides, he considers three Word items in particular to be “pitfalls” in CCSDS books:  

1. Auto Language Recognition 
2. AutoCorrect As You Type 
3. AutoFormat As You Type. 

To adjust your Word settings for each of these in the newer versions of Word (2007, 2010, and 2013), go to your Options 
button (2007), or File tab (2010, 2013) and select “Options” from the bottom of the menu. Specific adjustments for the 
above-listed items follow. 

How To Change Your Auto Language Recognition Settings 

In Word 2010 and 2013, “Detect language automatically” is not available. To change it in 2007, you’ll select the “Language” 
option and UNCHECK the “Detect language automatically” box as shown in the figure from the Boot Camp slides. 

 

http://cwe.ccsds.org/cesg/docs/Forms/AllItems.aspx?RootFolder=%2Fcesg%2Fdocs&
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How To Change Your AutoCorrect/AutoFormat As You Type 

After accessing your Word Options, select Proofing, then AutoCorrect Options…  

The figure on the left shows the AutoFormat As You Type changes to make—the only thing left checked should be the item 
regarding smart quotes. 

The figure on the right shows the “Replace text as you type box” is UNCHECKED in the AutoCorrect area. 

AutoFormat As You Type Tab AutoCorrect Tab 

  

Word Auto Shapes 
Tom Gannett’s Boot Camp slides identify Word Auto Shapes as a pitfall. The slides identify why/how only through the 
following pictorial examples—in the left-hand figure you can see how the text disappears from the shapes; in the right-hand 
picture, you can see how items such as the bars 
surrounding the r move around. 

 

 

 


