NASA STI Report Series Template: Instructions and Tips
Download Template Files
Download the STI report template file from the STI website at http://www.sti.nasa.gov/. The template files may be revised from time to time, so check back periodically for updated versions.

Using the Template
Type directly into gray-shaded text fields or choose from the drop-down menu once the field has been activated. Shading does not print. 

Gray-shaded boxes with white text contain instructional notes only and will not print. 

Before Inserting Images
Set up Microsoft Word Options (Windows only)
This is necessary to accurately insert downloaded distribution notices or other images.
1. Word 2010: File tab  >  Options  >  Advanced
[image: ms_office_button][image: ms_office_button]Word 2007: Microsoft Office Button (top left corner)  >  Word Options  >  Advanced Options
2. In the “Cut, copy and paste” section, in the “Insert/paste pictures as:” drop-down menu, select “In front of text” and click OK.

Download and Insert Required Images
1. See Appendix I of NPR 2200.2D: Requirements for Documentation, Approval and Dissemination of NASA Scientific and Technical Information for approved distribution and availability notices. Save the STI Support Services/NTIS addresses block image below, since it is not in the NPR. 
2. Right click (or Control-click) on the displayed notice.
3. Save or download the image as a file. Do not use the copy function.
4. Designate a place to save the downloaded file. 
5. In the template, position the cursor where the image will be inserted (See notes below).
6. From the Insert menu select Picture > From File. Navigate to the location of the saved/downloaded image file, select it, and then click the Insert button.

[image: ]
 

· If the image covers text, you must undo the insert and try again. Reposition the cursor to another line and re-insert until the image is correctly placed. It is OK for the image to cover instructional text.
· Mac Users: After inserting an image, you may have to unprotect the document, select the image, and then select “In front of text” from the text wrapping feature of the Format Picture menu or toolbox.
· For proper placement when inserting the STI Support Services/NTIS addresses image on the acknowledgment/availability page, position the cursor on the first line of the currently displayed STI Support Services address block. 
· If any additional information is required to go along with an approved notice, you can type the appropriate text in the blank areas above or below the notice after it has been inserted.
Template File Protection
To customize the template or use menu features that appear to be unavailable (such as the Find command) turn the template document protection off. (Note: Gray Help fields and “Select” drop-down menus for entering data will not work when document protection is turned off.) 
1. Word 2007: Review tab  >  Protect Document  >  Restrict Formatting and Editing
Word 2010: Review tab  >  Restrict Editing
2. Click the “Stop Protection” button in the display panel.
3. To reactivate document protection, click “Yes, Start Enforcing Protection.”

Using Styles
Various heading and report text styles are already set up in the template, as shown below and on page 1 of the template. It is not mandatory that these particular fonts or layout be used, as long as whatever is chosen shows consistency throughout the document. New styles can be created to suit your specific needs. 

The text styles available for the report are as follows: 

“Heading 1 STI” – 14 pt. Arial Bold, Centered

This is the “Report Text” style for the body of your report. 11 pt. Arial, flush left, 0.25 first line indent, widow/orphan control on, line spacing single to accommodate inline equations.

“Heading 2 STI” – 12 pt. Arial Bold, Centered

“Heading 3 STI” – 11 pt. Arial Bold Italic, Flush Left

“Heading 4 STI” – Indented bold italic heading with paragraph.

“Heading 5 STI” – Indented italic heading with paragraph.

· This is “Report Text Bullet”

Using Columns
If you need a multiple-column layout or need to switch to multiple columns at some point in the report, follow these steps to properly format the columns:
1. Place the cursor at the beginning of a line
2. Word 2010: Page Layout tab  >  Breaks
Word 2007: Insert menu  >  Break…
3. Choose the Continuous break type
Once these settings are selected, the multiple column format will apply only to the selected text. If you want to change back to one column, follow these steps again, selecting the one column layout.


For additional help preparing your report, use the following checklist.



Publications Review Checklist

Taken from the NASA Publications Guide for Authors: http://hdl.handle.net/2060/20150013303 

Check the following items before you release your document. Contact your technical publications office to see what services are available to assist you. 

_____	Report is written clearly. 
_____	All numbered or lettered items (figures, tables, equations, references, and appendixes) are introduced in correct order. 
_____	All numbered or lettered items are numbered or lettered correctly and referred to accurately. 
_____	No incorrectly or inconsistently spelled words or obvious grammar or punctuation errors exist. 
_____	No statements that will embarrass NASA or the U.S. Government are included. 
_____	Any conclusions presented are supported by the text. 
_____	References cited are available with sufficient information to identify correct document. 
_____	Graphic and tabular data are clearly presented and are consistent. 
_____	Report complies with policies for restricted, proprietary, or classified information. 
_____	Appropriate technical review has been done.
_____	Appropriate release review requirements have been done prior to releasing it external to NASA or at internal workshops or conferences at which foreign nationals may be present. This is done via the NF-1676. (Contact your Center technical publications office to learn the specific requirements.) 
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