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Guidance on editing the Procedure Manual

All changes to the manual must be agreed and coordinated by the lead person in your organisation who is Kathy Jobber (Kathryn.jobber@dudley.gov.uk).

Procedures should only be edited where essential. Significant amendments or rewrites may incur additional costs.

Once your lead person has agreed to the edits, s/he will contact Tri.x by email to request Word versions of the relevant chapters. 

Tri.X will send Word copies of these chapters to your lead person and s/he will forward these on to you. Before you start editing the chapters, save them to your hard drive or network so you can retrieve them if necessary.

It is essential that we can easily see the changes you have made to a chapter, otherwise there will be a charge for re-producing the whole chapter again.

There are two ways to show your edits:

If you are familiar/comfortable with using ‘Track Changes’ in Word, this is the best approach.

Make sure ‘Track Changes’ is turned on:

From the Menu, choose Tools, Track Changes, Highlight Changes and tick Track changes while editing. As you type, text will change colour and become underlined and captions may appear at the side of the page. It may look confusing and unwieldy, but it helps us to establish what has changed. Save as you go along and send the chapter back to Garry with all your changes showing.

If you are not familiar or comfortable with using ‘Track Changes’, then please type your changes in RED. Please don’t delete any text – we won’t be able to see what you have done. Instead you need to type in clear notes about what you want e.g.
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. 

Please delete this paragraph Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim. Donec pede justo, fringilla vel, aliquet nec, vulputate eget, arcu. 

Replace above paragraph with this sentence In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. 

Please delete red word below and replace with dapibus 

Nullam dictum felis eu pede mollis pretium. Integer tincidunt. Cras dapibus. Vivamus elementum semper nisi. Aenean vulputate eleifend tellus. Aenean leo ligula, porttitor eu, consequat vitae, eleifend ac, enim. 

Please make following points into numbered list

Aliquam lorem ante, dapibus in

Viverra quis

Feugiat a, tellus

Phasellus viverra nulla 

These are just examples of how you might edit a chapter; the key objective is that we can clearly understand what it is that you want.

Your lead person will return any edited chapters to Tri.X after which we will agree a date for including them in your manual.


