
Instructions to create and save multiple pages of templates

For the “LC Call Number” Range Guide Templates, you can repeatedly paste new templates into your document.  

For the “Shelved by Title” Range Guide Templates, you will have to insert a new page break each time you want to 

create a new template page in your document.

For both templates:

-Open the document in Microsoft Word

-Click on Edit, then Select All (make sure that you select the entire page)

-Click on Edit, then Copy

-Go to the end of the page, click on Insert, then Break, then OK for Page Break

-At the beginning of the new page, click on Paste

-Click on File, then Save As, and save the file 

“LC Call Number” Range Guide Template











Collection Name (A)


	-Should match item type used in Workflows


	-26 font size and Arial font


	-Left aligned and made bold





Beginning Call Number (B)


	-Use text box on left side of template


-Three lines for call number with class letter on    first line, class number on second line and cutter info on third line


-36 font size and Arial font


	-Centered and made bold


-Use smaller scale option under font/character spacing feature if call number does not fit





Ending Call Number (C)


	-Use text box on right side of template


-Use same format as “Beginning Call Number” above





Numerical Range Location (D)


-Use small box in upper right hand corner of template


	-Use number and either A (left) or B (right)


	-16 font size and Arial font


	-Centered





“Shelved by Title” Range Guide Template











Collection Name (A)


	-Should match item type used in Workflows


	-26 font size and Arial font


	-Left aligned, underlined, and made bold





Beginning Title (B)


	-Use text box on top part of template


	-Title should match same format used in Workflows


	-24 font size and Arial font


	-Centered and made bold


-Two lines of text with “…” at end if not enough space for full title











Ending Title (C)


	-Use text box on bottom part of template


	-Use same format as “Beginning Title” above








Numerical Range Location (D)


-Use small box in upper right hand corner of template


	-Use number and either A (left) or B (right)


	-16 font size and Arial font


	-Centered





























































































































STANDARD RANGE GUIDE INSTRUCTIONS 
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