DESCRIPTION:
New Steps to follow to prepare a UMM document for ESO review or delivery upon export from Jama.
1. Select the UMM Model you want to export. Click on the component and not on any of the sub-texts. The component icon looks like the following:  
2. On the right hand side, select “Export” -> “Office Templates”
3. Select umm-comet-converted and then click Run
4. A word document will begin downloading. After it has downloaded rename it to match the UMM product, + "_V" + version +"_" + and downloaded date.  For example change umm-comet-converted.doc to UMM-Var_V1.2_20180917.doc.
5. Open it to make the following edits.
6. Update the version number on the title page.
7. Change the Date next to the version number to the last update date of the JAMA document. Currently the date is the document created date.
8. Change the Effective date in the header to the last update date of the JAMA document.
9. Remove a ton of extra whitespace (e.g. 100 pages of UMM-Common) by doing the following:
1. Ctrl+A  or Command+A to select all
2. Right click (Mac double mouse click) and select “Paragraph”.
3. Check ‘Don’t add space between paragraphs…
4. Press the OK button.
10. On Page 2
1. in the header on the left side, replace ESDIS Document Template with the UMM model represented in the document. For example if the document represents UMM-C, then replace ESDIS Document Template with UMM-C.
2. in the header on the right side, replace the effective date with the same date as on the title page.
3. In the footer if the text "Check the ESDIS doc server at https://ops1-cm.ems.eosdis.nasa.gov/cm2/ to verify that this is the correct version prior to use" exists then delete it.
11. Replace the 4th (abstract) page with the Abstract and Keywords in section 1 after the list of Tables.  Delete section 1 (the abstract) after the abstract and keywords have been moved if you haven't already done so.
12. Replace the 5th (change log) page with the Change log in section 2.  Delete section 2 after the change log has been moved if you haven't already done so.
13. The Introduction section should now have 1. In front of it.
1. If it doesn't then you need to do an advanced Find and Replace: Click on Edit, Find, Advanced Find And Replace...
2. Click on the replace button at the top of the dialog window
3. Click in the "Find what" pull down box so that it is selected.
4. At the bottom of the dialog under the replace section click on the pull down that has Format in it. Select style ... and select Heading 2,FPD Heading 2 and click on the OK button.
5. Click in the "Replace with" pull down box so that it is selected.
6. At the bottom of the dialog under the replace section click on the pull down that has Format in it. Select style ... and select Heading 1,FPD Heading 1 and click on the OK button.
7. Click on the "Replace All" button.
8. Repeat steps 3 - 7 until all of the headers have been replaced with the correct heading. (replace Heading 3 with 2, 4 with 3, etc.)
14. Make sure all Table headings are on top of the tables and centered. For each table heading make sure to insert a Caption with the Label of Table. Then add to the label with a period "." and then a space and then the title. If needed center the table as well.
15. Make sure all Figure headings are on the bottom of the figures and centered. For each figure heading make sure to insert a Caption with the Label of Figure. Then add to the label with a period "." and then a space and then the title. If needed center the figure as well.
16. For each appendix
1. select the appendix and its title and then select the FPD Appendix style in the styles window. It should remove the number in front of it and center the appendix title. 
2. Just before it, insert a page break so that each appendix is on its own page.
17. Before each section and sub section make sure there is only 1 space between them. If not remove the extra spaces and go into JAMA and remove them there as well.
18. Goto the table of contents section near the beginning of the document.  Right mouse click (or double click for a Mac) and pick Update Field then choose Update Entire Field if the pop up window lets you and press the OK button.
19. Goto the list of figures section just below the table of contents.  Right mouse click (or double click for a Mac) and pick Update Field then choose Update Entire Field if the pop up window lets you and press the OK button. If you don't have a list of figures then delete this section.
20. Goto the list of tables section just below the table of figures.  Right mouse click (or double click for a Mac) and pick Update Field then choose Update Entire Field if the pop up window lets you and press the OK button. If you don't have a list of tables then delete this section.
 
 


