It is recommended that you summarize any new information about your condition or treatments in this one file so you can easily find it. Keep your history at the bottom of the file for easy additions. You can find instructions for adding information to this file and updating this Table of Contents just below this Table of Contents or just click the first entry, “Instructions for Expanding this Document.”
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Instructions for Expanding this Document

1. Type a descriptive heading that will appear in the Table Of Contents.

2. From the drop-down Styles menu in the formatting toolbar, which usually displays Normal (see graphic below), select Heading 1. The letters get larger and bold.
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3. Make a new line below the heading and type the information you want to add to this file. If there more than a couple of paragraphs, consider adding subheadings by selecting Heading 2 in the Styles menu.

4. Update the Table Of Contents by placing the courser any where in the Table of Contents (it may be necessary to click just about the Table of Contents and use the down arrow to get the cursor into the Table of Contents without jumping to a section lower down). The entire Table of Contents appears highlighted.

5. Press the F9 key on the top row of your keyboard. The new hearing or headings appear in the new Table of Contents.

Additional File Use Instructions

You can triple click anywhere in an MS Word paragraph or heading and just start typing.  The text you type will replace the highlighted text. 

Pasting from a Web Page

Directly pasting from a web site can crash MS Word.  Use the Paste Special selection in the Edit menu.  From the drop down Paste Special menu, select Unformatted Text.

Avoid Pasting from a Web Page

If a web page has a table of contents, clicking an entry changes the web address (http//…). The web address refers not only to the web page but also to the section. If you want to save the information in that section, you only need that web address. Do this:

1. On the web page, click the entry in the Table of Contents that goes to the section whose information you want.

2. At the top of your browser, highlight and copy the entire web address.

3. Open this file and create a new heading that describes the information in the web page section.

4. Paste the web address below that heading.

Example Heading One 

This is an example Normal paragraph.  You can triple click anywhere in this paragraph and just start typing.  The text you type will replace the highlighted text. If you want to paste from a web site: Edit menu > Paste Special > Unformatted Text

History

Enter your history here.  Start each paragraph with the date of the event such as test results or new supplement start or end. The first entry should be the date and details of your first diagnosis.  
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