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Special Instructions

Welcome to The Essential Inventor’s Guide Patent Application Workbook.  This workbook, designed for use in conjunction with The Essential Inventor’s Guide, comprises a series of worksheets plus preformatted templates for all the sections of a U.S. patent application.  You are welcome to use this workbook whether or not you have purchased The Essential Inventor’s Guide, but in doing without you will be missing much that is vital, and you are sternly cautioned that you should first become proficient in patent law and practices.  The Essential Inventor’s Guide will provide you sufficient training to make use of this workbook to produce a good quality patent application, but having a competent patent attorney review your work before submission is recommended, nevertheless.  (Patent attorneys and all others who are less-than-perfect are equally encouraged to always have their work reviewed by a colleague.)  Fortunately, having a good quality patent application reviewed costs much, much less than having one professionally drafted from scratch.

Use of this guide is subject to the following disclaimer:

No warrantee of accuracy or that the information contained in this workbook is factual is extended to the user or implied.  Users of this guide assume full responsibility for verifying that the information contained herein is factual at the time of use and indemnify, and hold harmless the author from and against any loss, damages, or liability resulting directly or indirectly from reading or use of this workbook.  Use at your own risk.

Distribution of this guide to third parties is prohibited.  To download the most up-to-date revision of the free Patent Application Workbook, please visit us at:

http://www.inventionpatentinformation.com
Before you begin, you will find it helpful to review the following short list of basic instructions:
File Format:  You may have noticed that this workbook downloads in MS Word 97-2003 format (.doc).  This is so that any version of MS Word will be able to open the document without requiring users of older versions to install plug-ins to allow them to open MS Word 2007/2010 formatted files (.docx).  The internal formatting of this workbook is set up so that users who prefer to update to the MS Word 2007/2010 can do so without issue.  Note, however, that it is not advisable that you change the file format after you have started your work, as there do exist feature incompatibilities between the older and newer MS Word formats, particularly related to the way drawings are displayed.  Thus, if you are working with MS Word 2007/2010, it is recommended that your first step be to save to the newer format (for best compatibility with others (e.g. attorneys) who may have need to work with the file).  If you are working with an older version of MS Word, collaborators should have no problem just leaving the file in the old format.

Make a Copy:  Before you start working, make an electronic copy of this workbook with a project-specific name.  You will want to retain an unaltered copy for your next project, or to help you recover from an accidental deletion of any of the pre-formatting included in the template (Ctrl+Z usually works, but often the mistake is not noticed until it is too late to go back). FORMCHECKBOX 

Keep a Backup:  This should go without saying, but we all tend to become increasingly cavalier until we are bitten.  For projects of any difficulty or size, I recommend a practice I call swap saving, where every time you save the document, you alternate between two files, thereby always maintaining a backup of the file per your last save.  Save every time you have completed anything you’d find painful to lose (typically every 10-15 minutes).  I do not recommend relying on built-in auto-save functionality. FORMCHECKBOX 

If you’re not working with a multi-drive redundant file system (few people are, but higher reliability options are very popular among those who have ever experienced total failure of a hard drive), you should also backup to alternate media (other than your hard drive) with reasonable frequency.  That’s a little bit more of a nuisance, but you should do so whenever you reach a point where you’d lose several hours of work in the event of loss of the hard drive.  There’s no obstacle more prone to instill a spirit of procrastination than having to redo something you thought to have finished.  Remember that hardware failures are not the only way to lose data, there’s also fire, theft, etc.  Depending on the scope of your project, I recommend backup of all critical data to external media that is not co-located with your computer, e.g. backup alternatingly to a pair of thumb drives, one of which is stored in an offsite location (like your car or a private drawer at work) and swapped whenever you make an updated backup.  You can also just email the file to a webmail account.  Paranoid?  Maybe, but think about what it would be like to have your home burn down…and then think about what it would be like to lose not only your home, but all of your data. FORMCHECKBOX 

Paragraph Numbering:  Four-digit paragraph numbers in the USPTO’s specified format (e.g. [0001]) are inserted as a continuous list of SEQ fields.  Do not be concerned if you are unfamiliar with SEQ fields, you will not need to learn anything about them if you so choose.  SEQ fields essentially comprise a series of indigenous MS Word fields which merely automatically number themselves sequentially, and display according to a user specifiable format.  SEQ fields are used in this workbook because the standard text numbering function on the formatting toolbar rather disappointingly lacks the capability to accept any form of user-defined format for the dynamic elements (the characters which form the number), and the pre-defined formats will not display greater than two digits for numbers below 100.  Unlike toolbar numbering, carriage returns from a paragraph bearing a SEQ field will not automatically apply a number to the following paragraph. FORMCHECKBOX 

For convenience a small macro is included in the workbook that will automatically apply a number to the next paragraph if the next line is inserted using Ctrl+Enter instead of a normal carriage return.  Naturally, you must allow macros when asked when opening the template for this to work.  Note, however, that MS Word versions 2007 and later contain a bug that causes the macro to malfunction if run while protections (incorporated into this document to help prevent accidental format deletions, see below) are turned on.  (If only that was MS Word’s worst bug!)  If you don’t wish to allow macros or do prefer to work with protections on, you can just cut/paste the SEQ field from the preceding paragraph and press F9 with it still selected to cause it to update.  Navigating to File/Print (File/Print Preview in MS Word 2003 and earlier) will also update all fields in the document. FORMCHECKBOX 

Action Steps:  Each Action Step in this workbook corresponds to an Action Step in The Essential Inventor’s Guide, where you will find detailed instructions.  Note that not all of the Action Steps in the guide relate to workbook items, so within this document you will find numbers skipped.  Also, the Action Steps are numbered in the order that you should work them and will encounter them in The Essential Inventor’s Guide.  You will not find them in sequential order in this workbook (those that pertain to final deliverables are ordered as they should appear in the patent application). FORMCHECKBOX 

Formatting:  Effort has been made to pre-work every non-project-specific element to building your patent application in this workbook (utilitarianism, you know – it makes much more sense for one person to do as much as possible once-and-for-everyone, rather than every user having to do the same thing one-by-one).  Whereas the formatting of the forms of Section 1 is protected, tables elsewhere in the document, such as the patent search tables are not, as so doing would prevent the user from easily entering additional lines to these lists as needed.  As much of the key formatting is protected as possible, but the determined user can probably find ways to accidentally delete portions of it especially those implemented by MS Word using hidden (invisible) characters.  In particular, deletion of the section breaks within the workbook will be particularly destructive as this will cause MS Word to bleed formatting of margins, headers, and footers upward in the document.  These section breaks are protected, but the user should still exercise caution to verify they are not accidentally deleted. FORMCHECKBOX 

The format protections are there to help you.  The final patent application will be your document, however, and so access to full control of the workbook may be obtained simply by turning off the protections.  If, for instance, after you have finished, you prefer to delete the supporting worksheets, leaving only the actual application deliverables, (against my recommendation) you are free to do so:
MS Word 2003 and prior: Tools/Unprotect Document
MS Word 2007 and later: Review/Restrict Editing
I recommend working with the protections on at all times, with two exceptions:  

1. Inexplicably, MS Word disables the drawing tools whenever protections are turned on, not just for the protected sections, but all sections.  Therefore, when it comes time to apply paste-over lines and reference numbers to your drawings, you will have to turn the protections off.  Fortunately, the only formatting that you will need to be cautious not to delete on the drawings worksheets are the section breaks at the beginning and end.  The one positive is that when you turn the protections back on after you finish working with your drawings, they will be protected from future accidental changes, as you will not be able to further edit them unless you once again turn protections off.

2. Also for no particular reason, MS Word will require you to turn the protections off to introduce endnotes into your specification text, which are (as explained in The Essential Inventor’s Guide) the preferred means of creating smart reference numbers.  You will be able to copy and paste the endnotes, such as the starter note in the template, with protections on, but you will not be able to follow their links or edit their definitions in the list at the end of the document without turning protections off.  MS Word won’t allow you to create cross references to them with protections on, either.  As above, I recommend turning protections off when working with your reference numbers, and immediately reactivating them when you are finished.

As mentioned above, because of a bug in the 2007 later versions of MS Word, protections will have to be toggled off if you want the Ctrl+Enter paragraph numbering macro to work correctly.  Since that bug has been around for the past seven years, I wouldn’t count on it being fixed particularly soon. FORMCHECKBOX 

Compiling the Application:  Not all pages of this workbook comprise deliverable elements of the patent application.  Some are supporting worksheets for other Action Steps in The Essential Inventor’s Guide associated with evaluation of your invention, performing a patent search, etc., and will only confuse the patent examiner should you send them.  Pages that are not to be included in the actual filing bear a similar border to this page to clearly distinguish them from the deliverables.  If you intend to file electronically through EFS‑Web (recommended), print only the deliverable pages must be printed to PDF format.  FORMCHECKBOX 

The following addenda concerning recent updates to application filing rules are provided for those using previous editions of the Essential Inventor’s Guide:
For 2015-2023 Essential Inventor’s Guide Users:
As we seem to be enjoying a period of relative stability with respect to patent legislation and the patent application process, changes made to The Essential Inventor’s Guide in recent years have been principally editorial; thus, you should feel no need to upgrade.  Do note, however, that a number of links to USPTO web pages called out in these earlier editions have changed (but these are readily findable via internet searches).   Also, patent fees have seen several incremental increases over this period.
For 2014 and Prior Essential Inventor’s Guide Users:
With respect to filing rules, the most significant update since release of the 2014 edition is that the $300 publication fee (previously due at the time the USPTO publishes a patent application) has been reduced to zero.  (No one’s complaining there!)  The other most notable change addressed in later editions of The Essential Inventor’s Guide is that I am now convinced that the fully-keyword-searchable patent databases Google Patents and Freepatentsonline have produced using optical character recognition (PCR) make the cumbersome task of using U.S. Classification Code searches to explore pre-1976 U.S. patents obsolete.  (Recall that the USPTO-hosted database only stocks image files for patents issued before 1976).  While you will notice an occasional transcription error in the OCR-generated databases, these are not so pervasive that keyword searches cannot be relied upon to find all pertinent records.  As such, I have now come to firmly believe that time spent in additional well thought-out keyword searches will be of far greater benefit than engaging in the far less efficient process of slogging through innumerable patents of generally low relevancy that one endures in the process of searching by U.S. Classification Codes.
For 2013 and Prior Essential Inventor’s Guide Users:
While versions of the guide published before 2014 still provide a great deal of relevant guidance, enough has changed in patent law and practice since that time that an updated edition is recommended.  
Section 1: Evaluation

Action Step 1: Potential Profitability Assessment

Search the internet for data relevant to your invention’s profitability.  Record your results in the table below:

	Total units/yr I can expect to sell:
	Basis of Estimate:

	     
	     

	My expected net return per unit is:
	Basis of Estimate:

	$     
	     

	My estimated net annual return will be:
	$     


Action Step 2: Patentability Checklist FORMCHECKBOX 

Check all that apply:

	 FORMCHECKBOX 

	My invention is novel. FORMCHECKBOX 


	 FORMCHECKBOX 

	My invention is useful. FORMCHECKBOX 


	 FORMCHECKBOX 

	My invention is non-obvious. FORMCHECKBOX 


	 FORMCHECKBOX 

	I have discussed my invention with at least two trusted confidants who agree that it has merit. FORMCHECKBOX 


	 FORMCHECKBOX 

	My estimated return is worth the effort. FORMCHECKBOX 



Action Step 4: Patent Search

Use the following table to plan and record your keyword and US Classification Code searches, adding rows as needed.

Patent Search Log

	Search Keywords and Expressions
	Date of
Completion

	
	

	
	

	
	

	
	


Use the following table to record relevant patents to which you may wish to refer as you draft your drawings, specification, and claims, adding rows as needed.
Patent Search Results Table

	Patent #
	Relevance to My Invention

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section 2: Document Receipt Postcard
ACTION STEP 24: Document Receipt Post Card
Optional – Complete this step only if filing by mail (non-electronic filing).
Use the template below to compose a Document Receipt Post Card for your patent application, adding and deleting lines as required.  Do not check the lines provided along the left; the USPTO will check them off to verify receipt of the complete package and return the postcard to you. FORMCHECKBOX 

	[REPLACE THIS TEXT WITH THE TITLE IN YOUR SPECIFICATION]

Inventors:
[Replace with list of inventors]
___
Utility Patent Application Transmittal Form PTO/AIA/15 (1 page)

___
Fee Transmittal Form PTO/SB/17 (1 page)
___
Certification of Micro Entity Status PTO/SB/15A (1 page)

___
Application Data Sheet PTO/AIA/14 (6 pages)

___
Check for $???.??

___
Specification (??? pages)

___
??? claims (??? pages)

___
Abstract of the Disclosure (1 page)

___
Drawings totaling ??? figures (??? pages)

___
Declaration for Utility or Design Patent Application Form Using an Application Data Sheet PTO/AIA/01 (1 page × ??? inventors for total of ??? pages)




Print this page with your application.  Cut just inside the dotted line, paste onto a 3(5 postcard, and clip it to the first page of your compiled application (Form PTO/AIA/15).  Remember to write your own address on the opposite side and affix postage. FORMCHECKBOX 

 FORMCHECKBOX 

Section 3: Application Deliverables
Forms Checklist for Filing by Mail
If you have opted to file by mail, the following checklist will assist you in compiling your application without leaving anything out.  For electronic filing through EFS-Web, skip the checklist and hardcopy compilations instructions on this page.  Use instead the download checklist in Section 5.

Do not complete the checklist below electronically.  Print this page unfilled-out with your application deliverables.  To compile your application place the forms in the correct order under this sheet and check-off each box (by hand, with a pen or pencil) on the checklist as you complete them (line-out PTO/SB/15A if not needed). FORMCHECKBOX 

	
	

	(
	Completed Utility Patent Application Transmittal Form PTO/AIA/15 (ACTION STEP 20) with Document Receipt Postcard attached (ACTION STEP 23) (Form PTO/AIA/15 replaced PTO/SB/05 as of September 16, 2012)

	(
	Fee Transmittal Form PTO/SB/17 and Appropriate Fees (ACTION STEP 21) 

	(
	Certification of Micro Entity Status Form PTO/SB/15A (ACTION STEP 21)

	(
	Application Data Sheet Form PTO/AIA/14 (ACTION STEP 22)

	(
	Declaration for Utility or Design Patent Application Form PTO/AIA/01 (ACTION STEP 23)

(Form PTO/AIA/01 replaced PTO/SB/01 as of September 16, 2012.  Include one per inventor)

	Add lines for anything you need that is not included in the basic list, such as Nucleotide and/or Amino Acid Sequence Listings, etc., here: FORMCHECKBOX 


	(
	

	(
	

	(
	

	
	

	Remove this checklist from your compiled application when complete.


Once you have completed all elements of your application, you need simply:

1. Print Sections 2-4.

2. Paste the Document Receipt Postcard label onto a 3(5 inch card.

3. Replace this Forms Checklist (this page) with printouts of your completed forms.

4. Mail.

Specification and Drawings

The pages that follow within this section provide templates for the remaining application deliverables (the specification and drawings per Action Steps 6-19), in the order they should appear in your application.  The template is but a starting point.  As you work, the following pages will steadily look more like your patent specification, and less like a template.  The pre-formatting in this workbook can only take you so far – I’d pre-write the entire application for you if I could, but ultimately it’s up to you to do the work and do it well.  At the end of the day, you own the document and whatever happens after you file it. FORMCHECKBOX 

0001 quote "[]      " 
[0001]      
ACTION STEP 7: REPLACE THIS TEXT WITH YOUR TITLE

0002 quote "[]      " 
[0002]      
Inventor(s):
Thomas A. Edison (ACTION STEP 8: Replace with your inventors.)
0003 quote "[]      " 
[0003]      

37 Christie Street
0004 quote "[]      " 
[0004]      

Menlo Park, NJ 08820
0005 quote "[]      " 
[0005]      

Citizenship: United States
0006 quote "[]      " 
[0006]      

Nicola Tesla
0007 quote "[]      " 
[0007]      

37 Christie Street
0008 quote "[]      " 
[0008]      

Menlo Park, NJ 08820
0009 quote "[]      " 
[0009]      

Citizenship: United States
0010 quote "[]      " 
[0010]      
BACKGROUND OF THE INVENTION
0011 quote "[]      " 
[0011]      
Field of the Invention:

0012 quote "[]      " 
[0012]      
ACTION STEP 9: Replace this line with a statement beginning “The present invention relates to…”
0013 quote "[]      " 
[0013]      
Description of the Prior Art:

0014 quote "[]      " 
[0014]      
ACTION STEP 10: Replace this line with your introduction and description of the prior art… 

0015 quote "[]      " 
[0015]      
ACTION STEP 11: Replace this paragraph with a list of problems known to be in the art.  List only problems your invention partially or completely alleviates.  If you’ve invented something that adds a completely new capability instead of solving old problems, you can forego this list.
0016 quote "[]      " 
[0016]      
BRIEF SUMMARY OF THE INVENTION
0017 quote "[]      " 
[0017]      
ACTION STEP 12: Replace this paragraph with your BRIEF SUMMARY OF THE INVENTION.  Remember, a good general outline will be to:

(1)
Start with a terse overview of what your invention is and what it does.

(2)
Follow with discussion of how your invention partially or fully alleviates these issues (you may use complete sentences in a list format).

(3)
Finish with any statements you wish to make regarding the object of the invention which expand upon or supplement (but are preferably not redundant with) the above discussed remedies (again, list format is fine if you prefer).
0018 quote "[]      " 
[0018]      
BRIEF DESCRIPTION OF THE SEVERAL VIEWS OF THE DRAWING
0019 quote "[]      " 
[0019]      
ACTION Step 13: Create your list of drawing descriptions here, starting by replacing this line, e.g. “FIG. 1 is a view from the side of a [YOUR INVENTON NAME] made according to the present invention.”  If you have a large number if FIGs, you may wish to bookmark the FIG labels in your drawings and insert their numbers here as cross-references.
0020 quote "[]      " 
[0020]      
DETAILED DESCRIPTION OF THE INVENTION
0021 quote "[]      " 
[0021]      
ACTION STEP 14: Write your DETAILED DESCRIPTION OF THE INVENTION here (as always, replacing this text).  Here’s a good generic starter line (sans the quotes):

“An embodiment to be preferred of the [YOUR INVENTION NAME] of the present invention is here and in figures disclosed.”

Next, consider if defining coordinate references will be helpful to you, e.g.:

“For clarity, within this document all reference to the top and bottom of the [YOUR INVENTION NAME] will correspond to the [YOUR INVENTION NAME] as oriented in FIG. 1, the top of the figure when oriented such that the text is upright corresponding to top of the [YOUR INVENTION NAME], and the bottom of the figure when oriented such that the text is upright corresponding to the bottom of the [YOUR INVENTION NAME].  Likewise, all reference to the front of the [invention name as it appears in title] will correspond to the leftmost part of the [YOUR INVENTION NAME] as viewed in FIG. 1 when oriented with the text upright, and all reference to the rear of the [YOUR INVENTION NAME] will correspond to the rightmost part of the [YOUR INVENTION NAME] as viewed in FIG. 1 when oriented with the text upright.”
Consider any other directions you wish to define, such as left, right, etc.  With that done, you can just move on to describing your first FIG. and the remainder of the body text.

Here’s a starter endnote that you can cut/paste for your first reference number: 
  Remember that you can just copy/paste this one to generate new reference numbers instead of manually inserting end notes.  Also, recall that Ctrl + double-clicking endnotes will jump you back and forth from the text to the table at the back of the workbook where you can tabulate reference number identities.

Make sure to delete these instructions once you no longer need them.

0022 quote "[]      " 
[0022]      
Closing Statement:

0023 quote "[]      " 
[0023]      
ACTION STEP 17: Enter your closing statement here, replacing this paragraph.  You may use the following, if you wish:

Having thus described in detail a preferred embodiment of the [INVENTION NAME HERE] of the present invention, it is to be appreciated and will be apparent to those skilled in the art that many changes not exemplified in the detailed description of the invention could be made without altering the inventive concepts and principles embodied therein.  It is also to be appreciated that numerous embodiments incorporating only part of the preferred embodiment are possible which do not alter, with respect to those parts, the inventive concepts and principles embodied therein.  The presented embodiments are therefore to be considered in all respects exemplary and/or illustrative and not restrictive, the scope of the invention being indicated by the appended claims, and all alternate embodiments and changes to the embodiments shown herein which come within the meaning and range of equivalency of the appended claims are therefore to be embraced therein.
CLAIMS

I claim:

1) ACTION STEP 18, Part 2: Enter your claims in outline format starting here.  (You can control the level of indentation using the indent/outdent buttons on the formatting toolbar.)

ABSTRACT OF THE DISCLOSURE


ACTION STEP 19: Replace this paragraph with an ABSTRACT OF THE DISCLOSURE of 150 words or less.  (You can check your length by selecting the entire paragraph and using the “Word Count” option under the “Tools” menu.)

[image: image2.wmf]
[image: image3.wmf]

Section 4: Drawing Templates
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Section 5:  Electronic Filing Checklist
The key to successful filing by EFS-Web is to stay organized – it’s easy to accidentally forget to upload part of the application, mislabel a file, or accidentally upload something completely extraneous in place of what you intended (the application examiner may be genuinely touched by an old love letter or sympathetic to your hardship request to be relieved of jury duty, but he/she will only be able to reply with a very dry and legalized rendition of “what’s this?”  When you print your files to PDF, label them clearly and isolate them from everything else in a specific folder on your computer labeled something like “USPTO Download Files”.   Also, I recommend that you print each of the sections of your application listed below to separate files as it simplifies uploading.  If you do decide to consolidate multiple sections into one file, you’ll be required on the EFS-Web upload form to identify which pages within the file correspond to which section (hence the two columns to the right, which may be ignored for any files containing only one section), which is an extra and unnecessary hassle.

Once you have completed the table, you are ready to upload your files on EFS-Web.  Here’s a link to the EFS-Web home page:

http://www.uspto.gov/patents/process/file/efs/index.jsp
Print this form and keep it next to you while you work.  Checking the boxes on the left hand side as you upload files will help you keep track of your progress and avoid omitting anything. FORMCHECKBOX 

	Application Element
	File Name
	Start Page*
	End Page*

	 FORMCHECKBOX 

	Completed Utility Patent Application Transmittal Form PTO/AIA/15† (ACTION STEP 20)

Note that the EFS‑Web drop-down menus do not specifically list this form – use “Miscellaneous Incoming Letter” under the “General Transmittal” category.
	
	
	

	 FORMCHECKBOX 

	Certification of Micro Entity Status Form PTO/SB/15A (ACTION STEP 21)
	
	
	

	 FORMCHECKBOX 

	Application Data Sheet Form PTO/AIA/14 (ACTION STEP 22)
	
	
	

	 FORMCHECKBOX 

	Declaration for Utility or Design Patent Application Form(s) PTO/AIA/01‡ (ACTION STEP 23)

Include one PTO/AIA/01 per inventor
	
	
	

	 FORMCHECKBOX 

	Specification
	
	
	

	 FORMCHECKBOX 

	Claims
	
	
	

	 FORMCHECKBOX 

	Abstract
	
	
	

	 FORMCHECKBOX 

	Drawings
	
	
	

	Add lines for anything you need that is not included in the basic list, such as Application Data Sheets, Nucleotide and/or Amino Acid Sequence Listings, etc., here: FORMCHECKBOX 


	 FORMCHECKBOX 

	
	
	
	

	 FORMCHECKBOX 

	
	
	
	

	 FORMCHECKBOX 

	
	
	
	


* Start and end page listings are not required for elements stored in their own file.

† Form PTO/AIA/15 replaced PTO/SB/05 as of September 16, 2012

‡ Form PTO/AIA/01 replaced PTO/SB/01 as of September 16, 2012

 FORMCHECKBOX 
Section 6: Claims Worksheet

Action Step 18, Part 1: Claims Worksheet

Use the table below to construct a comprehensive set of claims, adding rows as needed.  When finished, transcribe them into outline format under “I claim:” on the CLAIMS page(s) of Section 3.  If your work extends the table so that it spans more than one page, you may find it easier to work in “Normal” instead of “Print Layout” view. FORMCHECKBOX 

	
	
	Claims

	Elements & Qualifying Epilogues
	1
	2
	3
	4
	5a
	5b
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Parent Claim:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Specification Reference Number Definitions

 FORMCHECKBOX 

Drawings


Before you can create paste-over lines and reference numbers in this section, you must turn off protections.  You must also do so to be able to copy elements from the drawing templates in Section 4.  Open the “Forms” toolbar and toggle the lock icon.  Whenever you are not editing the drawings in this section, I recommend you reactivate the protections.





If you are using any pre-2007 version of MS Word, you can create a canvas for your first picture by inserting any autoshape or text box into the page background (you can delete the extraneous object once the canvas is created).  To do this, you must have “Automatically create drawing canvas when inserting AutoShapes” on the “General” tab under ”Tools/Options…” toggled on.  In MS Word 2010 and later, you can directly insert a canvas using Insert/Shapes.


To import an image from a file directly into the canvas, select the canvas before performing the insert from file operation.


Thereafter, you may find it quicker to create a copy of the last canvas to start the next figure.





If you are using an earlier version, you can still work directly on the page, but you will need to avoid clicking the background when zoomed in or the view will jump over to the cursor (sometimes I really do wonder from what planet they get the programmers).





The example figures from the text are included in Section 4 for your use as templates for overlaying FIG labels, reference lines and numbers, etc.  Copy and pasting (or Ctrl+drag/drop) from the template will save you formatting time, especially if you make use of the split screen function to keep both the template and the page upon which you are working simultaneously in view.





Insert pages as required using Insert/Break…/Page Break





Delete this text box when you are finished with these instructions.
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FIG. 1








�.  [Enter your reference number definition here] 
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