77 0 N\
ETS( \ The Standards People
\\,\, /// OETSI

Creating bookmarks and inserting cross-references
in Microsoft Word®

In many ETSI documents, rapporteurs make the use of cross referencing of tables, figures,
clauses and even references themselves. At times errors can be introduced. This procedure
outlines the steps to detect the errors and to repair them/ or add new ones by creating
bookmarks and inserting cross-references in Microsoft Word®. The overall aim of these
features is to enhance document navigation, maintain consistency, and improve
accessibility.

To get started

To make fields (text in grey) visible in the content of your Word document, go to
File/Options/Advanced and in the section "Show document content/Field shading" => select
Always.

NOTE:  This will help you see if cross-reference is used or not in your document. If any, you
will be able to refresh them (F9 or fn+F9) to see if they are correctly updated and or

if there any errors.

Word Options ? X
e g —mm
General ["] Do not campress images in file © -
Display Default resolution: L) |W|
Proofing

Chart | B F5G-0032v006.docx |

Save

Important:

O Properties follow chart data point O]

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

Language
Accessibility I Show document content I
Advanced I O Show background colors and images in Print Layout view

|| Show text wrapped within the document window

&d Show drawings and text boxes on screen

| Show text boundaries

| Show crop marks

| Show field codes instead of their values

| Font Substitution...

[] Expand all headings when opening a document (0

Display

Show this number of Recent Documents: | 9 s ki:‘

O Quickly access this number of Recent Documents:

Show this number of non-favorited Recent Folders: | 30 |

[

with the editing and pre-processing.

v

e |

editHelp! will not de-activate active fields as long as these do not interfere

editHelp@etsi.org - phone number +33 4 9294 4343 - https://portal.etsi.org/Services/editHelp!.aspx



mailto:edithelp@etsi.org
https://portal.etsi.org/Services/editHelp!.aspx

ETS! \ The Standards People

Creating bookmarks in the reference clause
and inserting cross references in the text

Sequence numbering for references:

e Forclause 2.1:

- Between two brackets "[ ], open a field by pressing

Ctrl+Fo.
- Between two brackets
- Inside the field, type: { SEQ REF}

- Then press F9 to update the field.

- This will produce: [1]

NOTE:

©ETSI
2 References
2.1 Normative references

References are either specific (identified by date of publ
non-specific. For specific references, only the cited vers
referenced document (including any amendments) appli

Referenced documents which are not found to be public
ETSI docbox.

NOTE: While any hyperlinks included in this clav

their long-term validity.

The following referenced documents are necessary for tl

[{ SEQ REF }]

D

ETSIES 202 336-1: "Environment
Infrastructure Equipment (Power, ¢
Telecommunication Networks); Pa

To apply the same sequence number format to subsequent references in

clause 2.1, simply copy the existing field (e.g. [1] ) and paste it in front of each
new reference. Then select all inserted fields and press F9 to update them.

e Forclause 2.2:

- Between two brackets "[ ], open a field by
pressing Ctrl+F9.

- Inside the field, type: { SEQ REFI }

- Then press F9 to update the field.

- This will produce: [11]

Ctrl + F9

2.2 Informative references

References are either specific (identified by date of pub
non-specific. For specific references, only the cited vers
referenced document (including any amendments) appli

NOTE: While any hyperlinks included in this cla

their long-term validity.

The following referenced documents may be useful in i
ing, but are not required for conformance to

[L{SEQ REFI}] ETSI TS 101 231 (V1.3.1): "Telev
(CNI), Video Programming Syster
systems".

NOTE:

[i {SEQ REFI}

To apply the same sequence number format to subsequent references in

clause 2.2, simply copy the existing field (e.g. [11] )and paste itin front of each
new reference. Then select all inserted fields and press F9 to update them.
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Add a bookmark name for each sequence number

1) Select the number in brackets.

2) Go to Insert > Bookmark (or press Ctrl+Shift+F5).

3) Enter the bookmark name in the format: REF_TRTNNNNN.
4) Click Add.

This bookmark name will be used to create cross-references to the reference number
elsewhere in your document.

Insert a cross reference in the content of your document

To insert a cross-reference to a reference in the content of your document:
1) Inthe content of your document, press Ctrl+F9 to insert a field.

2) Inside the field brackets "{ }", type the bookmark name that you have created for your
reference (see above clause):

» {REF REF_TRTNNNNN \h }

3) Then press F9 to update the field.

Figures/tables automatic numbering and cross references

Insert Captions for Figures and/or Tables

In the content of your document, go to the first figure or table title.

EXAMPLE:
= Figure 1: Title

= Table 1: Title

1) Go to References > Insert Caption.

File Home Insert Design  Layout Mailings ~ Review View Developer Help ReadMe Acrobat EDM  3GPP

B Add Text - ab‘ FE‘.?\nsemsnanute /.(Q [@ I:_\H/ [ Manage Sources Insert Table of Figures ﬁ Insert Indlex -EJ [ Insert Table of Authorities
Table of BI Update Table Insert 9% Next Footnote Search Researcher Insert rpStyIE: ‘.APA V‘ Insert [ Mark Mark
Contents ~ Faotnate Citation ~ [1] ibliograghy = |Caption | Cross-reference Entry Citatian
Table of Contents Footnotes [F] Researc h Citations & Eibliography Captions Index Table of Authorities
2) Inthe Caption window: Caption N
LCaption:
e Select Figure or Table from the Label Figure | |
Options |
dropdown. -
Label: tFigure &
. Position: |Below selected item ~
e Click OK. _
|_| Exclude label from caption
. . . . . Mew Label... Delete Label Mumbering...
This will automatically insert a numbered caption and create |
AutoCaption.., oK Cancel

a hidden bookmark that can be used for cross-references.
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NOTE 1:  Re-apply the appropriate title style after inserting the caption:

» Use the "TF" style for figure titles.
» Use the "TH" style for table titles.

NOTE 2: Delete any duplicate figure or table numbers if they appear (e.g. you may see
something like Figure 1: Figure-1: Title). Remove the non shaded figure/table

number.
EXAMPLE: Correct format after cleanup:
Figure 1: Title
Table 1: Title
NOTE 3:  If you need to create automatic numbering for  caption 7 X

figures or tables in annexes, click New Label in  caption:

the Caption window and define a custom label ~ Figwe4 ! |
nrey nmn n Options
(e.g. "Figure A.", "Table A.", etc.). :
I e A —
Position: | Below selected item ~

NOTE4: When a caption is inserted for Annexes
Figure/Table, an extra space is automatically
added between the full stop and the digit. This
space needs to manually be deleted (e.g. Figure  AutoCaption... i3 e
A. 1)

[ Exclude label from caption

Mew Label... Delete Label Mumbering...

Insert cross reference for figures and tables

To add a cross-reference to a figure or table within your document:

1) In the content of your document, place your cursor where you want to insert the
reference.

1) Go to References > Cross-reference.

2) Inthe Cross-reference dialog box, set the following options:

- Reference type: Figure or Table Crose-eference 2 X
Reference type: Insert reference to:
Figure ~ | Only label and number i
- Insert reference to: Only label and number P p—— i ——
Separate numbers with
- Inthe list, select the specific figure or table you e —,—,

want to reference.

3) Click Insert, then click Close.

EXAMPLE: In the content of the document, this what you
should have/see:

Insert Cancel

For more details see Figure 1.
As defined in Table 1.
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Refer to manual Figures/Tables numbering

1%t step - Create a bookmark on the Figures/Tables numbering

If the Figure/Table numbering cannot be changed to sequence number (e.g. Figure 17b), a
bookmark can be used to create a cross-reference to easily refer to it.

In the title of the Figure/Table:
1) Select the Figure/Table number
2) Press Ctrl+Shift+F5

3) Add a"Bookmark name" (e.g. FIG_FIGURE17B):

Bookmark 4 X

Figure-17a:-llus rascaded-and-unified)Y

Bookmark name:

FIG_FIGURE17B Add
P4 | EM_Delete_Disclaimer
H_MAP Delete
p"—""ssf’,g;:dgs Y Eol |H_PE |Rskink packet is transumitted by P-ONU
o H_Pub GoTo
5T |H_UAP b pecened by P-ONU
|PR_3GPP I - Time
| OLE_LINK2
OLE_LINKZ2T
OLE_LINK28
OLE_LINKS
REF_CHIMAMOEILE
Unified Control REF_CHINAUNICOM
P Sort by: (@) Name
Proyaly cocacerd O Location |
iogically unified - |
3 |_| Hidden bookmarks 1
H * Time
Cancel
W
Unified data transmission 1.[
Figure-17b:-Fragmented-to-unified-data-transmission-1
4) Click Add
NOTE: In the bookmark name, spaces are not allowed. If needed use an underscore
() instead.
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2" step - Add the cross-references in the content of the document:

1) Inthe content of your document, press Ctrl+F9 to insert a field.

2) Inside the field brackets "{ }", type the following:

EXAMPLE:

Tips

{ REF FIG_FIGURE17B \h }

{ REF FIG_FIGURE17B \h }

4.7.2 - Description-of-the-use-casef

4.7.2.1 - Overview

4.7.2 - Description-of-the-use-casef
4.7.2.1 = Overview
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The traditional-access-network-and-the-on-premises-network work-independently-of each-other. -forming -a-physical-and-
logical cascaded topology, shown-in-Figure-17a-and £ REF -FIGﬁFIGURE]?H-\h- -\*- MERGEFORMAT-| - The-access-

Press F9 to update the field and display the cross-reference (e.g. Figure17b).

The-traditional-access-network-and-the-on-premises-network -work-independently-of-each-other, -forming -a-physical -and-
logical-cascaded-topology, -shown-in Figure-17a-and-Figure-17b. The-access network-1s-terminated-by-the-ONU-(such-as-

In order to hide the shading, go to File/Options/Advanced and in the section "Show document
content/Field shading" => select Never or When selected

If you wish to de-activate the cross references in your document select the cross reference
and press ctrl+shift+F9 or ctrl+shift+fn+F9 (if using laptop). By doing so, all fields will be de-
activated and cannot be re-activated in a single press.

.4.7.2 - Description-of-the-use-casef
«4.7.2.1 = Overviewf

® The-traditional-access network-and-the-on-premises-network-work -independently-of each-other, forming-a-physical-and

logical-cascaded-topology.-shown-in-Figure-17aEseure-1a and-Figure-1 TaFssnre-175 -The-access-network-is-terminated-

by the ONU-(such-as-a P-ONU) while the backhauling network for Wi-Fi% 1s terminated by-an'E-ONU. The connection

between the end user device{like smart phone,_1aptop), is typically based on Wi-Fi® Theuplink transmission{fragmented-

data-transmission-in-Figure-17aFisuse-198). when the service-data-packets-are-generated-and-encapsulated-as-the -uplink

packet-in-the-end-user-device-(the-STA -in-Figure- 1 TaFigure-175), -a-packet-sending -request-is-sent-to-the-E-ONU- for-

scheduling. - Alternatively.-the- STA-could-directly- compete- for- the-channel - Trigger-based-scheduling- can-be-used-to
guaranteea-well-ordered transmission in the-air-interface -Afteran E-ONU receives the uplink packets from the STA over

Wi-Fi¥, the E-ONU request-atransmission-opportunity-from the P-ONU, -which-allocates-an-available timeslotthrough-a-

DBA decision. Theuplink packet from the E-ONU-is-then transmitted -and received by P-ONU.-A similar procedure will

take-place-again-in-the-optical-access network -with-a-transmission-request, -and-grant-of-a-timeslot-followed-by-the-data-
transmission-in-the-access network. -This-procedure-creates-an-additional-packet-waiting-time-due-to-the-waiting -period-

necessary in-each-segment, when the-segments-are -operating -independently-of-each-other,

As a good practice before starting the editing of a new document, it is wise sometimes to
doublecheck if the cross references are all pointing to the correct references. To check this,
activate the Track changes in Review, select the entire document (Ctrl + A) and refresh the
document (F9), this will update all the fields and these updates will be marked with revision
marks. For example as shown below you can see that the creation of the bookmark for figure
17b was poorly done and when refreshing the active field the error is apparent.
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