Instructions for Downloading and Formatting Federal Statutes
For the Digital Securities Statute Book

(Prepared by Mark Hautzinger)

1. Create a new word file

2. In the word file, insert text like this

Section Title

Regular Text

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

3. Format the text however you would like them to appear in formatted statutes

For example:

Section Title

Regular Text

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

The best way to create the indentations is to select Format > Paragraph from the menu.  Under the section “Indentation,” adjust “Left” to whatever you want.

4. Select Format > Styles and Formatting from the menu.  A sidebar should appear.

5. Highlight “Regular Text” in your document and Click “New Style” in the “Styles and Formatting” sidebar.

6. In the “New Style” window, give the style a name such as “Regular Text” NOTE: It’s important to keep the numbers in the names of the styles for Steps 1-7

7. Repeat steps 5 and 6 by highlighting the other sections and selecting “New Style”

8. Check the Styles and Formatting sidebar to make sure that all of the styles appear and are correct.

9. Go to http://uscode.house.gov/download/ascii.shtml to find whatever statutes you are looking for.

10.  When you have the statutes up, highlight the statutes you want to copy (or Select all on the screen by pressing CTRL + A), and then copy them by pressing CTRL + C

11. Go to your Word file and paste the text into the file by pressing CTRL + V. (you can delete the text you used to set up the styles)

12. Bring up the Find window by press CTRL + F.

13. Click on the “Replace” tab in the “Find and Replace” window.  Also, click “More” at the bottom of the window

14. In the “Find what” text box, type two spaces and a (, or “  (”

15. In the “Replace with” text box, type two periods and a (, or “..(”

16. Click on “Replace all” in the “Find and Replace” window.  Click OK when Word says the replacements have been made.  (Anytime Word says it’s done searching and asks if you want to continue searching, click “Yes”)

17. It’s time to clean up the statutes before we actually format them.

18. Start from the top of the document

19. While scrolling down the document, you will want to do two things:

A.  Delete any sections you do not want to keep.  Likely you are only going to want to keep the Head and Statute sections and delete everything else.  The first section after the Statute is usually “-SOURCE-“ and the end of every statute section has a line that says “-End-”.  This is a helpful guide for highlighting the text you want to delete.  Note: Do not delete the text that says “-HEAD-“, it will be needed later and will be deleted after it has been used.

B.  Look within the Statute sections for sets of periods sticking out.  For example:

[image: image1.png]s, S AR FEEAEE BE SRS A
Shall be stated:

.118) the amount or estimated am
detail, of expemses, other than ci
.117) of this schedule, incurred o
the issuer in connection with the
offered or properly chargeable th
engincering, certification, authe
.119] the net procesds derived f
issuer during the two years prece
registration statement, the price
oifersd to the puplic, and the na
of such security:




Note how the periods in front of (17) stick out.  Any time you see periods sticking out, check the context to see if the text next to the periods is just part of the paragraph rather the beginning of it.  If it’s just part of the text, delete the two periods and insert two spaces, so it looks like this:
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20. Once you are done cleaning the document (that was the time-consuming part), you are ready to format.

21. Bring up the Find and Replace menu (if not already up) by pressing CTRL + F and then clicking the Replace tab in the menu.

22. In the “Find what” text box, type fourteen spaces, then two periods, then (, so it looks like: “              ..(“

23. In the “Replace with” text box, type sixteen periods, then (, so it looks like “…………….(“

24. Click “Replace all” (Word may say that no replacements were made.  This is fine, it just means that there are no “Step 7” sections)

25. In the “Find what” text box, delete two of the spaces.

26. In the “Replace with” text box, delete two of the periods.

27. Click “Replace all”

28. Repeat steps 25-27.  When you have deleted all of the spaces from the “Find what” text box, you are done. 

29. In “Find what” text box, type ^p and then enter fourteen spaces, so it looks like “^p              ”

30. In “Replace with” text box, type one space, so it looks like “ ”

31. Click “Replace all”

32. In the “Find what” text box, delete two spaces.

33. Click “Replace all”

34. Repeat steps 32 and 33.  Only do this until there are four spaces left in the “Find what” text box.  When there are only four spaces left, Click “Replace all”, but do not delete two more spaces after that.  DO NOT click “Replace all” if there are only two spaces left in the “Find what” text box.

35. Select all of you text by pressing CTRL + A.

36. Click on “Regular Text” in the “Style and Formatting” sidebar.

37. Bring up the Find and Replace menu (if not already up) by pressing CTRL + F and then clicking the Replace tab in the menu.

38. In the “Find what” box, type sixteen periods and then (, so it looks like “…………….(”

39. In the “Replace with” box, type just a parenthesis: “(”

40. Click Format at the bottom of the “Find and Replace” window (if you don’t see it, click “More” in the window and it should appear.)  From the menu, select style.

41. Select “Step 7” from the style menu and click O.K.

42. Click “Replace all”

43. Delete two periods in the “Find what” text box (so there are fourteen periods)

44. Click on the “Replace with” text box (don’t change anything in the box)

45. Click “Format” and select “Style”

46. Select “Step 6” from the style menu and click O.K. (after doing this, check the area under the “Replace with” text box, it should say “Style: Step 6”, rather than “Style: Step 7”)

47. Click “Replace all” 

48. Delete two periods in the “Find what” text box (so there are fourteen periods)

49. Click on the “Replace with” text box (don’t change anything in the box)

50. Click “Format” and select “Style”

51. Select “Step 5” from the style menu and click O.K. 

52. Click “Replace all” 

53. Delete two periods in the “Find what” text box (so there are ten periods)

54. Click on the “Replace with” text box (don’t change anything in the box)

55. Click “Format” and select “Style”

56. Select “Step 4” from the style menu and click O.K. 

57. Click “Replace all” 

58. Delete two periods in the “Find what” text box (so there are eight periods)

59. Click on the “Replace with” text box (don’t change anything in the box)

60. Click “Format” and select “Style”

61. Select “Step 3” from the style menu and click O.K. 

62. Click “Replace all” 

63. Delete two periods in the “Find what” text box (so there are six periods)

64. Click on the “Replace with” text box (don’t change anything in the box)

65. Click “Format” and select “Style”

66. Select “Step 2” from the style menu and click O.K. 

67. Click “Replace all” 

68. Delete two periods in the “Find what” text box (so there are four periods)

69. Click on the “Replace with” text box (don’t change anything in the box)

70. Click “Format” and select “Style”

71. Select “Step 1” from the style menu and click O.K. 

72. Click “Replace all” 

73. In “Find what” type -HEAD-

74. Click on the “Replace with” box and make sure it is cleared.  

75. Click the “Format” button in the window and select “Style”

76. Select “Section Title” and click OK

77. Click “Replace all”

78. Click on the “Replace with” box, then click the “No Formatting” button at the bottom of the window.

79. Click “Replace all”

80. In “Find what” type -STATUTE-

81. Click “Replace all”

82. In “Find what” box, type ^p^p^p

83. In “Replace with” box, type ^p^p

84. Click “Replace all”

