TRACS PDF Formatting Tips Job Aid

Updated 2/10/2023

The TRACS Working Group is considering future revisions and formatting changes to the TRACS
PDF templates. In the meantime, this job aid provides some tips to fix formatting issues in the
current PDF generated from TRACS.

PDFs are available for the following performance records in TRACS:
¢ Grant Proposal PDF (which includes all Project Statements)
o Note that a PDF is not currently available for an individual project statement
o The Grant Proposal PDF is available on the Grant list page, Project Statements
list page, and Project Statement Approval page
¢ Interim Performance Report PDF (which includes all project statements in the
interim period of performance)
¢ Final Performance Report PDF (which includes all project statements in the final
period of performance and a summary table for all periods of performance)
e PDFs are also available for Facility and Real Property Records in the Inventory Module

Use the Text Editor

Some fields require entry of narrative text and have a pop-up text editor window that opens
when you click in the field.

e The text editor box allows users to format the text, links, and tables. The text editor has
a variety of formatting tools including from left to right: Bold, Underline, Italicize, Text
Color, Highlight, Font Size, Paragraph Tools, Paragraph Styles, Alignment, Undo/Redo,
Bullet Points, Numbering, Indent Tools, Links, and a Table Builder.

e Images will not display in the text editor, and they will not copy/paste over with the text
— instead any images or photos should be added as attachments.
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The purpose of this project is to enhance recreational freshwater sport fish populations and provide increased recreational fishing opportunities throughout the state of Washington,
There is a need to maintain and enhance existing sport fish populations, in order to ensure species continued viability, as well as meeting angler catch rates that are acceptable to
the public. In 2011, data from the National Survey of Fishing, Hunting, and Wildlife-Associated Recreation indicated over 554,000 anglers fished in Washington for a total of 10:2
million angler-days. These anglers expended over $807 million in trip and equipment-related expenditures.

Unfortunately, many of Washington's sport fish species are not able to sustain adequate populations through natural reproduction as a result of water level fluctuations, man-made
impoundments, inadequate spawning habitat, environmental perturbations, and intense angling pressure. Washingtor's native trout fisheries typically do not successfully reproduce
annually. Afthough trout spawn annually, surveyls have shown that these species, oftentimes, produce a strong year-class only once in every 2-3 years. The Washington Department
of Fish and Wildife is the state ageney charged with managing the state's racreational sport fisheries. Itis our statutory responsibility to operate fish hatcheries and stock fish to
meet the needs of Washington's anglers, in addition to conserving and managing existing fish populations. Without supplemental stocking efforts, many of the state's recreationally
important sport fish species would decline to unviable levels which would ultimately result in unacceptably low angler catch rates
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Text Editor and PDF Formatting Tips

1. Use a Word document to copy and paste: Copy and paste from a Microsoft Word
document whenever possible. Formatting issues are more likely when copying and
pasting from other sources, such as PDFs, webpages, etc.

Tip: In your Word document format all text to copy and paste into TRACS with
Roboto Font in Size 9. Note: Text typed directly into a text box displays as Roboto
size 10.5 in the application but will shrink to size 9 in the PDF output, so use size 9 for
consistency.

2. Select “Clean” when pasting from Word: Pasting from a Microsoft Word
Document opens the formatting window with option to keep the formatting from the
original document or clean it up. “Clean” means that extra characters, white space,
text colors and highlights from the text will be removed (but it may not change the
font or size). This option does not appear when pasting from a source other than
Microsoft Word, such as a PDF or webpage).

E word Paste Detected X

The pasted content is coming from a Microsoft Word document. Do you want to keep the format or clean it up?

¢

Clean Keep

3. Copy/Paste a Table: A table may be pasted into the text editor (or use the table
tool to create a table). Tables will copy and paste best from Word or Excel files.

Budget Narrative
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Federal Share: $1,617,285 (75%) - Sport Fish Restoration subprogram (9514)
State Share: $ 539,095 (25%) - WDFW restricted Fish and Game Fund
Total Cost: $2,156,380|
Budget Class Category Cost
Personnel $692,000
Fringe Benefits (@51.47%) $356,172
Travel §10,500
Equipment $275,000

Note: an Excel table that is embedded into a Word document will need to be
opened in the Excel format to enable pasting (double-click on the embedded table
to open it).



Check the PDF for Formatting Issues to Fix in the Text Editor

1. Check the PDF output for any formatting issues that need to be fixed in the text

editor, such as mismatched fonts and sizes, paragraph alignment issues and extra
spaces.
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Example of formatting
issues that should be

fixed in the text editor
Conservation. Preservation. Recreation.

Fisheries management predates all other wildlife management activities in Colorado.
The

first Colorado wildlife law passed in 1861, and it addressed overfishing: “It is unlawful to
take trout

by

seine, net, basket or trap.” The first wildlife official in Colorado was Colonel Wilson E.
Sisty, who became the State Fish Commissioner in 1877.

Today, Fish Hatchery Technicians are responsible for the aquaculture of 56 separate
strains of fish, and raise and stock over 90 million fish every year. Hatchery employees
contribute to the preservation of

threatened and endangered species such as boreal toads and pike minnows.

Colorado Parks and Wildlife also has an Aquatic Research Section that conducts scientific
investigations to develop the necessary knowledge, techniques, and procedures to effectively Example Of We” fO I’matted
manage Colorado's aquatic wildlife.
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The purpose of this project is to enhance recreational freshwater sport fish populations and provide increased recreational fishing
opportunities throughout the state of Colorado. There is a need to maintain and enhance existing sport fish populations, in order to
ensure species continued viability, as well as meeting angler catch rates that are acceptable to the public. In 2011, data from the

National Survey of Fishing, Hunting, and Wildlife-Associated Recreation indicated over 554,000 anglers fished in Colorado for a total
of 10.2 million angler-days. These anglers expended over $807 million in trip and eguipment-related expenditures.

2. Fix Formatting in Word by copying the text that has formatting issues to a new
Microsoft Word document.

3. Clear all text formatting in Word by Selecting all text and go to the Home tab, in
the Font group, and click Clear All Formatting. Then change the font to Roboto

size 9.
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4. Fix any formatting or spelling issues on the Word document before copying and pasting
back into the text box in TRACS. Make sure to remove extra spaces between lines and
paragraphs. Review the PDF again to ensure all formatting issues have been resolved.
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