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Room G20 is in Hackett Hall to the east of Winthrop Hall. Enter the building through the wooden
door that is in the middle of the western side of Hackett hall halfway between the GRS reception and
Hackett Hall Café. The door has a ‘Research Initiatives’ sign outside. Enter the corridor and continue
east for a short distance past the glass door on the left to G20’s wooden door.

Graduate Education Officers

Dr Michael Azariadis +61 8 6488 1726 michael.azariadis@uwa.edu.au
Dr Krys Haqg +61 8 6488 2095 krys.hag@uwa.edu.au
Dr Jo Edmondston +61 8 6488 7010 joanne.edmondston@uwa.edu.au

http://www.postgraduate.uwa.edu.au/students/resources/officers

Full GRS Staff List available here:
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Resources

General reading

e  Microsoft Word Help Center https://support.office.com/en-us/word

e UWA extension ed2go online courses http://www.ed2go.com/uwaext

e LinkedIn Microsoft Word Courses https://www.linkedin.com/learning/topics/word-processing

e The Thesis Whisperer — Doing your dissertation with Microsoft Word: a book review
https://thesiswhisperer.com/2013/10/09/doing-your-dissertation-with-microsoft-word-a-book-
review

e  Why Microsoft Word must Die http://www.antipope.org/charlie/blog-static/2013/10/why-microsoft-
word-must-die.html

e UWA Library OneSearch https://onesearch.library.uwa.edu.au

e  UWA GRS Thesis Style and Format http://www.postgraduate.uwa.edu.au/students/thesis/style

IT Support at UWA

e [T Support http://www.library.uwa.edu.au/it-help/students/local

e Student IT Support http://www.library.uwa.edu.au/it-help/students/student-it-support

e UWA HackyHour https://twitter.com/hackyhouruwa?lang=en

Specific Issues

e 10 ways to customize Word 2010 http://www.techrepublic.com/blog/10-things/10-ways-to-
customize-word-2010/

e Customizing Word https://word.tips.net/C0053 Customizing Word.html|

e Customise the ribbon and toolbars in Office for Mac https://support.office.com/en-
us/article/customize-the-ribbon-and-toolbars-in-office-for-mac-26911d4c-4971-41cd-b606-
5fbc0318f499

e Making Microsoft Office on the MAC look more PC-like
https://www.engadget.com/2009/12/28/making-microsoft-office-on-the-MAC-look-more-
pc-like

e PC Short Cuts https://support.office.com/en-us/article/Keyboard-shortcuts-for-Microsoft-
Word-on-Windows-95ef89dd-7142-4b50-afb2-f762f663ceb2

e MAC short cuts https://support.office.com/en-us/article/Keyboard-shortcuts-in-Word-for-
MAC-3256d48a-7967-475d-be81-a6e3e1284b25#IDOEABAAA=2011

e Keeping position of your page numbers consistent when changing orientation
https://uknowit.uwgb.edu/page.php?id=26346

e How to save yourself hours by using Outline View properly
https://wordmvp.com/FAQs/Formatting/UsingOLView.htm

e (Create a Master Document in Word 2010 from Multiple Documents

https://www.howtogeek.com/73960/create-a-master-document-in-word-2010-from-

multiple-documents/

e EndNote: Combining multiple Word documents that have EndNote citations
http://guides.library.uwa.edu.au/c.php?g=595333&p=4118564

e Backing up https://thesiswhisperer.com/2011/10/27/back-it-up/

e Version control http://www.chronicle.com/blogs/profhacker/a-gentle-introduction-to-

version-control/23064
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Writing a Thesis Using Microsoft Word

Microsoft Word is the most commonly used text editor but designed predominantly for business
letters and reports.

If you are very early in candidature, you may wish to consider using another text editor that is better
suited to writing a thesis for your specific project. Some common alternatives include LaTex and
Scrivener.

If you choose to use Microsoft Word as your text editor for your thesis, explore some of the options
in Word. Troubleshoot any of the problems you have using MS Word support, Google the answer,
read a MS Word textbook, take a MS Word course, talk to a GEO, talk to other students, make use of
UWA'’s HackyHour.

This workshop covers:

e Word interface and functions

e Creating a thesis template

e  Working with your images and tables
e Editing and sharing your document

If you are close to completing your thesis and have a numbering of formatting problems, the most
elegant solution using the MS Word functions may not be the simplest solution for you. You will
need to weigh up the speed of formatting your thesis the ‘right way’ versus finding a ‘quick and
dirty’ or ‘work-around’ solution to your problem.

There are few style and formatting guidelines at UWA. This gives you the freedom to format your
thesis is whatever way is most suitable for your discipline and your project. For this reason, the GRS
do not provide a thesis template document. However, a proforma is provided for the thesis front
pages that includes some required text and a high quality version of the UWA logo.



1. Word interface and functions

When seeking help for any word problems, it is useful to understand the terminology used to
describe the Word interface.
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As you will be looking at this interface everytime you open up a new word document, you may want

to explore the range of functions available. You can also consider changing what you see, particularly
the Tabs you see and/or the specific functions you can see in the ribbon. In the File Tab- Options you
can Customise the ribbon

1.1 Random tips

When drafting text, you may wish to maximise the amount of screen space allocated to the text
area. You can do this simply by clicking on the minimise arrow at the top right corner.
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Change
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The Pilcrow button ], in the Home Tab is particularly useful to have turned on when formatting text.
This function shows formatting marks that assist with text layout but do not appear on the printed
text. Problems with formatting can often be seen using this function.

Paragraph N




The Zoom slider at the bottom right can be very useful when entering text or reviewing the
formatting of your document. Zoom in to find a text size that suits you when you are drafting text.
Zoom out to see 3-4 pages on a single screen to assess if you have any overly long paragraphs that
might need splitting into 2 or more. Zoom out further to find pages where white space needs to be
removed.

100% (=) [ F)

If you are preparing a paper for publication and you require line numbers you can find this function
in the Page Layout Tab:

4 Orientation = ¥= Breaks =

d 13 size - £3 Line Mumbers =
kargins

EE Columns~  wE Hyphenation -

Page Setup ]

If you wish to add a DRAFT watermark to your draft you can also find this function in the Page Layout
tab:

B |@ D

Watermark| Page  Page
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Page Background

Most typographers and style guides suggest you do not have a double space after a full stop. If you
wish to remove double spaces, use the Find and Replace function. Find two spaces and replace with
one space.
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Text alignment can be changed using the paragraph justification functions. Ragged right (left only
justified) is considered to be the easiest to read on the printed page. Justified text (aligned both left
and right) is preferred for online text.

EMCES MAILIMNGS REVIEW VIEW

f Paragraph

Learn some keyboard shortcuts:

Save Ctrl+S
Close Ctrl+wW
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
Select all Ctrl+A

An important shortcut is the F9 key. This function key updates the fields in your document. So if you
have linked figure legends, linked table titles, and/or automatic tables of contents, these will all
update when you select the entire document (CTRL A) and press F9.

For MACS MAC - On the View menu, click Print Layout. Select the whole document, press CONTROL
and anywhere on the document, and then click Update Field.



1.2 Customising the interface and functions

You may find some of the Word autofunctions unhelpful. Many of these can be turned off in the File
- Options. Here you can:

W - |
Home Insert

i save In Display - Choose what formatting marks you wish to see and/or print in

your document
@, Save As
Save as Adobe PDF

L5 Open In Save - Reduce your autosave time and find where you can autorecover

i Close a document. Autosave every 2 minutes rather than every 10 minutes.

Info If your document is taking a long time to autosave (and you have a fast
computer) this may be an indication your document is getting too big and

ecen
- you may want to consider reducing the file size (do you need to compress

New the images?) or breaking the document into subdocuments.

Print

Save & Send In Proofing - Turn off your spellchecker and grammar checker as you type

to save distraction when drafting. You can still check your spelling and
Help grammar at the time of your choice using the Spelling and Grammar

-] Options function in the Review Tab.

In Proofing — add technical terms and words to the Custom Dictionary to prevent Spellchecker
repeatedly picking them up as mistakes. [For MAC Users: Word Preferences- Authoring and
Proofing Tools - Spelling and Grammar Spelling section — Custom dictionaries].
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In Language — set the spellchecker to your desired language. This may change at different times if
you are preparing to submit papers to different journals. It is customary for students to prepare their
thesis in English (Australia). [For MAC users: Tools > Language]
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In Proofing — Autoformat and Autoformat As You Type turn off any annoying functions, particularly
fraction, ordinal and bulleted lists.

In Proofing — AutoCorrect you can use Replace Text As You Type to correct your individual
typographical errors. You can also create you own shorthand and use Replace Text As You Type to

autocorrect this shorthand with the full text.

Word Uptions

General

AutoComed options

Change haw Waed corrects and farmats tedt as you ffo HutoFormat | Acgons.
I AutaComect Adoforect | huboFormat ks You Type
e Wher . Lo g et Options buttons
Adwared

] Ignace words in UFFERCASE [¥] Corect T Diitial Cagstals Exceotons... |
Customice Ribhon ¥ Ignore words that cortain numpers ¥ Capitakoe frst letier of gentances g
Quick Atcess Togdoar (&1 Ypnore internat and [ie addnsses 7| Capitine frst et of tabie ol

V| Fag repeated wodds | Capitalze rames of daye
Add-ins | Enforeg sccented uppescate in French [} Comect acridental usage of cAPS |0 ey

Trust Center

Il
;_. Change how Word corrects and formats your tet.

- T

‘Suggest from main dctignary only
Lustom Disticnanes
Frenen modes: | Tradmional and new speiings E

Spanish modes: | Tuteo verb forms only 3
When comecting spelling and grammas in Word

[V Check spelling as you type

4| Use contedusl spelling

¥ Mark grammar errars at you fype
| Check grammar with spelling

[ Show resdabifity statistics

Writing Style: | Grammar & Strle|m] | SetH0GE | 1] Automatically e suggestiors fiom the speing checker
| cneck Dcument |

Fyeeptions for: 5] Decumentl 3

Hidie so¢MnG errors i this Socument onk



2. Creating a Template

If you are preparing your word document as a series of separate documents (usually a chapter per
document), you may wish to format these documents uniformally. Word imposes a default format,
but it is unlikely this format will suit all of your needs.

If you have not started any documents, you could change all the Word default settings to
automatically format every document according to your thesis document style. However, as it is
likely you will wish to use Word for a range of different documents in addition to your thesis, a
better alternative would be to set up a thesis chapter template. You can then open this template
document when you start a new chapter knowing that the formatting will be consistent across
chapters.

If you have a single thesis document that is inconsistently formatted, or a series of inconsistently
formatted documents, you may still consider creating a thesis template document. You can then
strip all of the formatting from the original document by pasting the text into Notepad then pasting
from Notepad into the template you have created. You will lose all of your formatting in this process,
but it will enable you to reapply the formatting in a uniform way to all of your documents. This
process will be time-consuming and | would only suggest doing this if you feel the time spent is
warranted.

At a minimum , when you create a template document you will want to set your: page margins, page
orientation, page numbering, font, size, and spacing). Prior to setting up a template you may wish to
review the UWA Thesis style and format suggestions, read a short style guide for your discipline, and
consult with your supervisor.

Before creating a template document, you should familiarise yourself Outline View and the Levels
and Styles functions in you ribbon.

AaBbCcDd AaBbCeDd AaBb(C( AaBbCcl AaBbCeD /—\a I_J) AaBbCcD
T Morma T Mo Spac... | Heading 1 | Heading 2 Heading 3 Title Subtitle

Chuloc
YIS

When you save for the first time, you will not overwrite the template — instead you will create a new
document with the template formatting.

Ideally you would use this template to create a master document and each subdocument (chapter)
would then be formatted as per the Master document.

10



2.1 Page Settings

Set your margins in Page Layout — Margins [MAC users Format — Document]. There are no longer
margin requirements at UWA because you will submit a PDF copy for examination and the final
version will be a PDF uploaded into the UWA Research Repository. Good use of margins can reduce
reader’s eyestrain and improve their comprehension of your text. Page margins have the greatest
influence on line length, which contributes to the readability of your text.

The word default template has margin settings of 1 inch (2.54cm). This is considered too narrow for

many fonts and you may want to increase your margin settings.

O Rl I i P i B =g
[ =]

) 2 . &
| - k- - :

Heading-17

Title]

If you wish to hard copy bind the final version of your thesis for yourself or your supervisors, you will
need a reasonable left hand side (LHS) margin to account for the space consumed by the binding. If
you also want the thesis to be printed double sided you will need to mirror these margins.

Page Setup 7%

MZ To create mirror margins in Page Layout — Margins - Custom
- ' o - Margins — Pages choose Mirror Margins from the drop down
e g S cuterpomton [ menu. You will then see the margins descriptors change from
oo Left and Right to Inside and Outside. You can set the Inside

portrat Lancseape margin as wide as you need for binding.
Pages

Multiple pages: —

Unfortunately you cannot apply mirror margins to all sections
e of a multi-section document - mirror margins can only be
applied to the whole document. Currently there is no work-

around to this.

Applyto: |Whole document |~

Set As Default Cancel
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You can set your page orientation using Page Layout — Orientation.

I Home Insert {F‘agELayaut) Refi
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While theses are almost exclusively in portrait orientation, you may have a number of tables or
figures that are better placed in landscape orientation. In this case you will need to insert a section
break before and after the material that will be in landscape orientation. Go to Page Layout — Breaks
and choose Section Break - Next Page [MAC users — Layout — Page Setup — Break]. You can then
change the orientation of the page(s) between the section breaks.
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You can also number your pages, choosing the page you start numbering and the style of numbering,
using the Insert Tab — Page Number — Format Page Numbers [MAC users View - Print Layout -
Document Elements tab - Header and Footer - Page #].

References Feview View
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You can add a chapter number into your page numbering provided you have set up your heading
levels appropriately.

Using section breaks, you can also number sections

Page Number Format @@

Number format: |1, 2, 3, . [;f

of a document differently. Normally when you

Choose page
number format

insert a section break, the numbering will continue
through the section as defined from the previous
section. If you deselect Continue from previous

L0,

section, you can give a section a unique numbering
system.

Page numbenng

(&) Gkt e previous section Choose In theses, the front pages are commonly numbered
O start gt: | :‘:;':fr using Roman numerals and are numbered normally
from Chapter 1 onwards. You can choose Roman
| QK. ] [ Cancel ]

numerals in the Number Format option.

You can remove the page number from the title page by editing the footer by Insert- Footer-Edit
Footer and choosing Different Front Page

Header & Footer Tools

Design
=+ Header fram Top: | 0.5" :
wen Pages gf Footer from Bottom: | 0.5" z

¥ Show Document Text |ﬁ Insert Alignment Tab

Options FPosition
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2.2 Styles and Levels

Word has a number of default styles defined in the Styles ribbon. If you click on some text and hover
over the style buttons, the text style will change accordingly. In a thesis you will be required to
differentiate the main body of your text (known as body text) from your headings, figure legends,
table headings, and any other text you wish to distinguish from body text. You can manually format
the style of text — but it is much more efficient to create a style and apply the style when
appropriate. This will ensure text of the same level is uniformally formatted.

For you thesis | would suggest defining a minimum of these styles: chapter heading, headings 1-4
styles, figure legend, table title, thesis title.

Nty St To change the default style settings, right click on the style
button. Modify the style as required. Change the name,
choose the appropriate formatting options. Remove any

unnecessary styles from the ribbon. Untick automatically

update.

Laghty, 14 pt, Beld, Fent color! Accant 1, Space
e, Koep lines togather, Leved L, Style: Linked, Quick Stye

¥ Add to Duck Style ket
@ Only in this documant

Fgrmat »

Automtically update
Hew documents haend on this template

Cancel

When modifying a style you should also allocate a level to the style. Headings are hierarchical — with
chapter headings the highest level, down through the subheadings to the body text. It is important
when choosing styles, that the highest order heading has the most prominent style, decreasing in
prominence to the lowest level of prominence in the body text.

When you determine the number of levels of headings required, you can allocate the respective
styles this level heading. This is important, because you can collapse your text according to heading
level in Outline View, you can automatically create a Table of Contents based on levels, and you can
easily move ‘chunks’ of text by heading.
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Heading levels can be set in Modify — Format — Paragraph — Outline Level.
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To avoid you title appearing in your table of contents, allocate this the lowest heading level you will

use (such as 9).

WEA?- 0 GE@3Y -
Qutlining Home Insert

@5 Show Level: Al Levels
HEE
Show Text Formatting

[ Show First Line Only
Outline Toals

Page Layout

& @ BodyText

a v + =

——

Refersnces  Mailings

5
A
Show

o Collapse
Document Subdocuments | Outline View

Master Document

S

Review  View  Acrobat

Close

© Chapter-17
© Introductiony
° .

text.

Supporting-text.

text.

Supporting-text.
text. i

Supporting-text.

sentence-orsentences.
®q
© Firsttopic]
° Ny

In outline view you can see the allocation of
levels to text, change text levels, and
choose to see selected levels:

If you are having difficulty assigning a level

to a style that you are modifying, create the

text.

Supportingtext.
text. i

Supportingtext.

text.

Supportingtext.

sentence-orsentences.f
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2.3 Numbered headings

H‘ . e S Once you have allocated levels to your
= om0k ke == e oow | heading you can then apply multi-level
T e B s s B TS icting to number your headings.
In your document click on your first
— level 1 heading. In the Home tab —
il B choose the appropriate multi-level list.
s i You should then see a trickle down of
i numbering for all heading and
subheadings.

2.4 Save your formatting changes in a template document

j@‘!g 0)= . Documentl - Mrnmﬁw_ You can save a customised document as a
~ Menus Home Insert Page Layout References Mailings Review View template using Save AS —_ WOI"d Template. The
All- |File~| Edit- View~ Insert~ Format- Tools~ Table~ Window~ Help~
[ 0] wew [Faad -0 (@ file will be saved within your My Template
A nepS open U -ahe x, x| [A] Al Aa-| |[E = )
| Close e folder unless you choose to save it elsewhere.
| s The file icon has a different extension and a
E, Save As + | save a copy of the document
L W] save As.. Word 97-2003 Document {77, Word Document . different icon.
5; Save as Web Page... ?:;t:‘::e document in the default file
_& Bestrict Permission L ET T
Q Web Page Preview —| save the document as a template that
Eam 5 can be used to format future documents,
LG Print Preview i ;Na:;dagczsinflch:(:'::u"r;Entthat\5fu|ly
| | & FPrint compatible with Word 97-2003.

You can re-open this template from your My Template folder or the location of choice you saved the
file in. When you next save, you will not overwrite the template but will be required to save the
document as a separate file.

W] WordWorkshopBooklet MiddlePages_IE100T18
File Home  Inset  Pagelsyoul  Refersnces  Mailings  Review  View  Developer  HPRecords Manager  Acrobal
i save
Available Templates
[ savess
3 Home
& Saveas Adobe PDF
= Open
i Close — TA -| )
e J " =L} \.y
&) WardWorkshopBa...
2 " Blank Elog post Recent Sample | My templates | New from
] PaperworkshopBa... document templates templates existing
S Karina_Methods_JE... Office.com Templates +
Ei] Karing
info j
Recent Announceme  Annual Bvery Blank and Books Brochures Business Cards Charts
_ ) -
-
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2.5 Master Documents

According to the Microsoft Word parameters, Word can manage individual documents of up to
512Mb. In reality, documents can be difficult to work with when the file size is large and they are
prone to corruption.

Large documents are often best managed by creating a Master document that links multiple smaller
documents. These documents are not ever combined into one file. Instead they are controlled by
the Master document, which allows the creation of a table of contents, allows for continuous
pagination and enables printing of the sub files as a single document. Any changes made to the
Master document are updated in the sub files and vice versa. However, the styles set up in the
Master document take precedence over the styles in the sub files, giving the Master document a
uniform appearance.

How you choose to manage your thesis depends on what you have written in word already, whether
you have divided your thesis up across a number of documents, and how large your documents are.

If you have written a substantial amount of your thesis in one small file — you could continue with
this approach but ensure you have multiple backups of this file in multiple locations.

If you have written a substantial amount of your thesis in one large file — you could consider
breaking up the file into sub files managed by a Master document.

If you have a number of separate documents, - you could consider combining these documents by
creating a Master document and adding sub files to the Master document. Or it may be easier for
you to keep your files separate and compile a PDF of each file. This will involve some ‘fiddling
around’ to sequentially paginate the files and you will need to manually create a table of contents.
But ultimately this may be quicker than creating a Master document.

If you are very early in candidature, you may consider creating a Master document with a separate
sub file for each chapter.

If you choose to create a master document, be aware that there are some concerns with corruption
of sub files, particularly in earlier versions of Word. So keep everything backed up as individual sub
files just in case something goes wrong.

2.6 Master Documents and Endnote

If your sub files contain Endnote references and you wish to create a Master document you will need
to unformat the citations. On the EndNote tab, click on the small triangle symbol next to the Convert
Citations and Bibliography button. A drop-down menu will appear. Select the option Convert to
Unformatted Citations. The EndNote citations in your text will now appear in curly brackets.
Example: {Audard, 2007 #32}
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2.7 Creating a Master Document and sub files from scratch

Open your template document. List the proposed chapters of your thesis using Heading 1 Level 1.
GO to Outline View. Choose Show Document. Select text to be linked to first sub file. Click on Create
sub document. Continue until all chapters are sub documents within the Master document.

[CIIRNE Dzouresed - Ml Wod

W EEEE T Fage Lipoad Bersineds vy R uw e L g alian

A Craavi
o G et Vemm vy -1 A1 wecd
- W o m e o L] . Q
S Nk Lors g S’ et 1 a1 | o ki Do oy
Vgl i

- ik - £ 1
ORI o o b it v | 2

7] — S — — — — p— BT B (i)

Front-PagesT

@ Sarkion B {Caniruou)
Chapter-1:-Introductiony

Chapter-2:-Literature-Review

Chapter-3:-Research-Project-1Y

Chapter-4:-Research-Project-14

Chapter-5:-Research-Project-11

Chapter-6:-Discussiony

References

Appendicesy

00000000 | ©

Save to a folder where you will see the Master document and each of the sub files. You can
subsequently choose to open the Master document or the individual sub files.

{ Ju | L v Master
Organize » Include in library = Sync v Bum Work offline New folder
< Favorites Name ) Date modified Type Size
Bl Desktop ) Appendices 10/07/2018 1:53 PM
@ Downloads | ] Chapter1
5 Recent Places 1] Chapter 2
@_] Chapter 3
4 Libraries &) Chapterd
¥ Documents ] Chapter
o' Music 1] Chapter6
| Pictures §1] References
B videos 1) ThesisMaster

When you open the Master document in Outline view, you will see the sub file paths. Click on
Expand documents to see the documents themselves.

Secson Brusk Corremal

Secon Bresk (Conniens]
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2.8 Creating a Master Document and sub files from a single document

In Outline view choose a level that is appropriate for the type of sub file that you wish to create. This
is probably Level 1 which should correspond to your chapters. But you could have greater choice in
where you create your sub files and the ability to create more sub files by choosing to see more

levels.

Then follow a similar process as outlined for a creating a Master document from scratch, creating
the sub files by selecting appropriate headings or groups of headings.

EE @ |= Documentl - Micresoft Word
“ Duttining Hame Insen Page Layout References Mailings Review View Develaper HP Recards Manager Aerobat
¢4 Boay e | 97 Show Level BT > 3 Create -
ot A 7| Show Text Formatting J ﬂ 3 nsert E
ol | Show First Line Only [)::_:.‘u:nrsulf:.ll:fr;:nh | L-,Q]La(l.Decumem _guﬂ.?,\i.-,m.
@ Front-Pagesq
@ Introduction
@ Literature-Reviewq
© Materials-and-Methods{
! ecton Break (i
=]
@ Results]
© Aim1y
© Aim2q
© Aim3q
] tion Break (C

© Discussion{
o

2.9 Creating a Master Document and sub files from a multiple documents

Open your first chapter. In Outline view click on the place you wish to insert the file. Choose insert.
Select the file you wish to add. You will be reminded that the Master document style will overwrite

the styles of the added document.

&= Chapterl - Microsoft Word
Outlining Home Insert Page Layout References Mailings Review View Developer HP Records Manager Acrobat
@- w Leve Bl = 5 @ create 3
@ |Levert s Show Level '_'ﬂ ij d) Create a
7] Show Text Formatting = — I tnsert
o W B = Shiow Collapse = Close
_| Show First Line Only Document |Subdocuments| 1] © gl Lock Document | Qutiine View
Outline Toals Master Document Clase
. H Insert Subdocument
@ Chapter-1:Introduction
Browse for an existing file to
embed as & subdocument. !

"® Chapter-2:-Literature-Review

-+

| Ensure that Expand Subdocuments |

s e SECH0N Break (Next PAQE) s
You cannot embed a subdocument

within body text; it must be

embedded after a heading.

s SECHON Break (Conlinuous) smsmmmmimimsmis

is turned on before using this |
feature, |

L |

Section Break (Next Page).
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3. Working with Images, Tables & Footnotes

Once you have established how you will manage formatting of the text in your document and the
way you will manage the file(s), you can consider images and tables.

3.1 Images

Once of the biggest problems students face is file size linked to high resolution images. You can
choose to submit images as a separate image file, potentially with a low image version in the thesis
itself. For many, however, high resolution images are not required and they can be compressed.

Insert an image into your document using Insert — Picture

@Lﬂ""5= Wao

m Haome Insert Page Layout References Ma
| Cover Page ~ Ij I_T'
Ba P 2 &

|1 Blank Page
Table Picture Clip Art Shapes Smartart Chart

E‘Page Break - Pane -
Pages Tables Illustrations - —

Insert Picture from File Developer Format

Insert a picture from a file, r ﬂ 5] 4 Bring Forward |;| L
d .4

_ﬂ .
(@ Press F1 for more help. b = - 4 Send Backward %
Background | Position Wrap B e o

Click on the image and open the new Picture Tools Format tab that appears. Choose the appropriate
resolution in the Compress Pictures function. If you choose to crop your image using the Picture
Tools - Crop tool you can choose to further compress your image by selecting to Delete cropped
areas of pictures also in the Compress Pictures function.

Ho-

File Home Insert Design Lay:

Brightness ]Q:Cﬂmprﬁs Pictures
O Contrast - | heset Ficture
Shadow
Recolor - Effacts -
Adjust Shadc

Click on the image and set the alignment on the page using the Paragraph alignment options. If you

wish your text to flow around the image then you can choose the Picture Tools - Wrap text options.
However, it is normal in theses to differentiate images from text using a reasonable amount of white
space.
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3.2 Tables

There is considerable scope to change the appearance of a table within word. Often the default

Insert

=

Table
- Art -

4x3 Table

Page Layout

I | |

o o

References

ions

Mailings

Ficture Clip Shapes SmartArt Chart Screenshot

I | [

I O

I O

I O
I O
I

Insert Table...

Diraw Table

Conyert Text to Table...

Excel Spreadsheet

Quick Tables ¥

i e

3.3 Footnotes

styles are not appropriate for a thesis.

After inserting a table using the Insert tab - Table you can
explore the options in the Table Tools tabs.

Table borders and cell borders using the Table Tools
Design Tab - Border

Cell height and width using the Table Tools - Layout tab
Cell margins using the Table Tools - Layout tab

If a table extends over a page, in Table Tools - Layout you
can repeat the header row using the Repeat Header Rows
tab and in Properties — Row tab you can prevent rows from
breaking across a page

Footnotes work in similar way to in text referencing of visual elements. Click in the text where you

would like to add a footnote. In the References tab - Insert Footnote. A numbered reference mark

will be inserted into the body text and a footnote mark will be added to the bottom of the page.

After typing in the footnote text, you can return to the main body text by double clicking on the

footnote mark.

™ el UJ.:--‘ e

.............

T incumentl = Mot

|
+
£F il

sww v

Suppsringies 9 5
PosstiyarLontioding
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3.4 Captioning

As it is normal for all images to have an image caption, commonly called a figure legend. Figure
legends normally appear beneath the figure. Similarly tables have a table title but this normally
appears above the table.

There are normally four elements to each of these items in a thesis. The item itself, a numbered
caption, one or more in text references to the item, and inclusion of the item and its page number in
a list at the beginning of a thesis. Each of these features can be managed using the References tab
which connects these four things together. If the item changes place with another, all of linked
information about the item can be automatically updated.

After you have inserted a visual item, click on the item. Go to the References tab —Insert Caption.
Choose the appropriate label (Figure or Table) and the Position. Add the required text to the caption.
Select numbering if you would like the chapter number included in the caption. You can edit the
caption (for example reduce Figure 1 to Fig. 1) or create a new label.

Decument] « Micresoft We

Hams Ingert Fage | ilings Rayiew View Arrobat Format
=5 = ocid Teuf = L;]Iml '| .jl\d.lnng:l Sourcey % [ Ingert Table of Figuse: 2 Trisart Imcle _2 iy Invart Tabie of Auth
| - i
P-J ! Updlate Tabie ﬁf Hest Footnaote - = Ik Style: AP&J ] ¥ | !
Table af Iny Inyert hark Mask
Contents » Citation = @ Biblisgis efEiEnce Endry Citatian
Table of Contant Foalnot = | itations & Biblagraphy sptian | Indes lahie ol Autharitie
Introduction ....... PO AR RP PO CPR PR BSPPRPRMOPPTR: | |
FIrStADpEL oooviaires a0 caption [T =)
M - es 2 s e e i i oA et 4 Ciplore:
| Figuire 1= Chrysar II||+I| irm
o Dptions
Chapter-17
= g
* Introductiony [ e——— =]
:S?P.'S SENEnce, Zoﬁslwf.dﬂ\' QVﬂi;ﬂqi!mieﬂhg.r?fUﬂW b Pruch e iaheel £ capson
upportngiext Supportingde st Supporting e xl, SUppomy — ;
I: bewlsbel, | Mumberig...|

Supporingiect. Supportingiext, Supgortingfext. Sup
Supportingtaxt, Supporting e xt, Supporting text. Supporll '! c | lT‘ | c 1
fupportingfext. Supporting fext. Supporting fext. Supporl i
Posslbtya concluding sentence-orsentences. |
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Link your visual item to the in text reference using the Reference - Cross reference function. Where
you wish to add the in text reference to the figure or table add a bracket and then click Reference -
Cross reference. Choose the reference type (figure or table) and select the appropriate item from
the list. If you only wish to include the figure number choose insert reference for only label and
figure. As theses are now submitted as electronic versions you may wish to select Insert as
hyperlink.

WEY- O QT RaIVEHEF Document! - Microsoft Word
“ Home | Insert | Pagelayout  References  Mailings  Review  View  Acrobat

NS D EHEPEd. @ B B BER EEd4 -

== [Rpate &
Cover Blank Page Table Picture Clp Shapes SmartArt Chart Screenshot  Hyperlink Bookmark Cross-reference  Header Footer Page Text Quick WordArt Drop 'j"
Fage* Page Break - Art - - - *  Number~ | Box+ Parts~T - Cap~ '8 Object -
Pages Tables Tlustrations Links Header & Footer Text
* Introduction¥ | 5
Topicsentence{| £ollowed by supportingtexthere. Supportingtext.Supportingte; Su)
Sy
P pporting: Po
upportingdext. Supporting: q
t.Supportingtext. Supporting:
=Se
To
Sy
a sy
Insert reference to: Sy
|E| Only label and number sy
Include above below Po
1
I = = = = — — 7
WAd?-0 ey s T Documentl © Microzolt Word T 0
Home Insert Page Layout References Mailings Review View Acrobat
» A i Insert t S (3 Manage Sources : f T tind =
. : - A = g =
! Upda AK Next Footnote = = (0, style: APAFirtt = = Tabike
Insert Insert t Mark Mark
Footnote = Show Notes Citation « &3 Bibliography = i) Cross-reference Entry Citation
af Contents Foatnotes . Citations & Bibliography Caption: | Index Table of Authorities

Supportingtext. Sup
Supportingtext. Sup
Supportingtext. Sup

* Introduction®]
Topicsentence{Figure-1). followedbysupportingtextheref, supportingext. Supportingtext.:
supportingdext, Suppertingdext, Supportingdext, Suppartingext. Supporting4ext, Supportingiext -

supportingdext, Supportingdext, Supportingdext, Supparting4ext Supporting4ext, Supportingiext -
Supportingtext.Suooortingtext. Supoortinetext. Supporting text.Suooortingtext. Supoortinetext.. =

Possibly-a-ce

When you shift your table or figure (remember to select both the item and the caption), the
corresponding table and figure numbers will change accordingly. You will only see these number
changes when you update the fields in your document using CTRL A and F9.

If you see Error! Bookmark not defined or Error! Reference source not found, the cross-referenced
item is no longer in the document.
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3.5 Lists of Figures & Tables

To create lists of visual items click on the page you wish to insert the list. Go to the References tab
and choose Insert Table of Figures. Then choose the Caption label according to whether you want a
List of figures or List of Tables.

Mo -00EeRE S e — T Dacument] - Microwaft Word |
BE vore  eer msgelmout | References | Mailings  Revew  View A
™~ e Add Text - LEiytsen Endncte 3 Manage Sources n Wsetbides | ozn g ased Tubls of Autharlt
= - ™ - 2 e B
3 Upaste Table st Fecincte + A Style: AP B - = T
in in - P Htack hark
a o . a * | capti v intry Citation
y Indes :
® Introductiony
Topicsentence. followed by supporingtexthare. Supportingext Supportingtest. Supportinglext.

SUppOti Supporting
Suppartingtext. Supporting

Figure 1: Text - | [Feure 1

Figure 2: Text.. 1| |mpure 2: Text
Figura 3: Taxt.. : isture 3 Text
Figure 4: Text. Eigure 4: Text
Figure 5: Text. Figure 5: Text

¥ ghaw page rumbers | Use lyperinis nstesd of page rumbers

Figure-1:Chrysanthemu m-ll_'l

3.6 Automatic Table of Contents (TOC)

Insert a table of contents by clicking on the required position and choosing in the References tab -
Table of Contents — Insert Table of Contents. Choose which level of headings you require in the TOC
by choosing the Level number.

For MAC users: In the Home Tab choose Index and Tables, select Table of Contents and choose your
format from the menu on the left. A table of contents will be inserted into the top of your
document.

Home Inzert Page Layout References Mailings Table of Contents | ? Py |1
|2 Add Text - Uy Insert Endiote = " ng_@_‘
AB' ™ = S Table of Contents || Table of Contents Options
|2 Update Table As Mext Footndge + Q% e |
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Heading 2 1 Show page numbers
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i . B Heading &
a2 Insert at Current Document Position Tableader: |....... . / T
Insert at Beginning of Document L islEs
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Table entry fields
Table of Contents Insert at End of Document i General b B sy
HEAING L cvvreenrmrserisnssnns Insert at Beginning of Section Formas: From templatg.
Heading 2 .ooveveeeene! Insert at End of Section Show levels: |3 :“ . —
n levels: ———
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Manual Table Edit Properties...

@ organize and Delete... é
. . Add Gallery to Quick Access Toolbar

Type chapter title (level 1) 1
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4. Editing and Sharing a Document

Word has a number of features that allows you to share documents, track any changes made and
compare two documents.

4.1 Track changes

When you turn on Track Changes, Word allows you to see the new changes made to the document —
you can accept or reject each of these changes.

Remember to accept all changes in your final version as you do not want your examiner to access a
version with track changes visible (Or under the Filetab — Print — Settings - Print All Pages - Print
Markup to clear all check marks).

When you turn off Track Changes, Word stops marking up new changes. In more recent versions of
Word you can prevent someone from turning off Track Changes using Lock Tracking.

You can customise the changes you wish to see at any one time by choosing relevant items in Show
markup.
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+ Insertions and Deletions
+ FEormatting
@:. Balloons 3

Specific People 4
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The default in Word is to display deletions and comments in balloons in the margins of the

document. However, you can change the display to show comments inline. Inline comments can be

viewed when you rest your pointer on the comment indicator.

On the Review tab - Tracking group - Show Markup — Balloons - Show All Revisions Inline to show

changes inline.

= AN Markup . L

L Marup Options = Reviewing

' Comments

v Insertions and Deletions
v Formatting

v Track Moves From/To

Reviewars | 4

Preferences...

T M dm | =

Accopt  Ropect  Provious el Comomne Bleck Proby
duphors  Dotur

LAY FUTIER 15 atting in Balloons

The first time you install and use an Office program, you are asked for your user name and initials.
This will appear as the name linked to the comment. You can change this user name at any time.
Select File - Options. In the Options dialog box, change your user name and initials in the
Personalize your copy of Microsoft Office section.

Jo

Word Options

[ General

l

Display
Proofing
Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar,
Add-Ins

Trust Center

E& General options for working with Word.

User Interface options

|:| Show Mini Toolbar on selection (i)
Enable Live Preview (i)
Color scheme: Elue EI

ScreenTip s escriptions in ScreenTips EI

Personalize your copy of Microsoft Office

User name:

Initials:

Start up options

|:| Cpen e-mail attachments in Full Screen Reading view (i)
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4.2 Compare documents

At times you may have many copies of one of your thesis document circulating, especially towards
the end of candidature. So it is important to keep track of changes to versions of the same
document. It may also be useful to use a file sharing program to avoid suggested changes to
different documents at different stages of editing.

| label my files: name_version_intialsdate

But if you do become muddled as to which is the latest version or track changes has not been on and
you don’t know what changes have been made to your document:

You can compare two versions of a document to see how they differ and you can then combine two
versions of the same document into one new document.

To merge two versions of a document, open one of the two versions of the document that you want
to merge. On the Tools tab - Merge Documents. On the Original document menu, select one version
of the document. On the Revised document menu, browse to the other version of the document.

" .ﬁ{a’ f’? #% Previous

Accept Reject ?}Next

E & Display in Par
ke Save to CSVF
Ehow Source Protect
Doomand ument
f"f Compare...

|
-j’ﬁ-ﬂ Compare two versions of a
document {legal blackline).

Changes H Frequenc

Combine...

=
j¢__ Combine revisions from multiple
authors into a single document.
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