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2 RECOMMENDED STYLES FOR A THESIS DOCUMENT

Note: Be sure to ask your supervisor if there are instructions/conventions for scholarly documents
specific to your field of study. This style guide is recommended for use in lieu of discipline-specific

instructions.
Margins!

Top —2cm
Bottom — 2cm
Left —2cm
Right —2cm

Paper A4

Styles

Normal

Size—11o0r12

Colour — Automatic

Alignment — Left

Paragraph spacing — 0 Before & 12 After
Line spacing — 1.5 lines or double

Heading 1

Font — as above, size 16

Font style — Bold

Font Effects — All caps

Alignment — Centred

Paragraph spacing — 0 Before & 24 After
Line spacing — Single

Tick “Don’t add space between paragraphs”

Heading 2

Font — as above, size 14

Font style — Bold

Alignment — Left

Paragraph spacing — 15 Before & 12 After
Line spacing — Single

Tick “Don’t add space between paragraphs”

Note: If you find that a frame or box appears around text within your document, modify the affected

Fonts?

Sans-Serif fonts

Arial — minimum 11
Verdana - minimum 11
Calibri — minimum 11

Heading 3

Font — as above, size 12

Font style — Bold

Alignment — Left

Paragraph spacing — 12 Before & 9 After
Line spacing — Single

Tick “Don’t add space between paragraphs

”

Heading 4

Font — as above, size 12

Font style — Bold and lItalic

Alignment — Left

Paragraph spacing — 9 Before & 6 After
Line spacing — Single

Tick “Don’t add space between paragraphs

”n

Caption

Font as above, size 10

Font style — Bold

Paragraph spacing - 6 Before & 12 After
Line spacing — Single

Quote
Font — as above, size 10
Alignment — Left

Indentation — from 0.63 to 1.27 cm both sides

Paragraph spacing — 6 Before & 18 After
Line spacing — Single

style by select Remove frame under the Frame menu.

L 1f you are printing your thesis for binding, ask the binders for their layout specifications.
2 These fonts have been selected based on compatibility between PC and Mac, and readability for common screen reading/accessibility

software.
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3 PAGE LAYOUT FOR ELECTRONIC SUBMISSION

Note: for a printed and bound copy, request formatting specifications from the bookbinding
company you are using.

Page layout refers to the overall layout and appearance of your document, such as how much
text you will include on each page, the size of the paper on which you will print your document,
and so on.

The margin is the white space around the sides, top and bottom of a page. By default, Word
sets this to 2.5 cm (or 1 inch) for each margin. You will change this to 2 cm margins all around.

3.1 Setting custom margins for electronic submission

Setting the page layout to enable double-sided printing of thesis documents. Word provides
several preset margins you can choose from, but for thesis layout it is necessary to make your
own custom margins.

1. On the ribbon bar, select Layout.

File Home Insert Draw Design Layout

@ [lb'} ]E 'I,E|l Breaks ~ IEent

i ) ) ) 17 Line Numbers ~ 3= Lef
Margins Orientation Size Columns A
Y - = - bc Hyphenation ~ =+ Rig

Page Setup [EY]

2. Click on Margins to access the drop-down options.

3. Click on Custom Margins... at the bottom of the menu to access the Page Setup menu
(seen below).

Last Custom Setting Page Setup ? x
Top:  2cm Bottorm: 2 em
Left:  2cm Right 2cm Margins | Paper  Layout
Margins
Mormal Top: 2em e Bottom: 2em 5
Top: 234 cm  Bottom: 2,34 cm Left: 2em = Right: 2em =
. 2 5/ 1 . 7 5/
Left: 2.54em  Right: 234 cm Gutter: 0.5 em < Gutter position: Left ™
COrientation
— Narrow
Top:  1.27em  Bottom: 1.27 cm D g
Left:  1.27em  Right 1.2V cm
Portrait Landscape
Moderate Pages
Top: 2534 cm  Bottom: 2.54 cm Multiple pages: Normal ~
Left:  1.91em  Right 1.91cm
Preview
Wide
Tep:  2534cm  Bottom:2.54 cm
Left:  508cm  Right 308cm
Mirrored —
Top:  2.54ecm  Bottorm: 2,54 cm
Inside: 318 cm  Outside:2.54 cm
Apply to: |This section ~
Custom Margins... Set As Default Cancel
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a. On the Margins tab of the Page Setup menu, set top, bottom, left and right
margins to 2 cm each.

b. Set gutter to 0 cm and leave gutter position as ‘left’.

c. Under Orientation, select Portrait (inserting landscape pages is explained later in
this guide).

d. Next to Multiple pages, make sure that Normal is selected from the drop-down
tab.

e. Next to Apply to, click on the down arrow and select Whole document from the
drop-down menu.

Note: If you have section breaks in the document, select 'This section’. If you’re unsure of what a section or a
section break is, it will be explained later in this guide.

4. Next, click on the Paper tab of the Page Setup menu.

Page Setup ? *
ut
Paper s
Ad £
Width: |21 cm s
Height: |29.7 cm =
Paper source
First page: DOther pages:
Automatically select Automatically select
Auto Select By Printer Auto Select By Printer
Tray1 Tray1
Manual Manual
Preview
Apply to: | This section ~ Print Cptions...
Set As Default Cancel
a. Under Paper size, select A4.3
b. Under Apply to, select Whole document, or This section if you're using section
breaks (see note above).
c. Click OK.

3 If A4 doesn’t appear as an option, select ‘custom’ and set the width to 21cm (210mm) and the height to 29.7cm (297 mm).
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5. Next, click on the Layout tab of the Page Setup menu.
a. Check to make sure that the settings you see on your computer look the same as
the image below.
. You don’t need to adjust any settings in “line numbers”%> or “borders”.
c. Click OK.

Page Setup ? X

Margins Paper
Section
Section start: Mew page A
Suppress endnotes
Headers and footers

|:| Different odd and even
|:| Different first page
Header: [1.25cm =

From edge:
Footer: [1.25cm -5
Page
Vertical alignment: | Top hd
Preview
Apply to: | Whaole document |~ Line Mumbers... Borders...

Set As Default Cancel

4Very rarely, academic convention within particular disciplines will require line numbers for scholarly documents which may include theses.
Students in these disciplines are generally made aware of these requirements.

5 Line numbers often appear on interview transcripts. They’re also really handy for documents where you have to be specific about points in
the text (i.e., specific recommendations when reviewing a manuscript). Now you know where to find the settings to use them in other
documents!
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3.2 Inserting page breaks and section breaks

When a page fills with text, Word will automatically roll over to the next page. A page break
tells the computer to push the text that follows the page break onto the next page. Sometimes
you may want to insert page breaks, for example, to ensure an image, plus the text that refers
to it, remain together, or so that a table isn’t split over two pages.

Page breaks and section breaks are both accessed from the Layout tab on the ribbon bar under
Breaks.

AutoSave ICEJ I.L';'j - O

File Home Insert Layout
0 B [
R : bers v | 3= Le
Margins Orientation Size Columns A
- = = = bc Hyphenation ~ =+ Rj
Paoe 5etun M=

For page breaks, place the cursor at the end of the text before you want to insert the page
break, then click on Page (as per number 1 in the image below).

H ©- O
Home Insert Design References Mailings

@ D-Q-' IE "= Breaks - Indent Spacing
D Page Breaks "

Margins Orientation Size Columns

- - - -

Page

Page Setup Mark the point at which one page ends
- and the next page begins.
-]
: B
- j Indicate that the text following the column
e . ..
) break will begin in the next colurmn,
o ~,  Text Wrapping
- = Separate text around objects on web
- pages, such as caption text from body text.
&
- Section Breaks ==
? Next Page
N ’ Insert a section break and start the new
o section on the next page.
B e —
= Insert a section break and start the new
- section on the same page.
‘Z 2 Even Page
3 = Insert a section break and start the new

— section on the next even-numbered page.

Odd Page

1
- 3 Insert a section break and start the new
— section on the next odd-numbered page.

15 .

16«

© Flinders University Page 5



For section breaks, place cursor at the end of the text before you need the section break and
click next page (as per number 2 in the image above). Section breaks are used to create
sections within the document so that special formatting can be applied to that section only.
Section breaks also allow you to put different text and different types of page numbering in the

headers and footers for different sections. Note: If you select odd page or even page, you will get
blank pages between sections.

3.2.1 Inserting a landscape page

If you need a landscape layout for pages within a chapter/file, for example, to accommodate a
large table or diagram, use section breaks to “section” these pages off from the rest of the
chapter. If you want the landscape page to appear in the middle of the document, you will need
one section break before the page to mark the change in orientation, then another section
break afterwards so you can revert to normal portrait orientation.

1. Place your cursor after the last section of text before where you want the landscape
page, then click Next page in the Breaks menu.

2. The cursor will jump down to the next page. Hit enter a few times to make some space,
then click Next page for the Breaks menu again.

3. Place the cursor in the blank page created by inserting the two section breaks.

4. On the ribbon bar, click on the Layout tab, then click Orientation.

5. Select Landscape.

AutoSave (@ Off )

File Home Insert Draw Design Layout Referer

@ Ijlbwg IE 'ﬁ“ Breaks ~ Iﬁent

1- -
- Line Numbers ~ += left [0
Margins |Orientation| Size Columns 2a_ _ — -
= = = - bc Hyphenation ~ =+ Right 0cn

p P
L D Portrait
o D Landscape

3.2.2 Removing page breaks and section breaks

If you significantly alter a document in which you had previously inserted manual page breaks
and/or section breaks, you will need to recheck the document to ensure that the breaks still
occur at the required locations. If needed, you can simply delete the unwanted page breaks or
section breaks by clicking on them to highlight (or using your cursor keys while holding down
the Shift key) and pressing delete.
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3.3 Headers, footers and page numbers

A header is text you wish to see at the top of every page. A footer is text you wish to see at the

bottom of every page. The steps below explain how to add a simple header or footer to your
document.

Note: Normally, a thesis should not have header text, but will have page numbers in the
footer.

1. On the Insert tab of the ribbon bar, in the Header & Footer panel, click Header, Footer
or Page Number (depending on which you want to insert.

Insert Draw Design Layout References Mailings Review View Help EndMote 20 Acrobat

P B NDSE O Bl o [|Fewe WIS [GO T

Table Pictures Shapes lcons 3D SmartArt Chart Screenshot Reuse

B a8 &

O(JM"Add-mf . Wikipedia | Online Link Bookmark Cross- Cormghent | Header Footer Page
ly s

k = = = Models ~ = Files Videos =

reference v v Mumber ~
Tables Illustrations Reuse Files Add-ins Media Links Comn¥ats Header & Footer
2o 1 ")_<‘-\-l‘\-2-|-3-|-4-|‘5‘ B F oo o8 o9 10 1L c 13 14 15
—— ] QuickParts~ [ SignatureLine - 70 e 2. Click the design that you want from the options.
[ Footer~ . 4] Wordhrt ~ F.;:!_.Date&Time Qs
Built-in =] 3.The header or footer is inserted on every page
Blank ’ of the document. You will also see the body text is
now lighter or ‘greyed out’ to indicate that you are
Trpe har . . .
now working in the header/footer section of the
Blank (Three Columns) document'
« 4, You can now add/modify the text, format the
[Typs trs] [Types Pearsi] [Ty o] . oy . .
: " " text, or change its position within the
Austin header/footer area.
5. You will also notice that a dedicated Header &
: Footer tab has appeared on the ribbon bar.
Banded
6. You can use the options on this tab to make
changes to the Header and Footer sections. To
~ return to working on the main part of your
(& More Footersfrom Office.com ' - document, select Close Header and Footer. You
[3] Edit Footer . .
can double click on the header or footer areas in
your document at any time to edit the
headers/footers and to access this tab again.
File Home Insert Draw Design Layout References Mailings Review View Help EndMote 20 Acrobat Header & Footer
™ v v [El Previous [] Different First Page ) Header from Top: 1.25cm 2
B Ig @ Ej@ E E‘@ gN t DDifferen:Od:&i"en Pages l;'Fwterfrum Butptum: 1.25cm o
Header Footer  Page Date & Document Quick Pictures Online Go to =l ) = = = Close Header
- ~  Number~ Time Info~  Parts~ Pictures Header Show Document Text ﬂ Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Claose
L |‘1-\‘1-|-'>_(‘-\‘1-|-2‘|-3-|-4‘|-5-|-6-|-7w‘_E-l-‘iw‘1C-|-11-|-12-\‘1

© Flinders University Page 7



3.4 Inserting page numbers in footers

1. From the Insert tab on the Ribbon Bar, select page number. You can also access these
same tools/options from the Header & Footer Tools.

of) &= < Document12 - Word O Search (Alt+Q)

ne Insert Draw Design Layout References Mailings Review View Help EndNote 20 Acrobat

# @ L—d)t,g @ 2 EI:D Jlr @)\ Hcetadd-ins W/ F@ =) DD FE| [L_j

Page Table Pictures Shapes lcons 3D SmartArt Chart Screenshot Reuse
Break = = = Models ~ = Files

B =
A4 A
Page Text Quick WordArt
MNumber ~ Box > Parts >

Header & F Tap of Page
:

Wikipedia | Onfine | Link Bookmark Cross= | Comment | He
My Add-ins ~
&My Add-ins Videos . reference

Tables Illustrations Reuse Files Add-ins Media Links Comments
\-z-.‘L-.‘g-.‘1‘\-2‘\-1‘\-4‘\-5‘\-s-.‘r\-sw-aw-mw-u-.

Text
[B Bottom of Page
[A Page Margins

[A Current Position

vovoovov

% Eormat Page Numbers...

Pt Remove Page Numbers

2. Click on Bottom of Page and select Plain Number 2 (centred page number). Super easy!

Abby Sesterka €% 48 @

i1 Comments fEditing v

j @ . . ’q = [ signature Line ~ "l_[ Q
F‘Date & Time )
der Footer| Page Text  Quick WordArt Equation Symbaol
v |Number ~ Box ~ Parts v - EI:| Object ~ - -

Header & F Top of Page 3 Text symbaols
13 14

@ Bottom of Page > Simple

Page Margins > Plain Number 1

@ Current Position >

% Format Page Mumbers..,

E‘;& Bemove Page Numbers
Plain Number 2
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3.5 Using different types of page numbers in your document

Sometimes, you may need different kinds of page numbers in your documents. You may have
seen that the “front matter” section of books (containing things like the preface, table of
contents, foreword, etc.) uses lower case Roman numerals (i, ii, iii, iv, v), and the main part of
the book has Arabic numerals (1, 2, 3, 4, 5). The same is true for a thesis, whereby the
“preliminaries” section (abstract, declaration, table of contents) should have lower case Roman

numerals.

1.

You will first need to insert section breaks to define the different sections of your
document. See Section 3.2 of this guide for instructions.

2. Insert page numbers, following the instructions in Section 3.4 of this guide.

3. Go to the preliminaries or front matter section of your document (the part where you
need Roman numerals), and double click within the footer area. This should launch the
Header & Footer tab in the Ribbon Bar.

4. Click on Page Number and select Format Page Numbers... from the drop-down menu
options.

5. From the Number format drop-down menu, select the lower-case Roman numerals.
This will change the number format within the footer area.

Page Number For ? *
MNumber format: w
- ] Include ehap r .

Chapter starts with style: |Heading 1 b
Use separator - [hyphen] [+
Examples 1-1, 1-A

Page numbering

(®) Continue from previous section

.

() start at: =

If you have inserted the section break correctly and closely followed the instructions
above, the preliminaries/front matter section of your document should have page
numbers in Roman numerals, while the main section is numbered with Arabic
numerals.®7?

You will notice, however, that the Arabic numerals don’t start at 1 as they should.

Double click on the footer of the first page with Arabic numerals.

6 Don’t just take my word for it, go and check for yourself.
7 If this hasn’t worked, I'll add some troubleshooting tips at the end of this section.
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9. Click on Page Number and select Format Page Numbers... from the drop-down menu
options.

10. Under Page numbering at the bottom of the pop-up window, select Start at and ensure
that 1 appears in the window next to it.

Page Mumber Format ? >

MNumber format: |1, 2, 3, ... b
|:| Include chapter number

Chapter starts with style: |Heading 1 w

Use separaton - [hyphen) |+

Examples: h e I

e numbering
l:::l Continue from previous section

(@) start at: |3 =

11. Click OK.

If your page numbers aren’t cooperating as they should, try the following:

e Trysteps 3to5, but double click on the footer in the body of your document and choose
Arabic numerals for the number format.

e Check that your sections breaks are where they should be, i.e., between the sections
(see Section 3.2 of this guide for help.

e Double click the footer of the first page of the section requiring Arabic numerals, and
deselect Link to Previous (you may have to do steps 3 to 5 again).

Scream loudly into the void FINAL « Saved to this PC ,O Search (Alt+Q) I

Layout References Mailings

h3 bg | [

Revi

Help EndNote 20 Acrobat Header & Footer

nt First Page 3 Header from Top: (1.25cm -

o Previous

. . =] Next Odd & Even Pages EFooterfrom Bottorn: [1.25em
Pictures Online Go ] Close Header
Pictures | Hea <_IE:| Link to Previous Show @cument Text ﬂ Insert Alignment Tab and Footer
Mavigation Options Pasition Close
1 (AT U . S - RN SN T BTN SN : S B SNCHN BRI L LR NS & SR B ¥4
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3.6 Text layout — using styles

The easiest way to set your text layout is by using “styles”. It is important to set your styles for a
consistent appearance. This is particularly important in the case of “Normal” style, the default
style that applies when you begin typing in any Word document. The appearance of “Normal’
may differ from computer to computer, and you will need to modify it to meet thesis
specifications.

Heading styles not only ensure consistency of formatting throughout your document, they also
create the background data needed to insert an automatic table of contents and lists of tables,
figures, diagrams etc. While it takes time initially to set up your styles for your thesis, it saves a
lot of time (and potential error) in the long term. You can set your own styles for things such as
block quotes, bulleted lists, transcript excerpts, table of contents etc. Once you have applied
the desired settings to commonly used styles, you can then save a template document so that
it’s ready to use for your next chapter, or a similar document in the future.

Note: You may have heard of the Master Document feature that can define appearance
settings across linked subdocuments. We strongly recommend you do not use master
documents at this time. This feature has become very buggy and less functional with recent
versions of Word.

3.6.1 Fonts

When formatting a thesis, you should select a commonly used font that is installed as standard
on most computers so that it looks the same on whichever computer it is viewed on. You
should also consider the types of font commonly used in your area of study and ensure that
your chosen font is compatible with screen readers for accessibility purposes. The primary font
in a thesis should be clean and easy to read. Overly decorative or complex fonts should be
avoided. Your thesis should use the same font for all text and headings. The following fonts and
sizes are recommended:

Arial — minimum 11
Calibri = minimum 12
Verdana - minimum 11

3.6.2 Changing whole document styles

1. If you are writing a thesis, do not do this. Skip to the next section to define your styles
manually.
2. On the ribbon bar, click on Design.

File Home Insert Draw Design Layout References Mailings Review View Help EndMote 20 Acrobat
Aaj Tale TITLE e Title TITLE Tie Title: Title: Title TITLE Ol Title - Title I] §Paragraph Spacing
= = L = wing o T B [@ effects ~

"l:.',.' T = = e et et - = Colors Fonts

ee——— S — = S — el - - ~ () Set as Default

Document Formatting

3. From the formatting ribbon, select a style of your choosing.
4. You can then use Themes, Colors, and Fonts to customise your selection.

© Flinders University Page 11



3.6.3 Setting styles individually

Let’s first familiarise ourselves with the Style Gallery.

EndMote 20 Acrobat

aBbCcD | _
Strong = ’

AU F L snynatuies

’ Styles

List Continue 4
List Continue 5
List Number
List Number 2
List Number 3
List Number 4
List Number 5
List Paragraph
Macro Text
Mention
Message Header

No Spacing

TMarmal | TMo Spac..

Heading 1

4

MNormal

Normal (Web)
MNormal Indent
Mote Heading
Notes

Page Number
Placeholder Text
Plain Text
Quote

Salutation
[] Show Preview

[] Disable Linked Styles
AJr F"q A Options..,

© Flinders University
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M x

AaBbCcDc | AaBbCeDe AaBb(Ce AaBhCcl Aalj LaBbCcC AaBbCcDi AaBbCecDt AaBbCchi
Heading 2 Title Subtitle  Subtle Em.. Emphasis  IntenseE.. |

£l

Styles

Once you’ve defined the styles you need, this will
essentially become a shortcut bar for the kinds of text
you’ll need in your document, e.g., body text, headings,
guotes, captions. Not all of the available style types will be
shown. Arrow number 1 points to the little v wearing a cap
(=) which will drop down an expanded gallery. Arrow
number 2 points to whatever this thing is in the lower
righthand corner (™') which will launch a dialogue box that
gives you a list view (see lower image). Clicking Options
within that list view will allow you to choose to see
recommended styles, styles currently in use, or all styles.

You may prefer the Style Gallery set into the ribbon bar or
the pop-out list view, but this is just two ways to look at the
same thing.

When defining these styles, it’s best to modify the existing
styles rather than create new ones from the ground up. Not
only is this easier, but it ensures you don’t lose any
background functionality, like automatic tables of contents
and numbering within your document.

At this point, you may want to refer back to Section 2 of
this guide for the recommended settings for common
styles.
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The following steps will guide you through the process to define the appearance of “Normal”

text, though the same process applies

for any style. “Normal” is the default style used for the

main body text in your document. The settings used below are taken from the Recommended
Styles for a Thesis Document which can be found in Section 2 of this guide.

1. On the ribbon bar, click the Home tab.

2.

Look along the Style Gallery and right click on Normal (you can also right click on

Normal style in the pop-out style panel if you prefer to work in list view).

AutoSave (@ oft) 9~

The styles pane will change your life

Saved to this PC v

P Search (Alt+Q)

File ﬂ Insert Draw Design Layout References Mailings Review View Acrobat
fﬁEAEUt Calibri (Body)  ~| 11~ A" A" Aa~ Ao = B EZ|z naBbceDc | Asplfccpe AaBhC( AaBbcel AQB assbcer acBbcen: AaBbced AcBbCeD: - f::dm;
Paste {EF:::atPamter B I U-2 x £ A2« A- === |&a-E- Thormal | TNgpac.. Heading1 Heading?  Title Subtitle  SubtleEm.. Emphasis IntenseE.. o chEictv
Clipboard [ Font w Paragraph Styles ml  Editing
- O Search (Alt+Q)
3. On the pop-up menu that appears when you EndNote 20 Acrobat
right click, left click on Modify.... This will launch = aBbce asscer AQ
a quick formatting menu that allows you to T Noimal e tch Selecion
adjust basic settings. pE— e
3. -
Rename...
Rermove from Style Gallery
Add Gallery to Quick Access Toolbar
Modify Styl ? X .
odify Style 4.Under Properties, make sure that the Style
Properties for following paragraph also says Normal.
HName: Mormal
Style for following paragraph: 91 Marmal ~
Style type: Paragraph ~
Style based on: [no style) ~ 5 Under Formatting, Select Callbrl Size 12, or
Style for following paragraph: | T Normal v whichever of the styles you chose from those
E listed earlier.
Calibri (Body) w112 B I U Automatic ~ Formatting
=l = = = _ — = I: *: = = Calibri ([Body) w11 [w

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

6. Next, make sure B, I, and U are not
shaded.®

=]

Ir u

7.Select left alignment.

Font: (Default) +Body (Calibri), 12 pt, Left
Line spacing: 1.5 lines, Space
After: 8 pt, Widow/Crphan control, Style: Show in the Styles gallery

[ Add to the Styles gallery
O Only in this document @ MNew documents based on this template

Format = OK

8.Select 1.5 line spacing (the middle button).

Cancel

9. Select Automatic for font colour.®

Automatic w

8 These are for bold, italic, and underlined, in case you were wondering.

9 This just means black.
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10. Next, click on Format (button in the lower lefthand Font.
corner), then click Paragraph from the menu that f:fgraph
appears. This will launch the paragraph menu seen Border...
below. Language...

Frame...

Numbering...

Shortcut key...
Text Effects...
o Paragraph ? *
| lG"de"“la"d specng (e and Pege Breaks 11 Make sure you have the Indents and
enera
Aignment: [ Left z Spacing tab selected.
4 i 3 e Collapsed by defau .
| = Pllapsed by aetaut 12 Alignment should already be set as Left.
f| Indentation . _ 13.  Outline level should be set to Body Text.
i Left: 0cm i Special: By:
| Right 0m 5 none) - < 14. For Indentation, select 0 cm for both left
b DMirrorindents F and r|ght
Spacing .
1 e [on 3 e spacing st 15. Under Special, select (none).!°
! After: 12pt & 1.5 lines ~ 2 .
|:| Don't add space between paragraphs of the same style 16' Under SpaClng' SeIeCt 0 for Before and 12
for After.!
Preview E
! 17. Under Line spacing, select 1.5 lines (leave
’ e o e e e e the At box empty).
b o o o e
: 18. Don’t add space between paragraphs of
ey — anea 1= the same kind should NOT be checked.
5 Paragraph ? X . .
19. Now, click on the Line and Page Breaks tab.
&1 Indents and Spaci Line and Page Breaks
Pagination 20. Place a tick in Don’t hyphenate. Make sure
M []widow/Orphan contre all other boxes are unticked.
a |:| Keep with next
K li t th . . .
> g;:;:;::kifm:' 21.  Click OK. This takes you back to the Modify
" Formatting exceptions Style ma|n menu.
i |:| i mbers
] - 22. At the bottom of the window, tick Add to
1 oeoeers  the Styles gallery and select New documents
None v based on this template.
23. Click OK.
24. Type a few paragraphs to enjoy your new
| = text formatting. Good job!
b o o i it
i
it Tabs... Set As Default Cancel a

10 |f you've been instructed to use APA formatting (in addition to the referencing style), you will need to set a first line indent. Under Special,
select First line, and set the indent to 1.27cm in the By box. For detailed specifications, refer to the most recent edition of the APA Style
Manual.

11 These values determine the amount of space between paragraphs. They make a big difference to the layout of your document.
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3.6.4 Defining other styles

Other styles within your document can be defined using the same process as detailed above to
modify the default styles in Word.

Some additional pointers:

e Recommended Styles for a Thesis Document specifies that Heading 1 uses the font effect
All caps. To apply this font effect, click on the Format button from the Modify Style
quick formatting menu, and select Font... from the drop-down menu. Tick the All caps
box under Effects.!?

e When you're setting the paragraph spacing for a style (the Before and After values),
you’ll notice that the little arrow buttons will adjust the value in increments of six (i.e.,
6,12, 18, 24, etc.). If you want a different value (e.g., 9 or 15), simply place your cursor
in the box and type the number you want.

e Once you've set all the styles that will appear in your document, you may find it more
efficient to remove the unused styles from the Style Gallery. This will not uninstall
anything, and you can still access other styles if you decide to use them later on, but you
may find it handy to declutter your workspace and have all of the styles that you are
using as part of your view. To do this, right click on each unused style in the Style Gallery
and select Remove from Style Gallery.

e Very occasionally, and for no apparent reason, Word will insert frames or boxes around
sections of text. If this happens, right click on the affected style in the Style Gallery, and
select Modify.... Click on the Format button down the bottom and select Frame... from
the menu that appears. Click the Remove Frame button at the bottom of the Frame
menu.

12 Note that All caps only modifies the appearance of your headings. You will still need to type the heading with upper case letters where
appropriate. This is particularly important if you plan to use the automatic table of contents function as it will use the headings as you have
typed them.
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3.7 Multilevel lists

A multilevel list is an automated list where the numbering changes in line with the heading
level (i.e., Heading 1is 1, Heading 2 is 1.1, Heading 3 is 1.1.1, and so on). Numbered headings
are not mandatory in a thesis, but they can be useful as they provide the reader3 with a clear
view of the hierarchy of headings and subheadings.

When properly set up in Word, a multilevel list functions seamlessly and will apply the
appropriate number to each new heading. It will also self-adjust when you compile chapters or
sections. However, a poorly set up multilevel list can cause a lot of problems, so follow along
closely.

Multilevel lists are one of the many things in Word that can be customised to within an inch of
its life. While it’s nice to have that option, using one of the automated list options is much
easier and avoids inadvertently overlooking minor settings that may have a major impact on
functionality. Trust me on this one.

1. If your document doesn’t already have headings, insert a few headings of different
levels (even if they’re just dummy headings that you remove later).

2. Place your cursor somewhere in the first Heading 1 (the chapter heading in the case
of a thesis).

3. Select the Home tab of the ribbon bar. List tools are in the paragraph section, and the
third one along is Multilevel List. Go ahead and click on it.

AutoSave (@ oft) "f) = O Numbered headings make life easier ~

File Home Insert Draw Design Layout References Mailings Review View Help EndMot

= fl AaBbCch

fﬁ Calibri w12 - AT A Al A
O~ B

Paste . , e e
~ <& Format Painter B I U~a x x A =y

T Mormal

Clipboard [} Font [} Paragraph [}

P Ssea

View Help EndNote 20 Acl

4. A dropdown menu will appear with a List Library. p RS G
Select the one circled below (and make sure it’s that v; ==[2 T
exact one because the others don’t work the same. . Currnt Lt

i
1

@ T
m

~

5. Check that your multilevel list has applied to all your —
headings. If it hasn’t worked, do not attempt to 5 .
None aj 11

repeat the process.* We'll troubleshoot that on the )
next page. . —

(a)Hefing

Define New Multilevel List...

Define New List Style...

13 1f you're writing a thesis, the first readers other than your supervisors will often be the examiners. Let’s make their job of examining your
thesis as easy as possible.
14| beg of you, just don’t.
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6.

If your multilevel list has been applied properly, your headings should look like the
image below.

4 CHAPTER HEADING

4,1 Heading 2

4.1.1 Heading 3

4.1.1.1 Heading 4

10.

11.

If the list hasn’t applied to all of the headings, don’t attempt to repeat the steps just
yet. Doing this can add multiple lists to your document and they are very hard to get
rid of.

Instead, hit Undo using the button shown below, or use Ctrl+Z.

AutoSave (@ of) EE_.:]‘J - O

File Home Insg Draw Design
EHD Calibri <2
Paste B I U~ a5 X,

v <% Format Painter

Clipboard ] Ft

Check that your heading styles have the correct outline level. To find this, right click
on a heading in the Style Gallery and select Modify. Click the Format button at the
bottom of the window and select Paragraph.... You can see the outline level circled in
the image below. Heading 1 should be Level 1, Heading 2 should be Level 2, and so
on.

o| Paragraph ? *

& Indents and Spacing  Line and Page Breaks
General

B Alignments

DQutline level: | Level 1 opsed by default
n Indentation
i Left: 0cm Special: By:

Hanging ~ | 076 em[E

A [

Right: 0cm

= [ Mirror indents F

If the outline levels are correct, check to make sure that the styles are properly
applied in your document by placing your cursor in the text and clicking the correct
heading in the Style Gallery.

Now you can try steps 1-5 again.

Note: You will also want to use Heading 1 for things like your abstract, reference list etc. so that they appear at
that level in your table of contents. To get rid of the pesky chapter numbers you don’t want, simply use
backspace to get rid of them and then recentre your text. Other chapter numbers should automatically adjust
themselves accordingly.
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3.8 Captions — Labels for tables and figures

The appearance of captions can be customised using the instructions for defining styles in
Section 3.6 of this guide. Specifications for captions can be found in the Recommended Styles
document in Section 2. The advantage of using captions rather than just typing normal text is to
ensure consistency of appearance and you can also add automatic lists of tables and figures® in
the preliminaries of your document. There are many ways to create tables and figures using
Word or other software, but the process for adding captions remains the same.

1. For atable created in Word, right click on the little cross in the top lefthand corner (as
shown below). For anything else (image etc.), just right click on the item.
2. On the menu that appears, click on Insert caption.

[+ 7
Search the menus ¥
/& Review selection in Editor ] 1

A Cut —
[ copy ] 8
[Bi Paste Options: ol
) = S

Insert >
B Delete Table
DI Distribute Rows Evenly
e
£ Distribute Columns Evenly

Border Styles >

AutoFit >

@ Insert Caption...

'lt] Mew Comment

3. The Caption menu will appear (shown below).

Caption ? s

LCaption:

— |Figure 1 |

Options
0 Labe: |G

Position: | Below selected item ~

|l B BT |

|:| Exclude label from caption

Hew Label... Delete Label Mumbering...

AutoCaption... oK Cancel

4. Use the dropdown menu under Label to select from table, figure, or equation, or use
the New Label button if you want to create another category of caption.

5. Decide what kind of numbering you want. For consecutive
numbers (Table 1, Table 2, Table 3, and so on) you can skip
ahead to the next step. The other option is to include the

Caption Numbering ?

Format: | 1,2, 3, ..

chapter number, e.g., Figure 4.1 is the first figure in Chapter 4 Chapter starts with style [Heading

and Table 2.7 is the seventh table in Chapter 2. For this latter Use separator: - Iperiod)
option, click the Numbering... button and enter the settings s Fpreil e

seen on the image to the right. Cance!

15 ..or photographs, maps, equations — whatever you like. Different caption types can be configured using the New Label button on the Caption
menu.
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6. Select the appropriate option from the dropdown menu next to Position. In most
cases,'® captions should be inserted above tables and below figures.

7. Type the name of your caption next to the table/figure label in the box circled below.
You may choose to add a colon as a separator if you like.

_| Caption ? x L
_K "‘: L
< |Tahle 1.1 Demographic data
Label: Table ~
Position: | Above selected item o

|:| Exclude label from caption

Mew Label... Delete Label MNumbering...

AutoCaption... Cancel

8. Click OK.
9. Enjoy the satisfaction of properly captioned tables and figures.

m Actually writing

Revising what I've
written
m Fixing the formatting
® Wondering if my
document is haunted

Figure 3.1: Time spent working on my thesis

16 APA 7t edition has specific advice for the appearance of tables and figures. Refer to the APA Publication Manual if you are writing for APA
style.
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4 CREATING A WORD TEMPLATE

Now that you’ve got your formatting all sorted, you may want to create a template to save time
when you want to create a document using the same styles and layout. This is a particularly
good idea if you're writing a thesis so that all of your chapters have consistent formatting.
When you next open your template to start a new chapter, all of the layout and style settings
will already be applied. The other key benefit is that Word will treat all future uses of this

template as a new document and will prompt you to name and save your file.

1. Go to File on the Ribbon Bar.
2. Select Save As from the list on the left of screen.

3. Name your template and select where you would like to save it, then, select Word

Template (*.dotx) from the dropdown menu of file types.

4. Click Save.

Insert Draw Design Layout

¥ Cut

L I_-B Copy

Paste
= <¥ Format Painter

Calibri (Body)  ~ 11~ A" A
B I U-~as x, ¥ A~

Clipboard = Font

- Abby Sesterka's OneDrive - Flinders > Documents

‘ Micely formatted document

‘Word Document (*.docx) -

‘Word Decument (*.docx)
Wg T e -

Word 97-2003 Document (*.doc)
Word Template (*.dotx)
Word Macro-Enabled Template (*.dgia

Word 57-2005 Template (.dot)

PDF (*.pdf)

XP5 Document (*xps)

Single File Web Page (".mht, *.mhtml}
Web Page (".htm, ".html)

Web Page, Filtered (*.htm, *.html)
Rich Text Format (*.rtf)

Plain Text (*.txt)

‘Word XML Document (*xml)

‘Word 2003 XML Document (*xml)

Strict Open XML Document (*.docx)

OpenDocument Text (*.odt)
7 [—

1" = Abby Sesterka's OneDrive - Flinders > Documents

Save As

Save as Adobe
PDF

| Nicely formatted document

P

y 4

| Word Template (*.dotx)

H [F}!Save ‘

Maore options...

D Mew Folder
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5 COMPILING CHAPTERS/MULTIPLE WORD DOCUMENTS

Note: this process has additional steps if you are using EndNote. The EndNote specific steps
will appear as underlined text below. If you are not using EndNote, just skip those steps.

1. Locate the final version of each chapter/document and save a copy of each of them in a
separate folder just to make things a bit easier. Clearly naming your documents
(Chapter 1, Chapter 2, and so on) will also make this process more foolproof.

2. Open each document for a final check through, finalise any tracked changes and remove
comments (if you're not using EndNote, skip to Step 6).

3. If you are using EndNote, make sure you have your EndNote library open. It’s also a
good idea to close all other applications on your computer as this may consume a fair
bit of your computer’s memory.

4. Click on EndNote 20 on the Ribbon Bar.

5. Click Convert Citations and Bibliography and select Convert to Unformatted Citations
from the dropdown menu that appears. This will convert all of your in-text citations to
ugly codes with curly brackets and will make your reference list disappear. Don’t panic;

everything is fine.

AutoSave CED [ = Most Finalest Final V24 « Saved ~ yel
File Home Insert Draw Design Layout References Mailings Review View Help EndNote 20
I”Cll EN Go to EndMote Style:  APATth - ﬁ:—Categorize References ~ Exportto EndMote ~

E",‘ Edit & Manage Citation(s) E,' Update Citatjgng Instant Formatting is Off ~ ﬂﬂn, Manuscript Matcher i

Insert

Citation ~ E;;'(. Edit Library Reference(s +, Convert Citations and Bibliography ~ _——E Preferences

o] Tools

-2-.-1-.-5-\-1- c2.1 030004

Citations 'Z_'cL Convert to Unformatted Citations

C,. _Convertto Plain Text

Convert Reference Manager Citations to EndMote
~

ma Convert Word Citations to EndNote

6. Open the chapter/document that you want to appear first in your compile.

7. Scroll to the very end of the document and place your cursor after the last section of
text, i.e., the point where you want to insert the following document/chapter.

8. Insert a page break (see Section 3.2 of this guide) so that the next chapter/document
will start on a new page.

9. With your cursor at the top of the new page, click Insert on the Ribbon Bar.

10. In the Text section of the Insert tab, click Object and select Text from File.

Abby Sesterka &%)

1 Commen
i - . 4 A [ Signature Line ~ ‘I_[ Q
F‘ Date & Time i
Text Quick WordArt Drop Equation Symbol
berv Box ~ Parts ~ = Cap~ EI:' Object ~ ~ ~
Text E|:| Ohbject... Symbols

E| Text from File...

11. This will open the folder that your current document is stored in, along with all of the
other documents you wish to compile (if you followed Step 1). Select the document you
wish to add next.

12. Click Insert. This will pull the contents of the selected document into the document you
have open.

13. Now, repeat steps 7 to 12, inserting one new document at a time until your document is
compiled in its entirety.

14. Scroll through the compiled document to make sure everything is where it should be.

15. If you are using numbered headings, these should update as you compile the
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documents. Caption numbers for table and figures, however, will not update. To fix
these, left click on the number for the caption, then right click and select Update Field.

= Wondering if my
document is haunted
Calibri o VA RS A

BIUZ2.AviZvI=o styes |

Figuref

Search the menus 1 (Ctrl) =

Toggle Field Codes

A Eont...

=5 Paragraph...

% Block Authors

16. If you’re not using EndNote, then job done! Go and enjoy a nice sit down, but remember
to save your compiled document first.

17. If you’re using EndNote, click the EndNote 20 tab on the Ribbon Bar.

18. Click Instant Formatting is Off and select Turn Instant Formatting On. This will prompt
EndNote to reformat your in-text references to your chosen output style and repopulate
your reference list. If there are any inconsistencies (e.g., your supervisor has added a
reference that is not in your library), EndNote will prompt you to fix these. These fixes
are usually quite simple.
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6 TABLES OF CONTENTS

6.1

Inserting a table of contents

Inserting a table of contents and lists of tables and figures/illustrations (or whatever you need
to list) is a valuable tool. Using the automated functions in Word will ensure that the tables/lists
are accurate, even if you make changes to the document that impact page numbers. If you are
writing a thesis, a table of contents and lists of tables/figures provide your examiners with a
“map” of your thesis.

1.
2.
3.

4.

Place your cursor in the place you want to add a table of contents in your document.
Click the References tab of the Ribbon Bar.

Click Table of Contents then select the style you want from the list or choose Custom
Table of Contents.

AutoSave m E[:e" "f) = O = Most Finalest
File Home Insert Draw Design Layout References Ma
3 Add Text ~ ab‘ [} Insert Endnote /(D' @
| Update Table ah Next Footnote ~ B
Table of D . Insert DlileEian Search Researcher
Contents ~ Footnote !
Built-In esearch
Automatic Table 1
Contents
Heading 1 1
Heading 2 1
Heading 3 1
Automatic Table 2
Table of Contents
Heading 1 1

Heading 2 1
Heading 3 1

Manual Table

Table of Contents
Type chapter title (level 1)
Type chapter title (level 2),
Type chapter title (level 3)
Type chapter title (level 1)

[ T Y

@ More Tables of Contents from Office.com >
Custom Table of Contents...

@ Bemove Table of Contents

If you have chosen an automatic table of contents, your table of contents should
appear, if you have chosen Custom Table of Contents, a menu will appear. To start with,
select 3 heading levels, dots/full stops as the tab leader, and Formal as the style. For a
document that will be used digitally, tick Use hyperlinks instead of page numbers, but
unselect this option for print. An image of this menu and recommended settings
appears on the next page.
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| Table of Contents ? >
e of Figures = Table of Authorities
Print Preview Web Preview
~ ~
HEADING 1..iimssssnssssmsnsnisnnsnsnnnns 1 HEADING 1
HEADING 2 e 3 Heaping 2
Heading 3 ..o 5 Heoding 3
v W
. Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: |...... ~
General
Formats: Formal ~
Show |evels: 3 3
Options... Modify...
5. To make sure the hierarchy of your headings is reflected in your table of contents, click
Options....

6. Scroll down through the available styles and check that Heading 1 is TOC level 1,
Heading 2 is TOC level 2, and so on. Also check to make sure that more obscure styles
have not been assigned TOC levels.

e
| Table of Contents Options ? X
3
| Build table of contents from:
] Styles
Available styles: TOC |evel:
-
Header
A ¥ Heading 1 1 P
A ¥ Heading 2 2 F
il
¥ Heading 3 3
n
Heading 4
Heading 5

Outline levels
[] Table entry fields

Beset Cancel
7. Click OK and your table of contents should appear as if by magic!

Notes on tables of contents:

e The text in your table of contents is autopopulated based on your headings. So, if
there’s a typo or error in your table of contents, adjust the text in the headings in your
document.

e You can modify the appearance of your table of contents by clicking on the table and
selecting the Custom Table of Contents option you used to create it. You will notice a
Modify... button that works exactly the same as the modify command for modifying
styles. You will need to modify each level (TOC1, TOC2, etc.) separately.

e Remember to update your table of contents as adding things to your document may
dramatically change your page numbering. You’ll definitely need to update it if you add
extra headings. When you click on the table of contents, an Update button will appear
in the top left corner of the table. You can choose to update all or page numbers only.
Make sure you update your TOC as a final step.
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6.2 Inserting a table of figures

A table of figures works much the same as a table of contents (it’s a list of all the figures in your
document with corresponding page numbers) and is also created in much the same way. You
can also create one for the tables in your document, though let’s call it a “list of tables” because
“table of tables” just sounds silly. The same function will work for equations, maps,
photographs, or anything else you’ve created a caption label for.

Just as a table of contents pulls information from the headings in your document, a table of
figures uses information from the captions you’ve created. In short, if your captions haven’t
been created properly, your table of figures isn’t going to work (but you’ve read Section 3.8 of
this guide so you'll be just fine).

1. Put your cursor where you want to insert your table of figures.
2. Click the References tab on the ribbon bar.
3. Inthe Captions panel, click on Insert Table of Figures.

AutoSave (8 off) Document] - Word ,O Search
File Home Insert Draw Design Layout References Mailings Review View Help EndNote 20 Acrobat
B Add Text ~ ab1 [T Insert Endnote /‘/j) @ @ [& Manage Sources @ @ Insert Table of Figures
| Update Table ak = i [Pstyle apa )
Table of D . Insert El=BR=ES Search Researcher Insert =/ t}r Cite While Insert
Contents ~ Footnote Citation ~ m Bibliography You Write | Caption L—E Cross-reference
Table of Contents Footnotes [ Research Citations & Bibliography EndMote Captions
L .-2-.-1-.-&.-1-.-2- TR R P T

4. A pop-up menu will appear. Make an appropriate selection from the drop-down list for
Caption label (e.g., Figure, Table, Equation).

5. Make sure that the boxes for Show page numbers, Right align page numbers, Include
label and number, and Use hyperlinks are all ticked and select the row of dots on the
drop-down list for Tab leader. These are all default settings so you shouldn’t have to
change anything.

Table of Figures ? *

Index = Table of Contents Table of Autharities

Print Preview Web Preview
Figure 1 TeXtu e 1|4 Figure 1: Text o)
FIZUre 2: TeX o neieeeeceseemeeesens 3 Figure 2: Text
Figure 2: TeXtueesesiesmesiesens 5 Figure 3: Text
Figure 4&: Texto. e, 7 Figure 4: Text
o r: Ce Ta.a e
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: |, w
General
Formats: From template w

Caption label: |Figure W _

Include label and number

Options... Maodify...
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6. Click OK.

Stand back and admire the majesty of your table of figures.

8. Repeat the exact same steps to create any other lists you might want for other
captioned elements in you document.

N

Notes:

Please see notes at the end of Section 6.1 for information on how to modify the appearance of
tables of figures, and don’t forget to update the tables as a final step.
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7 VIEW SETTINGS WITHIN YOUR DOCUMENT (AND OTHER TIPS)

When you’re working with a long and complex document, such as a thesis, it’s a good idea to
optimise your virtual workspace to keep a good handle on the many different elements in your
document. There are a number of settings within Word that change what you can see within
your document. It’s a good idea to become familiar with these settings to promote efficiency
and prevent things from going awry.

7.1 Show/hide formatting symbols

This little guy is called a pilcrow and you can find it in the paragraph panel on the Home tab of
the ribbon bar. This is used to show or hide formatting symbols, that is, all the marks that are
aren’t visible when you print your document but are still important to the overall appearance
and formatting. These are things like page breaks, spaces, paragraph marks, and tab characters.

Working with the pilcrow on to show these symbols might look a bit messy, but it makes it
much easier to identify the cause of a formatting issue when it occurs. Word has a habit of
doing strange things sometimes, and things do tend to get worse when you leave a bunch of
errors in your document to fix later. The best thing to do is to address things as soon as you
notice them, and you’ll notice things much sooner when you can see what’s going on “behind
the scenes” in your document.

7.2 Navigation Pane

The navigation pane allows you to quickly jump from one part of your document to another. It
also gives you a handy overview of your document. This is especially helpful once you’ve
compiled all of your chapters and saves a lot of time rather than wearing out the scroll wheel
on your mouse trying to get from Chapter 7 back to Chapter 2.

This, and other view settings, can be found on the aptly named View tab of the ribbon bar.

Layout References Mailings Review View Help
IE Ruler Q |j|5‘ El One Page
i E— =gdlines EE Multiple P
/e | |Mertical| Side Zoom 100% 1 i
to Side Mayigation Pane + Page Widt
Page Movement Show Zoom
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The navigation pane sits to the left of screen and has three
different view tabs: Headings, Pages, and Results.

Headings is perhaps the most useful of the three. You can
see all of the headings in your document and collapse or
expand the sections using the little arrows on the lefthand
side to show or hide subheadings. Clicking on a heading
will take you to that point of the document.

Pages shows individual thumbnails of each page in your
document. This is handy if you have a long document and
you’re looking for specific visual elements, like diagrams or
images.

Results will show results of a word or phrase you’ve typed
in the Search document box at the top of the navigation
pane. It’s a very useful function for when you realise
you’ve consistently misspelled an author’s name so you
can find all instances of it in the document. It also makes
for a good starting point for changing to or from US/UK
English by locating all instances of “ise” or “ize”.

The tiny arrow next to the magnifying glass shows
advanced options to search for particular elements within
your document.

Tip: You can “grab” the pane from the top to drag it to
another place on the screen.

7.3 Gridlines

Navigation o
Search decument 2

Headings Pages Results

1 Table of Contents
2 Recommended styles for a thesis document
4 3 Page layout for electronic submission
3.1 Setting custorn margins for electronic submi...
I 3.2 Inserting page breaks and section breaks
3.3 Headers, footers and page numbers
34 Inserting page numbers in footers
3.5 Using different types of page numbers in you...
I 3.6 Text layout — using styles
3.7 Multilevel lists
3.8 Headings for tables and figures
4 Creating a Word template
5 Compiling Chapters/Multiple Word Documents
4§ Tables of contents
6.1 Inserting a table of contents
6.2 Inserting a table of figures
4T View settings within your document
7.1 Show/hide formatting symbols
7.2 Navigation Pane
7.3 Gridlines
7.4 Markup view for tracked changes
7.5 Reviewing Pane
8 Master documents
4§ Using EndMote to Create Reference Libraries
9.1 Tips

In the Show panel of the View tab on the Ribbon Bar, you’ll also see a check box for Gridlines.
This does exactly what you’d expect it to do and ticking it will show gridlines in the printable
area of your document (i.e., within the margins you’ve set). This is handy if you’re trying to
align multiple elements, such as images, so they sit evenly on the page. Fear not, the gridlines
will not be visible when you print your document or save to PDF.

Hot tip: you can use this same function in PowerPoint and it’s super useful for creating well laid

out slides.
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7.4 Markup view for tracked changes

You’'re probably accustomed to using Track Changes when collaborating on a document or
receiving comments from your supervisors.

To make it easier to work in tracked changes, there are different views options. These options
don’t change, remove, or add to the document in any way, but they make it easier to see more
or less of the changes and the associated marks and annotations.

These options can be found in the Tracking panel of the View tab on the ribbon bar.

. -
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Simple Markup offers an uncluttered view of the document. A red line in the left margin
indicates where a change has been made, but details of specific changes are not shown.

All Markup shows absolutely everything; deleted text is struck through, text additions appear in
a contrasting colour, and formatting changes are noted in comment boxes to the right of
screen. It may be a little confusing to use this view setting for a document with lots of changes
but it’s useful for offering a close-up view of changes to shorter sections.

No Markup is not a recommended view setting as it removes all visual indicators of changes,
and it may be easy to forget or overlook things.

Original offers a view of the document in its original form before any changes were made.
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7.5 Reviewing Pane

The Reviewing Pane can be useful to step you through each tracked change within the
document. You can opt for vertical or horizontal view, and click and drag it from left to right, or
top to bottom depending on your personal preference. The tool can be found on the Tracking

panel on the Review tab of the ribbon bar.
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Comments

v ooX : "% F Reviewing Pane Horizontal,
The reviewing pane provides a detailed list of all changes in
the document as well as comments. Left clicking on an item
will take you to that place in the document. Right clicking will
give you the option to accept or reject in the case of a change;
for comments, you may opt to delete, resolve, or reply.

7.6 Read Aloud

The Read Aloud tool can be found on the Review tab of the
ribbon bar.
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Simply place your cursor at the beginning of the section of text
you wish to read, ensure your speakers/headphones are
connected and turned on, and hit the read aloud button. Word
will then read your document aloud.

This function is brilliant for proofing because errors that you
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may not immediately see become a lot more noticeable when you hear them. It’s a great way
to pick up on things that could be better worded and eliminate run on sentences.
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8 USING ENDNOTE TO CREATE REFERENCE LIBRARIES

This is not a guide to using EndNote!

There’s a lot to learn about EndNote and this guide is already long enough. The University
provides online workshops for staff and HDR students that you may find helpful. The SLSS hosts
drop-in sessions for undergraduate students and the Flinders EndNote webpage has lots of
information.

If you are writing a thesis, or regularly prepare documents with citations, EndNote can be
invaluable. While it can do a great many things, it's not a magic wand and still requires some
effort.

Referencing is hard and | don’t like it. Will EndNote solve all of my problems?

Not a chance! You still need to learn about citation protocol so that your references and
bibliographic entries contain all the right information.

But you still have to enter all of the information into EndNote... isn’t it easier just to type it
straight into my document?

Sure! But if you ever want to cite that reference again, it’s ready to go for next time at the click
of a button because you’ve already done the hard work.

I’'ve written my paper with Harvard AGPS6 referencing and the journal | want to submit to
wants APA. Can EndNote help?

Why, yes it can! You don’t need to dig up a citation guide and rewrite your entire reference list.
EndNote has a button for that and can convert it in seconds flat.

All those finicky referencing rules about subsequent and consequent mentions are so
annoying!

| know, right? Luckily, EndNote has all that covered, and you don’t need to think about it.
I’'m using Zotero/Mendeley and | love it! Why would | want to use EndNote?

Unfortunately, it’s not practical for the University to provide support for every single reference
manager in existence. With EndNote, you don’t need to worry about data limits, and there are
workshops and other support available to help you make your workflow more efficient by using
EndNote.

But Zotero/Mendeley are free!

So is EndNote! The University’s EndNote license covers all staff and students. The desktop app
will also sync to MyEndNoteWeb (free for any user) so that you still have your reference library
even after you graduate.
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