word 2000 workshop STYLE GUIDE

My name is Nancy Sharrock.  My phone number is (831) 656-2486 (cell:  (831) 917-1260).  I am located at Herrmann Hall, East Wing, Room 211.  My e-mail address is sharrock@nps.edu.  My hours are Monday-Thursday from 0730-1800.  I do not work Fridays.  

The purpose of this workshop is to give you some pointers on how to use Word and help you troubleshoot some of the recurring problems with Word that students have had in the past with finishing their thesis.  Your thesis is to be done in Microsoft Word 97, 2000, XP or 2003.  

The thesis information is located at the following sites: 

http://www.nps.navy.mil/research/external/research1.html 

http://intranet.nps.navy.mil/ResAdmin/research1.html  

The workshop will discuss the following items:

BEGINNING:
A.
General Information
B.
Setting up a Style
C.
Creating Section Breaks for Page Numbering
D.
Inserting Page Numbers
E.
Combining Separate Files into a Single File
F.
Printing Options/Compatibility with other Printers
G.
Printing Sections
ADVANCED:
H.
Footnotes
I.
Importing Figures/Tables/Images 

J.
Automatic Numbering of Figure and Table Captions/Updating Figure and Table Caption Cross References in the Body of the Thesis
K.
Equations/MathType
L.
Landscape Pictures
M.
Generating a Table of Contents
N.
Generating a List of Tables/Figures
BEGINNING GUIDE

A.
General Information

I strongly recommend that you create an automatic backup file of your thesis.  

1.
Go to Tools, Options

2.
Select the Save tab

3.
Check Always Make a Backup Copy

To turn off the automatic bullets, numbering, etc.

1.
Go to Tools, Autocorrect

2.
Select the AutoFormat As You Type tab and remove the check mark for Headings, Borders, Tables, Automatic bulleted lists and Automatic numbered lists.
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3.
You must also go to the Autoformat tab and remove the check box under Apply for Headings, Lists, Automatic bulleted lists and other paragraphs.
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B.
Setting up a Style


Word comes with many styles that have already been created and formatted.  To properly format your thesis, it is necessary to format some of the styles that already exist or to create new ones.

Modifying a Style
1.
Go to Format, Style

2.
You will see the following screen with a list of styles that already exist and their names, and a description of the formatting for the style selected.  To modify the style, click on Modify.
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3.
After selecting Modify, you will see the following screen that describes the style, such as the name, style that it is based on, and the style that follows it once you hit the enter key.  You will also see a preview of the style and a description of the existing formatting of the style.  Click on Format to modify the style.  You will be able to change several formats based on what is available for the style, such as the font, paragraph alignment, tabs, borders, numbering, etc.
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Creating a Style

You will also be able to create a new style by clicking on New instead of Modify as seen in the first snapshot.  You will be prompted for a name for the style.  You are able to base it on any style that is already created.  Click on format to format the style however you wish.
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NOTE:  SELECT ADD TO TEMPLATE FOR ALL THE STYLES THAT YOU MODIFY OR CREATE.  THEY WILL BE ADDED TO THE NORMAT.DOT TEMPLATE FOR WORD AND WILL BE AVAILABLE FOR ALL WORD DOCUMENTS ON YOUR COMPUTER AND NOT JUST THE FILE THAT YOU ARE WORKING ON.

WORD OF CAUTION:  BE CAREFUL ABOUT SELECTING AUTOMATICALLY UPDATE.  ANY CHANGES THAT YOU MAKE IN THE TEXT TO THE STYLE AT ANY TIME WILL AUTOMATICALLY BE MADE TO THAT STYLE THROUGHOUT YOUR THESIS.  THIS IS DANGEROUS BECAUSE YOU MIGHT NOT WANT TO CHANGE THE STYLE EVERYWHERE BUT ONLY IN ONE PLACE.  I WOULD RECOMMEND NOT SELECTING IT.

Importing/Copying a Style


There is a template available for both theses and dissertations.  It is not an end all and will NOT automatically format your thesis.  It is possible, however, to import the styles that I have created.  The templates are available on the thesis website.
The styles are already available with templates, just not your version of Word.  If you want to do chapters separately and then copy them to the thesis template, you will have to copy the following styles from the downloaded thesis template to your version of Word.  This will ensure that you have the correct styles available on YOUR computer.  :

2nd Order Para

3rd Order Para

4th Order Para

Abstract

FIGURE CAPTION

Footnote Reference

Footnote Text

Heading 1

Heading 2

Heading 3

Heading 4

Heading 5, 5th-Order Heading

List Bullet

List Bullet 2

List Bullet 3

List Number

List Number 2

List Number 2-DL

Normal-SIGN 1

Normal-SIGN 2

Normal-SIGN 3

Quote

Table of Figures

Table Caption

TOC1

TOC2

TOC3

TOC4

On the Tools menu, click on Templates and Add-Ins.

1.
Click Organizer, and then click the tab for the items you want to copy.

2.
To copy items to or from a different template or file, click Close File to close the active document and its attached template or to close the Normal template. Then click Open File, and open the template or file you want.  It is best to copy to the Normal.dot file in Word.

3.
Click the items you want to copy in either list, and then click Copy. 

To select a range of items, hold down SHIFT and click the first and last items. To select nonadjacent items, hold down CTRL as you click each item.

C.
Creating Section Breaks for Page Numbering


The thesis will have to be in one file when converted to PDF format.  It is necessary to have section breaks between the cover page and all the other personal information and then the body of the thesis.  The page numbering is different for these sections.  There is no page number on the cover page.  The other information is in Roman numerals and the body of the thesis is in Arabic numerals.  


The first section break needs to occur after the cover page and the second section break after the Acknowledgements, Executive Summary (for ECE, ITM and OR students only), or if you do no want Acknowledgements, it is after the last page before the body of the thesis begins.  Keep in mind that all text begins on an odd numbered page and all even numbered pages must contain the following statement centered on the page:

THIS PAGE INTENTIONALLY LEFT BLANK


The first section break after the cover page is called SECTION BREAK NEXT PAGE and must be located on the page BEFORE the other information begins.


The second section break before the body of the thesis is called SECTION BREAK CONTINUOUS and must also be located on the page BEFORE the body of the thesis begins.


1.
Go to Insert


2.
Select Break


3.
Under Section Break Types select Next Page for the first section break and Continuous for the second section break.
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D.
Inserting Page Numbers


To insert the page numbers in any section you must be in the page section.  You will see which page section you are in at the bottom of the screen:
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1.
Go to Insert


2.
Page Numbers


3.
The position will be Bottom of page (Footer)


4.
Alignment will be center


5.
a.
For the cover page, deselect show number on first page

b.
For the body of the thesis select Show number on first page


6.
Click on Format

7.
Next to Number Format, Click on the down arrow to select the type of number. 

8.
Select Start At and type in the following:


a.
For the Roman numerals:  type in i


b.
For the Arabic numerals:  type in 1
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E.
Combining Separate Files into a Single File


Many will create separate files for each chapter and then try to combine them into one file.  Please use the following steps:

1.
First either create or import the styles into the normal.dot file so that the styles will be the same for each chapter.  This way the styles will not have to be reformatted.  If the style that you are using does not exist, Word will select another style or will take the formatting of the style that is already in Word if it has the same name.

2.
A shortcut to select the entire file or chapter is:  Ctrl-A

3.
Copy the text.  There are several ways to do this:


a.
Go to Edit, Copy


b.
Right click and select copy


c.
Use the icon on the toolbar [image: image12.png]



4.
Go to the file that will be the single thesis file, select the insertion point and insert the copied text in one of several ways:


a.
Go do Edit, Paste


b.
Right click and select paste


c.
Use the icon on the toolbar [image: image13.png]



F.
Printing Options/Compatibility with other Printers


Many times what you see on the screen is not what prints out.  The reason for this is a setting in Word that needs to be changed and the fact that each printer is configured differently and will print differently.  Once this setting is changed you will be able to print from any printer.


1.
Go to Tools, Options


2.
Select the Compatibility tab

3.
Under Recommended Options for, select Microsoft Word 2000 is you are using Word 2000 or Word 2002 (XP) and Microsoft Word 97 if you are using Word 97.  Selecting one of these options will deselect all the special features which could interfere with printing.  The setting that causes the problem is towards the end of the list and is called:  use printer metrics to lay out document.
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G.
Printing Sections


Printing certain pages is done differently when sections are involved.  

1.
Go to File, Print

2.
In Page Range, there are several options for printing pages, a series of pages, or printing from different sections.  

3.
Click on Pages:
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a.
To print noncontiguous pages-type the page numbers with commas between them.  Type the range of pages with a hyphen between the starting and ending numbers in the range (for example, to print pages 2, 4, 5, 6 and 8: type 2,4-6,8)  

b.
To print a range of pages within a section-type p for page number and s for section number (for example, to print pages 5 through 7 in section 3, type:  p5s3-p7s3)

c.
To printer an entire section-Type s for section number (for example, to print section type:  s3)

d.
To print noncontiguous section-type the section number with commas between them (for example, to print sections 3 and 5 type:  s3,s5)

e.
To print a range of pages across sections-type a range of page numbers and the sections that contain them with a hyphen between the starting and ending numbers in the range (for example to print page from section 2, page 2 through section 5 page 3 type:  p2s2-p3s5)

ADVANCED GUIDE

H.
Footnotes


Many times there are problems inserting footnotes and then getting the entire footnote to show on the same page.  Also, the continuation footnote separator is a long line and can be shortened.  Most people do not use endnotes.


1.
Inserting Footnotes for Word 2000



a.
Go to Insert



b.
Select Footnote

c.
Make sure Autonumber is selected.  This way you will be able to insert a footnote at a later time and it will renumber all the following footnotes.

[image: image16.png]Insert
© i) Bottom of page
© endnote Endof document

Humbering
& autotiumber 12,3

€ custom mark:
Symbl.

carcel | _optons



    


2.
Inserting Footnotes for Word 2002 (XP)



a.
Go to Insert



b.
Select Reference



c.
Select Footnote
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3.
Getting the Entire Footnote on One Page


I have found that a combination of settings will fix this problem.  Try one or all of the following:


a.
Change the Printer Metrics Option



(1)
Go to Tools, Options



(2)
Select the Compatibility tab

(3)
Under Recommended Options for, select Microsoft Word 2000 is you are using Word 2000 and Microsoft Word 97 if you are using Word 97.  Selecting one of these options will deselect all the special features which could interfere with printing.  The setting that causes the problem is towards the end of the list and is called:  use printer metrics to lay out document.

b.
Set the Line Spacing of the Footnote Text Style to Exactly


(1)
Go to Format, Style


(2)
In the Styles list, select Footnote Text and then Modify

(3)
In the Modify Style dialog box, click on Format and then click on Paragraph

(4)
In the Line Spacing list, click Exactly

(5)
In the At box, type a point size slightly larger than the font size of the footnote text, then click OK.  For example, if the font size of the footnote text is 10 points, set the line space to exactly 10.5 points.  If you set the line spacing to a size smaller than the point size of the type, the top or bottom of the text may not be visible.

(6)
Click OK and then click Apply


c.
Change the Footnote Paragraph Widow Orphan Control to Off



(1)
Go to View, and click on Normal view

(2)
Go to View and click on Footnotes.  Select all the footnotes in the pane by Ctrl-A

(3)
Go to Format, click on Paragraph

(4)
Click the Line and Page Breaks tab, and click to clear the Widow/Orphan control check box.

(5)
Click OK


d.
Change the Line Spacing of the Footnote Separator



(1)
Go to View and click on Normal view

(2)
Go to View and click on Footnotes.  In the lower pane, click the Notes (arrow) button, and select Footnote Separator from the Footnotes list

(3)
Highlight the footnote separator

(4)
Go to Format, click Paragraph and change the line spacing to an exact amount such as 4 or 5 points


3.
Changing the Footnote Continuation Separator



a.
Go to View and click on Normal view

b.
Go to View and click on Footnotes.  In the lower pane, click the Notes (arrow) button, and select Footnote Separator from the Footnotes list

c.
Highlight the Footnote Separator and right click to copy

d.
In the lower pane once again, click on Notes (arrow) button and select Footnote Continuation Separator from the Footnotes list

e.
Highlight the Footnote Continuation Separator

f.
Right click and select paste (if there is an extra carriage return at the end of the separator, delete it)

I.
Importing Figures/Tables/Images


1.
There are many ways to import figures, table, images, etc.  Some take up a lot of space on your hard disk, can be megabytes in size and will slow down your thesis, if not crash your computer.  Once your computer can no longer load the objects, they will disappear and a small square box will appear in place of the object.  This is especially true of Excel spreadsheets and interactive figures such as MatLab figures and Visio.   The following way is the most expedient and takes up the least amount of room.  NOTE:  the Excel spreadsheets and Visio pictures that are imported this way WILL NOT be available for editing by clicking on them.  



a.
Copy the material



b.
In Word, go to Edit, Paste Special



c.
Make sure that Import is selected as a radio button

d.
Select Picture. You will see a description for each selection and will see that Picture takes up the least amount of space on your hard disk and will not make your thesis difficult to open.

e.
Once you have imported the material, follow the instructions in Section 2 below.

OR



a.
Go to Insert



b.
Object or Picture



c.
Select From File and find the file to insert

2.
One of the problems with Word 97, 2000 and XP is that the figures/tables/images that are imported are, as a default, set to float over text which means that the picture will NOT be locked into place once imported.  Any text that is added will cause the figures/tables/images to be moved and float over the text, to show up on the next page or to disappear partly if not completely.  Here is how to fix this problem and anchor them into place:

WORD 97:

a.
Insert the picture or object into the thesis document

b.
Select the picture or object by left clicking on it once

c.
Right click and select Format Picture/Object

d.
Select the Position tab

e.
Deselect Float over Text (remove the check mark)

WORD 2000 and Word 2002 (XP):

a.
Insert the picture or object into the thesis document

b.
Select the picture or object by left clicking on it once

c.
Right click and select Format Picture/Object

d.
Select the layout tab

e.
Under Wrapping Style, select In Line with Text (the selection furthest to the left)

WORD 2002 (XP): To set the default to In Line with Text

a.
Go to Tools, Options

b.
Edit Tab

c.
Under Insert/Paste Picture As

d.
Select In-Line with Text from the drop down list


It is also possible to resize the picture to make it fit on a page.  Follow the same procedures are above, but select the size tab and change the scale height percentage of the picture accordingly.


A word about text boxes:  I do not recommend text boxes even if they have been grouped together.  They do not always copy correctly.  It is much better to use PowerPoint.

J.
AUTOMATIC NUMBERING OF FIGURE AND TABLE CAPTIONS/UPDATING FIGURE AND TABLE CAPTION CROSS REFERENCES IN THE BODY OF THE THESIS

1.
To set up the automatic numbering of the figure and/or table captions do the following:

a.
Place the cursor where you want to place the first figure or table caption.  Go to the FORMAT menu

b.
Select STYLE

c.
Select FIGURE CAPTION or Table Caption from the list of Styles

d.
Click the MODIFY button.

e.
In the MODIFY STYLE window click on the FORMAT button and select NUMBERING

f.
In the NUMBERING AND BULLETS window, select a number scheme and then click on the CUSTOMIZE button.

g.
In the CUSTOMIZE NUMBERED LIST window, look at the NUMBER FORMAT box, and type 'Figure' or ‘Table’ before the number and a '._'after the number.  The _ signifies a space.

h.
Click OK.

i.
In the NUMBERING AND BULLETS window, check the box for AUTOMATICALLY UPDATE.

j.
Make sure to click on the APPLY button in the MODIFY STYLE window.

2. To automatically update the cross references to the figure and table captions, do the following:

WORD 2000

a.
Go to Insert, Cross Reference

b.
Under Reference Type:  Select Numbered Item

c.
Under Insert Reference to:  Select Paragraph Number (no context)

d.
Select the figure or table to cross-reference

e.
Click on Insert

f.
To update all cross references if you decide to add a figure or table later, select the entire document, right-click, and then click Update Field. 

WORD 2002 (XP)

a.
Go to Insert, Reference, Cross Reference

b.
Under Reference Type:  Select Numbered Item

c.
Under Insert Reference to:  Select Paragraph Number (no or full context)

d.
Select the figure or table to cross-reference

e.
Click on Insert

f.
To update all cross references if you decide to add a figure or table later, select the entire document (this will not work if you have text boxes selected as well), right-click, and then click Update Field. 

K.
Equations/MathType


The Equation Editor in Word is limited.  It is a smaller version of MathType that was created by Design Science: http://www.mathtype.com/.  The version in Word will not insert Equation numbers automatically.


There is a site license for MathType 5.0 and 5.2 (for use with Office 2003 only) that can be checked out at the Help Desk in Ingersoll Hall, Room 151.


If the Word Equation Editor is not installed on the machine you are using, see the administrator of the lab.  If you have the disks and are using a laptop or home computer you will have to do the following:

1.
Close all programs

2.
Click the Windows Start button, point to Settings, and then click Control Panel

3.
Double-click the Add/Remove Programs icon

4.
Do one of the following: 

a.
If you installed Word by using the Office Setup program, click Microsoft Office on the Install/Uninstall tab, and then click Add/Remove. 

b.
If you installed Word individually, click Microsoft Word on the Install/Uninstall tab, and then click Add/Remove. 

5.
Follow the instructions on the screen. 

L.
Landscape Pictures

I do not recommend doing landscape pictures.  Try inserting the picture as mentioned in importing Figures/Tables/Images.  Also, try rotating the picture to fit on a portrait page.  This can be done in the Paint program that comes with Windows.  If you must use landscape pictures, there must be a section break (next page) before and after the picture in the body of the thesis. 

1.
Go to Insert, Break

2.
Select Section Break, Next Page twice

3.
At the second section break, got to File, Page Setup, Paper Size tab and select landscape.  The page should change to landscape.

4.
Insert the figure/table/image

5.
You must delete the page number in that section ONLY because it will not be in the right place.

6.
You must insert a text box to place the page number in the correct place.  If you change the page numbering by later adding more text/figures, etc. you will have to manually change the page number in the text box.  It does not automatically update.

7.
Go to Insert, Text Box

8.
Draw a small text box

9.
Type in the page number

10.
You must move the text box to the left hand side of the page and center it on the page one inch from the bottom.

11.
You must rotate the page number so that it will be in the correct position on the page.


a.
Select the text box

b.
Go to Format, Text Direction

c.
Select the format highlighted in the picture below
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12.
In the section immediately following the second section break, you must restart the page numbering if the page numbering has disappeared.

a.
Go to Insert, Page Numbers

b.
Click on Format

c.
Under Page Numbering, make sure that the radio button for Continue from Previous Section is selected.  This should restart the page numbering.

M.
Generating a Table of Contents
It is possible to have an updatable table of contents.  You can copy the one from the thesis template as long as you have already copied the styles that I created since the formatting of the table of contents is based on styles and there is field code behind it.

If you want to create your own, please come see me and we will do it together.

1.
Copying from the template


a.
Right click in the gray area and select copy


b.
In your document, right click and select paste

N.
Generating a List of Figures/Tables

It is possible to have an updatable list of figures and tables as well.  The same applies as for the Table of Contents.  You can copy the one from the thesis template as long as you have already copied the styles that I created since the formatting is based on styles and there is field code behind it.

If you want to create your own, please come see me and we will do it together.
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