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Goal

The purpose of this handout is to familiarize
you with the features of Word 2007 that will
help you in writing your thesis/dissertation.

Objectives
By the end of this class, you will be able to:

e Find the ETD website

e Change the zoom in Word

e Use basic formatting in Word

e Create tabs and indenting in Word

e Create page breaks and section breaks in
Word

e Work with images in Word
e Work with page numbering in Word
e Create a table of contents in Word

e Converta Word document to a pdf
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Robert C. Byrd Health Science Center,
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This document was created to help you properly format your Word document for conversion to a PDF
for electronic submissions as an ETD. It is WVU policy that all master’s theses and doctoral
dissertations are to be submitted electronically as a PDF to the library.

Accessing ETD Information

For information on submitting and ETD at WVU, please go to the library website at
http://www.libraries.wvu.edu/theses.
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This website provides information on the formatting requirements for theses and dissertations, as
well as general information on what you will need to do to convert your file to a pdf, and how to
submit your ETD.
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ETD Website

The ETD website located at http://etd.wvu.edu/, allows visitors to browse, search, and submit
theses and dissertations.

Access to the ETD website is limited to WVU faculty, staff, and students with a WVU Central ID. Go to
the website http://centralid.wvu.edu/ to activate your Central ID.

The ETD website allows you to browse the ETD collection at WVU. If you are unsure of the specific
requirements for your thesis or dissertation, browsing the ETDs of recent graduates of your
department may help to give you a better idea of your department requirements.

<2 WYU :: eIDR - Microsoft Internet Explorer

File Edit View Favarites Tools  Help

@Back b ) | |ﬂ lELI ;\J j_l: Search ‘i’\.’ Favorites Q-‘? 3 “f-r‘ v = _I @ ﬂ ':

Address |@j http: ffetd. v, eduf
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Collections in this institutional repository include:

-3 « 210 (Electronic Theses and Dissertations)
¢m « eHT (Electronic Honors Theses)
Y « 2SRA (Electronic Scholarly Resources Archive)
L] o Forfurther details see elDR Collection Overview
Welcome to elDR. elDR Basic Access
No problems are {General public portal, login is not required, campus restricted documents are
anticipated. unavailable online)
Enjoy your stay.
elDR Login

ML community portal, loginis required, for access to campus restricted
documents and submissions)

& &l % Local intranet

Submissions Support
For technical problems, please contact the OIT help desk at (304) 293-4444.

For questions regarding the submission process, please contact the library at (304) 293-4040 ext
4025.
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Bibliographies and References

It is strongly recommended that you use a reference management program such as EndNote or
Reference Manager to organize the reference in your paper, to insert references into your paper, and
to create your bibliography.

Please see the Learning Center schedule at http://www.hsc.wvu.edu/its/LC/Workshops for the
dates and times when the EndNote class is offered.

Using Word

Most people use Microsoft Word to create their thesis or dissertation. This document provides tips to
make that process easier, and to help you create a document that will readily convert into a PDF.

Show/Hide Codes

The Show/Hide Codes button toggles whether formatting marks are visible on the screen. These
marks represent spaces, tabs, hard returns, and other formatting. Viewing these codes allows you to
see the precise layout of your document.

i'\‘u'hen-Sh ow/Hide-Codesis-tumed-on,-spaces-----are-represented-byv-dots-betweenthe-
words T

-+ Tabs-arerepresented-bv-amrows ¥
Hard retums-are-represented-bv-a-paragraph-mark®
Pagetbreaks-(and-other-breaks)are-also-shown®

These codes are turned off and on with the Show/Hide Codes button on the Home tab of the 1_[
Ribbon. | |
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Word provides a zoom option to change how the document appears in the window. To see how the
entire page appears, reduce the zoom. To make the text larger on the screen, increase the zoom.

To Change the Zoom from the Ribbon
1. Inthe Ribbon select the View tab.

2. Inthe Zoom section, select one of the zoom options, or click the

Zoom button.

3. Inthe Zoom dialog box, select the desired option.

4. Click OK.

To Change the Zoom in the Zoom Slider

I_ _b.i

Zoom

Review

Add-Ins

View

Zoom

Zoom

Zoom to

Preview

) 200%

) 75%

Percent:

() Page width
i Text width

W00% =

1 Whole page —

-2 ==

() Many pages:

AaBbCeDdEeXxYvZz
AaBbCeDdEeXxYvZz
AaBbCeDdEeXxYvZz
AaBbCeDdEeXxYvZz
AaBbCeDdEeNxYVZE
AaBbCeDdEeXxYvZz
AaBbCcDdEeXxYvZz

I CK ] | Cancel |

1. Inthe Zoom slider, press the + button to increase the

zoom, or press the — button to decrease the zoom.

--OR--

Click and drag the slider to increase or decrease the zoom.

v (O
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Copying and Pasting

Word allows you to select and/or copy text and objects, and then paste that text (or object) elsewhere.
The copied text remains, and the duplicate text can be added elsewhere in the same document or in a
different document.

Copied text and objects are stored in the clipboard and can be pasted multiple times. Once you have
copied text or an object in Word, you can paste that text or object again and again—even if you've
typed and manipulated text in between.

As with most commands, Word provides multiple ways to copy and paste. Each method can be used
with any other method—if you copy something using the Ribbon, you can paste it using the Ribbon,
the keyboard, or by right clicking.

Copy and Paste Using the Ribbon

1. Select the text or object to be copied. =

2. On the Ribbon, select the Home tab and then click the Copy button. = __‘__%
7

Clipboard ™

Paste

3. Position the cursor where the copied text will appear. =
4. Click on the Paste button on the Ribbon. =]

Paste [};j

-

Clipboard M=

Copy and Paste Using the Keyboard

1. Select the text or object to be copied.

2. Hold down the Ctrl key and press the C key.

3. Position the cursor where the copied text will appear.
4. Hold down the Ctrl key and press the V key.

Copy and Paste Using the Right Click Menu
Select the text or object to be copied.

Right click anywhere in the highlighted area.

From the menu that appears, select Copy.

Position the cursor where the copied text will appear.
Right click and select Paste.

agrwnE
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Headings

Word provides built-in headings that can be applied to the text. Headings allow you to make sure that
the same formatting is applied throughout the document. These headings are used when Word builds
a table of contents, so you must format all text belonging in the table of contents as heading 1, 2, or 3.

To Apply Headings
1. Select the text to be formatted.
2. Inthe Ribbon choose the Home tab.

3. In the Styles section choose one of the visible headings, or — %
click the arrow for more styles. 4aBbCcl AaBbCi | AaBbCel) — °
Emphasis  Headingl | 7 HMormal || Shangs
Styles =
--OR-- Styles % E

Use the keyboard commands:

Heading 1 Alt+ Ctrl +1
Heading 2 Alt+ Ctrl + 2
Heading 3 Alt+Ctrl + 3
Normal Ctrl + Shift +N

Formatting Headings

Word allows you to format your heading styles to match the requirements of your department,
committee, journal guidelines, or personal preferences.

To Format Headings
1. Inthe Ribbon choose the Home tab. In the Styles section, click the Styles dialog box
launcher in the lower right corner to open the Styles dialog box. ™ \
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2. In the Styles dialog box, click the down arrow beside the heading

to be changed, and choose Modify.

3. Inthe Styles dialog box set the desired
text formatting. For other options, such
as paragraph formatting or tabs, click
the Format button.

4. Click OK.

The Learning Center

1| 4aBbCcl AaBbC|AaBbCI| /
| Emphasis Heading 1 T Mormal - ch
5ty
i Styles =i
Clear all
I Heading 1 W
Update Heading 1 to Match Selection
S4  Modify... %
Remove fraom Quick Style Gallery
[] shiowe Prevview
[] cisable Linked Styles
Qptions. ..
Modify Style
Properties
Mame: ‘Heading 1
Style type: Linked {paragraph and character)
Style based on; | M Mormal B
Style for following paragraph: | T Normal B

Formatting
Geargia Flle]E) 7 u || —]

=

]
i
(1]
If

Il

-
I I
>
(IR
e
L]

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

.Font: 14 pt, Bold, Font color: Accent 1, Space Before: 24 pt, Keep with next, Keep lines together,
Level 1, Style: Linked, Quick Style, Priarity: 10, Based on: Mormal, Following style: Mormal

[¥] Add to Quick Style list  [7] Automatically update
@ Only in this document () Mew documents based on this template

[ OK ][ Canicel ]

9
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It is often necessary to use non-keyboard characters in a document. In Office, these characters are
called Symbols.

To Insert a Symbol
In the Ribbon select the Insert tab.
2. Click on the Symbol button and choose a symbol from the list or select More

1.

3.

Symbols.

In the Symbol dialog box,
select a symbol from the list
and click Insert.

If you need a special character,
click the Special Characters
tab, choose a symbol from the
list, and click Insert.

Once a symbol has been
inserted, the Cancel button
changes to Close. Click Close
when you have inserted all
needed symbols.

£ 2 Symbol

Symbol (7 |
| Symbols | Special Characters |
Fant: | (normal text) [~] Subset: | Greek and Coptic E
'EH|T|O|'Y|'Q|1|A|B|T|A|E|Z|H|O|I °
KIAMM|N|E|O|II|P|Z|T|Y|®X|¥|Q|]
Yiale|n|t|G|a|B|y|8|e|lin|0]1|x™
)\VEOJ pleclojT|v|e|X|lw|lw| T .
ﬁecenﬂ»_'L;ed symbols:
ele|¥@@[™ «|+]<|>]<|x[o|u|a|p
GREEK SMALL LETTER MU Character code: [038C from: [Unicode (ex) [ 7]
| Autocorrect... | [ Shortautkey... | shortcutkey: 038C, Alt+x

IME Pad

[ Insert J | Cancel ]

10
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Indents

An indent is the distance between the text and the margins. There are four types of indents: first line
indents, hanging indents, left indents, and right indents. The most commonly used indent is the first
line indent.

First Line Indent

A first line indent moves the first line of text to the left, and keeps the remainder of the text flush with
the left margin. First line indents are used to help readers distinguish one paragraph from another.

The Learning Center helps Health Sciences Center students, faculty, and staff use
computers effectively for teaching, learning, and research. Our goals are 1) to increase
the availability and use of computers for teaching, learning, and research by students,
faculty, and staff. And 2) support Health Sciences Center faculty in the use of
computers to support their course curriculum and research.

When you press the tab key to indent your first paragraph, Word automatically indents subsequent
paragraphs.

To Create a First Line Indent Manually

1. Inanew document press the Tab key once. The cursor moves %z inch to the right.
2. Type in the first paragraph.

3. Press the Enter key. Word should automatically indent the next paragraph.

To Create a First Line Indent from the Ribbon

1. Place the cursor where the indenting should begin. To change the indenting for an already existing
document, select the entire document. —

2. In the Ribbon select the Home tab. In the Paragraph section, click the arrow in the lower .

right corner. S (7 =)
3. The Paragraph dialog box opens. In the Indentation section, |+

under Special, select First line from the drop down box. i
4. CI'Ck OK Alignment: Left IZ|

Qutline level: |Level 1

Indentation

Left: 0" % Special: By:

Right: 0" {none)

Mirror indents

Spacing

Before: i2pt = Line spacing: Al
After: &pt = Single IZ|
[] Don't add space between paragraphs of the same style
Preview
Tabs... | | Default... | l QK | | Cancel |

11
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Left and Right Indents

Left and right indents place distance between the text and the left and/or right margins. Left and right
indents are typically used for long quotations and poetry.

The Learning Center helps Health Sciences Center students, faculty, and
staff use computers effectively for teaching, learning, and research. Our
goals are 1) to increase the availability and use of computers for teaching,
learning, and research by students, faculty, and staff. And 2) support
Health Sciences Center faculty in the use of computers to support their
course curriculum and research.

To Create a Left or Right Paragraph Indent from the Ribbon

1. Place the cursor where the indenting will begin or select the paragraph to be indented.

2. Inthe Ribbon select the Home tab. In the Paragraph section, click the arrow in the lower
right corner.

3. In the Indenting section, in the spin box beside = .
. T . ]
Left or Right select or type in the desired T — e
distance. Indents and Spacing | Line and Page Breaks .
4. Click OK. General

Alignment: Left |E|
Cutline level: |Body Text |Z|

Indentation

Left: 0.5 = Special: By:
Right: 0.1 \% {none) E| =
-I Mirror indents
Spacing
Before: Opt = Line spacing: At
After: Opt = Single E| :

[7] Don't add space between paragraphs of the same style

Preview

Tabs... | | Default.., | [ OK. | | Cancel

To Create a Left Indent Using the Indent Icon

1. Place the cursor where the text should be indented, or select the paragraph to be indented.

2. In the Ribbon select the Home tab. In the Paragraph section, click the Increase
Indent button or the Decrease Indent button.

nii
"l
nvi
S
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Hanging Indents

A hanging indent keeps the first line of text flush with the margin and moves the remaining lines of
text to the right.

The Learning Center helps Health Sciences Center students, faculty, and staff use
computers effectively for teaching, learning, and research. Our goals are 1) to
increase the availability and use of computers for teaching, learning, and
research by students, faculty, and staff. And 2) support Health Sciences Center
faculty in the use of computers to support their course curriculum and research.

Hanging indents are typically used for bibliographies.

To Create a Hanging Indent with the Ribbon

1. Place the cursor where the indenting will begin or select the paragraph to be indented.

2. In the Ribbon select the Home tab. In the Paragraph section, click the arrow in the lower | ;
right corner. '

3. Inthe Paragraph dialog box, in the Indentation
section, select Hanging from the drop down S _ e
menu under Special. Indents and Spacing | Line and Page Breaks |

4. Click OK. General

Alignment: Left |Z|
Qutline level: |Body Text |E|

Indentation

Left: 0 : Spedial: By
Right: 0’ = Hanaing 0.5’ =
s {none)
|7} Mirror indents First line
Spacing
Before: 0 pt = Line spacing: At
After: 0pt = Single E| %

[7] Don't add space between paragraphs of the same style

Preview

Tabs... | | Default. .. | [ 0K J | Cancel

13
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Tabs

Tabs are used to offset text. Pressing the tab key automatically moves the cursor to the next 1/2 inch
measurement in the document. Word provides multiple tab styles: left, center, right, and decimal.
Tabs can also have options, such as dot leaders.

Left Tab Center Tab Decimal.Tab Right Tab
Malcolm Reynolds male 72.5 Captain
Zoe Washburn female 71.75 First Mate
Jayne Cobb male 75.75 Second Mate
Hoban Washburn male 72 Pilot
Inara Serra female 65.00025 Companion
Kaylee Frye female 68.045 Mechanic
To Set Tabs

1. Place the cursor where the tabs should begin or highlight the text that should contain the tabs.
2. Inthe Ribbon select the Home tab. In the Paragraph section, click the arrow in the lower

right corner. [
3. Inthe lower left corner of the Paragraph dialog box, click the Tabs button.
4. In the Tabs dialog box, type in the distance from the

left margin where the first tab should be placed. s -2l
5. Under Alignment, select a tab style. Tab stop pasition: Default tab stops:
6. Under Leader, select a leader style. 2 0.5 :
/. Click Set. " Tab stops to be cleared:
8. Click OK. '

Alignment
@ Left Center Right
1 Decimal "1 Bar
Leader
~) 1Mone 3
s
[ Set [}I | Clear ] [ Clear all ]

| i ] I Cancel |

14
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To Delete Tabs

1. Highlight the text containing the tabs the be deleted.

2. In the Ribbon select the Home tab. In the Paragraph section, click the arrow in the lower | '«
right corner.

3. In the lower left corner of the Paragraph dialog box,
click the Tabs button. T -
4. In the Tabs dialog box, select the tab to be deleted and | 1> sto? position: eMEheE
press the clear button. o Dt -
--OR-- i “| Tab stops to be cleared:

Press the Clear All button to delete all tabs in the
highlighted section.

Alignment
@) Left "I Center ) Right
) Decimal 7 Bar
Leader
1 1 Mone e P o 1 T
5
Set ] | Clear ] [ Clear all !ﬁ
[ Qi ] I Cancel |

Page Breaks

There will often be times when you want a section of text to start at the top of the page. In Word, the
command to force text onto a new page is called a page break.

To Create a Page Break
1. In the Ribbon select the Insert tab.

2. Inthe Pages section, click the Page Break button. ) Cover Page ~
_] Blank Page
--OR-- P_—j F‘a-:_le- Break
Pages
1. Inthe Ribbon select the Page Layout tab. "= Breaks 7| ) Watermark ~ | Indent
2. Inthe Page Setup section, click the Breaks button. Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

3. From the drop down menu select Page.

LColumn

Indicate that the text following the column
break will begin in the next column.

Text Wrapping
= Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

1. Use the keyboard command Ctrl + Enter.
15
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Section Breaks

Section breaks are used when different portions of the text require different formatting, such as
changed margins, changed page orientation, changed headers and footers, or changed page
numbering.

There are several types of section breaks. Next page creates a section break and starts the following
section on a new page. Continuous inserts a section break and creates a new section on the same page.
Odd page or Even page inserts a section break and starts a new section on the next odd- or even-
numbered page.

When a document has section breaks, the different sections are labeled in
the Header/Footer of the document.

| Footer -Section 3- |

To Insert a Continuous Break

1. Place the cursor where the section break is to be inserted.
2. Inthe Ribbon select the Page Layout tab. Page Lajout | Refersnces  Mailings  Review  View
3. Click the Breaks button. Orientation - [¥=) Breaks -| (3 ik = et
4. From the drop down menu choose Continuous. | Pageﬂreak:age

Page Setiid Mark the point at which one page ends

and the next page begins.

LColumn
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

HNext Page
Y Insert a section break and start the new

section on the next page.

Continuous
Insert a section break and start the new

— section on the same page.

3 Even Page
Insert a section break and start the new

b:{:ﬁ section on the next even-numbered page.

Odd Page
Insert a section break and start the new
>=3:ﬁ section on the next odd-numbered page.

16
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Images

Images are placed into documents to clarify a section of text, to present data in graphical form, to
entertain, etc. Many types of images can be inserted into a document, such as pictures, shapes, and
charts. The resolution of the image to be inserted will depend upon the quality of the final document.

To Insert Images into a Document
1. Place the cursor where the image should appear.
2. Inthe Ribbon select the Insert tab. In the Illustrations section, click on the Picture
button. Vil
3. Inthe Insert Picture dialog box, browse to the location of the image. For class, images :
will be located on the Desktop in theWord2 folder. R
4. Word shows a thumbnail of the images in the folder, to help you select the correct image.
For class, select the image Flying WV.gif and click Insert.
--OR--
Select the image and press Enter.
--OR--
Double click on the image.

Resizing Images

Word allows you to change the size of an image to better fit the available space. Use the sizing handles
at the corners of the image to maintain the proportion of the image—resizing from the edges may
cause the image to become skewed.

To Resize an Image

1. Select the image.

2. Place the cursor over the one of the sizing handles in the corner of the image. A e
double headed arrow appears.

3. Click and drag until the image is the desired size.
--OR--

Select the image.
From the Ribbon choose the Picture Tools Format tab. a[] l1az 5
In the Size section, type or select a new number in the height or width spin box.

W=

17
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Formatting Images

By default, images are inserted “in line with text.” This makes the image part of the sentence, and
often makes it difficult to move images in the document. Word allows you to change the layout style
so you can place images more precisely on the screen.

To Change Image Layout
1. Click once on the image to select it. On the Ribbon select the Picture Tools Format tab.
--OR--
Double click on an image to bring up the Picture Tools Format tab in the Ribbon.
2. Inthe Arrange portion of the Format Pictures Tools tab, click

the down arrow beside Text Wrapping and select the desired | Format

text wrapping. Square is typically the best choice if you need j €4 Bringta Front ~ |2+ | ]
to move your image. @y send to Back = Tg]~ —H
In line with text  Images appear in the same line as the Position — - - Cro

e
text. Text does not wrap around the - [pETexWapping] Sk

image. The image may be difficult to ] In Line with Text
move in the document. ] square %
Square Text wraps around the image, the image 58 Tight
can be moved in the document with — i
relative ease. S Hehind e
Tight The same as square, only the text runs 2 InFront of Text
close to the edges of the image. ] Tap and Bottam
Behind text Places the image behind the text. & | Through
In front of text Places the image in front of the text. | —
Horizontal Aligns the document in the page. Left I
alignment and right place the document flush H] Mare Layout Options...

against the corresponding margin.

18
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Charts are inserted from the Insert tab of the Ribbon. The dialog boxes that appear may vary,

depending upon your operating system.

To Import a Chart (Windows XP)

1. In the Ribbon select the Insert tab and click the Object button in the Text

section.

2. The Insert Object dialog box opens. Select
Create from file.

3. The dialog box changes. Click the Browse
button to find the chart.

4. In the Browse dialog box, find the chart you
would like to use.
5. Click OK.

6. The Insert Object dialog box returns. Click
OK.

7. The chart is now inserted.

*¢d Object
Insert Object @@
() Create new File:
@Cre l | [ Cancel ]

Browse. ..,

Result

i} . Inserts the contents of the file as an object into vour presentation
Em 50 that wou can activate it using the application that created it

Browse @
lockin: | PP v @-3 Xoci@E-
[ MyRecert | [0 ~gPPT 2007,pptx - '
Documents | | ] CBLC.jpg
Ef@Desktop E

.:'] Flying v, gif
iy [Pt 1.ppt
| il ts | |=

SRUMENS | e pRT 2007, pptx

= [ Thumbs.db

| Computer |

| 42 My Network.

_2 Places
FETE =
Files of tvpe: [l Files (*%) ]

e o
Insert Object EJ@
() Create new File:

(®) Create from file [ Ct Cancel ]

[ isplay as icon

Result

_ Iy Inserts the contents of the file as an object inkto wour presentation
so that you can activate it using the application that created it

19
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To Import a Chart (Windows Vista)

8. In the Ribbon select the Insert tab and click the Object button in the Text

section.

9. The Insert Object dialog box opens. Select the

Create from file tab.

10. Click the Browse button to find the chart.

11. In the Browse dialog box, find the chart
you would like to use.
12. Click Insert.

13. The Insert Object dialog box returns. Click OK.

14. The chart is now inserted.

The

Learning Center

*$4 Object

Object

Create MNew

e =

File name:

Result
r, Inserts the contents of the file into your

Em document so that you can edit it later using the
application which created the source file,

[* Browse...

[ Link to file
[ Display as icon

4] Browse

- | "f_ | | Search

@Qv| Jl » WORDZ

‘ Organize ~

Views = ‘ New Folder

Name) Date modified
K2 EXLSAMPL.xdsx
b “Templates [ Flying WV.gif
[ Documents EsAMPLEDOC
M Desktop 1] Spell checker.docx
il Recent Places @JSPELLERPOC i
= i @;]The Learning Center at Health Sciences.docx
1% Computer B THESAURU.DOC
EE Pictures
H}' Music

2 Recently Changed

Searches

Type Size Tags

J Public
Folders ~
File name: EXLSAMPL xisx - [AFies) -]
Tools = [Insert !V] [ Cancel ]
Object [ % [nES]
Create Mew | Create from File
File name:

C:\Usersmklishis. HSC \Desktop WWORD 2\EXLSAMPL. xlsx

Result

r, Inserts the contents of the file into your

Em document so that you can edit it later using the
application which created the source file,

Browse...

[ Link to file
[ pisplay as icon

[ Ok ][ Cancel ]

20




E-Thesis

Page Numbering

The Learning Center

Page numbering appears in the header or footer of a document. This section is grayed out when you
are typing normally, however, when you work with the header and footer, those sections become
active and the main body of the document is grayed out.

In an ETD, there are very specific guidelines you must used when numbering your document. The
first two pages of your document—the title and abstract—should not contain any page numbering.
The next section of your document—the front matter—must be numbered using lower case Roman
numerals. The next section of the document—the body—should be formatted with Arabic numeral
and being with page 1. Page numbers should be at least 34" from the edge of the page. Check with your
advisor regarding the specific requirements for your department.

To Create Page Numbering

1- In the Header and FOOter tab __OR__ in S Header - “q_ E quick Parts - j‘ 55 Previous Section Different First Page
the Insert tab, click the Page Number i Footer- D_;'ti [ Picture Scul o (5} Next Section Different Odd & Eve
button from the drop down menu. |12 Page Humber ] | 5 Time @cioat | vescer rooiar B unctoreveus | ] snow oscmen e

. S e ge 3 Javigation ptions

2. Select a location for the page number. j Tﬁ‘;“’fpg ' ; — -
For class choose Bottom of Page. . [P » | Plain Number 1 |

3. Choose a format for the page number. 9 Curent Position » -
For class choose Plain Number 3, to iy T '
align the page number to the right side .
of the footer. P

Plain Number 3
1 %
4. The page number appears in the footer.
E;.,, = 9 - &=l = 5 Document2 - Microsoft Ward (Trial) Header& .. | - = X
i) =
—-'"l Home | Insert | Page Layout References | Mailings | Review  VWiew | Add-Ins Design 1)
5] Header - ?‘ 2] Quick Parts ~ j‘ 5 3 53+/0.5 =
|8 Footer~ =3 [ Picture = ; & X £ 0.5 i .
[ Page Number - || & rme (8] Clip A Header Footer 28| B e
Header & Footer Insert Mavigation Pasition Close

| Footer |

Page:1 of 1 | Words: 80 gﬁ

[EEEE

=\ 0% -0 ()

5. To return to the document, press the Close Header and Footer button on the Ribbon.
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Formatting Page Numbering
1. Inthe Ribbon select the Insert tab, then click on the Page

P Mumber F ;
Number button and choose Format Page Numbers. SR B -
2. In the Page Number Format dialog box, select the desired e e 1, 3, 3 =]
formatt|ng- [ indude chapter number

3. Click OK.
NOTE: To start page numbering a zero(1) in a new section, you
may need to set the number in the Start at box to zero (0). o

Examples

Page numbering
) Continue from previous section

-

@ Startat: (2

QK | | Cancel

Changing Page Numbering

In an ETD, different sections of the document require different types of page numbering. Page
numbering is suppressed on the title page and abstract, the front matter requires roman numerals,
and the main body of the document requires Arabic numerals.

To Change Page Numbering in Different Sections of a Document
1. Insert a Continuous section break on the page before the numbering changes. (See page 16)
2. Double click in the footer section of the document.

--OR--
In the Ribbon choose the Insert tab, click the Footer button, then from the drop 562"‘;1?5 Al
down menu choose Edit Footer.
3. Click in the footer on the page that is to have different page
numbering. _ _ : T4 Previous Section
4. In the Ribbon in the Header & Footer Tools Design tab, click the j 2 et secti
Link to Previous button. Notice that the text Same as Previous ot (Coto pramm
as disappeared. Header Footer | % Link o Previous|
5. Delete the old page number. Mavigation
6. Insert a new page number for the new section, and format that

page number as desired.
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Table of Contents

If the document is created properly, Word can automatically create a table of contents from your text
that can be automatically be updated to reflect any changes to your text and layout. This table of
contents provides an overview of the document, and can also be used to jump to a specific section of a
document.

To create a table of contents, you need to type in the heading text, and then apply one of the built-in
headings. (See page 8) Typically only the first three headings are used in generating the table of
contents in Word.

The default layout for a table of contents in Word has indenting for different heading levels, however,
modifications can be made to this layout.

Creating a Table of Contents

Word uses headings to generate a table of content. By default, headings 1, 2, and 3 are used in the
creating of the table of contents. Any text that should appear in the table of contents MUST be
formatted as a heading, and any text formatted as a heading will appear in the table of contents.

To Generate a Table of Contents from a Word Template
1. Apply heading styles to all text that should appear
in the table of contents. (See page8) =4 Home Insert Page Layout Refarences Mailings

2. Place the cursor in the location where the table of =5 |k AddTert - [ Insert Endnote =1
contents should appear. = I 30 Update Table AB Next Faotnote = || =

3. In the Ribbon select the References tab. Click on | il L Showhioles |
the Table of Contents button.  Builtdn

4. From the drop down menu, select a layout option Automatic Table 1

for the table of contents.
Contents

Heading 1 ...
Heading 2
Heading 4

Automatic Table 2

Table of Co
Heading 1 ..
Heading
Heoding 4.

Manual Table

Table of Contents
Tyt Sy DT TADE TN W - iourioni ionionsjovi vuv s simsionh s o inii et e o o sar FFoR F
Noval

Type chapier titl

Type chapler
Type chapter title {love
Type chapier Litle (Jevel 2
Type chaptes title (Jevel 5).

Insert Table of Contents...

Q:\ Bemove Table of Contents
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To Generate a Table of Contents Using Personalized Settings

1. Inthe Ribbon select the References tab. Click
the Table of Contents button, and then select
Insert Table of Contents.

[Zp Add Text - [y Insert Endnate

| (2 Update Table AR Next Footnote =
Table of Insert

B . Insert
IContents =| Footnote =] Show Hotes Citation =

| Built-In
Automatic Table 1

Contents
Heading 2.

Automatic Table 2

Table of Contents
Heading 1.

Heading 2.

Manual Table

Table of Contents
Type chapier title {level 2) .
Type chapier title {level 3) .,
Tyvoe chamier B EVED 1D .o s e e e e

Insert Table of Contents..

E_}; Remove Table of Contents

|Inser1 Table of Contents |
E=| tents Gallews

In the Table of Contents dialog box, o
click the Modify button. _—

Print Preyiew

| Table of Figures I Table of Authorities

Web Preview

£ [T Tl L0 AR NP 1|= | |Heading1 -
Healing ol 5 [ Heading 2 [
Heading: 3 ooannis 5 Heading 3

Show page numbers
Right align page numbers

Tab leader: |....... E

Use hyperlinks instead of page numbers

General
Formats: From template E
Show levels: |3 =i

[gptions... ][ Modify... ]

[ OK ][ Cancel ]
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3. In the Style dialog box, select the level to be modified.

. . Styl -? -ECE
Click the Modify button. B
Please select the appropriate style for your index or table
entry
Styles:
TOHE 1L %
[ toc: |
T ToC 2
T T0C 3
T T0C4
M TOCS
TTOCs
TTOCT
T TOCS
T TOCS -
Freview
Georgia t2pr
Space After: 5 pt, Style: Automatically update, Hide until
used, Priority: 40, Based on: Mormal, Following style:
Marmal
Ok ] ’ Cancel |
4. In the Modify Style dialog box, make any i sie
necessary changes to the table of b
contents. Name: Toc 1
5. Tochange the indentation, Errer [ Paragraph []
click the Indent buttons. A Sl B o — [~]
6- TO Change the Ilne Sp_aCIngy b= = Style for following paragraph: | M Mormal B
click the Line Spacing EE ] | s
bu-ttons. . . Georgia El 12 El B 7 U Automatic |Z|
7. Click OK to close the Modify Style dialog —— =
boX. BEl=s = =s|[F= =22 = =

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

Space After: 5 pt, Style: Automatically update, Hide until used, Priority: 40, Based on: Normal,
Following style: Normal

[] Add to Quick Style list  [¥] Automatically update
@ Only in this document  (©) New documents based on this template

Format - [ QK ] l Cancel

8. Click OK to close the Style dialog box.
9. Click OK to create the table of contents.
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Updating the Table of Contents
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Once you have made changes to your document, it is important to update your table of contents.

To Update the Table of Contents
1. Right click in the table of contents.
2. From the menu choose Update Field.

3. Inthe Update Table of Contents dialog box, select Update

enter table.
4. Click OK.

--OR--

hwne

Click OK.

Linkinzto-AnotherFile..............H

Paste
Update Fiel%
Edit Field...

Toggle Field Codes

L g ¢

A | Font...

=% | Paragraph...

i= | Bullets »
i=  Humbering 3
o Edit Citationis)...

Update Table of Contents @gl

Waord is updating the table of contents, Select one of
the following options:

{(#)pdate page numbers only:
(") Update entire table

[ 0K ] [ Cancel

In the Ribbon select the References tab.
In the Table of Contents section, click the Update Table button.
In the Update Table of Contents dialog box, select Update enter table.
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Table of Figures/Tables/Equations
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In addition to the table of contents, most ETD also require tables of figures, tables, and equations to
be listed in the front matter after the table of contents. These tables can be automatically generated

just like the table of contents.

There are two steps to creating a table of figures, tables, or equations. First, you must insert captions
above or beneath the figures, tables, or equations. After the captions have been inserted, the table can

be created.

To Insert a Figure/Table Caption

1. Place the cursor where the caption should appear. In most instances this will be either above or
beneath the table or figure, depending upon your departmental requirements.

2. Inthe Ribbon select the References tab.
3. In the Captions section, click the Insert Caption button.

4. The Caption dialog box opens. In the Caption Section, type
in the text for the caption. All text appearing in the caption
will also appear in the table of figure/tables. Any text you
add to the same line as the caption will also appear in the
table of tables/figures.

5. To change the caption type, click the down arrow beside
Label. Switching the label type will also change the caption
type, so selecting Table will change the caption from
Figure 1to Table 1.

Insert
Caption
Caption E]@
Capkion:
Figure 1
Options
Label: :.Figure “
] Exclude labsl From caption
[F\_utDCaptiDn... ] [ Ok, ] [ Cancel J
Caption E]@
Capkion:
Figures
Options
Label: .Figure |V
. |Equation
Figure
[] Exclude |
Mews Labe
[F\_utoCaptinn... ] [ (0] 4 ] [ Close ]

6. To change the numbering style for your caption, click the Numbering button.

27



E-Thesis

The Caption Number dialog box opens. From the drop down
menu beside Format select the desired formatting.

If the chapter title should appear in the caption, place a check

beside Include chapter number and then select the

desired options.

Click OK to close the Caption Numbering dialog box.

. Click OK to close the Caption dialog box.

To Generate a Table of Figures/Tables/Equations

1.
2.

hw

In the Ribbon select the References tab.

Caption Mumbering

Format:

[] tndude chapter number

Examples: Figure II-1, Table 1-4

(0] 4 ] l Cancel

In the Captions section, click the Insert Table of Figures button.

The Table of Figures dialog box opens.
The formatting of the table of figures can
be modified in the same manner as the
table of contents. (See page 24)

Q] Insert Table of Figures

Table of Figures E|@
| | Table of Figures |
. Prink Preyiew weh Previsw
Figure 1: Text oveeeeererecennes 1 |#| | |Figure 1: Text i
BimTe Do TER . isaisnisasas 3 Figure 2: Text
Hioure 3 Pextacaanaaag 5 Figure 3: Text
Fignre4: Textinnuinnnuy Figure 4: Text
Figure 5: TeXt..eeceeenns 10 Figure 5: Text
bt s
Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: I ....... V;
General
Formats: |From template \;
Caption label: iFigure -.

Include label and number

[thions... l [ Modify... ]

[

ok, l[ Cancel l
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5. To select whether the table of tables,

figures, or equations is created, beside jet e dl]

Caption Label select the desired dere || 1able of Corterts | Table of Higures |
Optlon Prink Prewview Web Preview
. Figure 1: Text ....occcveeeeereneeee 1 | | |Figure 1: Text i
6. Click OK. § S By R o o 3 |£! | |Figure 2: Text
Figure 35 Texti s Figure 3: Text
Figure 4: Text.... AT Figure 4: Text
Figure 5: TeXt. e 10 Figure 5: Text
¥ -
Show page numbers Use bypetlinks instead of page numbers
Right align page numbers
Tab leader: I ....... vi
General
Formats: |From template V:
Caption label: | Figure K;—:
Iniclude labe{tnane)
E_quatmn

l Ok ][ Cancel l

7. Atable of figures, tables, equations is updated in the same manner as a table of contents. (See page
26)
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Footnotes

Footnotes may be used in some ETD to clarify a section or provide comment for a section of text. In
Word, a footnote has two parts, the reference mark in the text and the corresponding annotation at
the bottom of the page. As with the table of contents, changes in the document will be reflected in
your footnotes.

To Insert a Footnote
1. Place the cursor where the footnote
reference will appear in the text.

Worms are verv important in the composting process)

2. Inthe Ribbon select the References tab.
3. In the Footnotes section, click the Insert Footnote button. 1
Insert
Footnote
4. In the body of the document, a subscript number appears at

where the cursor was located.

5. At the bottom of that page, the footnote section appears and the
cursor is moved to after this number. Type the footnote text.

6. When the footnote is completed, place the cursor back in the
body of the document and continue typing.

7. To modify the formatting of the footnote, click the small arrow to the |
right of Footnotes to open the footnotes dialog box.

:Worms digest compost material.

Footnotes

r;l

8. In the Footnotes and Endnotes dialog box, select the desired
Footnote and Endnote
preferences for your footnotes.
:Bot-tom DF- page w

() Endriotes: r

Format
Mumber Format: __1, 2,3 . ) v
Custom mark:
Start at: 1 =
Mumbering: i:Continuous |

Apply changes
Apply changes tao: EWHﬁie ciacurnent lv
[ Insert l ’ Cancel
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To Refer to a Footnote Multiple Times

1.
2.

o oA

In the Ribbon select the References tab.

In the Captions section, click the Cross-reference button.

In the Cross-Reference dialog box, under
Reference type select Footnote.

Select the footnote to be used again.

Click the Insert button.

The Cancel Button changes to Close. Click
Close.

The Learning Center

('] Cross-reference

Cross-reference

Reference bype: Insert reference ko

W i |Fnotnu:ute nurmber ~|

Insert as hyperlink [ tnclude abovebelow

For which Footnote:

l1 wWormns digest cormpost material,
2 They make tunnels through the dirt,

Insert ] [ Cancel
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Creating a PDF
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Although the process of creating a PDF is similar in all versions of Adobe Acrobat, the specific steps

may differ from version to version. Additionally, the options available may vary from version to

version.

Conversion Settings

The conversion settings allow you to specify options for how the new document should be created,
such as the quality of the resulting PDF, which affects the resulting file size, or the security settings,
which keep people from copying text from your document.

To Modify the Conversion Settings

1. Inthe Ribbon, select the Adobe tab and click the Preferences button.

2. InWord, there are two additional tabs
available: Word, and Bookmarks.
These tabs allow you to specify whether
bookmarks and cross-references are
created as links in your PDF.

3. In most cases, you will accept the
default PDFMaker settings.

4. Click OK when all changes have been
made.

Settings | Security | Word

Restore Defaults 0K

B Acrobat PDFMaker

Bookmarks

POFMaker Settings :
Conversion Sektings: | S =)

- Use these settings to create Adobe PDF documents suiksble for relisble viewing =
and printing of business documents, Created POF documents can be opened >

Wiew Adobe POF result

Prompt: for Adobe PDF file name
Convert Docurnent Information

[[] create POF{a-1a:2005 compliant file

Advanced Settings ...

Application Settings
[J attach source file ko Adobe POF
Add Bookmarks to Adobe POF
#dd Links ko Adobe POF
Enable Accessibility and Reflow with tagged Adobe FDF

1987-2006 Adobe Systems Incorporated and its licensors. Al rights reserved,
Adobe, the adobe loga, Acrobat, the Adobe PDF logo, PostScript, and Reader
are trademarks of Adobe Systems in the United States andfor other countries,

Al

Adobe

|

][ Cancel H Help
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To Create a PDF Using the Ribbon

1. Inthe Ribbon, select the Adobe tab and click the Preferences button.

2. A Save As dialog box appears prompting you to select a location and name for your PDF. Enter the
name and location and then click Save.

3. The conversion process begins. The ﬁ'
time it takes to convert your document |-
will vary, depending upon the size if
your document, the complexity of your
document, and what version of Adobe T | [ cancel |
Acrobat you are using. Be prepared

to wait; this process may take

some time.

S

Scanning document. ..

4. Once the conversion is completed, Adobe Acrobat opens to display your file, unless you changed
the View Adobe PDF result options in the Settings dialog box.
5. Check the PDF to make sure everything converted correctly, and that all links are working

properly.
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Summary

This class has covered the following topics:
¢ Finding the ETD website
Changing the zoom in Word
Using basic formatting in Word
Creating tabs and indenting in Word
Creating page breaks and section breaks in Word
Working with images in Word
Working with page number in Word

Creating a table of contents in Word

® & & O o o o o

Converting a Word document to a PDF

If you would like more information about other Learning Center workshops, please or visit our
website at http://www.hsc.wvu.edu/its/LC or call the Learning Center at 293-3631 ext 5.
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