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1 Layout and formatting for University of Waikato Theses

1.1 University requirements
This document is based on the requirements of the University of Waikato for theses, as outlined in

« The University of Waikato Calendar's Guidelines for Dissertations and Theses.
« Library's guide on University of Waikato Theses

1.2  Order of content

. Title page: Title of thesis, degree, author, year etc. No visible page number.
«  Preliminary pages: Use Roman numerals (ii, iii, iv etc) for page numbering — start at page
ii for the abstract.
Abstract
Acknowledgements
Table of Contents
Lists of tables, diagrams, figures, equations, maps, photographs etc.
« Body of the thesis (chapters): From this point on use Arabic numerals (1, 2, 3 etc) for page
numbering — start at 1.

« End pages
References (or Bibliography)
Appendices
« The Faculty of Law may require other Preliminary and End pages.

2 Document settings

2.1 Fontand line spacing

The text of the document should be formatted as follows:
« Font: Choose a font which is easy to read - Times New Roman, Arial, etc.
« Fontsize: 11point (pt) or 12pt depending on the font chosen.
« Headings may have larger fonts, see 4. Headings
« Line spacing: 1.5 or double.

2.1.1  Setting the font format

In the Home tab locate the Styles group (on the right) and right-click on Normal.

« Select Modify.

« Inthe Modify Style dialog box, select a font style and 11 or 12pt for the font size.
« Stay in the Modify box for the next part.
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2.1.2  Setting line spacing

« At the bottom left of the Modify Style box
click on Format.

o On the resulting list, click on Paragraph to
open the Paragraph box.

« Inthe Line spacing box, use the drop-down
menu and select 1.5 lines.

o Click OK.

2.2 Displaying the formatting symbol

« Inthe Home tab, click on the paragraph
symbol § in the Paragraph group to display
formatting.

« Click the paragraph symbol  again to disable
the formatting marks display.

2.3  Margins

Margins for all pages should be
o Left: 4.0cm/400 mm.
« Right: 3.0cm/300 mm.

Indents and Spacing | Line and Page Breaks |

General
Alignment: Left -
Qutline level: lm
Direction: ™ Right-toeft ¥ Left-toright
Indentation
Before text: m Spedal: By:
After text: Dmm = {none) - ﬂ

™ Mirror indents

Spacing
Before: 0 pt = Line spadng: At
P e R T o -

™ Don't add space between paragrap

Preview ———————————— Exactly

p
s
P

Tabs... Set As Default | oK I Cancel

« Top and bottom: between 2.0 cm / 200 mm and 25 cm / 250 mm.

2.3.1  Setting margins

« Inthe Page Layout tab, click on the arrow
under Margins and select Custom Margins
(bottom of the list).

« Inthe Page Setup box set the stipulated
margins.

« Inthe Multiple pages box select Normal for
single-sided printing or Mirror Margins for
double-sided printing (if mirror margins are
selected the Left and Right margins will
become Inside and Outside margins).

« Apply to Whole document and click OK.

2.4 Quick Access toolbar

Fa 2%l

Paper | Layout | Doamentérd |

For easy access to functions which are frequently used (e.g. subscript x, and superscript x?)

« Right-click on the icon for the required function.

« Click on Add to quick access toolbar.

« The icon will now be permanently displayed on the quick access toolbar.

2.5 Settings for pasting into your document

To ensure that formatting that has been set up for your document is maintained when pasting from

other documents
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« Click on File (the first tab on the left) — Options — Advanced.
o In the “Cut, copy and paste” group, set as shown here:

Pasting between documents when style definitions conflict: IUSE Destination Styles [Default) ;I

3 Page and Section breaks

3.1 Page breaks

A page break adds a new page which retains the page formatting of the previous page e.g. margins,
orientation etc).

3.1.1 Adding a page break

« Place your cursor where you want the break to appear.
« Press Ctrl+Enter.

3.2 Section breaks

« The Next page section break adds a new page which can be formatted differently from the
previous page. e.g. different margins, different headers, different page number format etc.

« The Continuous section break doesn’t add a new page, but enables different formatting of
text on the same page e.g. if you want part of the page to be formatted as columns.

« Section breaks can also be used if you want one or more pages in landscape orientation — for
this you would insert two continuous section breaks and format the space between them as
landscape orientation.

3.2.1 Adding a section break

« Place your cursor where you want the break to appear.

. Inthe Page Layout tab locate the Page Setup group.

« Click on Breaks and select the section break type you want to use.

« Toadd a page break, you may also go to the Insert tab and click on Page Break in the Pages
group.

3.3 Removing page or section breaks

LETTPLS, 1111 dui congue
Section Break (Mext Page).

When a section break is removed, quise
formatting reverts to the previous section’s 4
formatting. |
« Ensure that the paragraph symbol { is activated.
« Place your cursor just before the Section or Page break as shown, and press the Delete key.

4 Headings

By using the Styles in Word for your headings, you can automatically create a table of contents which
will include all the headings for which you have used heading styles.

4.1 Formatting headings using Styles

« Highlight the text in the document that you want as a heading.
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On the Home tab, in the Styles group select the style you want e.g. Heading 1 (click on the
downward arrow to expand the style gallery) and the highlighted text will be formatted
according to the settings for that style.

4.1.1  Ifthe style you want does not appear in the gallery

In the Styles group, click on the corner arrow under Cnange Styles. _
In the resulting window, click on Options. T~a '%ﬁi
In the Select styles to show box, select All styles and then click oK™~ < - gm:sgf
All styles will now appear in the Styles pane at the right of the screen. RN

4.1.2  Adding a style to the Style gallery

4.2

At the top of your screen, right-click the style in the Styles pane and click on
Add to Quick Style Gallery.

Modifying a heading style

To ensure that all headings of the same level have the same formatting, it is best to modify the style in
the Style gallery.

4.3

4.4

Right-click on the style you wish to modify - click on Modify.

In the resulting Modify Style box select font size, bold or underline, italics, alignment etc.
To set the line spacing, indentation etc, at the bottom left of the Modify Style box click on
Format. On the resulting list, click on Paragraph to open the Paragraph box. Make necessary
adjustments for indentation, line spacing, space before/after etc., and click on OK.

Adding extra heading levels

Highlight the relevant heading you want to change.

In the Home tab, click the arrow beside Styles.

Choose the new level for the heading. The template style in terms of numbering has been pre-
set to legal style.

To change the formatting right click it in the styles menu, Modify, make the changes, then
OK.

Then you need to edit the Table of Contents settings, so that the new headings are included in
the Table; see Editing settings for the Table of Contents.

Numbering headings

Legal style numbering is usually used.

1 Main heading
1.1 Second level heading
1.1.1 Third level heading
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] . EE =0T | aamncel aaBhce
4.4.1 Creating the correct numbering sequence for

headings -

« At the beginning of your document, click on the drop-down
arrow beside Multilevel List (on the Home tab). " :

. Select the numbering style attached to headings. B P s '
— =] |

Now when you select a heading style, the approprb te numbering : Fo |
will be attached to the heading. e — | [ AT |
& Heading - \anE i —— J- 4

Tip: Select the heading style before actually typing the heading.

4.4.2  Un-numbered headings

For headings which are not numbered, such as Abstract, Table of Contents etc:

« Type the heading using the approprb te style.

« Right-click on that heading in your document.

« Inthe pop-up window, click on Numbering, and select None.

«  This will remove the number from that heading, and ensure that subsequent headings are
correctly numbered, starting from 1 for Chapter 1 etc.

4.4.3  Starting at a number other than 1
If you are using separate documents for chapters, and need to start |EEELILITRRES HE

numbering at a number other than 1 {5 Stark new list
«  Enter the first heading with the automatically allocated . 'f—_”””;“e from 'TE““:S st )
. . R o i
heading number — the number 1 will automatically be R
. - Set value fo;
al!ocateq to the first hea_dmg. - o=
« Right-click on the heading in your document, click on Preview: 3
Numbering, click on Set Numbering Value, and enter the o | conce

approprb te number.

444  Adding extra headings

« Highlight the relevant heading you want to change

« Inthe Home tab, click the arrow beside Styles

« Choose the new level for the heading

« To change the formatting right click it in the styles menu,
Modify, make the changes, then OK.

« Then you need to edit the settings for the TOC; see Table of
Contents.

5 Page numbers

Page numbering style for preliminary pages is Roman Numeral (i, ii, iii, iv) while the body of the
thesis has page numbers in Arabic Numerals.

5.1 Formatting page numbers

Place your cursor on the first page that you want numbered — in your thesis this will be the page after
the title page.
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« Onthe Insert tab, in the Header & Footer group click  |page Number Format (=T [mE3m]
on the arrow beside Page Number, then on the drop-

Mumber format: (i, ii, i, ... -
down menu click on Format Page Numbers. -
g Indude chapts :’ téI E

« Inthe Page Number Format dialos box, select a
number format from the Number Format menu e.g.
for preliminary pages in your report select Roman

Chapter starty

Use separator:

e s E les: 1-1, 1-A
lower case style (i, ii, iii). ki
«  Under Page Numbering activate the Start At radio pae mnber
button ) Continue from previous section
' @ Startat: i D
« For preliminary pages, set ii as the starting number. S
. Click OK. I oK I [ Cancel

5.2 Entering page numbers

Once page numbers have been formatted, they need to be entered so that they appear in your
document.

« Inthe Insert tab, locate the Header & Footer group and click on the arrow beside Page
Number.

« Select the desired position for page numbers e.g. Bottom of Page.

« Inthe resulting box click on the exact position e.g. left, right or centre.

« Page numbers will now display in the footer of each page in that section.

« Click on Close Header and Footer at the top right of the screen, or double click anywhere
outside the header and footer.

5.3 Hiding the page number on the title/first page

« Make sure the paragraph symbol { is on.
« Put your cursor under the Thesis Title frame. Delete the Page Break if there’s one showing.

« Inthe Page Layout tab, click on the arrow beside Breaks and choose Next Page under Section
Breaks.

« Inthe page after the Thesis Title page, double-click in Footer.

« Inthe ribbon at the top click Link to Previous to deactivate it.

« Then click anywhere in the main part of the same page to exit Footer.
« Insert page numbers as per 5.1 above.

« The page number will no longer appear on the title page, but will appear on all subsequent
pages.

5.4 Changing page number formatting in the body of the thesis

Because page numbers in the body of the thesis are formatted differently to those in the preliminary
pages, you need to have a Next Page section break between the preliminary pages and body then re-
format the page numbers in the body of the thesis. When you insert page numbers for preliminary
pages, page numbers will appear in the body as well, but continuing in sequence from the preliminary
pages, whereas they should start from 1.

First you will need to set up a section break.
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5.4.1 Setting up a Next Page section break

« Click anywhere in the page where you will be Page Layout References Mailings
changing the_pa_ge number (usually the first Chapter — J '=! Breaks -
after the preliminary pages). I

: - - £ Line Numbers =
« Inthe Page Layout tab click the arrow beside Breaks pn  Size Caolumns

. - be - Hyphenation -
in the Page Setup group.
« Under Section Breaks choose Next Page.

Page Setup

5.4.2  Changing the number format

« Click anywhere in the same page.

« Onthe Insert tab, in the Header & Footer group, click the arrow beside Page Number, then
Format Page Numbers.

« Inthe Page Number Format dialog box, select the number format you need for this section
from the Number Format menu e.g. 1, 2, 3.

« Under Page Numbering activate the Start At radio button and type in the page number with
which to begine.g. 1.

« Click OK.

« Under the Design tab (which will appear when the footer is activated) un-tick the
Different First Page check box in the Options group.

6 Viewing your document

The default document view is Print layout view, which J _|_"J = =
displays pages as they will appear in print. J =
« Inthe View tab locate the Document Views Print |Full Screen Web  Qutline  Draft

Layout | Reading Layout
group.

« Select the view you require.

Document Views

Alternatively, use the quick links at the bottom of the Word screen.

7 Navigation pane

For easy navigation through the document use the Navigation Pane. “age Layout References
Once actyivated, it sists at the left of your document and consists of Ruler
linked headings. J

Gridlines
Draft
. . . . ¥ Mavigation Pane
7.1 Activating the Navigation Pane chon
o Open the View tab, and in the Show group, tick the box

beside Navigation Pane.

7.2 Including Chapter headings in Navigation Pane

Headings styles in use in your document will automatically appear in the pane. You’ll need to set
titles (e.g. chapter headings) manually. After following these instructions, you’ll see all chapter
headings in your document in the Navigation Pane.
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« On the Home tab in the Styles group, right-click the style you’re using for chapter headings
and click Modify.

« Click the Format button at the bottom and select Paragraph from the drop-down menu.

« InParagraph, under General, select Outline Level 1.

8 Headers and footers

8.1 Creating a simple header

« Double click at the very top of the page to open the header.

« Typein inand format the text for your header, then closing the header by double-clicking
anywhere in the main part of the page.

« This will insert that header into all pages of your document.

8.2 Using a Header template

o On the Insert tab, in the Header & Footer group, click on
the arrow beside/below Header. [[fiypeied)

« On the resulting drop-down menu, select a template — this ~ Trarmeras | T
will now appear in your header. Type your text in the
approprb te sections of the template.

8.3 Removing the template content from the header

« Right-click and select "remove contents control"” - you can then adapt the header.

8.4 Inserting different headings for different sections of the document

Ensure that there is a Next Page Section Break between the sections, and then break the connection
between the sections:

« On the first page of the new section, double click in the header to activate it.

« Click on Link to Previous at the top of the screen to turn it off.

« Click in the footer , and then on Link to Previous at the top of the screen to turn it off.

practice document - Microsoft Word Header & Foote

es Mailings Review View EndMote X4 Design
J_I j Previous |:| Different First Page 34 Header from Top: 1.25cm
h j Mext |:| Different Odd & Even Pages ¢ Footer from Bottom: 1,25 cm .
FC,:-,?:,:; 22 Link to Previous Show Document Text ﬁ Insert Alignment Tab
Mavigation Options Position

« Now you can format the header of the new section without affecting the header of the
previous section.
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9 Footnotes and cross-references

9.1 Inserting footnotes

Place the cursor at the end of the text which requires a
footnote reference.

In the References tab, Footnotes group and click on AB!
Insert Footnote

The footnote number will be automatically inserted beside
the word and the cursor will now be located in the footnotes
field at the bottom of the page.

9.2 Cross-referencing to previous footnotes

Place the cursor in the footnotes field where you want to
insert a cross-reference, and type above n followed by a
space.

In the References tab, Captions group, click on Cross-
reference

In the box which appears Choose the Reference Type to
Footnote, and make sure Footnote Number shows in the
adjacent Insert Reference To box.

9.3 Updating cross-references

Page Layout References

[y Insert Endnote

hg Mext Footnote -

Insert
Footnote
Footnotes

Add-Ins

- -] ) Insert Table of Figures

— [ Update Table
Insert
Caption U Cross-reference

Captions

Select the correct footnote from the list of current footnotes for the document. Its number
will be inserted into the cross-reference.

Inevitably, footnote numbers may change as you progress through your document, and this will have
an effect on any cross-referencing you have already done. See 15.4 “Soft” cross-references” for

details.

9.4 Tabs in footnotes

Set up spacing between the footnote reference number and the beginning of the footnote text when
you have completed your document. This will ensure that you change all footnotes in the document.
Word doesn’t allow you to set up a default style with spacing so it has to be done after all footnotes
have been inserted. If you add more footnotes, remember to repeat the process.

Press Ctrl+H to activate the Find and Sl

Find | Reglace | goTo

Replace dialog box. —
Click on the More button and tick the rrnar, g Foswore Te
Use Wildcards check box. S

In the Find What box, type "(*2) " =)
without the quotes. Note the space after = B

the last bracket.

With the cursor still in the Find box, fj‘;f;w .
click on the Format button, then choose e
Style; Word displays the Find Style Raptce

dialog box. ETTRN TN
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file://liby-orac/library$/Departments/Law_Library/Fiona/@WORD/3.Guides/Soft%23_

« Inthe list of styles presented, choose the
Footnote Text style and click on OK.
« Inthe Replace With box, type "\1"t" without the gquotes.
« Press Replace All, then close the Find and Replace dialog box.

All footnotes will now have a larger space between the footnote reference number and the footnote
text.

9.5 Disappearing footnotes

If your footnotes seem to be disappearing, you will need to adjust the line-spacing settings.
« Inyour document, open the Home tab, then click on the blue arrow under Change Styles.

References Mailings Review View

N % 34 Find -

v A (2T AaBbt AaBbC AaBbCc | AaBbCcl | A

I 2ac Replace
= .Q T o T THeading1l THeading2 THeading3 | TMNormal |7 No Spaci. Cha:ng [ Select~
h ) Styles Editing
« In the pop-up menu, right-click Footnote Text, and s 1
) Indents and Spacng | Line and Page Bresks | Asian Typography |
select Modify. ES
«  In the Modify window, click on the Format button o m—
at bottom left, then choose Paragraph. R G o
- - " . Indentation
« In Spacing, change Line Spacing from Single to D = i =
Exactly, and it will default to 12pt. Metet o (ST -
. . ™ Mirror indents
« Click OK, then OK again. s:a:mmmmmrmtmm:ws«m
Before: Dpt = Line spacng: At
After: pot & [Exactly =] [2et
I™ Don't add spage between paragraphs of the same style
10 Columns F soap o rdshen e e
Preview
To format part of a page as columns ot
« Enter two Continuous section breaks.

« Place the cursor between the two Section breaks, as Tobs... it | [k ] coe
in this image.
Ll Section Break {(Continuons)
bl
Ll Section Break (Continuous)

« On the Page Layout tab, in the Page Setup group,
click the arrow under Columns and select the
number of columns you need.

« The area between the two section breaks will now
be formatted as columns.

« To move from one column to the next, enter a
Column break.
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11 Table of Contents (TOC)

11.1 Creating a Table of Contents

If you have used heading styles, you can 2l
automatically create a table of contents. S

Place the cursor at the part of the document where Hﬁdﬁlﬁg ----------- 1 = - =
you want to insert the table of contents.

On the References tab, in the Table of Contents L =
group, click Table of Contents.In the resulting |

drop-down menu, click on Insert Table of Contents e

— this results in the Table of Contents window. R ey =

In the Show levels drop-down menu, select how . | |
many heading levels you wish to appear in the table o

of contents and click OK.

11.2 Updating a Table of Contents

The Table of Contents can be updated as more headings are added in the document.

Right-click on the table of contents, and click Update Field.
In the resulting box select Update entire table, and click OK.
Alternatively, on the References tab, in the Table of Contents group, click on Update Table

11.3 Editing settings for the Table of Contents

If you have added extra Heading levels, you’ll need to change the settings so that the additional
heading levels can be incorporated into the TOC.

Click anywhere in the current TOC and then press Alt+F9.

You’ll see a field code similar to this { TOC \lo "2-2" \h \z \t "Heading 1,2,Heading

3,2, Title, 1 }.

Add extra headings as per the style in the existing code: you need to note where there’s
spacing and where there isn’t. You can add as many headings as you want; 5 headings are
included in this example: { TOC \o "2-2" \h \z \t "Heading 1,2,Heading 3,2,Heading

4,2, Heading 5,2 Title, 17 }.

The 2 after each heading number reference means that they will be formatted to align with the
left margin. You can change this if you want, e.g. Heading 4,2, Heading 5,3.

Then press Alt+F9 again (the TOC will show no changes), then right click and choose Update
Field, then Update Entire Table.

The additional headings will now show in the TOC.

12 Inserting Figures and Tables

12.1 Figures

Diagrams, pictures and graphs are labelled as figures.

To insert a figure, copy and paste the figure into your document.
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12.1.1 Copying graphs from Excel
« Select Paste on the Home tab, then Paste Specb I.

« Inthe resulting window select Picture (Enhanced Metafile), and the chart will be pasted into
Word as a picture.

« Subsequent changes you make in Excel will not affect the graph in Word.

12.1.2 Multi-graphs

. Copy and paste them into PowerPoint, with each graph on a separate slide.

« In Save As, select Other Formats, then from the Save as Type drop-down menu select JPEG
File Interchange Format.

« This will create a folder with each image as a separate jpeg file which you can copy and paste
into your Word document.

12.1.3 Clearer graphs

« If the graph does not appear clearly in Word, paste it into Word as a Picture (JPEG) — this will
make the graph appear clearer and “crisper”.

=21
- Source: Microsoft Excel Chart
File Home Insert E:\Excel spreadsheets\Sample workbook 1.xds!Error bars! [Sample workbo.
T
] : + pas os =] I Display asicon
aste finl P
ic nhanced Metafile)
Paste ic 1F)
= # Format Painter e
\\\\\
Paste Options: =l
Sra = Sra = = Result
£l T{’ Sl = .
Paste Special...
Set Default Paste... r—

12.1.4 Tables

. Toinsert a table from another file, copy the table and paste it into your document.

« To create a table, place your cursor where you want the table to appear, then on the Insert tab,
in the Tables group, click on the arrow to select how many rows and columns you require.

13 Captions

13.1 Adding Captions to Figures, Tables and Images

Instead of using text boxes for captions use the Insert Caption tool provided in Word. This will ensure
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that later updating of capitons are automatic.

« Click the item requiring a caption, then Capkion:
right-click and choose Insert Caption. | Figure 1|
« Inthe Caption box, use the drop-down Options
menu beside Label to select the type of Label:  |Figure =
label you require (figure / table / Paosition: IBElDW selected item j
equation etc) or click on New Label to _
. [ Exclude label from caption
add a label that does not appear in the _
list Mew Label, .. | Delete Label | MNurnbering. .. |
o The label and number will appear in the AutoCaption. . | ITI Canel |
box. Add any other text, including
punctuation that you want to appear in
the caption.
« Select a position for the caption from the Position drop-down menu — below for figures, above
for tables.
« Click OK

13.1.1 Tips for captions
« If you insert a new caption, all caption numbers are automatically updated. However, if you
delete or move a caption, you need to manually update the caption numbers — see Updating all
captions below.
« If you press enter in the middle of a caption, all text after that will not be included in the list
of figures. For figures that are side by side, rather format that part of your document as
columns to ensure that captions automatically wrap under the figure.

13.2 Editing the formatting of a caption

By entering captions as described above, you are using the Captions style, which can be formatted in
the same way as any other style:

« Inthe Home tab locate the Styles group.

« Click the downward arrow to open the Styles gallery.

« Right-click on the style for Captions and modify.

13.3 Updating all captions

If you delete a caption, you need to ensure that caption numbers are updated as follows:
« Press Ctrl+A or Select All to select the entire document.
« Right-click in the selected area.
« Press F9 — captions and cross-references will now update.

13.3.1 Updating captions after incorporating documents into a main document

« Select All, then right-click.
« Click on Update Field and then Update Entire Table.

13.3.2 Updating the Table of Contents to reflect changes

« Right-click anywhere in the Table.
« Choose Update Field, then Update Entire Table.
« Click OK.

Updated 22 May 2014



13.4 Keeping figures/tables and captions together

To ensure that the caption of a figure/table does not — &l i
move onto the next page while the figure/table remains
on the previous page:

Pagination

¥ Widow/Orphan control

«  Select both the caption and the figure/table. e

« Right-click in the selected area — click on Pl b
Paragraph. T Sumvs e s

« Inthe resulting box click on the Line and Page ) it el
Breaks tab. Te;;::ui:::m

« Tick the box beside Keep with next, then OK. (B |

Now the figure/table and caption will remain together — if one moves onto a new page, the other will
follow.

14 List of Figures and List of Tables

If you have used the Caption style for your captions, you can automatically create a list of
figures/tables.

Table of Figures JE 3
. . . Index. | Table of Contents  Table of Figures | Table of Authorites |
14.1 Creating a List of Figures e
F%gurs i TE\:(, F:LULHE ; Te\:t i’
+ Place the cursor where you want to insert a list of Howe s Tomt M | Erry
figures Figure 4: Text. 7 Figure 4: Text
. Figure 5: Text ... ) Figure 5: Text
« On the References tab, in the Captions group, click | Faammemmses e et
. ¥ Right align page numbers
on Insert Table of Figures. A | |
« Inthe Table of Figures dialog box, ensure that o
Figure is selected in the Caption label box. oo ] |
H ¥ 1nclude label and number
¢ CIICk OK Gptions. .. Madify. ..
corcel

14.2 Creating a List of Tables

Follow the same process but select Table in the Caption label box.

14.3 Updating a List of Figures/Tables

The List of Figures can be updated as more captions are added in the document.
« Right-click on the list of figures and click Update Field.
« Inthe resulting box select Update entire table, then OK.

15 Cross-referencing

15.1 Cross-referencing to figures/tables

When referring to a figure in the text of your report, you need to ensure that the figure number in the
text always refers to the correct figure. This can be achieved by cross-referencing.
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« Inthe References tab in the the Captions group,
click on Cross-reference.

« Under Reference type select Figure (or
whichever reference type you are referring to).

« Under Insert reference to select Only label and
number if you only want to refer to the figure
number.

« All the figure numbers and captions that you
have in your document will be listed in the For
Which Caption box — select the figure you are
referring to. Click Insert, then Cancel.

Reference bype: Insert reference to:
- IOnIy label and number j
¥ Insert as hyperlink I™ Include abovejbelow

I~ Separate numbers with I

For which caption:

Figure 2: Catalogue

El
Insert I Cancel |

o The words “Figure 1” will now be inserted into the text as a hyperlink.

15.1.1 Updating cross-references

- When you insert or delete figures and captions, you need to update cross-references by
selecting all then right-clicking and updating the field (see “Updating all captions”).

15.2 Cross-referencing to page numbers

When referring to a particular page number in the text of your document, it is best to cross-reference
to that page number so that if the page numbers change the numbers in the cross-references can be

automatically updated.

« To cross-reference to a page number, you need to cross-reference to a particular object or
heading on that page, then you can insert the number of that page as the cross-reference.

15.3 Cross-referencing to parts of pages

« You may cross-reference to a Numbered item, Heading, Bookmark, Footnote/EndNote,

Equation, Figure, Plate or Table.

15.3.1 Cross-referencing to a portion of text

« If you want to refer to a particular portion of text which does not fall into one of the
categories in 15.3, you will need to format it as a heading so that it can be identified when you

insert the cross-reference.

« The heading style can be formatted so that the text looks the same as normal text if you wish.

15.3.2 Cross-referencing to a page number on which particular text appears

« Format the relevant text to which you will be cross-referencing as a heading (e.g. Heading 4).
« Place your cursor where you want to insert the cross-reference to a page number — you will
need to type in words that will precede the page number.

On the Insert tab, click on Cross-reference.
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« In the resulting window, under “Reference Lloze =il 2x

Reference type: Insert reference ko:

type” SeleCt Heading IHeading j IPage number j
o Under “Insert reference to” select Page ¥ Tnsert as hyperink ™" tnchude abovebelow

N b ™ Separate numbers with I—

umper For which heading:

« In the “For which heading” box, select the vty v e heses

headlng to WhICh you Want to Cross- 2.1 ant_, line: spaing and paper size

I’efe rence. 2I22.2l\?larsg£:ig? margins

2.3 Font i i

«  Click on Insert, and the page number on g;g:zn;gaggg'ffgsﬁct;%gggilnig? cpacin ot et o e thess

which that heading appears will be inserted 2.8 Gk pecens Todpar =

as a cross-reference e.g. Referring to the text st | Concel |

on page 5...

15.3.3 Updating cross-references to page numbers

« Then to update cross-references open the Home tab — Select — Select All . This will highlight
all text in the document.

« Right-click and choose Update Field — Update Entire Table

- Now if the page numbers change at a later time, you can update cross-references (Select All
then press Select all, right-click, choose Update Field ) so that the page numbers are correct.

15.4 “Soft” cross-references: above n x

Use this method to save having to update footnote cross-references when footnote numbers change.
« Insert the footnote beside the text in the usual way.
« Inthe footnotes field type above n followed by a space.
« References tab — Captions group — Cross-reference.
« Inthe pop-up, change the Reference type to Footnote.
« Change the option in the box to the right to Footnote Number.
« Choose the footnote number you are cross-referencing to — Insert — Close.
« The number is now inserted into your footnote as a field — “soft” format for later updating.

15.4.1 Updating “soft” cross-references in footnotes

15.4.1.1 To update a single cross-reference

« Highlight the number in ‘above n ’
« Press F9; the number has now changed.

15.4.1.2  To update all “soft” cross-references

« Click anywhere in the footnotes area.
« Home tab — Editing (on far right) — Select All (selects all footnotes in the document).
o Press Fo.

16 Inserting landscape pages

If you want one or several pages to be in Landscape orientation, while the other remain in Portrait
orientation

« Place the cursor where you want to insert the landscape page.
« Insert a Continuous section break.
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1 Section Break {Continuous)

L] Section Break {Continuous)

Press Enter after the section break to open up a blank line.

Insert another Continuous section break.

Place the cursor between the two section breaks.

On the Page Layout tab, in the Page Setup group, click the arrow under Orientation and select
Landscape.

A new empty landscape page is inserted while all other pages will remain in portrait mode.

Word automatically changes section breaks to Next Page breaks once orientation is changed — if you
initb Ily used Next Page section breaks, extra pages would be added.

16.1 Modifying the position of page numbers on landscaped pages

Once the landscape page has been inserted, the page number will still appear at the bottom. For
consistent numbering when the document is printed, the page number needs to appear on the left of
the landscape page. To do this, you need to break the links between the headers and footers on the
landscape page and the portrait pages preceding and following it, then change the position of the page
number on the landscape page.

16.1.1 Disconnecting landscape pages

On the first Iandscape page, double_ Jractice document - Microsoft Word HEader e/ EOBTen1 0015,
. . . s Mailings Review View EndMote X4 Design
CIICk In the header to open It- _T Eﬂprevmus [ ifferent First Page S+ Header from Top: 1.25cm
- - - =[5, Next [ pifferent Odd & Even Pages | [Z+ Footer fram Bottom: |1.25 em
CIICk on Llnk to Previous at the top Of HG;.;:, F%%tt:, 3 us Show Documen it Text ’ [2) Insert Alignment Tab
the Screen to turn it Off. | Navigation | Options | Position

Double-click in the footer to open it.

Click on the Link to Previous at the top of the screen to turn it off.

Now the header and footer on the landscape page are disconnected from the previous portrait
page.

On the first portrait page after your landscape page/s, follow the same process so that the
header and footer on this page are disconnected from the preceding landscape page.

Check the margins of your landscape page/s to Marging A :
ensure that they are correct for binding: I:t Z:m = ;;t 25 :
Place your cursor on the first landscape page. quters oo g cwwrposton: o ]
On the Page Layout tab, click on the arrow below —
Margins. ’

Check that the margins are as in this image. Borrclt  Lancscope
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Page Setup ]

16.1.3 Checking the margins merars | peper | Lavaut |
«  Check the margins of your landscape page/s to e = e —
ensure that they are correct for binding: [CERN CETTR— (- ks
. Place your cursor on the first landscape page. e b= s s -
« On the Page Layout tab, click on the arrow |
below Margins.

Portrait Landscape

« Check that the margins are as in this image.

16.1.4 Page numbers on landscape pages

16.1.4.1  To insert a page number on the left of the landscape page/s

« Place your cursor on the first landscape page. B

o On the Insert tab, and in the Header & Footer j j J J ‘{l
group, select Page Number. Header Footer muplﬁﬁ:. ol gee Quick Word

« Select Page Margins - Plain Number > Header & 8 | Top of Page ’
Border Left g0c 1 - - 1400 | 5] Bottom of Page »

« A page number will be inserted in a text box «|L3  Ppage Margins »
on the left of the landscape page. ] ﬂ A | Current Position ,

« Select Page Number and then Select Page Margins — Plain Number — Border Left

« A page number will be inserted in a text box on the left of the landscape page.

« Click on the new page number to activate the Drawing Tools tab at the top of the screen —
under this tab select the Format tab, then click on Text Direction (in the Text group at the left
of the screen) to rotate the page number 90°.

16.1.4.2  To remove any lines that may appear with the new number ol w
« On the Home tab click the arrow next to the Border icon in the Paragraph

group.
« Select No Border from the resulting drop-down menu.

16.1.4.3  Toremove the original page number

« Highlight the original page number and delete, OR
« On the Insert tab click on the Footer arrow and select Remove Footer
o Close the Header and Footer

16.1.4.4  If the page number is incorrect
« Inthe Insert tab locate the Header & Footer group.
o Select Page Number - Format Page Numbers.
« Click the radio button beside Continue from previous section.
« Click OK.

Updated 22 May 2014



16.2 Moving the header to the right hand margin of a landscape page

« Disconnect the landscape page from the portrait pages preceding and following it.

«  With the header and footer activated, insert a text box anywhere on the page.

« Copy the header and paste it into the text box.

« From the Drawing Tools — Format tab, click on Text Direction to swing the text around in the
right direction.

« Adjust the size and shape of the text box and move it to the right hand margin so that it
appears as a header would on a portrait page.

« Format the text box so that the lines are not visible.

« Delete the original header on the landscape page.

17 Manual formatting of lists (not a Table of Contents)

It is possible to manually create lists where numbers are uniformly aligned, such as in this example.

1 Layout and Formatting for University of Waikato Theses . 3
11 University regUIrEmE mtS. s 3
12 Oirder of COMt Nt s 3
DL I o Tt L= AT 1 o U 3
21 Font , line spacing and paper Size s 3
2.2 = T 3
D T oo 411 [] 5= T USSR U 4
2.3 Lo =T N T T=T0= o 1= o] -« S 4
231 Tosetthe Tomt o e 4
232 Tosetthe INe SPaCIMG. o e 4
24 Displaying the Formatting Symbol . e 4
2.5 Quick Access ToolDar. ..o 4
26 Settings for pasting into your document. e eees 5
Layout-and Formatting for-Univerrsity of-Waikato Theses— 39
17.1 Setting up a list University requirements - 37
Order-ofcontent - 39
To create such a list, you need to set tabs so that Documentsettings ~ 3

all numbers appear in the same position on the

Font, linespacing-and paper-size - 39
Margins - 39

right hand side of the page, or wherever you Settingmargins ~ 4
choose to put them. Enter the information with a Fontand linespacing-4{

Tosetthefont - 49

single tab between the text and each number, as Tosctthelinespacing - 47
shown here.
« Select the whole list, right-click and then select Tabs i B3
Tab stop position; Defaulk tab stops;
Paragraph. . _ = 7o =
« Inthe resulting Paragraph box, click on Tabs. H

« Inthe Tabs window, set the Tab stop position
according to where you want numbers to appear in

Tab stops to be cleared:

; -
relation to the ruler at the top of the screen. From—
« Select the Leader you want to appear between the text & Left € Center " pight
and numbers. € Deamal g
- . .. . Leader
. C?Ilck OK. All numbers will appear in line as in the  Lhone P
first example above. 4
Set | Clear | Clear all |
8 I Cancel |
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Paragraph

Indents and Spacing I Line and Page Breaks |

17.2 To create indents in a list that has been o

7| x

fO r m a tte d Alignment; lm
A A Outline level: lm
« Select the text that you want indented — in the
Indentation

example above this would be the last few entries. et — cpecals o

« Right-click and select Paragraph. O T R (T
« Inthe resulting Paragraph box, under Indentation, e

type in the inde ntation (e.g. 5mm) that you want in

the Before text box.
« Click OK. Entries will appear indented as in the last

four entries in the first example above.

18 Creating your Dissertation/Thesis from many small
documents

If you have already created separate documents for different sections of the thesis e.g. for different
chapters, you can incorporate these into a single large document to facilitate automatic generation of

the Table of Contents, the List of Figures etc.
Computers have more memory than in the past, and in newer versions of Word the file sizes are
smaller (due to format) than earlier versions, so it is possible and easier to have your thesis all in one

file.

Tip: Itis advisable to use copies of original documents — leave original documents untouched in
case further editing is necessary.

18.1 Incorporating smaller documents into main document

«  Place the cursor at the point in your main document where you want to insert content from
another document.
« Inthe Insert tab, locate the Text group.
« Click the down arrow next to the Object icon. bgel ~
o Select Text from File and click Insert.
« The content of the other file will be inserted into your main document.

18.1.1 Updating caption numbers

« Select All, then right-click , click on Update Field and then Update Entire Table.
« Update the Table of Contents — right-click , Update Field, update entire table.

« Click OK.

18.1.2 Chapters
If you are using separate documents for chapters, and need to start numbering at a number other
than 1
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« Enter the first heading with the automatically Set Numbering Value I3
allocated heading number — the number 1 will & Start new list
automatically be allocated to the first heading. " Continus from previous let

« Right-click on the heading in your document, click <ot value o
on Number, then Set Numbering Value, and enter m
the appropriate number. Preview: 3

ok I Cancel

[T advance value (skip numbers)

19 Word Count

« Select text
« Inthe Review tab click on the Word Count icon.

;ﬁ Word Count

20 Shortcut Keys for common tasks in Word 2014

The image below has been copied from Keyboard shortcuts for Microsoft Word, part of Microsoft’s
Support website. You can find more shortcuts on that page.

TO DO THIS PRESS

Create a nonbreaking space, CTRL+5HIFT+SPACEEAR
Create a nonbreaking hyphen. CTRL+SHIFT+HYPHEM
I ake letters bold. CTRL+E

hake letters italic. CTRL+I

hake letters underline. CTRL+L

Decrease font size one wvalue, CTRL+5HIFT+ <
Increase font size one walue, CTRL+SHIFT+ =
Decrease font size 1 point. CTRL+[

Increase font zize 1 point. CTRL+]

Remowve paragraph or character formatting. CTRL+5PACEBAR
Copy the selected text or ohject. CTRL+C

Cut the selected text or ohject. CTRL+X

Paste text or an ohject. CTRL+Y

Paste special CTRL+ALT+W

Paste formatting only CTRL+SHIFT+W

Lndo the last action, CTRL+Z

Redo the last action. CTRL+Y

Open the Word Count dialog box. CTRL+SHIFT+G

Original guide developed by Subject Librarians, 2011
Adapted by Law Library, 2012
Updated 22 May 2014
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